Getting Started with AnyPO

B Where Everything Starts: The Main Purchase Order Screen

After you log into the program, the Main Purchase Order Screen appears. The main screen is basically an
electronic purchase order form on which you enter the vendor's name and address and the items you are
ordering. You can move from blank to blank by using tab or your mouse.
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File Edit GoTo Order Tools Stock Tools  Other Tasks  Security  Window Help
= AnyDO 11I: Main Purc hasp Order Screen (Network Enabled)

1000 PO Date l ‘Vendor # DI. [ Reqmsmon i .Drop Shlp
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& Welcome! Thﬂnks for atalﬂngalookntﬁnyPO For information on the ﬂbwe purchase order (and the others), . m n n n m _ :

select HELP and TOUR ANYPO from the Menu Bar on top of the screen. Keep an eye out here for helpful hints. ¢
(Note: you are currently on the last sample purchase order.) c | Tat _
| BTy | S |

You can move from Purchase Order to Purchase Order by using these arrrows,
but it is easier to use PageUp and PageDown on your keyboard

® Moving From Purchase Order to Purchase Order

To move back or forward through the purchase orders, you can click on the navigation buttons on the bottom
right of the Main Purchase Order Screen. The navigation buttons resemble the buttons on a VCR. The right
arrow button ( >) goes to the next purchase order, and the left arrow button ( <) goes the previous. The right
arrow with a line ( >| ) goes to the last purchase order, and the left arrow with a line ( |<) goes to the first
purchase order.

Or, even easier, you can press PageUp on the keyboard. (PageUp moves you backwards through older PO's).
Or you can press PageDown on the keyboard. (PageDown goes to newer purchase orders.)
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Use the Page Up and Page Down
keys on your keyboard to move
forward & backwards through the
purchase orders.
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a new purchase order.

B Creating a New Purchase Order

To create a new PO, select Other Tasks >> Add New Purchase Order from the menu on top of the Main
Screen. Or go to the last PO and press PageDown on your keyboard. This will bring up a new blank purchase
order form. When creating a new purchase order, you always want to start with a blank form on the screen, and
then fill in the vendor's name and address and other needed information.
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File Edt GoTo Order Tools Stack Toals [ LSl Security  Window  Help

® Filling in the Vendor's Name & Address. R Ay i s O B L

#1000 PO Date [T e T

Vi=) e lel S Pullman Paper Supp  Vendor Command Center...

You can fill in the vendor's name and address manually. Or if it’s FOO R on Filot oy Road.
a vendor that you order from on a regular basis, you can put them ey T Pk el
in the Vendor Database. The Vendor Database is reached by iy
selecting Other Tasks >> Vendor Addresses and Numbers

(shown to the right)

i
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Editfview PO Code List...
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Mailing List. ..

Below is what the VVendor Database Screen looks like. You don't
have to fill in all of the blanks on the screen. However, be sure to
fill in the "Summary Name" blank. That's important for the pop-up list.
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To use the Vendor Database, first start a new, blank purchase order. On the Main Purchase Order Screen, click
the "L" button beside the Vendor # field at the top left of the screen.

By clicking this “L” button ("L” means list), a pop-up list of the
vendors (in the Vendor Database) will appear. Pick the vendor
that you want, and they will be pasted on the screen.

% Purchase Order System

B AnyPO III: Main Purchase Order Screen (Network Enabled)

# " 1001| PO Date -‘Vendor#‘D L‘.Req'uisitioﬂ N Drop Ship i OPEN

VENDOR: 1R e Bl Shipping and Receiving B

Address1 LU EIEEEK W University of Southern Nevada E

Address 2 [Pl 11 Sunset Way

City I ST ‘T BN o Y K B Henderson inv_ [lso014 X
|

Country . NN - Country -
AItPO Number |21} Accnl:—. Arrival Date-l Dancel Date

*QuAN - YOURACCHT . VENDOR'S CAT # ITEM DESCRIPTION uniT B PRICE@

Select the vendor from the list that appears, and click on "Paste" button to enter the vendor's name and address
on the Main Screen. Remember that you need to start with a blank screen when you click on the "L" button.

M Items that You are Ordering

The items that you are ordering are entered in the "Item Area" which occupies in the middle of the Main Screen.

