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Purchase Order Process

Farmlands Supplier Farmlands Supplier Supplier Farmlands

Confirm Ship Invoice

Accept the order

Send Shipment Note Send Invoice

PO updated to
“Confirmed”

Pays Invoice per
payment terms

Order Status “Finalised” Order status “Shipped” Order Status “Completed”

Review PO / PO Reject the Order
Change in
WebSupplier or ERP Order status “Rejected”

Farmlands creates
and sends the PO

PO updated to
‘Cancelled”

Amend the order

Farmlands updates
the PO and sends a
PO Change

Review PO

" o amendments
Order status “Processing

Amendments can only go through 1 cycle before the
order must be either Accepted or Rejected.
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Important Notes

1. Order Status

New New order to process

Processing Changes requested to Farmlands
Finalized Order has been Accepted

Pending Changes Changes back from Farmlands
Shipped Order has been fully Shipped
Completed Order has been fully Invoiced
Manually Completed Order was manually set to completed
Cancelled Order was cancelled by Farmlands
Rejected Order was rejected by the supplier

2. Order queries — purchase.confirmations@farmlands.co.nz
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Accept with no changes

Manually Complete .

Feject All

1. From the Order click on Confirm

Check the Product, Price, Quantity and Delivery Date

Remember Delivery Date should only be changed (header) or entered (line) if delivery will be
more than 7 days after the delivery date on the order

Confirmation Number 32449-CONF-160600067 Confirmation Date: 22/11/2020 _::i Delivery Date: 11/11/2020 j

Notes:

Line Product Delivery Date Quantity Price Net

Test Widget S0mm ® Bo 20 Each NZD 7.95 NZD159.00

10 | ABc123 / TESTO132 Bo

Left Handed Screwdriver j BO 1 Each NZD 10.00 NZD10.00

2@ | ABC124/TEST0133

2. Click on Send. Save | Send | Delete | Adjust Document Total

Clicking Save allows you to save the order confirmation to return to later to amend/send.

Once sent there is no way to recall, an Order Confirmation Notification will be sent back to
Farmlands confirming that you will be delivering the ordered items at the ordered price.
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Reject the Order

Full Rejection is where you reject the entire Order

1. From the Order, click on Reject All °°"“'“'”""“a"" comaete

2. Enter a Rejection Reason - mandatory

RELATED ORDER - FPON100058 - Show Header

Rejection Number: 32449-REJ-1606001458

Rejection Date: 22/11/2020 |4
Reason: Store called to cancel Order - sent in error
Line Product Quantity Price Net
101) I?ézigﬁé’so%%z 20 Each NZD7.95 NZD159.00
2(2) :Zﬂc:'ngflzi‘:g;" 3"3" ver 1 Each NZD10.00 NZD10.00
Total NZD169.00

3. Click on Send

Farmlands will cancel the PO but you will not receive any further notifications from us on this Order
Once an order is rejected it can never be reactivated.

Do not reject an order as a way of asking for changes (amend the order instead)
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Amend the Order — Change Lines

1. From the Order click on Confirm nejecm.. [ vanualy complete | |

2. Where required, for each order line
» Update the price
» Update the Quantity

» Update the Delivery Date - Delivery Date can be changed for the whole Order or on
individual lines. Do not change if delivery (header) or add delivery date (lines) if delivery is
within 7 days of the Requested Delivery Date on the Order.

» Click on BO (Backorder) to record split deliveries. Adjust the Quantity on each line to reflect
the quantities and dates delivery is expected.

Confirmation Number 32449-CONF-16060006 Confirmation Date: 22/11/2020 i Delivery Date: 11/11/2020 i

Notes:

Line Product Delivery Date Quantity Price Net
Test Widget 50mm
1(1) ABC123 / TEST0132 £ | BO 20 Each NZD 7.95 NZD159.00
Left Handed Screwdriver
2(2) ABG124 / TEST0133 _31 BO 1 Each NZD 10.00 NZD10.00
3. Click on Send once you have made all required amendments.
y q Save | Send | Delete | Adjust Document Total
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Amend the order - Reject a Line

Partial Acceptance is where you accept one line, and reject another (or multiples of each)

1. From the Confirmation set the Quantity to 0
2. Onthe line, click on the speech bubble to add a Note
3. Enter areason in the Notes — mandatory

Line Product Delivery Date Quantity Price Net Tax Gross Notes
Test Widget 50mm i N e
1(1) ABC123 / TEST0132 (] BO 0| Each NZD 7.95 NZD0.00 15 % NZDO0.00 NZD0.00  +/- .

