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Notices 

Every effort has been made to supply complete and accurate information, 
however the information in this document is subject to change without 
notice. UNIT4 Business Software Limited assumes no responsibility for any 
errors that may occur in the documentation.  

Microsoft ® Excel, Windows ® and Microsoft ® SQL Server ™ are either 
registered trademarks or trademarks of Microsoft Corporation in the United 
States and/or other countries. Crystal Reports is a trademark of Crystal 
Decisions, Inc. All other brand names, product names and company logos 
are trademarks or registered trademarks of their respective owners. 

This document contains information that is proprietary to and considered a 
trade secret of UNIT4 Business Software Limited. It is expressly agreed 
that it shall not be reproduced in whole or in part, disclosed, divulged, or 
otherwise made available to any third party either directly or indirectly. 
Reproduction of this documentation for any purposes is prohibited without 
the prior express written authorisation of UNIT4 Business Software Limited. 
All rights reserved. 

UNIT4 Business Software Ltd © 2011. 
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Welcome 
Welcome to ABW Purchasing training. 

The course contains ten training sessions as follows: 

• Session 1 – An overview of Purchasing. 

• Session 2 – Non Purchasing Setup. 

• Session 3 – Setting up products. 

• Session 4 – Setting up purchasing. 

• Session 5 – Procurement requisition processing. 

• Session 6 – Raising purchase orders. 

• Session 7 – Processing goods received & matching invoices. 

• Session 8 – Introduction to Workflow. 

• Session 9 – Procurement requisition processing with Workflow. 

• Session 10 - Processing Internal Orders (Optional) 

The course is designed for super users and advanced users. Trainees 
should be familiar using a Windows environment and have attended the 
following courses before attending this course: 

• Introduction to ABW. 

• ABW Financial Basics (or Common Routines). 
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Training basics 

Your trainer will explain: 

• Location of facilities including toilets, tea and coffee. 

• Fire procedures within the building and the marshalling points. 

• Mobile phones and PIM – make sure that they are switched off. 

• Breaks – there are regular breaks during the course including coffee 
breaks at convenient points throughout the day and a lunch break of 
approximately 1 hour. 

• Feedback – forms are distributed to provide feedback on the course. 
Please fill them in before you leave. 

 

Introducing the course 

Your trainer will explain the course format and materials: 

• The course is a combination of demonstrations, which you can follow 
on your PC, and exercises to confirm your understanding of the topics 
covered, which unless stated otherwise should be completed 
on ABW client A1. 

• Teaching aids, such as PowerPoint presentations, are used where 
appropriate to help explain concepts, processes or procedures. 

• A number of documents support the course: 

• Purchasing course Delegate’s Workbook to guide you 
through the course (this document). 

• Purchasing course Exercise Workbook containing a set of 
exercises to do as you work through the Delegate’s 
Workbook. 

Additional information on the purchasing module is available in the ABW 
Reference Manual and On-line Help. 
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Objectives of the course 

The objectives of the course are to help you: 

• Understand the basic structure of the ABW Purchase Orders and its 
interaction with other components of Agresso Business World. 

• Understand the structure of the product file and how to set up new 
products. 

• Understand the setup for requisitioning and ABW Self Service to 
enable purchase orders to be processed. 

• Understand how to raise a requisition and purchase orders for 
services and products. 

• Understand how goods ordered and invoices are received and 
processed. 

• Understand how workflow can be incorporated into the processes to 
include approval. 

• Understand how internal purchase orders are raised and processed. 

 

At many stages in the course you are asked to complete exercises to help 
you understand the concepts and tasks described by your trainer. 

Each section has a set of key learning points that you can use to check that 
you have understood how to perform the tasks described in the training. 
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Further courses to attend 

After you have completed this course, you can attend additional courses 
related to other individual ABW modules and tools to support your specific 
business processes. 

The following courses may be of interest: 

• Inventory Management. 

• Accounts Payable. 

• Enquiry and reporting courses, such as Enquiry, Browser and 
Analyzer. 
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Session 1  
An Overview of Purchasing 
 

This session provides an overview of e-procurement in ABW and shows 
how these functions are integrated with other ABW modules. 

Purchasing is a part of the ABW Logistics family fully integrated with 
General Ledger and allows for the creation and maintenance of purchase 
requisitions, purchase orders, the receipt of stocked products or non-
stocked goods or services from suppliers and the registration and posting 
of purchase invoices for the goods/services received. 

ABW Purchasing provides all the functions that you need to manage your 
purchasing process including: 

• Set system parameters. 

• Set up and maintain information about your suppliers. 

• Set up and maintain information about the products and / or services 
that you wish to purchase. 

• Create requisitions in ABW Smart Client or in ABW Self Service. 

• Approval via workflow (optional). 

• Create purchase enquiries/tenders on multiple suppliers. 

• Create, amend and print/electronic despatch supplier purchase 
orders. 

• Receive goods. 

• Register and post supplier invoices with matching against purchase 
orders from scanned/electronic import of invoice with workflow 
approval. 

• Update General Ledger and Account Payable. 

• Enquire and report on purchase transactions and statistics. 

 



UNIT4 Training Services  Session 1: An Overview of Purchasing 

 

10  Version 561.1 

 

Purchasing is fully integrated with the General Ledger and other modules of 
ABW. The relationships of Purchasing to other ABW modules is shown here: 

Purchasing
(Logistics)

Inventory
Management
(Logistics)

Accounts
Payable

(Financials)

Sales Orders
(Logistics)

General
Ledger

(Financials)

AGRESSO SYSTEM:
Common Parameters
System Parameters
Reports
Enquiries

 

The process flow of information and tasks through the Purchasing module 
is as follows: 
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The numbers within each box indicate the training session that deals with 
that particular process. 

In summary, the purchase order process is as follows: 

1. Products that you want to buy are created in the product master file. 
These can be single products or products composed of different 
components – kitted products. They could be specific products or more 
generic. 

2. Fixed registers that are used to help define and control aspects of the 
purchasing process are set up. 

3. Requisitions for products that you require are raised prior to a 
purchase order in cases where approvals for purchasing are needed or 
whether a particular supplier is available. 

4. Purchase orders are raised to purchase goods from a supplier. An order 
is either entered directly or created from a previously approved 
requisition. 

5. The ordered goods are optionally received, checked and booked into 
stock. 

6. Goods can be ordered within a company, from one department to 
another, using the internal order process. 

7. Invoices received from the supplier are matched to the purchase order. 

8. Enquiries and reports can be run to obtain information on purchase 
orders that have been generated by the purchasing process at any 
time. 

 

Before we look at setup, the Trainer will show a demonstration of the main 
steps in Purchasing (including some Workflow). 

 

Most of the tasks you need to perform in the module are accessed from the 
Purchasing menu: 
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Requisition processing and other ABW Self Service processes are accessed 
from the Business Server pages: 
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Session 2 
Non Purchasing Setup 
 

This session shows you how to check predefined values in other areas of 
ABW as well as setting up information required outside of Purchasing. 

This session is divided into demonstrations covering the following: 

• Checking Chart of Accounts. 

• Checking Account Rules. 

• Checking Tax Codes. 

• Checking Cost Centre values. 

• Checking Supplier Groups. 

• Checking Suppliers. 

• Setting up Users and Roles. 

• Granting Menu access. 

• Establishing Responsible setup. 

 

By the end of this session you should have a firm understanding of what 
predefined values have been set up. 

 

Key learning points: 

Understanding of what non purchasing set up may be required. 
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The predefined setup is required before we can look at the second element 
in the process flow through the Purchasing module. 

 

Confirming purchasing assumptions 

Before you set up products in the Product master file, you must confirm 
that the following items are set up: 

• Chart of accounts. 

• Account rules using the Account rules window – to enable stocked 
products control via inventory management, stock rental and works 
orders. All of these accounts must use the same account rule. 

• Tax codes using the Tax code window – to enable ABW to 
automatically calculate tax and generate tax transactions.  

• Cost Centres. 

• Supplier Groups have been set up with appropriate Credit Terms. 

• Suppliers have been set up using the Supplier master file, including 
relevant Relations where required. 
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User Setup 

Before you use the Purchasing module you must confirm that the following 
items are set up: 

• Resources.  

• Roles. 

• Users.  

• Menu Access. 

 

Setting up resources 

Most web applications require the logged in user to be associated with a 
resource ID, so as a general rule you should consider creating resource IDs 
for each user of the web applications. 

Resources may also be set up in the Human Resources or Project Costing & 
Billing modules, if available. 

The Resources information window has the following tabs that you can use: 

• Resource – to view, set up, and maintain the details of a resource. 

• Address– to view, set up, and maintain address details for a 
resource. 

• Relation – to view, set up, and maintain the relations to resources. 

 



UNIT4 Training Services  Session 2: Non Purchasing Setup 

 

16  Version 561.1 

 

1. Display the Resources information window: 

 Select Agresso Project | Project Costing and Billing | Resources| 
Resources: 

 

NOTE: This window is slightly different depending upon where you have 
accessed the window. 

2. Select resource 1005 on the Resource tab. 

3. Click on the Address tab. 

 

 Zoom on the General address to display the Address window. 

The address associated with this resource will be used as the default 
Delivery address in the Requisition page in Self Service, which will 
ultimately be transferred to the purchase order. 

4. Close Address window. 
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5. Click on the Relation tab and open the PCB folder: 

 

A posting attribute can be related to the resource to provide default GL 
analysis of a requisition. This can be achieved by assigning the system 
parameter PO_USER_REL the value of C0 (attribute id for resource). 
For example, relation details may include an employee’s cost centre 
which would then default when raising a requisition. This is often used 
in conjunction with the parameters PQ_ATT_ID_1 through to 
PQ_ATT_ID_7. These parameters control the attributes that appear on 
the header page on a requisition.  So for example if the cost centre of 
a user is being derived from the resource via PO_USER_REL, then this 
information could be defaulted into the header page of a requisition by 
setting PQ_ATT_ID_1 to C1 (attribute value for cost centre).  This 
information would then be defaulted into each line of the requisition.  

6. Close the window. 
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Setting up roles 

A Resource will be attached to a Role. The Role will provide the user with a 
profile which will record which menu options they have access to, which 
tasks they are able to do and which data they are able to view. 

1. Display the Role master file window: 

 Select Settings | System Administration | Users and access | Role 
master file. 

 Select Role ID= WR12 and tab off: 

 

Menu Access: Specifies whether the role will have access to ABW 
menus. 

Workflow: Switch this on to specify that this role is used 
within workflow for roles that will be used for 
Procurement workflow. 