4 Purchase Order System

File Edt GoTo Order Tools Stock Tooks Other Tasks Security ‘window Help

5 AnyPO Ili: Main Purchase Order Screen, (etwork Enabled) [9[=1(E3]

# " 1001 PO Date l ‘Vendor # FE = Requlsmon I Drop Shlp

V'[! [efe] =B Pullman Paper Supply (SAMPLE) 15| Rl Your Shipping Address m Closed
LGETECTR 890 Elliot Bay Road CULICCER M 101 Main Street, Box 8111 PO Paid .
Address 2 ’ ‘ Address 2. FTTRED : - ¥
City/ ST/ LTI n s - ciylsT  ECTITR [ N (0 o

Country _ . Country - NN - PO Cou: TN
A'tF‘ONumber Accnt'_l Arrival Date JVIVENI CancelDate _l tnventory 8

Mode [ES

: ounu VOURACCHT vmnons cat rrEm uEscmpnou -J unIT E PRCE@ ToTQL msc  piscToTAL
1 HGH555 HP Laser Printer Paper 12 Reams/Box Box 65.13 65.13 20.0

This is the Item Area. It’s like a small spreadsheet. You can type the
items you are ordering directly into this area. After you type in a row,
press the down arrow on your keyboard to create the next row.
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If you order certain items on a regular basis, you can put them in the Stock Ordering Database. The Stock
Ordering Database is reached by selecting Stock Tools >>Stock Ordering Database. Once an item is in the
database, you can access it from the Main Purchase Order Screen by clicking the "Add" (light blue) button in
the middle of the screen. Select the product you want, click "Paste” and it the product and its price will be
entered for you.

B Extra Notes

You can include extra notes about the items ordered — or notes to the head office in the "Notes" area at the
bottom of the Main PO Screen.



The "Notes" area of the Main Purchase Order Screen is shown below. You can write notes to the purchasing
office. Or, if you want a note to appear on the Purchase Order, select Edit >> Add/Edit PO Message. This
allows you to include an extra note to the vendor which is printed right on the bottom of the printed PO.

k-
Less Di

: .TetalrtemS' 2 T i
Quant'rt-f: 3' Ovetall Discount I 2:2%) . Terms (or UDF) _l
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Vendor Ph°nefFafo|ﬁ Vendor En‘Ialle Tax |

Drderedﬂuﬁ UserFleldﬂﬁ UserF-eldzl—lﬁ
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@ vou can wrrtes notes to yaurself in this area. ‘mu can also type notes dlrecﬂytu the vendor if you need to explain
hetter something you are ordering. To type notes directly to the vendor, use Edit >> Add/Edit PO Message.

B Saving Purchase Order Information

The program automatically saves information as you enter it. It is not necessary specifically to save purchase
orders. However, you should always properly exit the program by pressing File >> Exit. This assures that all
the files are closed properly and brought up to date.

When you exit, a message will appear which enables you to back-up your data files. You should always do a
back-up.

W Searching
As your list of purchase orders grows, you'll probably want i

: o Taxable? . :
to use the Search feature. It is reached by clicking on the . axable? BN Wa L
"Search" button on the lower right-hand corner of the . — 0 los IRE 0 05000
screen (illustrated to the right). You can also access it by | Sh"’"'"g .
selecting Go To >> Search from the Menu Bar. | e b Iﬂ

- | Search i

In the Search dialog box that appears you can enter the PO o | _ sty search |
number of the purchase order in the top blank: "PO el | | T

Number Search.” (The Search dialog box is illustrated to
the lower right). Or in the "General Search™ blank, you can
enter part or all of the vendor's name. (If you use

ES Search E|
Alternative PO numbers, this is the place to enter them). PO Number Search: [[IETTE

The Search dialog box always searches for the "General
Search" blank first (and disregards the PO Number). If

General Search: |

In the General Search blank, above, you may enter a full or partial word. The

therels nOthIng in the General blan k, then It WI ” SearCh for Afternate PO # ar vendor's name, address, city, state and country of each
H H PO wvill be searched starting from the newvest and working backwards. If
the |nd|Cated purChase Ol’der number' the invoice found is not the desired one, press CTRL-R to repest the search.

To continue searching, click on "Repeat Search™ on the OK CANCEL HELP
bottom of the Invoice Screen (or you can select Search >
Repeat Search from the Menu Bar).




