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Installation & Setup

The Container Management app is installed per company. To enable and
initialize the app, use the Assisted Setup Wizard.

Setup the Container Management App

1. Choose the icon that opens the Tell Me feature, enter “User” and
click on the related link to open the Users list.

2. On the Users list, click on the user that will perform the Container
Management setup and open the User Card page.

3. On the User Card page, go to the User Permission Sets tab, add the
Container Management permission set for this user.

B Chan,
Office 365 Authentication

User Groups

Newline 3 DeleteLine 89 Permissicns

EONCONTRMERMANACEMENTI :  Contsiner Management
as a

4. Go back to the Home Page, click the Setup & Extensions dropdown
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menu.
5. Click the Assisted Setup.
6. Click the Set up Container Management link.

APC Test Finance Cash Management Sales Purchasing Setup & Extensions ntelligent Cloud Insights =
Assisted Setup: ~ All 0 Search [ Open in Excel More options Y =07
Set up Cloud Migration _ Get started with Dynamics ... Set up Cloud Migration
Sat up Container Management _ Container App Set up Container Managemant
Setup my company _ Get started with Dynamics ... Set up my company
Set up approval workflows Customize settings to fit y... Set up approval workflows
Setup email Read Customize settings to fit ... Set up email
Set Inbox in Outlook Rea Customize settings to fity... Set up your Business Inbox in Outlook
Migrate b Read Get started with Dynamics ... Migrate business data
Set up email logging Watch Customize settings to fit y... Set up email logging
Set up an item approval workflow _ Install extensions to add fe... Set up an item approval workflow
Set up a customer approval workflow _ Customize settings to fity... Set up a customer approval workflow
Setup a paym pproval workflow _ Install extensions to add fe. ip a payment approval v
Set up Dynami les connection Watch Install extensions to add fe... Set up Dynam ales connection
Set up cash flow forecast Read _ Get the most out of report... Set up cash flow foracast
St p VAT Read _ Install extensions to add fe... Set
Set up reporting data _ _ Install extensions to add fe... Set u data
nvite External Accountant _ Install extensions to add fe... Invite External Accountant
7. This will launch the wizard for setup process.
h il inf [ ill defaul
8. On the Customer Details page, customer information will default to
the current company information.
X

9. Review and modify customer information if needed.

10. Click Next.

11. On the Number Series step, select a No. Series for Container Nos.
and Posted Container Nos. If left blank, a No. Series of “P-CON"
and “P-CON+" will be created and inserted into the No. Series fields
by the setup wizard.



AP Commerce Inc.

Less talk. More results.
www.apcommerce.com

CONTAIMER MANAGEMENT SETUP WIZARD / X

53

NUMBER SERIES

Flease choose Mo. Series for Container Mo. Leaving it empty will create default No.

Series.
Container Mos. P-COM i
Posted Container Mos. P-COM+ v
e
12. Click Next.

13. On All Done page, Click Finish to complete setup.
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CONTAIMER MANAGEMENT SETUP WIZARD /' ><

v/

ALL DONE

Click on Finish to initialize the app. Thank you for choosing the Container app!

o

14. After setup wizard is closed, a confirmation window will pop up to
connect to the external service Stripe.com for subscription
synchronization. Please choose Allow Always and then click OK.
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The extension 'Container Management by AP Commerce’ is
making a request to an external service. Do you want to allow this
request?

® Allow Always

) Allow Once

(0 Block Always

) Block Once

Modify the Container Management Setup

1. Choose the B icon that opens the Tell Me feature, enter “container
setup”. Select the Container Management Setup link to open the
setup page.
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TELL ME WHAT YOU WANT TO DO L/" ><
4 F # 1
Go to Pages and Tasks
» Container Management Setup Administration L
» Container Management Subscription Setup Administration
Didn't find what you were looking for? Try exploring
2. On the Container Management Setup page, users may change
Container Nos./Posted Container Nos. if needed.
& CONTAINER MANAGEMENT SETUP . W / SAVED 0= /
Number Series
Container Mos. ‘ P—CON| ~ Posted Container Nos. P-CON+ ~
Setup the Container Management Subscription
1. Choose the icon that opens the Tell Me feature, enter “container
setup”. Select the Container Management Subscription Setup link
to open the setup page.
TELL ME WHAT ¥YOU WANT TO DO L/"' ><
Container Manage
Go to Pages and Tasks
» Container Management Setup Administration
» Container Management Subscription Setup Administration [

Didn't find what you were looking for? Try exploring

2. The Container Management Subscription Setup contains two fast
tabs:

General

Users may modify contact/subscription information in the General



AP Commerce Inc.