Notes Item is no longer stocked ‘

2(2) :‘;E'::dfeﬁ;i‘_’rrg:‘g"er B BO 1 Each NZD 10.00 NZD10.00 15% " NZD150 ~ NzZD11.50 +- @ ©
4. Make any other changes and click on Send. m@ FETEiER [P P

co-operative
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Amend the Order - Other Adjustments

Document Adjustments are used to add on Charges (such as Freight).

From the Order Confirmation screen, click on Adjust Document Totals X0 E XN R
Click on New Adjustment
J ‘m I Zalculate m

P

Select the Adjustment Category (Default is Transport which is used for Freight
Enter a description

Enter an amount ‘ ‘
Click on Done E[.??o':féf ste drect o 20 NZD20.00

A

Category Description Basis Amount* Net

AL

Total after Adjustments NZD189.00

7 ) TO.I.Ol O dJ'US-I-m e nTS O re O d d ed -I-O The Ord er Confirmation Number: | 33323-CONF-1614283101 Confirmation Date:  |26/02/2021 Delivery Date: | 26/02/2021

Notes:

Line Product Delivery Date Guantity Price MNet

. | Repco Plastic Fuel Can 5L 5,7
1(1) 1000516 / ABS 15 Each 6.00 280,00
202 E{;gfguzl?gierformance Commercial Battery §80CCA 872 5 Each < 100.00 =500.00

Subtotal $690.00

Document Adjustments

———
i $0.00

Farmlands
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Order Change

If the Order has been amended on the Confirmation, Farmlands will update the PO and send back to you an
updated Order reflecting the requested changes and/or cancelling lines where the changes are not accepted
by them.

When an Order Change is received, the Order status will be Pending Changes

1. Click on Pending Changes, the changes will be highlighted as shown below

Order Date Order Number Customer Branch Date Required Net Amount Status
20/11/2020 FPON100058 Farmlands NZ TEST RETAIL PAEROA 11/11/2020 NZD169.00 Pending Changes
20/11/2020 FPON10474521 Farmlands NZ TEST FARMLANDS RETAIL - HASTINGS 20/11/2020 NZD137.00 Processing

Check the changes. Note click on Document adjustment 1o unhide any charges added / on the order

If the changes are not correct, do not reject the change, email purchase.confirmations@farmlands.co.nz
with details of remaining issues

4. Click Accept/Reject to update the order. Farmlands will automatically receive an Order Confirmation that

WD

ds th maining Order li A ted
recoras tne remaining oraer lines as Accepied. Order Change FPON10568313-002 Pending
RELATED ORDER - FPON10568313 - Show Heade:
Line Type Product Date Required Quantity Unit Price Net Amount AcceptiReject
Repeo Plastic Fuel Can 5L £sen
1 Amended 1000516 J ABS 10 Each 2600 560.00 Ace
v/
2 amendeg | Repee High Performance Commercial Battery 630CCA 872 - 10000 30000 =
1007805/ 872 Accept
Select Al
Document adjustment]
Category Description Basis | Amount | Net

ort | Freight - item landed cost charged by PO vendor | Fixed | 2500  25.00 (15.00

Save Reject Change Order

——
Farmlands

co-operative

Related Documents

firmation - 34066-CONF-1618864126713 - 20/04/2021 - Sent
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Ship

Only orders with a status of “Finalized” can be Shipped and an order cannot be invoiced if not Shipped

Full Shipment m BT R
1. From the Order click on Ship. -M e

Note: Ship button is greyed out if the order status is not Finalized
2. Add Shipment Number / Packing slip number