2. Enter POREQ - PO Requisition Raiser. 

 Select Menu access & Workflow in usage. 

 Confirm Resource as Default user type. 

 Select A1 and A3 as the Clients. 

3. Save the details and close the window. 
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Setting up users 

All users must exist on the system and be linked to their Resource ID.  
Once a user has been created then a role(s) may be attached. 

1. Display the User master file window: 

 Select Settings | System Administration | Users and access | User 
master file. 

 Select User ID = TRAIN1 in the Lookup field and tab off: 

 

The Status section records the dates that the user will have access 
to ABW and also whether they are still an existing user. 

The Usage section defines the areas in ABW to which each user has 
access: 

Menu:  Can be given access to menu structure both within 
Smart Client and Self Service. 

Workflow: Can be included in an ABW workflow function. 

Administrator: Can be classified as an Administrator. 

The Basic and Access sections will show the main language of the 
user, the printer used when printing from ABW and the times of the 
day that the user will have access to the ABW. 

Alert Media: Will record how the user will receive alerts either via 
Email, Alert List or SMS.  If the user receives an 
alert via email the email address from the resource 
will be used.  If the user receives an alert via SMS 
then the mobile phone number attached to the 
resource will be used. 
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The Contact information tab will display one or more addresses 
that may have been assigned to the user. 

 

The Role and company tab is where the predefined roles are 
attached to the User ID and also access to one or more ABW client. 

 

The Available column shows a list of predefined roles and also ABW 
Clients.  These may be selected using the  arrow.  This will move 
the option from available to Selected. 
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 Add the role of POREQ to TRAIN1. 

2. Save the details.  

 Attach the Requisition Raiser role to TRAINA (Gareth Denley).  

3. Save and Close the window. 

 

Granting Menu Access 

Although the user has been defined and a role attached it is necessary to 
now record what menu items they can see and what functions they will 
perform in each window. 

1. Display the Menu-based access window: 

 Select Settings | System Administration | Users and access | Menu-
based access. 

From this window menu access can be defined for ABW Smart client, 
Self service, Web services and Reports. 

First select a client (A1), then select whether access is defined at user 
level or a role level.  If role is selected then the window will display a 
list of the roles that have been defined with Menu access and also have 
access to the selected client. 

The Menu column will allow you to open the menu and select the 
windows you wish to grant access to.  Once the menu or submenu has 
been selected, next select the role(s) that will have access to those 
menu items. 

The 4 checkboxes define the access being granted for the window. The 
same principle is applied to the other tabs in this window.   

2. Ensure that POREQ has access to all ABW Logistics Purchasing | 
Requisitioning but not approval windows in Smart client and Self 
service. 

 

3. Save, close the window and update menu. 
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Exercise 

Open the Exercise Workbook and complete the following exercise: 

Exercise 2.1: Setting up roles. 

 

Responsible Setup  

The functionality offered in this window can vary according to how your 
purchase orders are created. Some purchasing parameters may also affect 
how you wish to use this window.   

During the purchase order process different staff can be identified as the 
order approver, the order requestor and order imputer on an order.  These 
roles are defined using the Responsible setup window.  

• Orders created manually ( i.e. non ABW Self Service requisitioning): 

If the following 3 Purchasing parameters are set to on, then the 
Responsible, Requestor and Accountable fields in the purchase order 
entry window are assigned as free text fields: 

o PO_FREE_RESPONSIBLE 

o PO_FREE_REQUISITIONER 

o PO_FREE_ACCOUNTABLE 

• Orders created from web requisitioning: 

You may wish to mark the order with who approved and requested 
the requisition.  The requestor is completed automatically providing 
the correct resource ID is specified in the roles window and the 
PO_CONSOLIDATE parameter is not active.  Your consultant can 
advise on how the approver can be specified or a default can be 
specified by using the DEF_PQ_RESPONSIBLE parameter.  You need 
to consider if the order requires further approval once it has been 
created from a requisition.  The approval limits on this window can 
still apply. 

Once you define the roles, people with the appropriate purchasing roles can 
then be selected, when purchase orders are manually created in the 
purchase order entry window. 
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1. Display the Responsible setup window: 

 Select Agresso Common | System setup | Responsible setup: 

 

2. Define Responsible set up using the following fields: 

 Select Procurement as the Responsibility type. 

 Select accountable as the first responsibility. 

 Select Purchasing as the module. 

 Select Super as the role. 

3. Enter details for responsible with Role as POAUTH. 

4. Enter details for responsible2 with Role as POREQ: 

 

5. Save the details. 

6. Close the window. 
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Session 3 
Setting Up Products 
 

This session shows you how to set up products using the ABW Logistics 
functions of ABW. 

This session is divided into demonstrations covering the following: 

• What are products? 

• Setting up a product base unit. 

• Setting up product groups. 

• Setting up non stocked products. 

• Setting up user defined product information. 

• Setting up relations on product. 

By the end of this session you should have a firm understanding of how 
products are created and amended using ABW. 

 

Key learning points: 

Understanding the structure of the Product master file. 

Understanding the information recorded for a product. 

Understanding the links and relationships between different 
product information. 
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The product master file is the third element in the process flow through the 
Purchasing module. 

 

 

What are products? 

Products are items that you buy, sell or both. 

In ABW you need to define these products before you can buy them. This 
definition specifies the product’s details including: 

• Its standard unit (for example grams). 

• The product group to which the product belongs. 

• The product details (descriptions, prices etc.). 

You can buy the product in its standard unit or, optionally, in order units 
(for example, kilograms) that are related to this standard unit. 
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Setting up a product base unit 

You set up your product base units using the Units window. These units can 
be used for more than one product. Product specific units can be created 
from the product master file. 

1. Display the Units window: 

 Agresso Logistics | Purchasing| Fixed registers | Units 

 To view a list of existing units press F7 or the binoculars: 

 

• Unit – the field chosen when ordering product. 

• Description - the description of unit. 

• Factor/Base Unit - other units can be expressed as a factor 
of a base unit, for example, a Kilogram could be 1000 
grams and a Day could be 8 hours. 

• Weight and Volume can be recorded for shipping despatch 
information. See system parameters DESC_WEIGHT, 
DESC_VOLUME.  

2. Define a unit using the fields: 

 Type HR for the Unit. 

 Type Hours for the description. 

 Type 1 for the factor. 

3. Save the units, and then close the window. 

 

Exercise 

Open the Exercise Workbook and complete the following exercise: 

Exercise 3.1: Creating a new Unit. 
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Setting up product groups 

Every product that you set up in the Product master file must be linked to a 
product group. The product group contains fields that apply to other 
logistics modules, like ABW Sales Orders, but here we concentrate on 
Purchasing needs. 

The product group provides two functions: 

• Defines the default GL analysis for the Group and thus any individual 
products linked to the group. 

• Groups together products that share similar characteristics or 
purposes, which can then be enquired on, per group. 

The set up on the Product group will be defaulted to Products belonging to 
that group when the products are defined. Values for Directory, formula, 
price group will be copied on to the product. 

1. Display the Product groups window: 

 Select Agresso Logistics | Purchasing| Fixed registers | Product 
groups. 

 Select Product Group PRINT: 
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Group Tab: 

• Sale - the default revenue account applied to a line in a 
sales order. Mandatory even when ABW Sales Orders is not 
installed. 

• Tax code - default Tax code for the cost line in a purchase 
order. 

• Costs - for non-stocked products, this is the default cost 
account to which products are charged when purchased.  

Accounts Tab: 

 

• Internal order income – where requisitions are raised for 
internal goods/services this account is used for the income. 

• Internal order cost – this account is used as above, but for 
the costs. 

2. Set up a product group with these values, leaving other fields with 
their default value or blank: 

 Type SOFT for Product group name. 

 Type Software for the Product group description. 

 Select 1015 for the Sale account. 

 Select SS for the VAT sales account. 

 Select 1015 for the Discount account. 

 Select PS for the VAT purchase account. 

 Select 5030 for the Costs account. 
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3. Save the details, and then close the window. 

 

Exercise 

Open the Exercise Workbook and complete the following exercise: 

Exercise 3.2: Creating a Product Group. 
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Setting up a non stocked product 

The Product master file contains information about a product. This is used 
in all Logistics modules, and when products are processed with other ABW 
modules. 

Products are set up and amended using the Products window (LG02). The 
window has five tabs and a Tools menu: 

• Product – to view, set up, and maintain the details of products. 

• Price – to view and set up prices. 

• Stock – to view and set up whether or not the product is stocked and 
stock-related details. 

• Relation – to view, set up, and maintain the relations to products. 

• Info – to view and set up the additional user-defined fields. 

1. Display the Products window: 

 Select Agresso Logistics | Purchasing | Product master file | 
Products. 

2. Add Product LAPTOP: 

Product Tab: 

 

• Alias – An alternative name for the product.  

• Tax code – The default tax code applied to Purchase orders. 
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• SuppID – Default supplier when raising Purchase orders.  

Price Tab: 

 

• Purch.price – Default purchase price used in Purchase 
orders.  

Stock Tab: 

• This tab is used mainly for Stocked products, but is also 
used to set up a Dummy product (covered later). 

 
Relation Tab: 

 

• This window allows input of valid relational values. Relations 
to the Product attribute must have been set up within ABW 
Common with valid values assigned. They will then be used 
automatically in the assignment of GL posting attributes 
within Purchase Order (and Sales Order) accounting 
templates. 
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Info Tab: 

• This window is used in conjunction with Stocked products. 

3. Save. 

4. Enter new product details from the Products window (LG02) as follows: 

 Type COPY for the Product name. 

 Type B/W Copy Plain Paper as the Product description. 

 Select INTER for the Product group. 

 Select CP (Copy A4) for the Unit. 

 Select the Purchase checkbox. 

 Type 5001 for the Supplier. 

5. Click on the Price tab and set up the price details using the fields: 

 Type .25 for the Purchase price. 

6. Save the details. 

7. Create another product using the following details: 

 Type COURSE for the Product name. 

 Type Course Attendance as the Product description. 

 Select TRAIN for the Product group. 

 Select PER for the Unit. 

 Select the Purchase checkbox. 

8. Save the details, and then close the window. 
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Product Tools: 

Before a product is saved, the options on the Tools menu are not 
accessible. Once saved and reopened, up to 13 options are available for 
use in one or more Logistics modules. We will review some of these here. 

Open Products window and select LAPTOP: 

 

Product/Tools/Draft 

 

An unlimited number of text lines can be entered to further describe the 
product. 
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Product/Tools/Text 

 

For each product you can attach special text types and descriptions, in a 
fixed variety of languages. 