Less talk. More results.
www.apcommerce.com

tab.

Subscription Info

This section will show subscription status and subscription period
information. These fields will be automatically updated by app
provider.

TN
< ) A i} VEWED [ & S

~

Container Management Subscription Setup

X Thank you for trying out the Container Management app. Your trial period expires in 1 day(s). You have to create ~
subscription after trial period expired.
Actions
General
Name APC Test Post Code W2 8HG
Address 5 The Ring Country/Region Code GB
Address 2 Westminster Phone MNo. 0666-666-6666
City London Email red@apcommerce.com
Coun

Subscription Info

Status Evaluation Current Period Start 2/27/2020 12:10 AM
Last Synchronized 2/27/2020 12:16 AM Current Period End 2/28/2020 12:10 AM
Subscription

Subscription Status
On Container Management Subscription Setup page, Subscription Info

section, subscription Status field has the following values:

e Evaluation: This means the app is in a trial period. The Container
Management app has a 15-day trial period. The period starts
counting the day the app has been installed.

e Active: This means the app is authorized for use in the current
company. Your subscription is within the effective period. The
Container Management app can be subscribed to yearly. The status
will change to Active after payment has been received. The “Current
Period Start/Current Period End” fields will be automatically renewed
to 1- year period after payment has been verified.

e Past Due: This means the app is not within a valid period. Once the
trial period has expired, and no subscription has been created or the
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payment has failed after processing, the app function will be blocked,
and the Status value will be changed to Past Due.

e Canceled: This means the app was subscribed using card payment,
but the subscription has been canceled manually by the users. The
Status value will be changed to Canceled at the end of the current
effective period. Users can create a subscription again per the above
instructions on how to use the app.

e Unpaid: This means the payment renewal has failed. The app
function will be blocked, and the Status will change to Unpaid.

e Blocked: When new companies are created through copy company
function, the Container Management app will be automatically
installed, and Status will be set to Blocked. Users must run Set up
Container Management from Assisted Setup to register the current
company as a hew customer before starting use.

When the trial period has ended, Status will be changed from Evaluation to
Active temporarily for users to process their payment. If the payment has not
been made within a couple of hours, then the Status will be changed to Past
Due.

Create subscription by credit card payment

1. Choose the icon that opens the Tell Me feature, enter “container
setup”, select the Container Management Subscription Setup link to
open the setup page.

2. On Container Management Setup page, click the Actions dropdown
menu.
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< 1+ W VSWED [ o S
Container Management Subscription Setup

X Thank you for trying out the Container Management app. Your trial period expires in 1 day(s). You have to create ~
subscription after trial period expired.

Actions

E= Create Subscription [ Create Subscription Manually X Cancel Subscription 5
General
Name | APC Test | Post Code | W2 8HG ‘
Address | 5 The Ring | Country/Region Code | GB ‘
Address 2 | Westminster | Phone No. | 0666-666-6666 ‘
City | Londen | Email |red@apc0mmerce.com ‘
County | |
Subscription Info
Status Evaluation Current Period Start 2/27/2020 12:10 AM
Last Synchronized 2/27/2020 12:16 AM Current Period End 2/28/2020 12:10 AM

3. Click Create Subscription to launch the wizard for this process.
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CREATE SUBSCRIPTION TO CONTAIMER I/I ><

CUSTOMER DETAILS -

Provide your company details

Mame APC Test

Address 5 The Ring

Address 2 Westminster

City London

County

Post Code W2 8HG
Country/Region Code GB

Phone No. 0666-666-6666

Email red@apcommerce.com

4. The wizard will automatically import the data from the Company
Information. You can modify or confirm the payment information, and
then click Next.

