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File no 4 =  
How to make a   P. O.  and  how to approve it 

 
 
 

Now comes Purchase Order making. Icon naming New PO is there. 

 



This is PO making Form having options for NEW PO, Editing PO, and Printing PO etc. 

 
 

For making a new PO. 
New button click�  then selecting the Type of PO category 

 



Advance option is there. If you want to copy details of existing PO for creating new PO 
then select Yes else no; and proceed. 

 

 
 

Certain details are auto filled like Po num. And date field as default date of current date 
After that select Party whom to raise the Order. 

 
 
 
 



select party….. 

 
 

Now, For PRs raised and approved for that party grid will show tem to be selected for PO 
making 

 
 



Item details and quantity are picked from PR details. Now Enter rate for the item 

 
 

A pop up appears showing previous rate history last purchases of that item. 

 
 



Enter rate, Excise rate sales tax rate….etc details 

 
 

In second tab other details are to be filled 

 



Click on Save to save the Purchase order. Message will be displayed 

 
 

Here is print of Purchase order…..Part –I (upper half) 

 



Lower half print of Purchase order. 

 
 
 

Immediately, there is a Auto Email for “PO Creation”  
Inviting you to log in, and “authorize it” 
This is further based on the approval rights level 
 
Mr Tyagi, Purchase Manager = Approval  Rights  Rs. 0 to Rs. 10000 
Mr Bhansali, Plant Head = Approval  Rights  Rs. 10001 to Rs. 75000 
Mr G K Ahuja, Director = Approval  Rights  Rs. 0 to Rs. 1,00,00,000 
Mr B S Ahuja, Chairman = Approval  Rights  Rs. 0 to Rs. unlimited, ( and compulsory 
for all capital goods ) 
 
Auto Email is like this one   
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PO Creation Mail  
PO.No Dated Items Quantity. Rate Order.Ref. 

001962 29/01/2010 Polycarbonate Natural 10.00 KGS 119.00  000891 

Information  
Supplier : : HERO POLY PLASTICS LIMITED . 
Total Value : 1813 + Taxes. 
 
This Report is Auto generated from the ERP. 
If you want to see the PO price history, and then to approve it “click here” 
click here to approve    

 



 
Now Purchase Order is to be approved. Go to PO approval 

 



Like PR approval Purchase order is to be approved row wise by ticking on check box. 

 
 

Click on save to save the order 

 
 

Purchase Order Approved. 
 



 
Auto emails ( first ) 
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PO Approval Mail  
PO.No Dated Items Quantity. Rate. 

HERO POLYPLASTICS 
LIMITED .: 
000684.2:MAIN PLANT 

01/06/10 
POLY CARBONATE 
NATURAL  2.00 2080 

HERO POLYPLASTICS 
LIMITED 
:001012.1:MAIN PLANT 

30/06/10 FEVICOL CPW 500.00 108.5 

Information  
Supplier : HERO POLYPLASTICS LIMITED. Project MAIN PLANT . 
Po Has been approved by TYAGI at 3.7.2010 at 11.44 hours 
 
This Report is Auto generated from the ERP.The above details are to the best of 
information and data available to the ERP System. 
 
Finsys ERP ... CORG 
 
 
 
 
Auto Mail purchase order Price increase 
 
Sir 
This is for review of another test mail. 
When Finsys starts working at your company, you will start getting similar alerts in your company 
too 
This automatically runs every morning at a designated time ( say 10.05 am) . 
And will analyse the whole ERP database and send relevant alerts to the relevant people. 
Will also send the MIS reports to relevant people. 
  
regards 
  
Sangeet Gupta 
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P.O.'s with Price Movements . These Purchase Orders had a Increase / Decrease in Price Charged, 
as compared to the immediately preceding PO of same item. 
The benefit of this Report is that, you have a master 'super eye' which is informing you of all 
changes in PO Rates. This Auto Email is showing the P.O's made in the Company till midnight 
(11.59PM) of April 18, 2010 

Part 1 : Price Increase in Purchase Order  
============================================ 

Order 
No. 

Order Dt. Party Name Item Name 
Order 
Qty. 

New 
Rate 

Old 
Rate 

Diff.Rate 
Old 
P.O.No. 

Old P.O.Dt 

Manesar Plant         

000254 18/04/2010 
ATOP 
PRODUCTS 
PVT LTD 

ALLEN 
BOLT M6 
X 15MM 

200.00 4.56 3.60 0.96 000015 05/04/2008 

000255 18/04/2010 
HARSH 
HARDWARE 
STORE 

ALLEN 
BOLT 
M5X12 

100.00 4.24 2.75 1.49 000633 23/03/2010 

000256 18/04/2010 
SUDHIR 
FASTENERS 
PVT LTD 

ALLEN 
BOLT 
M6X25 
(S.S) 

100.00 6.49 4.88 1.61 000015 05/04/2008 

 
Part 2 : Price Decrease in Purchase Order  
============================================ 

Order No. Order Dt. Party Name Item Name 
Order 
Qty. 

New 
Rate 

Old 
Rate Diff.Rate 

Old 
P.O.No. Old P.O.Dt 

MANESAR 
PLANT 

         

000257 18/04/2010 
AHUJA 
SPARES , 
GURGAON 

NOSE PLIER 
8"-TAPARIA 

1.00 97.00 146.00 -49.00 000193 17/07/2010 

000258 18/04/2010 
VINOD 
SOFTWARE 
INC 

MICROSOFT 
WINDOWS  

5.00 5000.00 5475.00 -475.00 001587 28/06/2008 

This Report is Auto generated from the Finsys ERP. 
The above details are to be best of information and data available to the ERP system.  
Errors or Omissions if any are regretted.  

 
 
 