Text Type Function 

Common 
document text 

Displayed when registering purchase orders, 
sales orders, offers and requests.   

Forwarding 
procedure 

Accessible in the Goods Dispatch Entry window 
in ABW Sales Orders. 

Free text type 
1-8 

Shown only when enquiring about a product. 

Information text Description of the product. Shown only on 
request. 

Purchase order 
text 

Used with purchase orders and requests. 

QA Goods 
deliveries 

Accessible in the Goods dispatched entry window 
in Sales Orders. 

Sales order text The text for sales orders and offers. 

Short text Maximum of 35 characters per line. Default 
value is the product description. 

Subscription text The text for subscriptions. 
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Product/Tools/Purchase price 

 

General or supplier specific prices can be established for use in Purchase 
Orders. 

Product/Tools/Unit 

 

This window maintains product specific units. These may be created for 
stocked and non-stocked products and are affected by the factor value 
applied. 

 

Exercise 

Open the Exercise Workbook and complete the following exercise: 

Exercise 3.3: Adding a new product. 
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Setting up relations on Product  

If extra information is to be stored or used against a Product, Relations can 
be set up. 

1. Select Agresso Logistics | Purchasing | Fixed Registers | Relations on 
product. 

2. Add the following relations: 

 

NOTE:  If the product group attribute (D5) is defined as a relation to 
product (recommended) the value entered in the Product Group field 
will automatically be stored as a relational value to the product. 

You can use a system parameter LG_ART_REL to define whether 
values from product relations will be automatically transferred to a 
requisition or purchase order account analysis line. 
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Session 4 
Setting Up Purchasing 
 

This session shows you how to set up the ABW Purchasing module ready 
for processing requisitions, purchase orders etc. 

This session is divided into two demonstrations: 

• Confirming the requisition setup. 

• Confirming the purchasing setup. 

By the end of this session you should have a firm understanding of how to 
set up ABW before you can use purchasing functions. 

 

Key learning points: 

Understanding the fixed registers that are required to enable the 
Purchasing module to work. 

Understanding what fixed registers that are required to enable 
requisitioning to work. 

Understanding what Self Service fixed registers are required to 
enable the Internet/Intranet purchasing facilities to work. 
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The purchasing setup is the fourth element in the process flow through the 
purchasing module. 

 

 

Confirming purchasing assumptions 

Before you use the Purchasing module you must confirm that the following 
items are set up: 

• Transaction numbering – to enable the system to allocate transaction 
numbers when posting from Accounts Payable to the General Ledger. 
The following numbering must exist: 

o Transaction Series. 

o Transaction Types. 

o Posting Cycles. 

• Resource groups – to enable the control of resources within ABW. 
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Confirming the requisition setup 

Before you use the Purchasing module you must confirm that the following 
requisition items are set up: 

• Requisition parameters – to enable the system to produce 
requisitions. 

• Document numbering – to enable the system to allocate document 
numbers when creating requisitions, internal orders, purchase orders 
and good received transactions. 

You confirm the setup of these items using the ABW Purchasing module. 

 

Setting up requisition parameters 

You need to set up requisition parameters for use in purchase orders. 
These system parameters allow you to add extra information to products, 
which is shown in Self Service, for example, Price groups, rankings, 
purchase date, links to web pages etc. 

You set up requisition parameters using the System parameters - Purchase 
window. 

1. Display System parameters - Purchase window: 

 Select Agresso Logistics | Purchasing | Fixed registers | System 
parameters – Purchase: 
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The parameters available include: 

• DEF_PQ_RESPONSIBLE - Default value of ‘Responsible’ user 
assigned to requisition. Must be a valid ABW user ID which 
has been assigned to the Purchasing ‘Responsibles’ role. 

• DEF_TREAT_PURCHASE – If activated, provides the default 
Order Type (treatment code) to be applied to purchase 
orders.  

• PO_CONSOLIDATE - If set off, a separate order is created 
for each requisition. If set on, consolidated orders are 
created from requisitions for the same supplier and delivery 
address. 

• PO_REQ_PROP - This parameter determines whether or not 
the maintenance option is required for web requisitions. 

• PQ_ATT_ID_1 - PQ_ATT_ID_7 -Optional requisition header 
attribute ID.  For example if PQ_ATT_ID is set to C1 (cost 
centre attribute ID) then cost centre entered on the header 
will default into each line of the requisition 

• PQ_DEF_ARTICLE – a valid product code which is used as 
the default product automatically assigned to Simple 
Requisitions 

• LG_ART_REL – This is a Logistics system parameter and if 
activated, can retrieve a products’ relational value for use in 
GL analysis, e.g. COSTC. However, PQ_ATT_ID_1 will 
override this if a value exists. 
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Setting up document numbering 

Document numbering in Logistics is equivalent to Transaction numbering in 
Financials. You need to set up the required number of ranges for each of 
the areas in logistics: 

• Requisitions. 

• Purchase Enquiries. 

• Purchase Orders. 

• Internal Orders. 

• Warehouse Orders. 

• Goods Receipts. 

Each of the above treatments to be used requires: 

• Number series – defines the range of numbers to be used. 

• Number types – defines which treatments are to be used and which 
number series they should get the numbering from. 

• Number cycles – defines when the number series should be available. 

 

Setting up number series 

1. Display the Number series window: 

 Select Agresso Logistics | Purchasing | Fixed registers | Number 
series 
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You use this window to specify the range of reference numbers for 
use with purchase orders, stock movements etc. 

The fields are: 

• Number series – a two character code. Assignment can be 
automatic or manual. Automatic writes the next available 
number according to the number cycle. Manual prompts the 
user to enter the number required. This may be sometimes 
be used for purchase orders where the order number needs 
to be provided rather than automatically generated. 

• Number from – to specify the range required. The whole 
range is 1-99,000,000. Good practice is to specify low 
numbers where the number has to be keyed i.e. purchase 
orders. Where numbers are auto generated and not 
subsequently referred to, such as goods received, could use 
higher ranges. 

2. Close window. 

 

Setting up number types 

1. Display the Number types window: 

 Select Agresso Logistics | Purchasing | Fixed registers | Number 
types 

 

You use this window to specify the number types. These identify 
classes of transactions and must be linked to number series. 

The fields are: 

• NT - a two character code. Generally visible to the user and 
show in enquiries. 
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• Description – a description of the NT code. 

• Treatment code - a system defined list of available 
treatments. 

• Number series – as defined in the Number series window 
previously. 

2. Close window. 

Setting up number cycles 

1. Display the Number cycles window: 

 Select Agresso Logistics | Purchasing | Fixed registers | Number 
cycles: 

 

You use this window to specify the periods for use in purchasing and 
sales. The fields are: 

• Number series – as defined in the number series window 
previously. 

• BatchID – generated by the system. 

• Period – the period from which this series can be used 

• Year – you can define that a range of numbers can be used 
per a financial year. Specify the year if required or enter 0. 

• Number from/Number to – defaults from the range 
specified earlier but you can restrict the range if you do not 
want to release all the available range. 

• NextNo - generated by the system. 

• Status – N for active, range available always. P for range 
only available for period specified. C for range closed, 
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numbers not released. T for terminated, numbers released 
for use elsewhere. 

2. Close window. 

 

Purchasing setup 

Before you use the Purchasing module you must confirm that the following 
items are set up: 

• Order types (at least one is mandatory). 

• Delivery terms and methods (optional). 

You confirm the setup of these items using the ABW Purchasing module. 

 

Setting up order types 

Purchase orders can be treated in different ways and you can specify 
whether steps can be deliberately missed out or performed automatically. 

When you create an order, it is assigned an order type. The treatment code 
of the order type determines how the order is processed after saving. 

You can set up order types using the Order types window: 

1. Display the Order types window: 

 Select Agresso Logistics | Purchasing | Fixed registers | Order types: 
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There are several different treatment codes as follows: 

Code/Description Print purchase order 
action (PO01) 

Goods receipt action 
(PO03) 

10 – Standard 
Order 

Manual Manual, but order must 
be printed first 

11 – Accepted 
purchase 

Optional Manual, order does not 
need to be printed first 

12 – Direct 
Purchase 

Automatic Manual, order will always 
have been printed first 

13 – Direct Stock Optional Automatic, order does 
not need to be printed 
first 

2. Close the window. 

 

Setting up delivery terms 

When you create a purchase order, the delivery terms are quoted. These 
terms are associated with the price: for example, a CIF term means that 
you are telling our supplier that their price includes the insurance and 
freight. Delivery terms are not mandatory on purchase orders but may be 
useful. 

The delivery terms are printed on the order. 

You set up delivery terms using the Terms of delivery window. 

1. Display the Terms of delivery window: 

 Select Agresso Logistics | Purchasing | Fixed registers | Terms of 
delivery: 

 

2. Close the window. 

Note:  
ABW requires that a default 
purchase order type is set.  
This is done using the 
DEF_TREAT_PURCHASE 
parameter 
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Setting up delivery methods 

When you create an order, the delivery methods are quoted. These advise 
the supplier that the products will be delivered in a particular way, for 
example by rail. Delivery methods are not mandatory on purchase orders 
but may be useful. 

The delivery method is printed on the order. 

You set up delivery method using the Modes of delivery window. 

1. Display the Modes of delivery window: 

 Select Agresso Logistics | Purchasing | Fixed registers | Modes of 
delivery: 

 

2. Define a delivery mode using the following fields: 

 Type SP for the Attribute value (the delivery mode code). 

 Type Ship for the Description. 

3. Save the details. 

4. Close the window. 

NOTE: Defaults for these are entered using the system parameters: 

• DEF_PO_DELIV_TERM 

• DEF_PO_DELIV_MET 
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Session 5 
Procurement Requisition 
Processing  
 

This session shows you how to raise requisitions for products and services. 

This session is divided into demonstrations on the following: 

• Raising a requisition. 

• Amending existing requisition. 

• Performing requisition enquiries. 

• Rejecting a requisition. 

By the end of this session you should have a firm understanding of how to 
process procurement where there is no workflow involved. 

 

Key learning points: 

Understanding the process to raise requisitions. 

Understanding the process from raising the requisition to receiving 
the invoice. 

Understanding the enquiries that are available for requisitions. 
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Raising requisitions is the fifth element in the process flow through the 
Purchasing module. 

 

Raising a requisition 

You can raise purchase requisitions prior to a purchase order, for example, 
when the person needing the goods or service is unsure of the supplier, 
product or price. 