5. Enter Credit Card information. Please enter card number, expiration
month/year, and CVC code.
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CREATE SUBSCRIPTION TO CONTAINER / X

53

CREDIT CARD DETAILS

Please fill in your credit card details below. Your credit card will be charged $179 USD
yearly at every period start. They will be safely stored with our payment provider Stripe.
Mo credit card information will be stored in Microsoft Dynamics 365 Business Central.

4242 4242 42420 4247 12725 666|

6. Click Next.

7. Click Finish to create the subscription and close the wizard.
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CREATE SUBSCRIPTION TO CONTAIMER IZI ><

v/

ALL DONE

Click on Finish to create your subscription. Thank you for choosing the Container app!

8. The Container Management Subscription Setup page will be
updated with the renewed subscription message. The subscription
status will automatically update when current period ends.
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~ -+ T ~“ SAVED o /A
> Thank you for subscription to the Container Management app. Your subscription will be charged and start ~
automatically after trial period expired.

Actions
&8 Create Subscription ﬁ; Create Subscription Manually X Cancel Subscription 58

General

Name APC Test Post Code W2 8HG

Address 5 The Ring Country/Region Code GE

Address 2 Westminster Phone No. 0666-666-66566

City London Email red@apcommerce.com

County

Subscription Info

Status Evaluation Current Period Start 2/27/2020 12:10 AM

Last Synchronized 2/27/2020 12:20 AM Current Period End 2/28/2020 1210 AM

Create subscription manually

1. On Container Management Subscription Setup page, click the

Action dropdown menu.

&

Click Create Subscription Manually.

@) + w

~ SAVED = /

Container Management Subscription Setup

X Thank you for trying out the Container Management app. Your trial period expires in 1 day(s). You have to create ~
subscription after trial period expired.

Actions

ER Create Subscription @ Create Subscription Manually X Cancel Subscription 58
General
Name APC Test Post Code W2 8HG
Address 5 The Ring Country/Region Code GB
Address 2 Westminster Phone No. 0666-666-6666
City London Email red@apcommerce.com
County
Subscription Info
Status Evaluation Current Period Start 2/27/2020 12:10 AM
Last Synchronized 2/27/2020 12:22 AM Current Period End 2/28/2020 12:10 AM
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A new page will be open with browser that links to
http://www.apcommerce.com/contact-us/. Please enter contact

information and app name in the “Write a Message” text box then
clicks Submit. After processing has been completed, the applicant will
receive an invoice through e-mail from AP Commerce Inc.

After payment has been remitted on the invoice, the subscription will
be automatically activated, and the Status on the Container
Management Subscription Setup page will be changed into Active.

Cancel the subscription if using card payment

1.

2.

3.

On the Container Management Subscription Setup page, click the
Actions dropdown menu.
Click Cancel Subscription.

&« @) } | / SAVED =

Container Management Subscription Setup

X Thank you for subscription to the Container Management app. Your subscription will be charged and start ~
automatically after trial period expired.

Actions

BB Create Subscription [ Create Subscription Manually X Cancel Subscription 58
General
Name APC Test Post Code W2 8HG
Address 5 The Ring Country/Region Code GB
Address 2 Westminster Phone No. 0666-666-6666
City Londen Email red@apcommerce.com
County

Subscription Info

Status Evaluation Current Period Start 2/27/2020 12:10 AM

Last Synchronized 2/27/2020 12:20 AM Current Period End 2/28/2020 12:10 AM

Click Yes when confirmation window popups.
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&« l\f/l . T " SAVED =

Container Management Subscription Setup

» Thank you for subscription to the Container Management app. Your subscription will be charged and start ~
automatically after trial period expired.

