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Vendor Management/Customer Management

Create New Vendor/Customer
• Click “New” button
• Key in Vendor/Customer information
• Click “Add” button



Vendor Management (Vendor Pricing)

New Vendor Pricing
• Click “New” button
• Key in Item and pricing
• Click “Create”
Note : Vendor pricing will auto create from PR item for pricing history check



Material Management/ Service Management Management

New Material or Service
• Click “New” button
• Key in Item Information
• Click “Add” button



Material/Service Management (Vendor Pricing)

New Vendor Pricing
• Click “New” button
• Select Vendor and input vendor pricing
• Click “Create”
Note : Vendor pricing will auto create from PR item for pricing history check



Sales Order

Click on this to access Site Document folder

Click on this to access SO information

Create New SO
• Select Project Code
• Key in Payment Term, Payment Milestone, PO NO, PO Date
• Key in item( can be lump sum if not item tracking needed)
• Click “Create” button



Sales Invoice

Click on this to access Site Document folder

Click on this to access SI information

Create New SI
• Key in Invoice Info
• Select SO
• Item will be auto populated with balance to invoice
• Key in Invoice Quantity
• Click “Submit” to create
Note : Fully invoiced SO will not appear



Purchase Order

Create PR
• Click “New”
• Select Project, Vendor and key in PR information
• Click”Create” button
• Click “View” button to create PR line item



Purchase Order

Add Existing Line Item
• Select Project Code
• Existing item will show for selection with 

history price
• Key in quantity , adjust price
• Click “Add” button
• Estimated Profit and Lost will display at

bottom

Use Create New Line Item for non standard or 
new item code



Purchase Order

Submit PR
• Attached supporting document
• If not attachment will prompt for confirmation
• Is Final for last PR for this project code
• PR will flow to approver according to

approval setting



Purchase Invoice

Click on this to access Site Document folder

Click on this to access PI information

Create New PI
• Key in Invoice Info
• Select PO
• Item will be auto populated with balance to invoice
• Key in Invoice Quantity
• Click “Submit” to create
Note : Fully invoiced PO will not appear

Only Approved PO can be selected



Profit and Loss

Only can view PNL for project with Project Access




