Changing POs in ProTrak
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Overview

Changing POs in ProTrak

This document describes how to change or correct POs using ProTrak.

Note that purchasers must approve all price, quantity and line item changes by initialing the

change on the invoice.

Adding a line item

1. Enter the PO as you normally would in ProTrak.

2. Click Line Detail and highlight a comment line.

[Z] Purchase Order Detail " _‘1' |_22
Supplier:|LAKEl]l] |LAKELAND MFG | PONo.[ 332843 [Closed
Modify F2 ‘ ‘ ‘ Job Cost F6 ‘ Motes F9 ‘ PO Date: |07/26/17
Ford.  Bovd  |nved
LN Part Mumber Part Description ETA  Status gy Qty Oty Unit Cost Line Tatal
1 16183.7.040.40.001 EXTRUSION MNT BASE 08/0417 113278 1 1 1.00 90.00 90,00 ~
2 16183.7.040.40.003 MOUNTING PLATE 08/0417 113278 1 1 1.00 100,00 a0 DU:‘
3 16183.1.040.40.004 SPACER PLATE 08/04117 113278 1 1 1.00 140.00 140.00
4 16183.1.040.40.005 MNEST BLOCK 08/04117 113278 1 1 1.00 295.00 295.00
5 16183.1.040.40.006 BUSHING MEST 08/04117 113278 1 1 1.00 375.00 375.00
6 16183.1.040.40.007 h-COM FLATE 08/04117 113278 1 1 1.00 95.00 95.00
7 16183.1.040.40.008 SENSOR BRACKET 08/04417 113278 1 1 1.00 256000 25000
8 16183.1.040.40.009 SENSOR BRACKET 08/04417 113278 1 1 1.00 250,00 260,00
9 16183.1.040.40.010 ROTOSPRAY MNT BREKT 08/04417 113278 1 1 1.00 225,00 225,00
! 10 16183.1.040.40.011 ROTOSPRAY CLAMP BRKT 08/04417 113278 1 1 1.00 200,00 200.00
11 1615831.040.40.012 INLINE FLOYY MOMNITOR MNT 08/04417 113278 1 1 1.00 60,00 50,00
12 161583.1.040.40.014 MNTG PLATE 08/0417 113278 1 1 1.00 225.00 225.00
jl 13 C 1] ] 0.o0 0.00 0.00
|14 c ] ] 0.00 0.00 0.00

3. Enter the part number (if applicable), description, quantity and list cost:

LM PO Mo.: [332843

Itern |dentification

Suppliar |LAKELAND MFG

| Tel. Na: |(905) 532-0366 |

Item Cost and Ordering Information

Enter description #1

Part Mo Applicable Taxes: v Taxi [" Tex2
[EXTRAWORK ‘J A Curtency! OO | 1.a0001] 000
Supplier Part No Size Uk Quantity Ordered: 2 000
[EXTRAWORK N oog] i G 750 o
Item Description Discount U'UU|—°/° 0.000 5
‘Des:mptmnl Unit Cost: 250.000 0.000
‘ Tatal Line Cast 500.000
Receiving and Invoicing Information
Requisition Inf i
SR e FO Due Date Line ETA Receipt Date
Assigned| | [or7pa04 | leorrper | fani 0817
Mot
Euggesled‘ ‘J b
IFEE FiEG] I CQty.  Qty. Received Rcwd. to Date Irnwved, to Date
| | | N | I ssus o | 0.000] | soog[ || 0.001] | 0.000
Released Ordered an FO = o
|| | [ Release for PO amments anc hotes
ltern Purchase Histary | ‘
— ‘ Save Cancel




Changing POs in ProTrak

4. Tab until you get to the Save button, then click Save.

5. On the Item Costing Breakdown screen, click Add:

@ Item Costing Breakdow X
Edlt A Delote e Concel |
| LN:13 P/Unit: $250.00 1.0000 Qty: 2.0000 Total: $500.00CD%$
PriMo.  Mod# Cawt Category Descr. Invoice Mo, Ordered Oty Invoiced Oty Total Cost
GRAND TOTAL 0.0000 0.0000 0.0000