Purchase requisitions must be approved before transferring them to a 
purchase order. 

Requisitions may be raised either in ABW Self Service or Smart Client. 

There a number of windows to enter a Requisition depending on the details 
needed: 

• Subsidy (Simplified). 

• Requisitions – Product explorer. 

• Requisitions – standard. 

• Requisitions – advanced. 
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• Requisitions – allocate PO number. 

Subsidy (Simplified Requisition Entry) 

This is used for users who know little about what products they want to 
requisition.  It does allow however details to be recorded that may be used 
in the processing. 

In order for the simplified requisition entry to work a dummy product must 
be created. 

1. Add a dummy product (DUMMY) in the Product Master File using Cost 
Centre CBAR as a relation: 

 

2. Ensure parameter PQ_DEF_ARTICLE is set to ‘DUMMY’, and that 
LG_ART_REL is switched on. 

3. Log on to ABW Self Service as system. 

4. Display the Requisition entry - Subsidy page: 

 Select Logistics | Purchasing | Requisitions | Subsidy: 

 

• Description – free text area to record as much detail as 
possible.  Details entered here will not appear on the 
generated Purchase order but useful details for the 
requisitioner completing full details. 
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5. Enter details requesting a Laptop and Save. A requisition number is 
allocated. 

 

Requisitions – product explorer 

This is used for users who rarely create requisitions. The window is easy to 
use and requires no prior knowledge of the system. It allows you to search 
for a product and create a requisition in one go. 

1. Display the Requisition entry window: 

 Select Logistics | Purchasing | Requisitions | Requisitions –  
product explorer: 

 

 You can base your search on: Product name, product group, product 
number or product alias. For a more refined search based on 
supplier, contract or warehouse you need to use the Search by 
section. 

 Type in PC and select Search. 

 

Note:  
This view can be 

used in conjunction 
with Dynamic Zoom 

for you to define 
what information 

you want to see on 
the Products  
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 Select the first three products and click Compare (up to 6 products  
can be compared). 

 

Products can be added to the requisition, or hidden to remove from 
the Compare window. 

 Add the Laptop and Monitor to the Requisition. 

On the main window, you can now view your shopping basket: 
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From here you can Confirm your requisition, or Continue shopping.  

 

 

Requisitions - Standard 

1. Display the Requisition entry: 

 Select Logistics | Purchasing | Requisitions | Requisitions - standard 

Requisition entry tab: 

 

The fields in the Requisition section are: 

• Requisitioner - the resource name associated with the logged in user 
profile.  

• Period - the current requisition posting period (usually current 
accounting period). 

• External ref – free text may be entered here and transferred to the 
External Ref field on the purchase order. 

The fields in the supplier and contract section are: 

• SupplierID – enter the supplier ID or use Field help to identify the 
supplier (This can be fixed, to apply to all rows in the Requisition). 

• Fixed supplier – if ticked the selected supplier will be applied 
automatically to all rows on this requisition. 
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• Contact – allows the supplier’s contact and associated address to be 
selected from their address tab. 

The fields in the Default GL analysis section are: 

• Attributes appearing here are based on system parameters 
PQ_ATT_ID_x. 

The fields in the Delivery contact section are: 

• Delivery date - the desired delivery date for products included in the 
requisition. If left blank this will default to today’s date on saving. 

The fields in the Requisition details section of the window are: 

• Funds check. 

• Product – enter the product code or use Type ahead to search the 
Product master file to find the product. 

• Once the product has been selected the following will default but may 
be overwritten: 

• Description 

• Unit 

• Supplier ID (if not fixed) 

• Price 

• Account – this will default from the product group. 

• Attributes- will display according to the account code selected. 

There are a series of buttons available to help with entering detail lines. 
These allow you to: 

• Add 

• Delete 

• Copy 

• Park 

• Close 

• Search kits  

If you select a Kit, you can also display its components.    

Note:  
This view can be 
customised using 
Window options 
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If the cost is to be split between several cost centres then this may be 
recorded using the Split row option under GL Analysis. 

Additional text lines may also be added in the Product text box. 

2. Enter the following requisition example: 

• Product:  Webtool 

• Quantity:  5 

• Cost Centre: EIT - IT Department 

• Product text: Additional lines of text with no pricing 

Product explorer tab: 

This tab allows you to search for, replace or add products to the 
Requisition: 

 

By entering search details in the Search by product section, and selecting 
Search, results are shown in Your requisition. Pressing Compare brings up 
more details and this product can be added to your Requisition. 

 

3. Close Compare products window and Save requisition. 
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When the requisition is saved the requisition number that has been 
allocated will display. 

 

 

Requisitions - Advanced 

The Advanced Requisition contains more detail. As there is more detail to 
record than the standard requisition the window is split into 3 tabs: 

 

Requisition entry tab 

Most of the fields on the Requisition entry tab are the same as a standard 
requisition. However, there are some additional fields: 

• Message – we will cover this later, with Workflow. 

• Contract – allows for a selection of a contract. 

• Fixed contract – works in a similar way to Fixed Supplier - if this is 
ticked then this will apply to all rows in the requisition. 

• Delivery address – allows for selection of a delivery address to be 
assigned to the requisition.  Only General and Delivery address types 
for Company or User are selectable. 

• Delivery description – optional additional description. 
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• Delivery attention - optional additional text. 

Requisition details tab 

Enter details as shown below:  

 

The fields displayed on this window are the same as a standard requisition. 

In the Requisition details tab you can change or set the status of each 
requisition line to Parked or Closed by clicking on the appropriate button. 
To reset the status back to Normal click the Reset button. 

 

Product explorer tab 

 

The fields displayed on this tab are the same as a standard requisition. 
Click Save. A requisition number is displayed at the top of the window. 
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Requisitions – Allocate PO number 

This requisition entry window is based on the Standard entry and allocates 
a Purchase Order number when the requisition is saved.  

This window is used in conjunction with the System Parameter 
VT_PQ_REQPO which must be activated and contain the value of the 
relevant Number Type for allocation of the PO number. 

1. Open the Requisition entry window: 

 Logistics | Purchasing | Requisitions | Requisitions – allocate PO 
number: 

The supplier ID is required at the header level and cannot be 
amended on the detail lines. 

2. Enter the following requisition example: 

• Supplier ID: 5001 

• Product:  Webtool 

• Quantity:  10 

• Cost Centre: CLAR  
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3. Save the requisition. 

 

A requisition and Purchase order number is allocated according to the 
appropriate number type. 
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4. At this stage, the requisition can be viewed and/or printed using the 
File | Print Preview button: 
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Other Requisitions: 

Sundry Suppliers 

If you are raising a requisition for a Sundry supplier then an additional 
section will display to enter details of the supplier. 

 

 

Using Distribution key 

This feature allows an accruals key, for spreading costs over different 
periods, to be entered at the requisition stage of procurement. The field 
allowing this function is hidden by default and must first be made visible in 
Windows Options and Window option distribution. 

Distribution keys are maintained in ABW General Ledger | Recurring 
Journals | Accruals key window. 

The new field will automatically display in Requisition details when the 
appropriate Requisition Entry window is opened. The appropriate key can 
be selected from the dropdown list to spread the costs over a number of 
periods. 
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Requisitioning Kit Products 

Products can be Kitted. Firstly, the individual products that make up the Kit 
are set up in the normal way. Then an additional kitted product is created 
with the Kit type of Configured kit selected in the Stock tab: 

 

When this is saved, tab off to re-populate the window. The Tools then 
become available. Select Tools | Kit and add the appropriate products that 
make it up. 

 

When raising a requisition for a Kit Product (using Standard or Advanced 
entry), it is possible to Search Kits as well as view the components that 
make up the selected kit.  Once an appropriate product has been selected, 
Components to a Kit will be available on either the Requisition entry 
window (for Standard) or Requisition details tab (for Advanced) as a button 
within the window. 
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Components can then be viewed or the quantity amended, if required, for 
this requisition only. 

 

When the Purchase Order is produced it will be the components that 
appear. 
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Amending/Deleting Existing Requisition 

Requisitions may be amended by the user, under certain circumstances.  

• If ABW Workflow has not been activated and a requisition 
has not been converted into a purchase order (i.e. 
requisition status is ‘N’). 

This can be done in Smart Client or Self Service. Within Self Service: 

1. Display the Requisition entry:  

 Select Procurement | Requisitions |Requisitions - advanced 

 Click the Open button at the top of the page: 

 

2. Enter the Requisition number or other search criteria to find the 
required requisition. 

3. If the requisition opened was entered using the Subsidy window, the 
text will display in the Message box, in the advanced entry window. 

 

4. Once the requisition appears in the main window amend or delete the 
relevant data and save.  The requisition will be saved with the same 
requisition number. 
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NOTE: If all Product Rows are deleted, the requisition itself will also be 
deleted. 

 

Copying Requisitions 

Any existing requisitions may be copied and amended. 

1. Display the Requisition entry: 

  Select Procurement | Requisitions |Requisitions – standard. 

2. Click the Open button at the top of the page. 

3. Enter the Requisition number or use Field help to find the required 
requisition. 

4. Once the requisition appears in the main window select Copy 
Requisition from the top Ribbon: 

 

5. Amend any details as necessary then save. The requisition will be 
given a new requisition number. 

 

Creating a Requisition Template 

A Requisition Template is a particular type of requisition that, in itself, is 
not processed, but it simply provides a way for regularly used product lists 
to be stored. The status of a template requisition is set to ‘Template’, which 
prevents further processing taking place. 

To create a requisition template enter details into the requisition entry 
window as normal, but before saving the requisition click the Save as 
Template function in the top Ribbon. This resets the status from ‘Normal’ to 
‘Template’ and you will be prompted for a Template name. 
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To use a template requisition as ‘real’ requisition first retrieve the template 
you require by the same method used for Copying a requisition but click on 
Start from template from the top Ribbon. 

 

Performing requisition enquiries 

Enquiries may be run from either Smart Client or Self Service.  

The enquiries available within Smart Client include: 

 Logistics | Purchasing | Requisitions | Enquiries 

 

• Requisition 

• Requisition details 

The enquiries available within Self Service include: 

 Procurement | Requisitions | Own requisitions 

 

• Own requisitions 

• All requisitions 

1. By default this will display all the requisitions that you have raised 
however it is possible to filter the list by entering criteria under the 
appropriate column heading and selecting the filter button. 

2. If you wish to view all requisitions that have been raised:  
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  Select Procurement Management | Requisitions | All requisitions. 