Actions

&8 Create Subscription [ Create Subscription Manually K Cancel Subscription 58
General
MName APC Test Post Code W2 8HG
[ 1
Address
D want t |t bscription? |3
Address 2 o o you want to cancel the subscription o
City mmerce.com
County | Yes | " No H
Subscription Info
Status Evaluation Current Period Start 2/27/2020 12:10 AM
Last Synchronized 2/27/2020 12:20 AM Current Period End 2/28/2020 12:10 AM

4. After canceling the process, the subscription Status will stay
Active/Evaluation till the current subscription period has ended.
When the user opens the Container Management Subscription
Setup page, users will have a warning message on the header of the
page to remind them that the subscription has been canceled. The
Status on the setup page will change to Canceled after the current
subscription has ended.
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o Subscription will be cancelled after current period end.

. + W SSWED [ O S
Container Management Subscription Setup

Actions

&8 Create Subscription [ Create Subscription Manually X Cancel Subscription b3
General
Name - -~ - oo | APC Test | PostCode -~~~ | W2 8HG |
Address - - - - oo |5 The Ring | Country/Region Code - - |GB |
Address2 - | ‘Westminster | Phone No, -~ -~ - | 0666-666-6666 |
City -« | London | Email - | red@apcommerce.com |
oy | |

Status oo Evaluation Current Period Start - - 2/27/2020 12:10 AM

Last Synchronized - - - - - 2/27/2020 12:22 AM Current Period End - - - - 2/28/2020 1210 AM
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User Scenarios

Vendors may ship multiple orders within a container, and the same item might
be included in more than one orders. To management receiving items for
above scenario, user needs to open each purchase order separately to
complete receiving process, which is time consuming and ineffectiveness.

This app is built to help Business Central users managing container
information and receiving items for multiple orders in one worksheet.

sk Appendix A is the instruction about “"How to create purchase order”.

Below are the key functions for this app:

Receive container

1. Choose the icon that opens the Tell Me feature, enter “container”,
and then choose the Containers link to open the container list page.

TELL ME WHAT YOU WANT TO DO I._/_1 pd
CDntainerI

Go to Pages and Tasks Show all (8)
% Containers Lists A
» Posted Containers Lists

» Batch Post Containers Tasks

Didn't find what you were locking for? Try exploring

2. Click New to create a container document.

&« CONTAINERS |

)
Sy

O search -+ New Manage Posting View £ Open in Excel e

Container Bill of Lad

NoJ T = No No Location Code Port of Bt Port of Entry Freight Cost Customer/D

(There is nothing to show in this view)

3. The Container card page contains two fast tabs:
General
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Users may fill container information in the General tab.

Fields with asterisk sign are mandatory.

Line

This section allows users to input the items to be received in the
container, or import items from the purchase line. Please notice only
Items can be manage in this worksheet, Resources or G/L accounts
are not supported in this app.

Container

@T Post Container @ Get Purchase Lines

General

Container No. * ‘ Port of Entry

Bill of Lading Ne. * Freight Cost 0
Expected Receipt Date i Customer/Duty 0
Location Code * o Posting Date * |
Port of Exit Document Date =
Lines Manage &

Uni
rce Mo Source Line No Mo Description Measure Code
—= 0 0

Use Get Purchase Lines to import data into Line section.

ch @8 Open in Excel

GET PURCHASE LINES

ATHENS Desk PCS 50

User can select multi-rows at one time. Click on the assist dropdown
menu, then click Select More.
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O Search @8 Open in Exce!

GET PURCHASE LINES 7""
. No. b pe® Mo Descption  UmtofMessureCode LocstonCode 00 Quantty  Quantity Receved T
© Foooooz 10000 ftem 18965 ATHENS Desk PCS MAIN 50 [ £
° PODO002 20000 Item 1900-S PARIS Guest Chair. black PCS MaIN 100 o 100
POD000O2 30000  Item 1906-S ATHENS Mobile Pedestal PCS MaiN 200 200
[ 10000 Item 1908-5 Elue armless swivel chair PCS MaN 300 0 300
- @ PO00003 20000 item 1920-5 ANTWERP Conference Table PCS MAIN 350 ] 350
30000  Item 1925-W Cenference Bundle 1-6 PCS MAIN 400 [] 400
Kl -
6. Click OK.
& CONTAINER - T ~ SAVED -
@T Post Container @ Get Purchase Lines
General
Container No. APCCONODOO0O1 Port of Entry
Bill of Lading No. APCCONOOD1 Freight Cost a
Expected Receipt Date 22772020 i Customer/Duty o}
Location Code MAIN W Posting Date 2/27/2020 =
Port of Exit Document Date 2/27/2020 ]
Lines Manage a
= New Line X Delete Line View Document ;8
Unit of Original Outstanding
Source No. No. Description Measure Code Quantity Quantity
PO0ODO02 1896-5 ATHENS Desk PCS 50 50
PO00002 1900-5 PARIS Guest Chair, black PCS 100 100
—» POO00003 1908-5 Blue armless swivel chair PCS 300 300
POO00003 1920-5 ANTWERP Conference Table PCS 350 350

