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Oracle Application Menu Navigation 

Short Cut Option Icon

	                       Icon
	Function
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	Insert New Line
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Purchase Order Creation 

Navigation Path: Purchase User > Purchase Orders – Enter
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Supplier: Select the Supplier
Site: Supplier Site (It will be populated automatically from the supplier master)

Item: Select the Item 

Quantity: Update the demand quantity

Price: Update the price
Save: Ctrl+S (Save the transaction)
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PO, Rev: Purchase order Number (Purchase order has been created-Automatic Sequence Number)

Need-By Date: Update date (Expected Delivery Date from Supplier)

 Terms: Press (Update the Terms)
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DFF Value: Select the Box to update the purchase order special notes      [image: image14.png]


 -

Update the Additional information needs to be printed in the purchase order
[image: image15.png]© PO Headers

Content o
Delivery

Notes

(o 8 corcel B ciear B 1 |




[image: image16.png]


 - Press
Payment: select the Payment Term

Notes: Update the Delivery note

Delivery: Update the Delivery comments

Save: Save the transaction
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 - Press
Check the Ship-to Location and Quantity (Option but recommended to validate)
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PO Charge Account: Update Department and Account segment
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Approve: Press (To Submit the document for approval)
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Note: Type the Notes to an approver (Optional)
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 - Enable the button

Forward To: Select the LOV and update the Approver
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Select the Approver
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OK: Press
Notes : Special notes field for approver attention 
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