3. This enquiry can be filtered in the same way as described earlier.  

 

Exercise 

Open the Exercise Workbook and complete the following exercise: 

Exercise 5.1: Raising a requisition. 
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Session 6 
Raising Purchase Orders 
 

This session shows you how to process purchase orders for products. You 
use the standard ABW system for this. 

This session is divided into four demonstrations: 

• Transferring a requisition to a purchase order. 

• Creating a purchase order. 

• Printing purchase orders. 

• Performing purchase order enquiries. 

By the end of this session you should have a firm understanding of how to 
raise a purchase order where there is no workflow involved. 

 

Key learning points: 

Understanding the relationship between a requisition and a 
purchase order. 

Understanding the process of generating purchase orders. 
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Raising purchase orders is the sixth element in the process flow through 
the Purchasing module: 
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There are typically three routes that can be used to raise a purchase order, 
depending upon how your ABW system is set up: 

 

Transfer 
proposal 

maintenance
(PO23)

Requisition

Requisition 
transfer 

confirmation
(PO18)

Requisition 
transfer 
proposal
(PO19)

Purchase 
order

(LG05)

Purchase 
order entry

(LG05)

Direct entry Entry via 
requisition
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Transferring a requisition to a purchase order 

• Requisition transfer proposal (PO19) server process. 

The way it processes is determined by the setting of the system parameter 
PO_REQ_PROP, which may have one of four values: 

Value Definition 

0 All requisitions will be processed automatically with no user 
intervention. 

1 All requisitions will be inserted into the table APOREQPROP 
where they may be viewed/amended before running the PO18 
Confirmation report to generate the order. 

2 All requisitions for non-stocked products will be intercepted, 
but stocked products will continue to be processed into 
warehouse orders automatically. 

3 All requisitions will be processed automatically with no user 
intervention. Except where the product is classified as a 
‘dummy’ product (i.e. the Dummy flag is checked in the 
Product master file). 

 

Where PO19 outputs records to the maintenance table APOREQPROP the 
confirmation report PO18 must be run to finally transfer the order. 
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1. Display the PO19 Requisition transfer proposal window: 

 Select Agresso Logistics | Purchasing | Requisitions | Requisition 
transfer | Requisition transfer proposal: 

 

2. Select the appropriate parameters and Save. 

Consider the last date of delivery as ABW will only transfer requisitions 
with a delivery date equal to or less than the one entered. 

3. Display the PO23 Transfer proposal maintenance window: 

 Select Agresso Logistics | Purchasing | Requisitions | Requisition 
transfer | Transfer proposal maintenance. 

4. Search for and select the requisition that you want. Amend the details 
of the requisition on the row, if required. 

  

5. Save the details. 

Note:  
If no Workflow has 
been set up for 
Purchase Orders, 
then row 30 ‘Start 
workflow Y/N’ must 
be deselected. A 
variant can be set 
up for this. 
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6. Display the PO18 Requisition transfer confirmation window: 

 Select Agresso Logistics | Purchasing | Requisitions | Requisition 
transfer | Requisition transfer confirmation. 

A list of parameters is displayed to enable you to select the 
requisition to transfer. 

7. Enter the parameters. 

 

8. Save the details. An order number is displayed. This also updates the 
Requisition status to Finished. 

 

Note:  
If no Workflow has 

been set up for 
Purchase Orders, 
then row 16 ‘Start 

workflow Y/N’ must 
be deselected. A 

variant can be set 
up for this. 
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Creating a purchase order 

You can create a purchase order directly using the Purchase Orders 
window. All purchase orders transferred from a requisition could be 
amended and approved using this window. This can be done in Smart 
Client or Self Service, although there are some restrictions using the Self 
Service window. Some of these are mentioned in the Notes border, but a 
fuller list is available in the Appendix. 

Purchase orders are created and amended using the Purchase orders 
(LG05). The window has seven tabs: 

1. Display the Purchase Orders window: 

 Select Agresso Logistics | Purchasing | Purchase orders | Entry / 
Amendment of purchase order: 

 

2. Enter a purchase order as follows: 

• SuppID:  BT Business Communication (5003) 

• Requested by:  Susan Jones (TRAIN1) 

• Accountable:  sysen 

• Costc:   IT Department (EIT) 

Note:  
In Self Service, if 
the order is 
contract related, 
you cannot enter 
that information 

Note:  
In Self Service, you 
cannot order from 
Sundry Suppliers 
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3. Click on the Invoice tab: 

 

The system parameter DEF_CONTROL determines the default Invoice 
control displayed.  

 Ensure the correct ‘Invoice control’ is used. 

4. Click on the Delivery tab: 

 

Terms section: 

 Select the delivery method using the Deliv.method dropdown list. 
With a requisition transfer order a default is displayed even if a 
supplier relation has been defined. 

 Select the delivery term using the Delivery term dropdown list. With 
a requisition transfer order a default is displayed. 

Note:  
The warehouse 

field is only 
available if you 
have Inventory 

Management 
available 

Note:  
In Self Service, the 

PCB Invoicing 
check box is not 

activated 
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Delivery section: 

 Select the delivery address using the Deliv. addr. dropdown list. This 
defaults to the main company address. 

Lead time section: 

This section defaults in if the Purchase Order is linked to a Contract 
and cannot be overwritten. The Lead time is what is agreed with your 
supplier, whether or not Bank Holidays are included in this, and Order 
and Delivery deadlines. 

Marking section: 

 if required, Select a supplementary delivery address using the Mark 
address dropdown list. This is set up in the same way as the delivery 
address field. 

5. Click on the Details tab to enter the product details for the order:  

 

6. Add additional products to the order by selecting Edit | Insert row (if 
necessary) and then specifying the product details. 

7. Zoom on a product by selecting Data | Zoom (Alt+F6) or double-click 
on an order line.  

You can now add details on several of the Zoom tabs: 

• Product zoom tab - If you change any details, you need to save 
using Keep (F11): 



UNIT4 Training Services  Session 6: Raising Purchase Orders 

 

78  Version 561.1 

 

 

• Analysis zoom tab: 

 

The hierarchy of the default GL Analysis is: 

1 Account rules - fixed (default/value matrix) values 

2 Order header (see PO_ATT_ID_1 - 7 parameters) 

3 Supplier master file (for the tax code, if it is fixed) 

4 Product relations (if LG_ART_REL parameter active) 

5 Product master file (for the tax code) 

6 Product group (for the tax code) 

7 Account rules - un-fixed (default/value matrix) values 

8 Customer relations (if LG_APAR_REL parameter active) 

9 Supplier master file (for the tax code if it is un-fixed) 

• Delivery zoom tab: 
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This shows details of where stock is to be received into. 

• Spec. zoom tab: 

To add extra description lines to a product that is printed on the 
order and shows any text transferred with the requisition, entered 
using Tools / Text in the Requisition entry (LG27 / PO01) window. 

 

• Info zoom tab: 

Shows information about each product detail line for information 
purposes. 

 

8. Keep the zoom window if any changes have been made, then close 
window. 

9. Click on the Setup tab to enter setup details for the order: 
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 Type the text (up to 112 characters) that you want to appear on the 
purchase order header using the Header box. You can select header 
text that has been previously saved using the Header dropdown list.  

 To save header text as a template for future use type the text you 
want in the box, give it a name in the Header dropdown list and 
then select Tools | Edit | Save text templates. 

10. Click on the Info tab to view order details: 
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11. Click on the Notes tab to view order details: 

 

This allows you to enter multiple text of up to 60 characters each. It is 
not printed and only appears in this window. 

12. Save the order and close the Purchase Orders window. 

 

Exercise 

Open the Exercise Workbook and complete the following exercises: 

Exercise 6.1: Creating a purchase order from a requisition. 

Exercise 6.2: Creating a purchase order. 

Note:  
In Self Service, the 
Notes tab is not 
activated 
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Performing purchase order enquiries 

You can perform enquiries on purchase orders to view their status. The 
enquiries you can run include: 

• Viewing purchase order details. 

• Printing delivery status reports. 

 

Viewing purchase order details 

The Purchase order details enquiry window provides details of saved 
orders: 

1. Display the Purchase order details window: 

 Select Agresso Logistics | Purchasing | Purchase orders | Purchase 
order follow up | Purchase order details. 

2. Enter the search criteria for the enquiry using the Enquiry setup 
window and then click OK. 

The Purchase order details window is displayed listing orders that 
match the enquiry criteria. 

 

3. View details as required. You can also: 

• Display an order summary by selecting Data | Zoom. 

• View the full order via the Purchase orders window by 
selecting Tools | Order. 

• View all delivery transactions associated with the order by 
selecting Tools | Stock transactions. 

4. Close the window. 
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Printing delivery status reports 

The Delivery status window enables you to run a report on purchase orders 
and deliveries made or outstanding. The report can be used for following 
up orders with suppliers and to provide a summary of current delivered 
status. 

1. Display the Delivery status window: 

 Select Agresso Logistics | Purchasing | Purchase orders | Purchase 
order follow up | Delivery status: 

 

 A list of parameters is displayed to enable you to select the purchase 
order required. 

2. Enter the parameters. 

3. Save the details. A print request order number is displayed (do not 
confuse this with the PO number). 

4. Display the report using Maintenance of ordered reports. 
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Printing purchase orders 

The following processes that can be used to print and confirm a purchase 
order: 

• Produce a trial printout of a purchase order. 

• Print a purchase order. 

• Print a copy of a purchase order. 

• Confirm a purchase order. 

 

Producing a trial printout 

You can use the PO04 Trial printout of PO window to make a test run of the 
Purchase order printout (PO01) server process. 

The printout is identical, except that in PO04 the orders are marked with 
TEST and the order register is not updated. 

You can only run this before the main printout PO01 has been run.  

1. Display the PO04 Trial printout purchase order window: 

 Select Agresso Logistics | Purchasing | Purchase orders | Print 
purchase order | Trial printout of PO: 

 

 A list of parameters is displayed to enable you to select the purchase 
order required. 
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2. Enter the parameters (e.g. Order number from 4002 and Order 
number to as 4003) 

3. Save the details. A print request order number is displayed (do not 
confuse this with the PO number). 

4. Display the report using Maintenance of ordered reports. 

 

Printing a purchase order 

You print purchase orders using the PO01 Purchase order printout window. 
The purchase orders are printed and their status changed to ‘O’ (Ordered). 

You must run this process for purchase orders for order types with 
TreatCode 10. The process is automatically run for purchase orders for 
order types with TreatCode 12. 

You can optionally run the process for the other order types. 