7. Click Manage dropdown menu on the line section, then click View

Document to navigate the source purchase order.

Lines Manage

;‘_}I

MNew Line

Source No.

PO0O0002
PO0O0002
— PO0O0003
PO00003

8. On the line section, the

=X Delete Line

Source Line No.

10000
20000
10000
20000

View Document

No.

1896-5
1900-5
1908-5
1920-5

Description

ATHENS Desk

PARIS Guest Chair, black
Blue armless swivel chair

ANTWERP Conference Table

Unit of
Measure Code

PCS
PCS
PCS
PCS

&

Qriginal
Quantity

50
100
300

“Original Quantity” will display the quantity on

the purchase order. Users can do Partial receive or Over receive by

entering less or more quantity on the "Qty. to Receive” fields.
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Lines Manage

¥ Newline  #X Delete Line View Document

Source No. No. Description
PO00002 1896-5 ATHENS Desk
PO00002 1900-5 PARIS Guest Chair, black

- |PO00003 P 1908-5 Blue armless swivel chair
PO00003 1920-5 ANTWERP Conference Table

Post & Batch Post

Post Single Container Document

Unit of Measure Code

5

Warchouse Outstanding

Original Quantity Outstanding Quantity Oty to Receive ¥ zntity
50 50 0 0.00

100 100 0 0.00

300 300 0 0.00

350 350 0 0.00

Post container will update Qty. to Receive on the purchase order lines and

post receipt simultaneously.

Users can use the button “Post Container” on the container card page and

container list page to execute posting.

< CONTAINERS o A
L Search -+ New Manage Posting View x| Open in Excel Y =
@T Post _\+|j Post Batch... P71
Container Bill of Lading
No. t No. No. Location Code Port of Exit Port of Entry Freight Cost Customer/Duty
CONO0OO0D : APCCONOQO.. APCCONOOD1T MAIN 1] 0
€ CONTAINER T il ~ SAVED -
lﬂ Post Container E‘\ Get Purchase Lines
General
Container No. ‘ APCCONOD001 Port of Entry
Bill of Lading Na. APCCONO0O1 Freight Cost 0
Expected Receipt Date 2/27/2020 Customer/Duty 0
Location Code MAIN Posting Date 2/27/2020 =
Port of Exit Document Date 2/27/2020 =
Lines Manage B3
= New Line =X Delete Line View Document %3
Unit of Criginal Cutstanding
Source Ne. No. Description Measure Code Quantity Quantity
— PO00002 t1896-5 ATHENS Desk PCS 50 50
PO00002 1900-5 PARIS Guest Chair, black PCS 100 100
POO0003 1908-5 Blue armless swivel chair PCS 300 300
POO0003 1920-5 ANTWERP Conference Table PCS 350 350
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Post partial receive
For example, on Container card CONO000O1, enter basic information on the
General section.

CONO00000T

General

To do the partial receive, assign Qty. to Receive less than Original Quantity, as
the first two lines on the screenshot (PO00002, Item 1896-S & 1900-S).

Post over receive

To do the over receive, assign Qty. to Receive more than Original Quantity, as
the last two lines on the screenshot (PO00003, Item 1908-S & 1920-S).

Update purchase documents
On the purchase order, the Qty. to Receive by default will equal to the
Quantity value. When posting receive from the purchase order, the Qty. to

Receive will be restricted to be equal or less than Quantity value.

When posting receive from the Container documents, if Container documents
have over received lines, the Container function will update the Quantity on
the Purchase Order after posting.

