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1. Start by opening the main menu from the blue North Star icon.

2. Select 'Operations' to quickly navigate to operational management tools.
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3. Open the POS module to handle inventory and purchase workflows.

4. Switch to the 'Purchase Orders' tab to start managing your purchase orders.
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5. Click anywhere within the row to be taken into an existing Purchase Order.

6. Click Update Status to refine purchase orders by fulfillment status.
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7. 

8. Status options include Draft, Sent to Vendor, Closed, and Cancelled.
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9. Back in the Purchase Orders list, you can use the 'Filter' button to efficiently narrow down 
purchase orders by specific criteria.

10. Set a custom date range to filter purchase orders within a particular time period.
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11. Select a purchase order status to display only orders in that state—such as Draft, Sent, 
or Closed.

12. Click 'Update' to instantly apply your chosen date and status filters to the orders list.
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13. Click Clear to remove your current filters and start fresh.

14. Click the three dots at the far right of the Purchase Order to Mark as Closed.

View online

https://app.arcade.software/share/JkpfccKtUpenolRgVjLH


15. To create a new purchase order, click the blue Create Purchase Order button.

16. Select the vendor for the Purchase Order.
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17. Add any items using the blue '+' button to build the Purchase Order for the Vendor you 
just selected. This new purchase order is automatically set to Draft status as a beginning 
stage.

18. Use the '+' or '-' to add or remove items from a purchase order.
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19. 

20. Click "Choose Another Vendor" to switch to another vendor from your list.
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21. If you do select another Vendor, you will get an error message warning you that the current 
selections will clear.

22. 
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23. Click More Actions to open additional options to Download Purchase Order or Email PO 
to Vendor.

24. Email PO to Vendor will automatically send the PO to the email you've saved for that 
vendor.
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25. 

26. Your status will also automatically update to Sent to Vendor after choosing the Email 
action.
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