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Chapter 6 – Purchase Order 
 
 
Technically speaking, “Purchase Order” is part of the Accounts Payable. From the Accounts Payable module, click 
the Purchase Oder button to into the Purchase Order module. 
 
In this chapter, you will learn the followings: 
 
I. Enter a Purchase Order 
II. Copy from an existing PO 
III. Purge or Delete POs 
IV. Converting a PO to an AP invoice 
 
 

 

Figure 6-1 

 

 Purchase order (PO) services as a memorandum in planning your inventory or service items.  Creation of a PO does not 
generate any accounting entries in system.  The system won’t recognize the liability until the goods (items) are received 
or vendor invoices are entered in AP system.  However, this module will give you a forecast of the availability of your 
inventory and payable schedule to plan your cash flow. 

I. Issue/enter a Purchase Order:  
 
Step 1, Click [Payable] from AP module to get into the AP page (see figure 6-1 above), select a vendor you 
want to purchase from (United Parcel Service).  Then click the [Purchase Order] button to get into the PO 
page (Figure 6-2) 

 



ExcelBook Accounts Payable 
 

2 
 

 

Figure 6-2 

Step 2, Enter all necessary information in the green areas (figure 6-3). PO number is the next number of your last PO 
number. Click on the [Save] icon to save the order or display the PO form. 

You can retrieve a saved purchase order by selecting from the dropdown menu on the top [All POs:].  You can edit the 
order or make changes on the existing orders 
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Figure 6-3 

 

 

II. Copy from an existing order. 

From the dropdown menu on top, retrieve an order (select an existing order you want to copy from). Make changes 
if necessary. Then simply enter a new purchase order number in Cell H2. Click on the [Save-Display] icon; a new PO 
will be saved. 

If a PO is received or invoiced, it is not editable. If it’s partially received, the system will create a back order. The back 
order number is the received PO number plus a suffix “-B”.  For example, if items on the purchase order 20001 
partially received, the system will create a backorder as 20001-B for the balance.  If back order 20001-B is not 
received in full the 2nd time, the system will create another back order as 20001-BB. So forth and so on. 

III. Purge PO 

If a PO is received either fully or partially, and if it is invoiced through AP, then it is considered completed.  All 
completed POs will be purged when you close the accounting year end for AP unless you check the option box [] 
Don’t Purge Completed POs at Year-End Closing.  (see figure 6-4). (The default setting is to purge all received and 
invoiced POs at year end closing) 

 



ExcelBook Accounts Payable 
 

4 
 

 

Figure 6-4 

 

You may also delete it or purge POs manually by entering a cutoff date or check the [Purge All Completed Pos] 
checkbox (figure 6-5). 

 

Figure 6-5 

Click the purge icon, all POs’ shipping date before 12/31/2020 and all completed POs will be purged. 
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IV. Converting a PO to AP invoice 
 
If items on a PO is received, you may convert it into an AP invoice when your receive the invoice from the 
vendor. 

 

Figure 6-6 

In the AP invoice page (figure 6-6), enter vendor invoice number and date as normal AP invoice entry (see AP instruction 
Chapter 4, section III). Select the PO No. field (cell H5), click the magnifying glass.  A pop-up box listing all existing POs. 
Double click on the PO number you want to invoice, information on the PO will be transmitted to this invoice page.  Click 
the [Process] icon to post the AP invoice. 