PO00002 - Graphic Design Institute

Below example displaying when post receive from the Container documents,
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the Quantity Received on the Purchase Orders will be updated to be
consistent with the Received Qty. in the Posted Container Lines.

Take below example, Item 1908-S on purchase order PO00003 has Quantity
equals 300, after posting container CONO00001, the Quantity changed from
300 to 350. On the same purchase order, Item 1920-S has changed from 350
to 400.

PO00003 has Qty. to Receive = 300 for Item 1908-S and Qty. to Receive = 350
for Item 1920-S.

PO00003 - Graphic Design Institute
General
© = _-Vn

400

Post Received Qty. = 350 for Item 1908-S and Received Qty. = 400 for Item
1920-S on the Container document.

POSTED CONTAINER Vs . T

PCONO000O0T

[T View Purchase Recaips

General
No. PCON000001 Port of Entry
Container No, APCCONO00O1 Freight Cost 0
APCCON00O1 0
2/27/2020 CONO0000T
MAIN 2/27/2020
2/27/2020
Li =]
Decscription Unit of Measure Code Origin Quantity Outstanding Quantity Received Qty.~ Purch. Rept No
- PO00002 : 10000  1896-S ATHENS Desk PCS 50 50 10 PRCT00002
PO00002 20000 19005 PARIS Guest Chair, black PCs 100 100 20  PRCT00002
PO00003 10000  1908-S Blue armless swivel chair PCS 300 300 350  PRCT00003
PO00003 20000 1920-S ANTWERP Conference Table PCS 350 350 400  PRCTO0Q003

The Item 1908-S on PO00003 has been updated with Quantity & Quantity
Received = 350. The Item 1920-S has been updated with Quantity & Quantity
Received = 400.
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PQ00003 - Graphic Design Institute

General

Batch Post on multiple Container documents

Use “Batch Post...” to do the batch posting. Click on “Post Batch...” button
on the container list page or execute it directly by choosing the “Batch
Receive Containers” link in the Tell Me feature.

TELL ME WHAT YOU WANTTO DO I._/.l ><

Batch Posted

Go to Pages and Tasks

* Batch Post Containers Tasks I:I

Didn't find what you were looking for? Try exploring

Posted Container

1. Choose the icon that opens the Tell Me feature, enter “Posted
Containers”, and then choose the Posted Containers link to open the
container list page.

TELL ME WHAT YOU WANTTO DO I._/_‘ »

Posted Contai

Go to Pages and Tasks

% Posted Containers Lists D

% Batch Post Containers Tasks

Didn't find what you were looking for? Try exploring
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2. Select a Posted Container Number.

€ POSTED CONTAINERS 0o 2
O Search Manage View 3 Open in Excel Y =
Container Bill of Expected
No. t Nao. Lading No. Receipt Date Location Code Port of Exit Port of Entry Freight Cost Custom
PCONO00001 : APCCONOOQ.. APCCONOO.. 2/27/2020 MAIN 0]
& POSTED CONTAINER Vi - 0] o A
View
General
MNo. PCON000001 Port of Entry
Container No. APCCONOC00T Freight Cost 1}
Bill of Lading No. APCCONO0O1 Customer/Duty [}
Expected Receipt Date 2/2772020 Container Doc. No. CONOO0001
Location Code MAIN Posting Date 212772020
Port of Exit Document Date 2/27/2020
Lines E7
Source Line Unit of Outstar
Source No. Ma. No. Decscription Measure Code Origin Quantity Qui
— PO00002 10000  1896-5 ATHENS Desk PCS 50
PO00002 20000  1900-5 PARIS Guest Chair, black PCS 100
PO00003 10000  1908-5 Blue armless swivel chair PCS 300
PO00003 20000 1920-5 ANTWERP Conference Tab... PCS 350

3.Press “View Purchase Receipts” on the List/Card page to open related
“Posted Purchase Receipts”.
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Z + o =

View

I View Purchasa Receips. 5

General

No. PCON000001 Port of Entry

Container No. APCCON00001 Freight Cost 0
Bill of Lading No. APCCON00OT Customer/Duty 0
Expected Receipt Date 2/27/2020 Cantainer Dac. No. CONO00001