You can also conduct specialized searches. For example, you may wish to search for a particular vendor's
catalog number, or an order's arrival date, or the name of the individual who placed the order, or many other
different possibilities. That's done by clicking the "Adv Search” button just under the "Search" button. The
Advanced Search dialog box is shown below:

Advanced Search

Search Far: || Clear Form

Where to Loak:

[ wendor Mame [ Bhip Mame [ Wendor# [~ Fhone Number [~ Terms

[ Wendor Add? or 2 [ Ship Address1 or 2 [~ PO Date [~ Email [~ FOB

[~ wendor City [ Shipping City [ Arrival Date [~ Discount [~ Job#

[~ Wendor State [~ Shipping State [~ Cancel Date [~ Ship Method {On Main PO Screen)
I~ “endor Country [ Shipping Coumntry [~ Alt PO Number [~ Total [~ PO Code

[~ vendor Zip [~ Shipping Zip ™ ACCNT [~ ltem Mame [~ Motes

[ Locked Irwvoice? * [ Currency Abbrey. (I [tetm Aread [~ OpenPO* [~ Drop Shiprment? *
™ Requisition?* ™ Ordered By [~ Vendor Cat# [ Paid Date [ Paid?~

[~ Tax Code [~ LUDF Field1 [~ UDF Field2 I~ UDF Field3 [ Taxable?*

[~ Revised PO?*={I} [ FaxMurmber [ Department (Il [ Requisition# (I} [ Requisition Date (1)

* tems with an asterisk: Type-in ether "True" or "False" in "Search For" blank. tems indicated with & "II" are available in AnyPO Level NI
Mote: the fields "Department," "Reguisition 2" and "Reguisition Date” are for Level Il progeams configured a2 the head purchasing office.

Search Method (If twa or maore baxes are selected abave):
+ OR (Find the search words in at least OME of above selections, i.e. find "Barnes" in Wendor OR Ship Marme.
™ AND (The search words must be in ALL of the above selections, i.e. find "Barnes” in Vendar AWD Ship Name.

Condition:
& Any Case O Match Case i+ Partial Word Match ¢ Exact'Word Match
To start the search, click on Search. If the first matching
imvoice i= not what you need, press CTRL-R to repest the Search | Cancel Help

search. The search begins &t the most recent invoices.

B Calculating Totals

The program automatically calculates the total of the Purchase Order. Sometimes, however, if you make a price
or quantity change, and the cursor is not moved, you may need to manually tell the program to do the
calculations. To do so, press "Calculate” button on the bottom right of the screen.

W Tacable? MO rora 115421

EIEm Tax[MEID: - oo00|
__ shipping 0.00 | =|
T B

i ? Total| - 1154.21| ..
; m nn m . Searl:: i
ol | ~ W 2w Search
|




B Basic Program Set Up

Before you start entering information in AnyPO, you'll want set-up the program for your business environment.
The program needs to know your business address. It needs to know your shipping address (or shipping
addresses if you have several receiving locations). You may want to change the numbering system. All this
information, and more, is entered in Basic Setup.

To reach it, select File > Basic Program Set Up & Preferences from the Menu Bar. A screen will appear with
a series of questions and blanks. Fill in each of the appropriate blanks. To assist you, a help system has been
built into the dialog box. If you use TAB to move from question to question, helpful information will appear in
the box at the bottom of the screen. Even more help is available by pressing the HELP button.

Be sure to click on the "You Business Address™ tab on the top the Basic Set-up Screen. This allows you to
enter your business name and address. When your address has been entered, and other parts of Basic
information are complete, click on File > Save & Close from the menu bar. You will be returned to the Main
Purchase Order Screen.

sram Set- | BEQ

Basics \ ‘four Business Address ] Dates I Fizcal Year ] Telephone [ Internet ] Shipping Address | Colors fANPrint ]
Purchase Orders: Basic Set-up & Preferences Default settings indicated by an asterisk™

Murmber of the first PO: 993

When new PO's are created, insertthe following name in the 'Orderad by' blank: |James Montgarnery (Lirnit: 20}

*
Z

)

lUze the following systerm far shipping weight measurements:. & Englich (lbs & o " Mettic System (Kilograms)

For backing up files, what drive (andfor directoryd will you be using? ||:|; Browse
Do yau wish to have the program remind vou to back-up your files atthe end of each session? & ves™ Mo
When new PO's are created, always setthe cancel date at 0 = days from the PO Date