Use cursor keys to scroll - Escto exit

6. Verify or update the Project, Station and Category.

B Item Costing Detal
Sawve |
Caontrol Mo

338373 Status( | EEses

Project

16183 |J |

Station
10400000

Category

|Purchase tanufacturing |J

Allocated Oty IUnit Cost Total Cost
| 2.nnun| | 250.nnnn| | $5nu.nu|

Invoiced Cty Invoiced to Date

| m | 1.nnnu|

7. Click Save and complete the invoice entry as you normally would.
8. Reprint the PO if required.

Verifying the Project Number change

1. Highlight the invoice entry you created.

2. Press F2 then enter.

3. Select the line item on the Purchase Order Detail screen, then press enter.
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4. Press F7: the Item Costing Breakdown screen appears.

@ [tem Costing Breakdow

|
Edit Add Delete Sawe Cancel
A || LMN: 1 P{Unit: $720.00 1.0000 Qty: 2.0000 Total: $1.440.00CD%
] Fri Mo, Mod# Cat# Category Descr. Irvoice Mo, Ordered Oty Inwvoiced Oty
fl8005[1.073.00.00 [260 |Purchase Mechanical AB102418 2.0000 2.0000

Note: The new project number only appears in the Item Costing Breakdown screen, not in the
main Purchase Order screen, which will still display the old number:

@ Purchase Order Information

Purchase Order

CSuppher Information

Marne

—Adrinistration |

|Gec|. T. White Co. Ltd.

| Cdn.s

Address

P.O.Total:l:

[

@ RFA [06/26

Postal/Zip

- Supplier Contact

Adt: Greg

e-mail:

Tel Mo, Ext. FaxMNo.

| Approve

- Furchase Order Information and Statu

F.0. Date Fewvision Supp Qrder Type Supp
|2|]1 8-06-28 || ||GE08I]I] ||N.3,ma| ~]

- Shipping and Receiving Information
Ship FORB
|UPS ACC No 36 VB3 ~| |vourDock
Broken Buyetr:

| =

Carolina Pepe

Internal Infarmation
v Acknowledged by supplier

16195 .3.000.00.00 Purchase Mechanical

Note: After changing a project number, the change will not be reflected in cost in ProTrak for at
least 24 hours, even if you run the budget calculation.
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Cancelling a line item
1. While entering the invoice in ProTrak, edit the PO line item.

2. Change the Quantity Ordered to O:

[tern Cost and Ordering Information
Applicakle Taxes: [v Tax1 [

Currency:|©0 1.00000

Cluantity Ordered: 0

3. Tab over and enter a comment:

Comments and Motes

Line itern cancelled per JA&

4. In the Item Costing Breakdown screen, click Delete.

r Errlcahla Tavae T¥ Taw ] T Taw
] @I‘[em Costing Breakdown - | 28 | =
| | —
| Edlit Al Delete Save Cancel | -
p
il LN:1 P/Unit: $775.00 1.0000 Qty: 0.0000 Total: $0.00CD$ ]
Ol PriMNo. Mo Catt Category Descr. Imvoice Mo, Ordered Oty Invoiced Oty Total Cost
B 17161/1.035.00.00 (330 |Purchase Gauge 57634 1.0000 1.0000 775.0000
i

LI

5. Save the order.

Correcting Prices on POs
If the price of an item in a PO changes, you have to update the PO in ProTrak.

You can enter the correction as a new ProTrak entry but it’s easier to enter the correction
while entering the invoice, as follows:

1. While entering the invoice in ProTrak, edit the PO line item.
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2. Correct the List Cost as required:

°| Purchase Order Line Detz

LN PO No.:

Supplier: IBOSCH REXROTH CANADA

| Tel. No: (305) 335-551

“ltemn Identification

|R03504uuun

Part No.