NOTE: If an open purchase order (status N in the header) has both open 
(status N in Details) and parked product lines (status P in Details), the 
parked lines are not included. 

Orders can be e-mailed to suppliers.  

1. Display the PO01 Purchase order printout window: 

 Select Agresso Logistics | Purchasing | Purchase orders | Print 
purchase order | Purchase order printout: 
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 A list of parameters is displayed to enable you to select the purchase 
order required. 

2. Enter the parameters (e.g. Order number from and Order number to as 
4003). 

3. Save the details. A print request order number is displayed (do not 
confuse this with the PO number). 

4. Display the report using Maintenance of ordered reports and also check 
the Purchase Order status in Purchase Order Details enquiry. 

 

Printing a copy of a purchase order 

You can print a copy of a purchase order using the PO03 Print copy 
purchase order window. The process prints a copy of the purchase order 
produced previously via the PO01 Purchase order printout process. 

You can also use the print copy process to reprint purchase orders that 
have been amended. 

You can only print copies of purchase orders after the main printout PO01 
has been run. 

1. Display the PO03 Print copy purchase order window: 

 Select Agresso Logistics | Purchasing | Purchase orders | Print 
purchase order | Print copy purchase order: 
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 A list of parameters is displayed to enable you to select the purchase 
order required. 

2. Enter the parameters (e.g. Order number from and Order number to as 
4003). 

3. Save the details. A print request order number is displayed (do not 
confuse this with the PO number). 

4. Display the report using Maintenance of ordered reports. 

 

Confirming / closing / terminating a purchase order 

You can confirm a purchase order using the Order confirmation window. 
You normally confirm when the supplier has confirmed the purchase, and, 
for example, the details such as price may be changed. This is optional.  

1. Display the Order confirmation window: 

 Select Agresso Logistics | Purchasing | Purchase orders | Purchase 
order follow up | Order amendment/confirmation: 

 

 

2. Select the purchase order required: 

 Type the order number you want in the OrderNo field (e.g. 4003). 
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 Type the confirmation date for the order. This defaults to current 
date. 

The products on the order are displayed. You can amend the following 
details: 

• Product 

• Ordered 

• Price 

• Discount percent 

• Delivery date 

In addition, using the buttons in the Purchase order details section, lines 
can be Added, Ordered, Not ordered, Confirmed, Parked, Closed or 
Terminated. 

GL Analysis, Product text and Workflow log sections can also be opened up 
for review and where appropriate, amendment. 

3. Select all lines and confirm. 

4. Save the details and view the status in Purchase Order Details enquiry. 

 

 

Exercise 

Open the Exercise Workbook and complete the following exercise: 

Exercise 6.3: Printing a purchase order. 
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Session 7 
Processing Goods Received and 
Matching Invoices 
 

This session shows you how to process goods received. 

This session is divided into three demonstrations: 

• Processing goods received using Self Service. 

• Returning goods to the Supplier. 

• Matching invoice to Purchase orders. 

By the end of this session you should have a firm understanding of how 
goods received are processed and how invoices are matched to Purchase 
orders. 

 

Key learning points: 

Understanding how goods received are processed via ABW and Self 
Service. 

Understanding how goods are returned to the Supplier. 

Understanding how invoices are matched to Purchase orders. 
 

 

 



UNIT4 Training Services  Session 7: Processing Goods Received and Matching Invoices 

 

90  Version 561.1 

 

Processing goods received and matching invoices is the seventh element in 
the process flow through the Purchasing module. 

 

 

Processing goods received  

When goods are received for purchases you need to process the goods so 
that they are properly registered in ABW. 

You can perform the following tasks: 

• Registering received goods. 

• Returning goods to supplier. 

• Viewing delivery status. 

• Printing delivery status reports. 

All these tasks are performed using the standard ABW system. 
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Registering received goods using ABW Self Service 

You can register the receipt of ordered goods using the Goods received 
entry window. For purchase orders with order types 10, 11 or 12 you need 
to manually enter receipt. For order type 13 this is performed 
automatically. 

When you process goods received a delivery transaction number is 
generated. 

Entering Goods Receipt details can either be entered in Self Service or 
Smart client. 

In addition, various parameters can affect processing: 

• PO03_DEF_ZERO will cause this window to always display a quantity 
of zero in the ‘Qty Received’ column, otherwise the remaining 
undelivered quantity of the order is shown. 

• PO_STOP_OVER_DELIVERY may be set on to prevent receipts being 
made for more than the order quantity. 

• PO_STOP_NEG_DELIVERY may be set on to prevent users from 
receipting a negative quantity. In these cases any returns to supplier 
transactions must be done in the Goods Return window (see below). 

1. Login to Self Service as system. 

2. Display the Goods received entry window: 

 Select Procurement | Purchase orders | Goods receipt: 

 

3. Search for the purchase orders associated with the goods received: 

 Type Order number (e.g. 4004) or Search. 

4. Click on a purchase order details line in the table to open up the 
Details information section and view further details. 
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On the details line, a Reason Code can be selected, if appropriate. 
These are set up in Purchasing | Fixed Registers. 

In addition, this window also allows the cancellation of parts of an 
order when registering goods receipt using the Rest Cancelled button. 
Selecting this updates the order quantity of the Purchase order to 
reflect the aggregated quantity of goods receipted to date (i.e. the 
order has been completely received). 

5. Accept the details of the Units to receive (or amend default as 
required) 

6. Save the details. A transaction number (Receipt note) is allocated from 
the series.  

 

 

Returning goods to supplier 

This window allows you to return goods to a supplier from which you have 
already registered received goods.  

1. Display the Goods return window: 

 Select Procurement | Purchase orders | Goods return: 

 

2. Enter the Order number which has already had goods received (e.g. 
4004). 

3. Enter 1 item returned in the Qty.returned field. 

4. A Reason Code can be entered, if required.  

5. Save and close the window. A transaction number (Receipt note) is 
allocated from the series. 

Note:  
The quantity is entered as 

a positive number, but a 
negative transaction is 

created 
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Viewing delivery status 

The Delivery status enquiry window shows details of order quantities and 
amounts received.  

1. Display the Delivery status enquiry window: 

 Select Agresso Logistics | Purchasing | Goods received | Delivery 
status enquiry. 

 Press F7. 

 The Delivery status enquiry window is displayed listing orders that 
match the enquiry criteria: 

 

2. View details as required and close the window. 

NOTE: The return is shown as a negative amount, although entered as 
a positive value.  

3. In addition, Purchase order details enquiries will also show a summary 
of quantities that have been received, including Returns, as well as 
outstanding orders. 
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Printing delivery status reports 

The Delivery overview window enables you to run a report that lists all 
deliveries made for all selected orders. 

1. Display the Delivery overview window: 

 Select Agresso Logistics | Purchasing | Goods received | Delivery 
overview: 

 

 A list of parameters is displayed to enable you to select the 
deliveries required. 

2. Enter any parameters you require. 

3. Save the details. An order number is displayed. 

4. Display the report. 

 

Exercise 

Open the Exercise Workbook and complete the following exercise: 

Exercise 7.1: Processing goods received. 
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Matching invoices 

You can use different strategies for matching invoices, but in ABW Route 
66 there are two distinct ways in which these can be achieved: 

1. Using the ‘traditional’ ABW Smart Client invoice registration / posting 
windows, commonly referred to as VP10. There are actually three 
different versions of the VP10 window, similar in appearance but subtly 
different in function, used for invoicing specifically for Purchase Order 
Invoices, Contract Invoices or Supplier Invoices (non-PO). Each has its’ 
own transaction type and treatment code assignment, and each 
window is accessed from different menus. These windows are NOT 
available in ABW Self-Service. 

2. Using the Incoming Invoices registration / posting windows available in 
ABW Self-Service as well as Smart Client. This provides a combined 
functionality which allows both purchase order invoices and non-PO 
supplier invoices to be processed within the same window, and which 
can also be done via a web client interface. 

 

Invoice Processing Method 1 

This is the ‘traditional’ method used, and which may still be continued in 
ABW Route 66 if required. This allows the following operating strategies to 
be followed: 

• Posting a purchase order 

The simplest method, and one which uses the least ABW functions, is 
to use the Smart Client-only Purchase Invoice posting window. Here 
invoices are matched to the order and immediately posted to the 
ledgers. There is no scanning, pre-registration, or workflow approval 
involved in this method. 

• Registering a purchase order 

Invoices may be registered onto ABW via the Smart Client-only 
Purchase Invoice registration window. Matching to the order occurs 
at this stage, after which the invoice can be retrieved and posted 
manually using the Purchase invoice posting window, or posted 
automatically using the EI03 server process. It is assumed that some 
form of off-line approval process is being utilised. 

• Registering a purchase order with workflow 

Identical to the previous method, but an ABW purchase invoice 
workflow process is defined which will cause purchase invoices which 
do not match to the order, within allowed tolerances, to be 
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distributed for approval via a workflow task. Only after a positive 
approval task has been performed will the invoice be available for 
posting, again, either manually or automatically. 

• Registering a purchase order with workflow and Document 
Archive 

Identical to the previous method, but the invoice registration step is 
preceded by a scanning process, available in the Document Archive 
function, which generates and stores an image of the invoice 
document. This image is then retrieved as part of the registration 
process, and from that point onwards the transaction details and the 
image will be permanently linked. Workflow approvers will thus be 
able to see the invoice image when approving it in their workflow 
task window. 

If, during the registration process, it is found that there are no goods 
receipts available to match the invoice to, then a workflow task can 
be generated to request a goods receipt action to occur. Only after 
this ‘Missing GRN’ action has taken place will the invoice either be 
routed for approval or made available directly for posting, depending 
on whether it falls within the allowed overrun tolerances or not. 

Details of Matching invoices using these methods are covered in the 
Appendix.  

 



Session 7: Processing Goods Received and Matching Invoices  UNIT4 Training Services 

 

Version 561.1  97 

Notes 

 

Invoice Processing Method 2 

This is the ‘new for Route 66’ method, which is available from the ABW Self 
Service portal. It is the Self Service windows which are described here. 
Smart Client equivalents exist and may be used, but the layout of the 
Smart Client versions is different (more aligned with the ‘traditional’ VP10 
window layout). 

• Posting a purchase order 

The simplest method, and one which uses the least ABW functions, is 
to use the Self Service Incoming Invoice posting window. Here 
invoices are matched to the order and immediately posted to the 
ledgers. There is no scanning, pre-registration or workflow approval 
involved in this method. 