What is your accounting method? & Accrual Based ® ¢ Cash Based Cancel

Al

Trigger an alert message when the total of the PO exceeds this amount (Leyel 2 featurel; 1000.00 Help

Information about each item above:

EMERAL INFORMATION OM HELP MEEZAGES: By using TAB to move from klank to blank, help information on the respective blank will sppear ~
ere. Be sureto use TAB when you want to viewe help infarmation. If you use the mouze instead of TAB, the values inthe radio buttons will
hange. INFORMATION ON FIRST PURCHASE ORDER MUMEBER: Type in the number that yvou would like to assign ta the first PO, Al subsequent
urchaze Orders will be numbered consecutively staring with the first PO, Purchaze Order numbers can range from 1 to 939993, Start with a
et number such az 1001 20 you have plenty of room for wour business to expand. Once you have established the first PO number, you




B Account Codes

It depends on your business, but you may or may not need to enter account codes on a purchase order. (If you
don't need account codes, you can skip this section.) The program can be configured so that you can enter an
account code for the PO. Also, if need be, it can be configured so that you can enter an account code for each
item ordered. We've included information on how configure the program for account codes in the "Appendix"
at the end of this manual. Once it's been configured, you'll have an "Accnt™ field (circled in the illustration
below). This is where you enter account codes.

% Purchase Order System

File Edit GoTo Order Tools Stock Tools  Other Tasks  Security  Window  Help

= AnyPO 11l: Main Purc hasp Order Screen (Netwurk Enabled)

#["" 1001] PO Date Wl Vendor# ml v ReqmsnloJ . Drop Shlp

VENDOR Pullman Paper Supply tSAMPLE] SHIP S H Your Shlpplng Address
BLCLICEER I 890 Elliot Bay Road g CCICECR 101 Main Street, Box 8111
Address 2 R T L Yl Suite 124
: -CityIST" Pullman R ) B B o untiful ||
Country i - Caunatry

AltPo Number BIO001 93?02033?133344 l Jurival Daté,"l [of

"QUAN - YOURACCNT  VENDOR'S CAT # imem pescripTion - TR UNIT E PRICE'(
HGH555 HP Laser Printer Paper 12 Reams/Box

You can type the account code, but it's easier to use a pop-up list. To select from a pop-up list of your account
codes, click on the "L" button just to the right of the "Accnt" field. But before you can use the pop-up list,
you'll need to get the account codes entered first. We'll do that next.

To enter account codes select Other Tasks >> Edit/View Job Code / Account Code List... from the menu on
top of the screen (shown below).

%4 Purchase Order System
File Edit GoTo Order Tools Stock Tools Sl Security  Window  Help

Add Mew Purchase Order Chrl+A

= AnyPO 11I: Main Purchasp Order §
Wendor Addresses & Numbers (Yendor Database). ..

: 1001 PO Date 101711 contact Manager... Chrl+M
VENDOR: Pullman Paper Supj  vendor Command Center... four Ship

A o
. CLICEERB90 Elliot Bay Road Create Drop Ship Orders From Invoices... 3 |‘|]1 Main
Address 2 Suite 124
: -Citvf ST Pullman Fhone Dialer (Basic). .. Jountiful
it Advanced Phone Dialer,
: ; rv : v s Emailing Options...
Alt PO Number [[Z]lof ] Back Order Funckions. ..
: ; : B <tipping Method List...
- YQURACCHT LY Set-up Taxes & Tax Rates wgle JfLoo

Editfview PO Code List...
Job Code/Account Code List..,
Edit/view Terms/UDF List.

Mailing List...



The Job/Account Code list will appear
(Shown to the rlght) Type In the account The list below allows you to add or modify codes associate with the Job or Account Code field (or whatever name you've
1 " " designated for this field). Inthe first column, type in a code. You have 12 characters of space available. Inthe second column,
COde In the COde C0|umn and a fype in a name for the code. You can setthe code field so that it always capitalizes the code--or you can setit so that it is case
H H " 1 sensitive. An'All Capitals, setting is probably the easiest, but, ifneeded, the case sensitive setting is available.
description of the code in the "Code _
" Code |Cnde Name / Description -
Name" Column. J46600010878913  Capital Oullay

3456000209789123  Supplies Budget

B= List of Job/Account (Or, Your Defined Field) Codes

“Code Field Setting

" All Capitals
& Case Sensitive

(You probably find a couple of samples
when you first bring up this dialog box.
You can delete them by clicking in the
row with your mouse and clicking the
"Delete Row" button.)

