Create a Purchase Order in ServTraq

To create a Purchase Order in ServTraq go to: Inventory>Purchase Orders>Click New Purchase Order

SERViony

Local Satons e Catferaa

12} Home B
(J# Purchase Orders
(X3 Contacts v
% HEAP + || Current View: Open Purchase Orders v | @ New Purchase Order | E Add Invoice | | 48 Refresh List | ﬁ E:
POMumber ¥  Internal Control Code ¥ | Date T—ErmtefemoTedt——Status ¥  Vendor Name v | Address
2B Weatherization v
65354 1/25/2019 OPEN THE ENERGUY 1215 K STREET 17T
[ Inventory - 65353 1/25/2019 OPEN BAKER BROS APPLIANCES 31 E. FIFTH STREET
Wy Dashboard 85352 1/25/2019 OPEN SLAKEY BROTHERS INC 801 WORK STREET
v [ materials 85346 1/24/2019 OPEN AMAZON PO BOX 965055
Invent d val
@ tmventory and Velue 65343 1/23/2019 oPEN AMAZON PO BOX 965055
B Inventory On Hand By Location
85340 1/23/2019 OPEN ATRTEC SERVICE PO BOX 1146
@ 1tnventory On Hand By Lot
65335 1/23/2019 OPEN DELTA GLASS 1811 FREEDOM BLV)
@ special Order Inventory 65334 1/23/2019 OPEN DELTA GLASS 1811 FREEDOM BLY
[ 1nventory Transactions By Date 65333 1/23/2019 OPEN DELTA GLASS 1811 FREEDOM BLV)
@ 1nventory Checkout 65332 1/23/2019 OPEN DELTA GLASS 1811 FREEDOM BLY]
@ Inventory Check In 85331 1/23/2019 OPEN DELTA GLASS 1811 FREEDOM BLY
L% Purchase Orders 65310 1/18/2019 OPEN AMAZON PO BOX 965055
P vendors £5306 1/18/2019 oPEN JOHNSTONE SUPPLY - SALINAS 5658 E. CLINTON AL
@ Payment Requests 65305 1/17/2019 OPEN SLAKEY BROTHERS INC 601 WORK STREET
[ Reports v 65296 1/15/2019 OFEN SLAKEY BROTHERS INC 601 WORK STREET
85280 1/14/2019 OPEN SLAKEY BROTHERS INC 601 WORK STREET
& Analytics Y 65276 1/14/2019 OPEN SLAKEY BROTHERS INC 601 WORK STREET

Select the Vendor from the drop down menu.

If the vendor is not in your dropdown menu, you will need to add them first. More information can be
found here: https://support.servtrag.com/support/solutions/articles/4000130775-add-a-vendor
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Add Purchase Order
New Purchase Order
vendor: | MORA DOOR - .
Internal PO#:
Billing Address: |SAN MATEO - PO BOX 2707, SAN MATED, CA 95076 -
Shipping Address: | CENTRAL COAST ENERGY SERVICES, INC. - 135 AVIATION WAY, STE 7, WATSOMNVILLE, CA 95076 -
Shipping Info: - -

Order Info: -

Notes:



https://support.servtraq.com/support/solutions/articles/4000130775-add-a-vendor

Under the Purchase Order Items, click the Addition Icon.

Purchase Order Line Items
Material Ttem Received Order Quantity Received Quantity Item Cost Tax Rate Description Job 1D Vendor Item Code Fund Line Total
No line items exist for this purchase order
Total: $0.00
Purchase Order Lots
Lot ID Material Item Lot Description Order Quantity Remaining Cost w/Tax Job ID Line Total - Ordered
Mo lots exist for this purchase order
Under the Item enter code: SUB001-
Select the Job ID
Use the description field to be more specific.
Click the floppy disk to save.
Purchase Order Line Items
Matenial Ttem Received Order Quantity Received Quantity Item Cost Tax Rate Description Job ID Vendor Ttem Code Fund Line Total
Item: SUBCO01 - SUBCONTRACTOR INSTALLED ITEM - Order Quantity: |1 s
Cost: |$1.00 ps Tax Rate: |0.00 % bt
Job1D: [EEER - Fund: 100 - GENERAL -
Vendor Part #: Description: | SUBCONTRACTOR INSTALLED ITEM
Received Quantity: |0 + Line Total: |$1.00 by
- =
L
Total: $0.00




Closing a Purchase Order in ServTraq

To close a Purchase Order in ServTraq go to: Inventory>Purchase Orders and click on the purchase order
to be closed.
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& o 1rems Kd PO Number - 27855; Status - Open
= Files

vendor: MORA DOOR ~ MORA DOOR v

Internal PO#:

Billing Address:  SAN MATEO - PO BOX 2707, SAN MATEO, CA 95076 -
Shipping Address: CENTRAL COAST ENERGY SERVICES, INC. - 135 AVIATION WAY, STE 7, WATSONVILLE, CA 95076 A
Shipping Info: - -
Shipping Method Date Required
Order Info: -
Order Method o
warehouse*:  MAIN WAREHOUSE -
ing Wareho
Notes:
Purchase Order Line Items
Material Item Received  Order Quantity = Received Quantity ~Item Cost ~TaxRate Description Job ID | Vendor Item Code | Fund Line Total
SUBCO01 -
2 © % f;’gﬁﬁ':gmgg’l 1 0 $L.0000  0.00% fﬁsﬁﬁ'ﬂgﬁiﬁn 36541 é;%cr]wéRAL $1.00
Total: $1.00




After verifying this is the correct PO to close, click OK.

www.serviragazure.com says

Do you really want to mark this purchase order as closed? After closing
the po, no edits will be allowed.

The closed PO is now under the “Closed Purchase Orders” list. To view it, change the Current View to
“Closed Purchase Orders” using the drop down menu.
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