• Registering a purchase order 

Invoices may be registered onto ABW via the Self Service Incoming 
Invoice registration window. Matching to the order occurs at this 
stage, after which the invoice can be retrieved and posted manually 
using the Self Service Incoming Invoice posting window, or posted 
automatically using the EI03 server process. It is assumed that some 
form of off-line approval process is being utilised. 

• Registering a purchase order with workflow 

Identical to the previous method, but an ABW purchase invoice 
workflow process is defined which will cause purchase invoices which 
do not match to the order, within allowed tolerances, to be 
distributed for approval via a workflow task. Only after a positive 
approval task has been performed will the invoice be available for 
posting, again either manually or automatically. 

• Registering a purchase order with workflow and Document 
Archive 

Identical to the previous method, but the invoice registration step is 
preceded by a scanning process, available in the Document Archive 
function which generates and stores an image of the invoice 
document. This image is then retrieved as part of the registration 
process, and from that point onwards the transaction details and the 
image will be permanently linked. Workflow approvers will thus be 
able to see the invoice image when approving it in their workflow 
task window. 

If, during the registration process, it is found that there are no goods 
receipts available to match the invoice to, then a workflow task can 
be generated to request goods receipt action to occur. Only after this 
‘Missing GRN’ action has taken place will the invoice either be routed 
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for approval or made available directly for posting, depending on 
whether it falls within the allowed overrun tolerances or not. This 
‘Missing GRN’ step is, in ABW Route 66, incorporated into the 
purchase invoice workflow process definition, unlike the ABW 553 
version which has a separate Missing Goods Received element type 
and workflow process. 

 

Pre-requisites 

You must ensure that the following items have been performed: 

• Accounting periods, transaction series, transaction types (treatment 
codes 1 and 2) and posting cycles must have been set up in ABW 
Common. 

• The purchase orders to be matched must have been “ordered” and 
thus have the status Ordered (O). 

• The purchase orders to be matched must have had the goods or 
services delivered - either manually or automatically (unless using 
Workflow as above).  
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Registering a purchase invoice  

Purchase invoices are registered for the following reasons: 

• In order to keep track of the receipt of the invoice and where it is. 

• Until posted, the registered invoice cannot be paid. 

• To provide the basis for a server process to accrue invoices at the 
period end. 

Registered invoices are stored in a separate table ACRTRANS and are not 
entered in the accounts until posted. They are held against the supplier for 
enquiry and reporting. 

 

1. Display the Incoming Invoice registration Self Service window: 

 Select Procurement | Procurement invoices | Registration of 
incoming invoices: 

 

2. Enter the Invoice tab details: 

 Type Purchase Order number (e.g. 4019) and tab off. 

 Enter invoice number (e.g INV587). 

 Enter gross invoice amount as credit value (e.g. -£360). 

3. Select ‘Purchase Order’ tab. GRN’d order lines will be displayed: 
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 Select the lines to be matched,  

 Click on ‘Match to Invoice’ button 

Order lines will be copied into the ‘Matched Lines’ display below: 

 

Amend the Matched Lines quantities and/or amounts to reflect the invoiced 
quantities and amounts. A rolling balance of the invoice is shown on the 
right-hand side of the window, which will indicate whether the invoice 
balances to zero. 

 

4. Save the window and a transaction number will be assigned 
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Posting an invoice manually 

1. Display the Incoming Invoice posting Self Service window: 

 Select Procurement | Procurement invoices | Posting of incoming 
invoices: 

 

The procedure you use to post an invoice depends on whether the invoices 
were registered first. 

• If the invoice was registered, recall the transaction by pressing the 
‘Open’ button, which will cause a search window to be displayed. 
Search for the registered transaction number and retrieve into the 
main window. If the details are acceptable then save the transaction 
to post it to the ledgers. 

• If the invoice has not been previously registered then follow the 
same procedures as described in the ‘Registration’ section above. 
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Registering a purchase order with Document Archive 

Here, the invoice registration step is preceded by a scanning process, 
available in the Document Archive function which generates and stores an 
image of the invoice document. This image is then retrieved as part of the 
registration process, and from that point onwards the transaction details 
and the image will be permanently linked. Workflow can be incorporated 
into this method; however, we will look at Workflow separately, in the next 
section. 

 

Document Archive 

Invoices may be loaded into the Document Archive system by either: 

• Actively scanning the documents and then saving them to the 
archive. 

• Loading pre-scanned images into the document load window and 
archiving them. 

 

Document Types 

Prior to any scanning taking place at least one Document type needs to be 
created. The type controls how the image is processed and defines which 
windows the image will be available in. 

1. Open the Document type window: 

 Select Agresso Common | Document archive | Fixed registers | 
Document type. 

Enter PURCHINV as the Document type with description of Purchase 
Invoices. 

Select GL Transaction as the Document key.  This will determine 
which windows you will be able to view the document.  In this 
example we have stated any ABW window where financial 
transactions are entered or viewed. 

If appropriate, select Key ID e.g. Registration of Incoming Invoice. 

Select the appropriate Viewing method of the image. 



Session 7: Processing Goods Received and Matching Invoices  UNIT4 Training Services 

 

Version 561.1  103 

Notes 

 

 

2. Select the Data entry tab: 

 Check Enable data entry to allow this document type to trigger data 
entry action. 

 Select Incoming Invoice as the Element type.  This will determine 
the ABW window or process associated with the registration of the 
document.  ABW will automatically display this window. 

 Check manual data entry using window to allow the invoice to be 
registered. 

 Check auto data entry if you wish to automatically register the 
invoice by server process. 

 Only manual data or automatic data can be selected. 

 

3. Select the Indexes tab: 
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This will display the fields assigned to hold key index data.  Additional 
rows may be added using Insert Row. For example you could add 
Purchase Order number and map this to acrtrans:order_id. By doing 
this you are enabling the entry of a Purchase Order number during the 
scanning process, which will automatically default into the field during 
invoice registration. 

 

NOTE: In the Document load window, the Amount will be entered as a 
negative value. 

4. Save and close window. 

 

Document Load ID 

Whenever a scanning or document load process takes place a Load ID must 
be assigned to the batch of documents.  The Load ID may be assigned 
manually or automatically. 

1. Open the Document load ID window: 

 Select Agresso Common | Document archive | Fixed registers | 
Document load ID 

 Select the current client id in library (e.g. A1) 

 Select DS31 as the window (document load window) 

 Select docload_id as the ID 

 Enter $YYMMDDn as the Macro (this will allocate a unique Batch ID) 

 

2. Save and close window. 
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Document Scanning and Loading 

Documents are loaded in as files or scanned in. 

1. Open the Document load window: 

 Select Agresso Common | Document archive | Document load | 
Document load: 

 

2. When the ID has been assigned other details may be completed: 

 Select Tools | Load to open Load window: 

 Load Type:  either Scan Document, Folder or File and browse to find 
documents 

 Load Options:  select Document type of Purchase Invoices 

 Press Load to load the assigned file/folder 

 

3. Close Load window. 
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This returns you to the Document Load window. Highlighting a row in 
the top half of the window allows Index information to be completed in 
the appropriate section and the image is displayed in the bottom right 
of the window. 

4. Complete Index details as appropriate 

 

5. Save and close the window. 

 

Batch Input 

The ‘Registration Import’ process must be run to make all scanned invoice 
images available to be registered in ABW 

1. Open Batch input window | Registration import (DS03): 

Documents are transferred to the input table, ready for registration 

 

2. Enter any parameters you require. 

3. Save the details. An order number is displayed. 
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Incoming Invoice Registration 

1. Display the Incoming Invoice registration Self Service window: 

 Select Procurement | Procurement invoices | Registration of 
incoming invoices 

 

2. Select Documents for registration from the ribbon to display the 
documents: 

 

3. Highlighting a line displays the image to the right of the window 

 

4. Click on a row and Select rows.  
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This loads the registration window. 

The image will display according to the Document Type set up, and the 
Index information will populate in the registration window. 

A message is also displayed at the top of the window that ‘Matching 
has been proposed’: 

 

 Switch the Final invoice checkbox on if the order is to get the status 
Finished after you save the current transaction. 

 The Invoice description field (optional) can be applied to the entire 
invoice by switching on the checkbox Use this description on the 
entire invoice. 

5. Open the Purchase order details tab: 
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The top half of the window displays general information, whereas the 
bottom half shows how it has been matched. 

In this example, the Matching has been proposed, therefore the Order 
lines have been transferred to the Matched lines section, however, this 
can be done manually. Maximise the Purchase order details: 

 

Order lines can be Unmatched, if appropriate. 

6. Open the Accounting Tab: 

 

Note that the GL analysis has defaulted in from the Purchase Order 
(this can be edited) and the Amounts section has been updated. 

 Add button allows additional GL entry lines. 

 Delete button allows the deletion of selected rows. 

 Balance transaction button balances the invoice automatically. 

Note:  
Recurring journal 
section allows the 
invoice amount to 
be distributed over 
a number of 
periods. This is 
linked into the 
Distribution Key 
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   Save and a transaction number is generated. 

 

 

Ribbon commands 

Extra functionality can be accessed via the commands in the top ribbon, if 
applicable: 

 

• Documents for registration - Opens the Documents for 
registration window with the documents in the archive that are 
ready for registration and which you can load into the registration 
window. You can also view the documents in read-only mode. Use 
the First, Previous, Next and Last buttons to browse through a list 
of selected invoices. 

• Workflow transactions - Opens the Workflow transactions window 
with a list of all transactions on workflow and their statuses. Use the 
First, Previous, Next and Last buttons to browse through a list of 
selected invoices. 

• Log book - Allows you to view a text based log of all events 
connected to the processing of an item in the procurement process. 

• Park - Parks an invoice, which you can recall later.  

• Get parked – Opens the window Get parked where you can retrieve 
a previously parked transaction. After you have registered the 
invoice, the parked invoice is removed from the register. 

• Save as template - Saves a posting template. 

• Start from template - Retrieves a template for transaction posting. 
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• Window settings - Setup for defaulting of GL analysis fields: 

 

• Pick orders - Opens the Available orders window. From there you 
can select orders that are connected to your invoice by selecting the 
order numbers and then click the Select rows button. The section 
Matching basis now contains all the relevant information for this 
invoice: 
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Performing purchase order enquiries 

Enquiries may be run from either Smart Client or Self Service. In Self 
service they mostly relate to Workflow (see next session). 

The enquiries available within Smart Client include: 

1. Logistics | Purchasing | Invoice registration | Supplier transaction 
enquiry 

 Select Supplier 5006. 

 Amend Type to A. 

 Select F7. 