R036040000 | .| =]

Supplier Part No. Size Uk
[ o) e |

Itern Description
ICOMPACT MODULE CKK-110-NN-1 |

I |

“ltern Cost and Ordering Information

Applicable Taxes: v Tax1

Currency:
Quantify Ordered:
List Cost:

Discount
Unit Cost:
Total Line Cost:

- Bereivinng and Invniring Infarmatinn

3. Press tab until you get to the Comments and Notes field.

4. Enter any relevant notes about this change.

Comments and Motes

Frice change approved by Dan |

5. Click Save.

6. On the Item Costing breakdown screen, click Save again.

7. If a Total costing does not match line item error appears,

a. Click OK, then click Edit.

b. In the Item Costing Detail screen, correct the Invoiced Qty:

2 tem Costing Detai T 52
Sawe | Exit |
|| | Control No |
Status: [ Pusied
Project I
‘1 7107 | J |SGE 0CY Clip Station Automatio | l
Station
Imnnnnuu 1]
Category
|Purchase Guarding |J
Allocated City Unit Cost Tatal Cost
| 3.0000] | 221 aann| | 4665 54‘
Invaiced Oty Invoiced to Date
| El | o0g|

c. Click Save, then click Save again.
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Correcting accounts on POs

To change the account assigned to a line item, you need to edit the line item detail’s Project
number and Category.

For example, to change a line item to Small Tools, change the Project and Category of the line
item details to:

@ Item Costing Detail e X
Save Exit |
Contral Mo
Status:
Froject f 7]
‘PZD]? |J ‘PIantAssets&ExpensesiorZD
Station
“muuuunu 1]
Category
[EMALLTOOLS -
Allocated Oty Unit Cost Total Cost
40000, | 437500, | |
Irevoiced Cty Invoiced to Date
‘ .uuuu| | 4.uuuu|
4
— ———

For Plant Expense, change to:

@l‘[em Costing Detail W |
Save Exit |
Cantrol Mo
Status:
Froject |
‘PZUTB |J |P\antAssels&ExpensestrZU
Station
“wuuuuuu -1
Category
PLANT EXPENSE |-

Note: The change does not appear on the printed PO or in the PO entry in ProTrak.
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Correcting HST on POs

Sometimes HST does not appear on the PO but is on the invoice, or vice versa. If so, you will
need to add or remove the HST on the PO in ProTrak so that it matches the invoice.

1. When entering the PO in ProTrak, edit the line item then select or clear the Tax 1 check box,
then save the line item:

ltem Cost and Orderi

Applicable Taxes: [ Tex
Currency:
Quantity Ordered: 1.000
List Cast: la33.2100
Discount 0.00] %
Unit Cost: 1.933.210
Total Line Cost: 1.933.210

Rereivinn and Invniring Infarmatinn

2. You must repeat this step for every line item on the PO —there is no way to select or clear
this box for all line items at once.

3. Note that when you add or remove tax from a line item then save the line item, the PO
totals are not automatically recalculated. To see and confirm the recalculated PO amounts,
select an empty line item and then save it (with no changes). This will refresh the totals.

4. You can right-click a line item to edit it. When partially receiving, cancel out of detail screen
after changing the quantity. Fractional amounts may not appear on screen but will appear
in printout.

Changing quantities
1. Update the quantity ordered:

JYpTro e aTeo 1

— "] Purchase Order Line Detail

I S [—
e
PR

—{| LM PO Mo [3365120 Supplier: |GOOD—N—KLEAN FRODUCTS LIMITED | Tel. Mo |(4'I B) 663-700

S50

= [term ldentification [tern Cast and Crdeting Infarmation
J-U Part Mo, Applicable Taxes: v Tax1 [ Tax
.| H

= SUGAR |J J R CD 1.0000

rp Supplier Fart Mo. Size LIk Cuantity Ordered: 7.000
SUGAR I ooo| Bx | List Cost 10,7500
[term Description Discount
|SUGAR PACKETS 1.000 | Unit Cost:

| | Total Line Cost:
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2. Edit the line item and update the Allocated Qty to match:

350218 W Frciee
AZ018 . Administrative Expnses for 201
10000000 -]

-

Kitchen Supplies !

‘ p.oooo 10.7500 $75.25

3. Click Save.