3. Check the quantities are correct and click on Send

Shipment P5-8888888

2o
Custol B: h
Shipment Number:  |[PS-8888828 d Shipment Date:  [26/02/2021 |8 Delivery Date:  [10/03/2021 |4 Hstomer rane
Farmlands NZ2 TEST = Farmlands Retail - Hast
Carrier: | | Carrier Phone: | |
Motes: |
[ Select Al N
RELATED ORDER - FPOMN10574753 - Show Header @
Line Product Delivery Date Quantity Notes
. Repco Plastic Fuel Can 5L
D16 | Jo00516 /485 | = 10/ Each ®
. Repco Plastic Fuel Can 20L
DU2@ | {500518 /AB20 | & || 10 Each @
o Repco High Performance Commercial Battery 680CCA 872
O3 | {ore0s re77 | & | | 10| Each e

)

e —
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Ship

Partial Shipment
1. From the Order unselect lines that will not be shipped (optional where a whole line is not being shipped)

My Notes: ‘ Ea
g
Select All
Line Product Quantity Price Net Tax Gross Status.
Repco Plasfic Fuel Can 5L

o 10 Each

G | £5.00 $50.00 | 150%  S750 557,50 Processing
npfgnz'?gff"“rm”m Commsrcial Batisry 650CCA 872 3 Each 100.00 5300.00 150%  545.00 5$345.00 Processing

Total $350.00 $52.50 $402.50

[ 5t | womaiy Compie |

2. Click on Ship.
3. Add Shipment Number / Packing slip number
4. Adjust the quantities to reflect the actual shipment (where part quantities to be shipped)

5 . C Iic k O n Sen d Shipment PS-8888888 ?

Manually Complete

Customer Branch

Shipment Number: pcsssssss N ipment Date:  [20/04/2021 J5i:) Delivery Date:  [20/04/2021 =
Farmlands NZ | Farmlands Retail - Dannevirke
Carrier: CamierPhone: [ ]
Notes: [ |
O selectanl

- RELATED ORDER - FPON10568314 - Show Header

Line Product Delivery Date Quantity Notes Lot
i Repco Plastic Fuel Can 5L :I :I =
O oeis ans ] Each ® @
Oa2 @ Repco High Performance Commercial Battery 680CCA 872 :E Each =) =]

1007805 / 872

4

Related Documents
« Order Change - FPON10568314-100 - 20/04/2021 - Acknowledged

« Confirmafion - 34067-COMF-1618864173024 - 20/04/2021 - Sent
« Order- FPON10568314 - 20/04/2021 - Finalized

olicy For support phone 999 of ema

Logout | Settings | User Guide
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Invoice

All Invoices must be sent via Websupplier.

Multiple Shipments per Order require mulfiple Invoices
1. From the Order or from the Shipment click on Invoice 9
2. Add the Tax Invoice Number generated by your accounts system
3. Double check that it's the same as your internal invoice (Product, Quantity, Price). Invoice should be

100% the same as your internal invoice

4. Add adjustments if required (note Adjustment button is not available until the invoice has been saved)
5. Click on Send
6. Do not email a PDF copy of the invoice to Farmlands

Invoice INV-2773834 6

Manually Complete

_— _ _ Cancel Delete: | Adjust Document Total
Invoice Numb@” INV-2773834| | Invoice Date: 22/11/2020 [ Payment Due Date:  30/12/2020 i ESIETET
Shipment Number: DEL-1045643 Shipment Despatch Date: 22/11/2020 _Tﬂj Tax Point Date: 22/11/2020 _Taj
Payment Terms: 30 days from end of month Related Documents
Notes: +» Shipment - P5-3888885 - 26/02/2021 - Sent

« Confirmation - 33305-CONF-1614205704614 - 237022021 - Sent
« Order- FEPON105747T53 - 2500272021 - Processing

RELATED ORDER - FPON100057 - Show Header

Line Product Quantity Price Net Tax

Test Widget 50mm e Cancel | Save: .
NZD . NZD159.00 15 % \
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