Mote that the Code Field
setting (above) controls
the case (capital letters ar
not) on the spreadshest
to the left. And, italso
controls the case on the
code field on the Main
Invoice SGcreen.

Order List:
& Natural Crder
© Order by Code
" Order by Name

Add a New Row Delete Row Save & Close

In the report area of the program (File >> Export and Report Generator), you'll be able move account codes
and amounts to an Excel spreadsheet (or another type of spreadsheet such as Calc) which will allow you to
calculate totals spent under each account.

Many businesses will write PO's so that all of the items on a single PO belong under one account code.
However, if you have a situation where two or more account codes might be used on a single PO, you'll want to
configure the program so that you can enter account codes in the Item Area (see the "Appendix for
configuration information). When the program has been configured in this way, you'll see that one of the
columns in the Item Area has the heading: "Your Accnt” (circled in the illustration below). That's where you
enter account codes when they are different.

Mode

AItPO Number : Accnt_' Arrival Date,ﬁ Cancel Date -l

QUAH - YOUR .ﬁ.C.CIIT VENDOR'S CAT # - TOTAL DI‘SC DISC TOTAL

i 3456000198789 HP Laser Printer - Model Number 821 1050.00 1050.00 ]
i A 3456000297891 HGH5355 HP Laser Printer Paper 12 Reams/Box 65.13 130.26 20.0 104.21
You can type the code in the "Your Accnt" column, but "“”""'Sy"“ e —
- e i 0 TO rder Tools B er Tasi 2CUHEY Inaow =2}
there's an easier way. Place your cursor there, and then = Anyp0 1 i urc " '
select Stock Tools >> Insert Job/Account Code (At EocesnenvEEE N

| Stock Ordering Database ...

Current Row)... (lllustrated to the right)

. Add Mew Item Row & Activate Stock List...

After you make the menu selection, a pop-up list with your g;‘;’f;;-z et gackim et ae
account codes appears. Select the code from and the account  ECEEILES e e S
code will be entered in the Item Area for you.

| Designate as Mon-taxable Trem. ..
Remove hon-taxable Designation

] D e Delete Current Them Row Chrl+D
1 3456000198789 HP 521 THP Laser Printer - Model Number {



® Job Codes

Some businesses may group PO's together by a job or a project code. This allows them to calculate the total
cost of a job or a project. Job codes are entered in the job code field shown below.

=] AnyPO Il Main Purc hase Order Screen [Netwurk Enabled)

#°° 1003] Req Date. ‘Vendor # DI. .Reqmmtmn I Drop Shlp B

VENDDR {Pullman Paper Supply (SAMPLE] SHIP TO: Wl Shlpplng Add
LU L ICHER B A90 Elliot Bay Road ' UL CEERE 101 Main Street, Bo

Address 2 R Y. [ [ Suite 124
City/ ST - [STIED 14 --Clt]f‘.fST i Bountiful

Country - : ' _ Country

Alt Req Number: Job#_l Arrival Dat'e |

QUAN . YOURACCNT  VENDOR'S CAT # ITEM DESCRIPTION _ uniI
1 3456000198789  HP 821 HP Laser Printer - Model Number 821
2 3456000297891 HGHA355 HP Laser Printer Paper 12 Reams/Box

To make it easier to use this field, you can create a list of job codes, and then click on the "L" button to select
from the list. To do this, follow the same procedure above for Account Codes. (The Job and Account Code
field are the same.)

Since the Job and Account Code field is the same. The question naturally arises: What if | have both account
codes and job codes? In that case, you can use one of the "User Defined Fields™ at the bottom of the screen.
The most commonly used field is the "Terms (or UDF)." The name of this field can be changed to Job # or
Accnt # (that's done in File >> Basic Program Set-up >> ""User Defined Field).

You have all of the same advantages as the upper field. You can create a list (by using Other Tasks >>
Edit/View Terms/UDF list). Then when entering codes, you'll be able to select from the list by clicking on the
"L" (for list) button.

No matter what field you use for the job code, you'll be able to obtain the totals spent for each job or project.
That's done in the report area of the program (File >> Export and Report Generator). The report generator
will send the vendor names, job codes, and totals to an Excel where you can calculate the totals of each.