Location Code MAIN Posting Date 2/27/2020

Port of Exit Document Date 2/27/2020

Lines =}
Source No. SourceLineNo.  No. Decscription Unit of Measure Cade Origin Quantity  Qutstanding Quantity Received Qty. -

- PO00002 10000 18965 ATHENS Desk PCS 50 50 10 PRCT00002
PO00002 20000 1900-5 PARIS Guest Chair, black PCS 100 100 20 PRCT00002
PO00003 10000 19085 Blue armless swivel chair pCS 300 300 350  PRCT00003
PO00003 20000 19205 ANTWERP Conference Table pCS 350 350 400 PRCT00003

POSTED PURCHASE RECEIPTS
/O Search Manage Print/Send Receipt HE Open in Excel More options
Container Doc. No.
No. Buy-from Vendor No. Buy-from Vendor Name Location Code No. Printed Container No. ¥
PRCT00003 H 30000 Graphic Design Institute MAIN 0  APCCONO0O0001 ‘CONOO0C001
PRCT00002 30000 Graphic Design Institute MAIN 0 APCCONO000D1 CON0O000O1
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Appendix

Appendix A: How to create purchase order.

Choose the icon that opens the Tell Me feature, enter “Purchase Orders”,
and then choose the Purchase Orders link to open the purchase order list
page.

TELL ME WHAT YOU WANTTO DO L/_" ><
Purchase Orders
Go to Pages and Tasks Show all (6)
> Purchase Orders Lists [
“ Purchase Return Orders Lists
» Blanket Purchase Orders Lists
Go to Reports and Analysis Show all (4)
E Inventory Purchase Orders Reports and Analysis
El Purchase Order Archives Archive
El Purchase Return Order Archives Archive

Didn't find what you were looking for? Try exploring

Click “New” on the list page tool bar, to create new order.

APC Test Finance Cash Management Sales Purchasing Setup & Extensions Intelligent Cloud Insights =

Purchase Orders: Al - SO Search |+ MNew  [i] Delete  Print/Send~  Order,  Release ~ Posting~ - Y =0 [/

Vendor
Buy-from Authorizati... Assigned User  Document Amount Incl

No. Vendor No. Buy-from Vendor Name No. Location Code  ID Date Status Amount

106001 : 10000 Fabrikam, Inc. 4/8/2020 Open 3,546.20 35
106002 20000 First Up Consultants 4/9/2020 Open 1,365.00 1.7
106003 40000 Wide World Importers 4/13/2020 Open 7.092.00 8.8
106004 30000 Graphic Design Institute 5/1/2020 Open 237540 25

Make sure the fields with start sign be filled properly.



AP Commerce Inc.

Less talk. More results.
www.apcommerce.com

< PURCHASE ORDER + i . SAVED im S
PO00001

Country/Region Vendor Shipment No.

Contact No.

Process Release Posting Order Request Approval Print/Send Navigate More options @
General Show less
Vendor No. | w | Due Date ‘ i ‘
Vendor Name * |‘ | Vendor Invoice No. * ‘ ‘
BUY-FROM Purchaser Code ‘ v ‘
Address | | No. of Archived Versions 0
Address 2 | | Order Date ‘3/5/2020 oz ‘
City | | Quote No.

Fost Code | | Vendor Order No.

Alternate Vendor Address Co... ‘ v ‘

Contact Responsibility Center ™ ‘
Document Date |3"‘8"‘2020 @ | Assigned User ID ™ ‘
Posting Date |3/'3/'2020 ] |

Status Open

Since the function is use to receive the items from the container.
In purchase line, select “Item” from the type option values.

Also, make sure the field wit start sign be filled properly.

Lines Manage More options
Type No. Description Location Code Bi
— |ltem e ‘ *
Cption Values
Comment
G/L Account
= Ite
Fixed Asset
e Charge (ltem)
Sub Select from full list || Fycl. wAT (
Lines Manage More options =
Unit of
Type No. Description Location Code Bin Code Quantity Reserved Quantity Measure Code

= Item 1896- ATHENS Desk % PCS



