Purchase Orders
Creating a Stock Purchase Order

Using the Furniture Wizard Program to create stock Purchase Orders is simple. From the Main
Menu of Furniture Wizard, click on New Purchase Order. The Purchase Order form appears.
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Once in the Purchase Order form, the Branch that the inventory items need to be shipped to
must be selected (if there is only one branch in Furniture Wizard, that branch will automatically
be the selected branch. However, if there are more than one branch, careful evaluation needs to
be done to determine which branch the items should be received in). Next, a supplier needs to
be chose. If the supplier needs added to Furniture Wizard, simply double-click on the Supplier
field, and the Suppliers form will appear. There, the new supplier may be added.



After the Ship To branch and Supplier have been selected, the only two fields that are able to be
filled in before posting the Purchase Order are the Date (which automatically fills with the
current date), and the Order Type field. The Order Type field describes what type of Purchase
Order it is, such as a stock order, a special order, a combination of both, or a promotional
Purchase Order.
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To select the inventory item(s) that need to be ordered is simple. First, select the quantity. This
can be done by changing the numbers under the Qty column (Furniture Wizard automatically
sets the quantity to one, but can be changed to the number of pieces that need ordered). IF at
any time it needs to be known how many items are currently in stock (as to not order any
excess), it is best to double-click in the Qty field to bring up the Inventory Form.

Start to type the model number into the Model-Description-Size-Cover/Finish field. Here, the
auto-fill function will take effect and finish the rest of the information of the model number.
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Once the correct model number is selected, hit Enter on the keyboard. This will automatically
update the Price column with the cost associated with the inventory item. The Amount column
will take your quantity and multiply it by the price to get the total in the Amount column.



After all inventory items have been entered onto the Purchase Order, click the Post button at the
bottom of the Purchase Order form, or use the keyboard shortcut ALT + S to post the Purchase
Order. When the Post button is clicked upon, another dialog box appears that asks for the
Purchase Order Number. Furniture Wizard automatically numbers the Purchase Orders.
However, the Purchase Order numbers can be changed, depending on personal preferences.
After a Purchase Order number is chosen, click OK. The Purchase Order will then be posted
and any other procedures of getting the Purchase Order to the vendor may be done at this time.
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Adding new inventory from the Purchase Order Form is quick and simple. From the Purchase

Order Form, click the New Item button. Clicking the New Item button will bring up the Inventory
Add New Entry Form.
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In the Inventory Add New Entry Form, fill out the white fields. Remember, the more information
the better the inventory will be. At the minimum, the Supplier, Category, Model, Subcategory,
and Cost fields must be filled in to add the inventory item. Once all information is filled in about
the inventory item, the Post button can be click on, or use the keyboard shortcut ALT + P.
Furniture Wizard will then ask if the inventory item should be added to the current Purchase
Order. Click Yes or No.



Specific Details to Individual Items

Each item on the Purchase Order can have its own details. If a supplier needs to know a certain
finish or cover of an item, it can easily be done. Simply double-click on the item to bring up the
Purchase Order Items Notes Form. Any information that is vital to the inventory item that the
Supplier needs to know about should go in the notes section. Once typed in the notes section,
the notes will automatically print on the Purchase Order. When the notes are complete, click Exit
and the notes will automatically be saved.
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Auto Fill Stock Option

The Auto Fill Stock Option allows for a supplier’s item(s) not to get under a determined amount.
To Auto Fill Stock a Purchase Order, first, minimum quantities must be assigned. Assigning
minimum quantities must be done through the Inventory Form. To get into the Inventory Form,
go to the Main Menu of Furniture Wizard and click on Inventory. Search for the inventory item.
Once the inventory item is found, click the Edit button. Then, under the Min Stock column in the
grid, change the amount to a number that should always be in stock of that item. Remember, if
there is more than one branch in Furniture Wizard, be sure to place the number in the correct
branch.
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When placing a minimum stock quantity in the inventory grid, the Reorder Quantity must also be
taken into consideration. The Reorder Quantity states when the inventory items gets to a certain
amount (such as only one of the item being left in stock), a Purchase Order should be created to
reach the desired minimum stock.
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From the Inventory Form, find the inventory item. Once the inventory item is found, click the Edit
button. Then, under the Reord Qty. column in the grid, change the amount to a number that the
inventory item should never get below stock on. Remember, if there is more than one branch in
Furniture Wizard, be sure to place the number in the correct branch.
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Auto Fill Stock Button

To use the Auto Fill Stock feature, from the Main Menu in Furniture Wizard, click New Purchase
Order. Flrst, select the branch that the minimum stock is placed under. Then, select the supplier
that the Purchase Order is for. The fields to the right may also be filled in (before posting, the
only fields available are the Date and the Order Type fields). Since the branch and supplier
must first be selected, the Purchase Order is now ready to be filled with the stock merchandise.
Simply click the Auto Fill Stock button, and the items that have a minimum stock associated with
them and is needed now appears on the Purchase Order. A shortcut to the Auto Fill Stock
button is ALT + F (notice that under the “F” there is a small dash). Once the button is clicked, it
immediately blacks out.
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Even though the Purchase Order was auto filled, it is still possible to add other items that are
needed from the selected supplier. To finalize the Purchase Order, simply click Post, or use the
keyboard shortcut ALT + S and follow the steps above in creating a stock Purchase Order to

complete the process.

Creating a Special Order Purchase Order

Creating a special order Purchase Order is mostly done from the Invoice Form. After creating a
new invoice, the inventory items must be processed by clicking the Process button. In the
Process Options dialog box, click Manually Process to create a new Purchase Order that is
related to the current invoice. Once the Process Inventory dialog box is on the screen, select the
quantity of the item and the branch the Purchase Order needs to be associated with. Then, to
create the Purchase Order, click the Create PO button, or use the keyboard shortcut ALT + C.
Do this for each item on the invoice. Then click Process Inventory.
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Once the inventory items are processed, Furniture Wizard will show a Wizard Alert asking if the
Purchase Order(s) should be viewed. In this case, click Yes.

Click Yes to view PO(s)

Furniture Wizard will then confirm that the inventory was processed. Simply click OK.
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The inventory that was processed from the invoice is now associated with the Purchase Order.
The fields on the top of the Purchase Order Form may be filled out if desired. Notice the
difference between a stock Purchase Order and a sold Purchase Order is under the Invoice
column. The Invoice column shows the invoice number, along with the last name of the buyer. If
the invoice needs to be viewed, simply double-click within the yellow box and the invoice that is
related to the Purchase Order will appear.

If notes need to appear for the Supplier within the item, double-click on the item under the
description field and insert the desired notes to inform the supplier with valuable information.
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Again, the Purchase Order is not limited to the sold items. Other stock items may be inserted
into the same Purchase order.