B Printing

To print a purchase order, make sure that the purchase order you want printed appears on the screen. You can
Page-Up or Page-Down to get to it. When you get to the proper PO, select File >> Print Purchase Order.

The Print dialog box will appear. From the Print dialog box, you can select the number of copies you want
printed. You also have the ability to include graphics or logos on your PO's. If you click on the "More
Options" button (found on the Print dialog box), you'll find a great number of supplemental functions. You can
create PDF's. You can include a line or two of information that prints on every PO. You have the ability to
include a signature line. There's even a feature to translate the printed PO into another language.



B End of the Getting Started Section

This has been a quick introduction to some of the basic functions found in AnyPO. You'll find more details
about these features and the many other features of the program in the help documentation that is built into
AnyPO.

B Appendix: Setting up the Program for Account Numbers

Some businesses may need to associate purchase orders with account numbers. If that's necessary in your
company, it is possible to the change the "Job #" heading on the Main Purchase Screen to "Acct." This allows
you to track the total amount spent vis a vis account number.

From the menu at the top of the Main Purchase Order Screen, select File >> Basic Program Set-up. Once you
are in Basic Program Set-up, click. Click on the "User Defined Fields" tab.

The following will created a field for an overall account number. (We'll call this the "overall account number"
field.

e Type in: Accnt in the following: "Use the following label (on the screen and printed
PO) instead of Job #."

If more than one account number might be used on a single purchase order, then there is one more step. In this
step you'll change the name of the column in the Item Area from "Your Cat #" to "Your Accnt." This allows
you to enter an account number for each item ordered.

Why can you use the "Your Cat #" (Catalog #) field? Most businesses don't maintain a separate set of catalog
numbers of parts or supplies ordered from the vendor. That makes the Catalog # field available for account
numbers.

One other note. If you enter an account number in the "overall account number" field (above), then AnyPO will
apply that account code to that any product without an account code. (AnyPO does this in the Export/Report
Generator portion of the program.) Thus, when it comes to entering account numbers in the Item Area, you
only need to enter those numbers that are different from the "overall account number" field.

The following will change the name of the "Your Cat #" column in the Item Area, allowing you to enter account
numbers:

e Type in: Accnt in the following: "On the Main Purchase Order Screen, replace the word Cat# in the
label "Your Cat#" with.

I 10



B Appendix: Setting up Your Own Purchase Order Numbering System

AnyPO generates an internal PO number. That's the number you see on the upper left hand corner of the Main
Purchase Order Screen. If desired, you can control the starting number for your PO's (that's done in the File >>
Basic Program Set-up).

As a default, the internal number appears on the printed purchase order, and for many businesses that's exactly
what they need. However, you may have special requirements. For instance, you may require a prefix before
the number, or you may need to re-start the numbering each time a new fiscal year starts.

AnyPO always maintains an internal number for each PO, but you can, if desired, select your own way of
numbering.

When you set-up your own system, the PO

number is Ca”ed an "alternative PO numberl" B8 AnyPO lIl: Main Purchase Order Screen (Metwork End
The alternative PO number appears in the "Alt ICNEIRRONY 1000 PoDate [IIITE  Vendor# |

PO Number" field on the Main Purchase Order Number V2oLl Puliman Paper Supply (SAMPLE)
Screen (shown to the right). Whenever a number Hemppialg 0 Cllot Doy Rood

(or a combination of characters and numbers) is City/ST [T

found here, AnyPO will use it for the main AU SO NN Country - |
number on the printed PO. If the "Alt PO #" is Number Ait o Number |

left blank, then AnyPO uses the internal number.

If you wish, you can manually enter your own numbers in the "Alt PO Number" field. AnyPO will use those
numbers on printed PO's. But you can also instruct AnyPO to automatically place numbers in the "Alt PO #"
field for you.

To set-up your own automatic numbering system, select File >> Basic Program Set-up from the menu at the
top of the Main Purchase Order Screen. Once you are in Basic Program Set-up, click. "Alt PO Number " tab.

At this point, you can determine how you wish to set-up your numbering system. You can add a prefix or suffix.
Or you can combine a prefix of suffix with the various numbering options listed on the Set-up page. After
making a selection here, the next new Purchase Order that you create will be numbered according to your
choice.
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