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Purpose  

The purpose of the Mass PO Creation is to allow the user to auto create purchase orders by uploading a 
spreadsheet.   

Setup 

User Security Options 

Type in the keyword “mass” to bring up the security options under “Purchasing”. 

Definitions 

Utilities: Mass PO Creation Enables the Mass PO Creation utility 

Utilities: Mass PO Creation – 
Req Ship checkbox 

Enabling this checkbox allows the user to add different requested ship 
dates on the same purchase order. 

Utilities: Mass PO Creation – 
Diff Customers checkbox 

Enabling this checkbox allows the user to add different customer numbers 
in the Packing Slip field on the same purchase order. 

Utilities: Mass PO Creation – 
Receive To Loc checkbox 

Enabling this checkbox allows the user to add different receive to locations 
on the same purchase order. 
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Purchasing Variables 

Go to Tools > System Maintenance > Variables > Purchasing and enable “Link Projects using Packing Slip field”. 
This checkbox turns on the logic to check the customer number in the “Packing Slip” field on the purchase order 
against the customer number in the project for a matching model. If there is a current project that has a 
corresponding model, it will take the project cost and insert into the quoted cost on the purchase order.  
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Utilities: Mass PO Creation 

Go to Purchasing > Utilities > Mass PO Creation 
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Review the purchase order 
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