Related Purchase Types

-y
') Related Purchases
Choose the type of related purchase to add to the purchase

Enter a Full Purchase
Choose this option if you have an invoice or purchase order to enter, then add the line items to this purchase.

Enter a Simple Purchase
Enter the minimum information about the purchase, then add the line items to this purchase.

Select From an Existing Purchase in VIZOR
If your purchase is already entered in Vizor, choose this option to select the line items to add to this purchase.

0K Cancel

The related purchases window pops up when trying to create a purchase on an asset

This window allows you to choose how much information you want to be able to add to the new
purchase depending on how much information you want to fill out at the time



The Enter a Full Purchase option allows you to enter all the available information for the new
purchase. This option allows you to view more fields by default

' Add New Purchase *
| w Enter the information for the new Purchase.

Name: ‘Aduhe Creative Cloud ‘ Status ‘Acﬁve} Recaived H |

PO Number: ‘ ‘ See More Details No - Yes

Purchase Date: ‘ ‘ Supplier: ‘ ; |

Invoice Number: ‘ ‘

Contact: 8

Sold to Organization: ‘ : | Cost Center: ‘ : ‘
Sold to Person ‘

. | Supplier Contact: ‘ ‘

Auto Renew Purchase.  No \_;- Yes

% Attachments ‘
Line Items:
Line # Asser Type Product Quantity Unit Total Description Start
- - - Add...
Edit...
Edit Alerts...

* This color indicates a required field | Finish H Close |




The Enter a Simple Purchase option allows you to load a window where only the necessary fields
are shown and where only the minimum amount of information can be entered.

x
» Add New Purchase
| Enter the information for the new Purchase.
Name: ‘Aduhe Creative Cloud ‘ Status ‘ACﬁVEI Received i |
PO Number: ‘ ‘ See More Details No k\/- Yes
Purchase Dare: ‘ ‘ Supplier: ‘ s |
Auto Renew Purchase:  No ( JHB  Yes
Line Items:
Line # Asset Type Product Quantity Unit Total Description Start
o - - Add...
Edit...
Edit Alerts...
Remove
Total: 5 0.00
Comments:
y
Taxes: $ 0.00
N -
* This color indicates a required field Finish H Close




The Select From an Existing Purchase in VIZOR option allows you to select an already existing
Purchase in the system to be linked to the currently selected asset. On the left side of the
window is where all the purchases are listed that can be linked. On the right side of the window
is where the individual line items for the currently selected purchase will appear.

Name Contains..

Q

Adobe Creative Cloud 1002
Adobe Creative Cloud 1008
Adobe Creative Cloud 2207

Purchase Date:  Sold to Person:
2/32017 Chris Hubbard

Invoice Number:

Purchase w=

PO Number:

Supplier:
5678 93

1107 1 Adobe Creative Cloud 23 Creative Cloud 599

13777

Subscription

Total:

§ 13,777.00

Cancel