Clicking on the Documents icon allows you to view the attached 
invoice: 
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Posting purchase invoices 

Once an invoice has been registered, by whatever method, it must be 
posted to update all the ledgers. There are 2 main options for this: 

• Posting an invoice manually. 

• Posting authorised invoices automatically. 

 

Posting an invoice manually 

1. Display the Incoming Invoice posting Self Service window: 

 Select Procurement | Procurement invoices | Posting of incoming 
invoices: 

 

 Recall the transaction by pressing the ‘Open’ button, which will 
cause a search window to be displayed. Search for the registered 
transaction number and retrieve into the main window. Check and 
amend the details if required and save the transaction to post it to 
the ledgers. 
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Posting of authorised invoices automatically  

A server process (E103) can be run to post previously registered invoices 
that have been authorised (manually or via Workflow). A selection of 
parameters determines which invoices are posted. This report may be used 
for invoices which have been processed by Method 1 or by Method 2. 

Invoices that do not balance are not processed by this server process. You 
must post such invoices manually. 

Transaction types must exist with treatment codes of 2, 3, 4, 19 & 45. 

1. Open Purchase of authorised invoices window: 

 Select Agresso Logistics | Purchasing | Invoice posting | Posting of 
authorised invoices: 

 

2. Parameters can be selected to restrict which particular invoices are 
included in the posting process. These include: 

• Supplier group - Only transactions which have a supplier within the 
selected supplier group are posted. 

• Trans types - Various TT’s can be entered for different types of 
transactions. In addition, wildcards can be used. 

Note:  
All TT’s are 

mandatory fields, 
but all except TT 

purchase inv. Reg. 
are ignored for 

Purchase invoices 
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• Not in account list - Transactions registered in account list are Not 
automatically posted. Entering and tabbing out of the field allows you 
to enter a list of accounts to exclude. 

• Amount limit - Transactions containing amounts of greater value than 
defined in the report parameter are not automatically posted 

• Excl. auth. Code - Transactions that have the selected values on the 
attribute AUTHCODE are not automatically posted. This is entered 
when registering or posting a purchase invoice. 

• Excl. non-distr. Invoices - Only invoices that have been through 
workflow are automatically posted, non-workflow transactions are 
excluded. 

 

3. Select appropriate parameters: 

 

NOTE: Start GL07 is a hidden parameter which is switched on to start 
GL07 Batch input transactions from external system. External system 
is therefore, mandatory. 

4. Save 

5. Display the following enquiries: 
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• Purchase Order details enquiry (status is now ‘F’): 

 

• GL transactions in the General Ledger enquiries windows e.g. General 
Ledger transactions: 

 

• The supplier transaction in the supplier enquiries windows e.g. Open 
and historical items per supplier. Zoom into the line and view order 
details using Tools | Look up options: 

 

 

Exercise 

Open the Exercise Workbook and complete the following exercise: 

Exercise 7.2: Matching and posting invoices. 
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Session 8 
Introduction to Workflow 
 

This session provides an introduction to workflow. 

 

By the end of this session you should have a firm understanding of where 
workflow can be used in the procurement process and the set up required 
before workflow can be defined. 

 

Key learning points: 

Understanding of where workflow could be used in the 
procurement process. 

Understanding what setup is required before setting up workflow. 
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Introducing workflow 

Procurement will often involve considerable delegation of tasks to those 
required to enter, specify and authorise the different elements in the 
purchasing process; requisition, purchase order, invoice etc. Much of this 
flow can be automated using workflow. (Some tasks must be delegated 
using workflow). 

 

Procurement processes 

There are several processes in procurement that can be modelled in 
workflow. A prerequisite is an ABW element type. The following 
procurement-relevant element types are currently available: 

• Requisition 

• Purchase order 

• Purchase invoice 

• Incoming invoices 

• Goods received 

• Missing goods received 

• Internal order 

• Supplier invoice 

With these, you may model any combination of workflow automated 
processes. These may also run parallel or in sequence with those not 
included in workflow. Note that certain tasks, such as requisition approval 
must be delegated by workflow. 

 

Important: Just because you can apply workflow throughout the process 
does not mean you must do so; the models and rules will require 
maintenance. 
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Process modelling 

Many aspects of workflow are the same, regardless of the process in which 
workflow is defined and applied; rule groups, deadlines, single user checks 
etc. Furthermore, all workflow models are constructed using one or more of 
the same, relatively few “shapes”; user step, system step, or-splits and 
and-splits etc. Though the basics elements are few, it is still impossible to 
illustrate and demonstrate every possible workflow example, just as it is 
impossible to show all possible pictures that one may paint, even when 
limited to only a few colours. 

There are a number of workflow processes that can be automated, 
including: 

• Requisition approval 

• Purchase order approval 

• Incoming invoice approval 

• Internal order approval 

• Goods received 

• Purchase invoice approval 

In the example in the next session, we apply workflow throughout the 
procurement process of raising/approving requisitions. This example will 
hopefully provide insight and guidance in the construction of other 
processes, by reviewing the types of functionality available.  

 

Preparing for workflow 

If approval is required within Purchasing, Workflow must be set up. Before 
workflow can be defined with ABW it is necessary to ensure the following 
steps have been done: 

1. Users/Roles in workflow have correct access (as detailed earlier). 

2. Attributes to be used in workflow have the correct access. 

3. Element Types have correct options selected. 

4. Distribution rules have been defined, if required. 

5. Other items may be required, depending on the scenario. 
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Session 9 
Procurement Requisition 
Processing with Workflow 
 

This session shows you how to use workflow to define the requisition 
approval process. 

This session is divided into the following demonstrations: 

• Setting up workflow. 

• Raising, approving and enquiring on requisitions using workflow. 

 

By the end of this session you should have a firm understanding of how a 
requisition approval process can be set up within workflow. 

 

Key learning points: 

Understanding of how workflow can be set up for the requisition 
approval process. 

Understanding what happens to rejected and wrongly distributed 
requisitions. 
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Setting up workflow 

You use workflow to define the basis for the requisition process – recording 
details such as what happens to the requisition once it is saved, who 
receives the requisition for approval and what happens to the requisition if 
it is not approved. Requisition approval is a typical workflow process. In 
fact, the task of requisition approval can only be delegated using workflow. 
Requisition approval is only accessible via the Task list in both the Smart 
and in Self Service clients. 

Approval scenario 

Typically, a requisition is entered and then distributed to one or more 
persons for additional information and eventual (or immediate) 
approval/rejection. In the following, simple scenario: 

1. Route a requisition to the entrant’s superior for approval. The superior 
is the resource related to the entrant. 

• The superior is allowed to approve, park or reject the requisition. 

o If rejected, the requisition is rolled back to the workflow 
initiator and requisition entry. 

o Use a dummy rule to route the rollback. 

• The superior is allowed to change data on the requisition. If 
changes are made, no new distribution is necessary. 

• If the superior does not take action within 5 days, approve the 
requisition automatically. 

• The superior is the only authoriser in this step. 

2. If the requisition exceeds EUR 50.000 the requisition is also sent to a 
final authoriser.  

• This authoriser is defined as a (final authoriser) role.  

• This authoriser may either approve, park or reject the requisition. 

o If rejected, the requisition is rolled back to the last 
owner of task (in this case, the authoriser above) and 
requisition approval. 

o Use a dummy rule to route the rollback. 

• Allow the superior and final authoriser to be a single individual. 

o If the final authoriser does not take action within 5 days, 
approve it automatically. 



Session 9: Procurement Requisition Processing with Workflow  UNIT4 Training Services 

 

Version 561.1  123 

Notes 

 

o Require the final authoriser to enter a password upon 
saving the requisition. 

o The final authoriser must have a supervisor (in case of 
escalation). 

 

Preparing for workflow 

1. Users/Roles in workflow have correct access.  

For our scenario, 4 users are required: 

• TRAIN1 (Susan Jones) – to enter requisitions (User Train1, 
RESNO 1001) 

• TRAIN2 (Joanne Marley) – Supervisor to TRAIN1 (User TRAIN2 & 
RESNO 1002) 

• SYSTEM (Trainee) – Final Authoriser (User SYSTEM & RESNO 
1000 – names Andrew Markham) 

• TRAIN3 (Steven Edwards) – Supervisor to System (User SYSTEM 
& RESNO 1003) 

The correct supervisor is picked up via the relation of RESNO to 
RESNO: 

 

Appropriate relations can be viewed in the Attribute Master File 
(although they are added and maintained in either Human Resources 
or Project).  
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We also require 2 Roles: 

This allows TRAIN1 (Susan Jones) to enter requisitions:  
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This allows SYSTEM (trainee) to authorise requisitions: 
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NOTE: If there are multiple members, there are options in the 
Workflow section which determine the order in which they are sent for 
approval. 

2. Attributes to be used in workflow have the correct access: 

As we require the Supervisor to be picked up via the relation of RESNO 
to RESNO, the attribute must have correct access, i.e. ‘W’ checkbox 
must be selected: 

 

3. Element Types have correct options selected: 

Element types are the building blocks within workflow.  They are preset 
by the system.  They will define ABW tables used and how individual 
columns from those tables may be used within workflow. 

 Settings | System Administration | System setup | Element types: 
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 The above window shows the element type used when creating 
workflow for requisitions.  This window shows the tables involved 
within the process.  The Treatment if no rule at the top of the 
window records what will happen to the requisition if no distribution 
rule has been found for the particular data being processed. 

 Properties may be attached to columns from those tables. 

 Tools | Element type details: 

 

We require the requisition to go for Final Authorisation if it exceeds 
£50,000. The amount field in the aporeqdetail table must be selected in the 
Rules/OR-split setup check box, to make it available within the Workflow 
Process. Other useful properties include: 

• Rules/OR split should be ticked if the column is to be used when 
defining distribution rules.  This is useful if a requisition needs to 
be distributed to a certain user based on the product being 
ordered. 

• Task List will determine which values will be shown in the task 
list and also the order in which they will appear. 

• E-mail determines which columns are to be used when defining 
the email template. 

4. Distribution rules have been defined, if required. 

Rules are used to define the distribution of requirements for approval. 
The distribution is based on the attribute(s) specified in the structure. 

 Common | Workflow | Distribution rules 

We require 3 rules: 
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To find the appropriate supervisor, for approval: 

 

To find the appropriate Final Authoriser, for approval: 

 

A ‘dummy’ rule where the system requires us to put one into the 
Workflow process: 
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5. Other items may be required, depending on the scenario 

User defined actions may be required, in addition to the standard ones 
such as Reject, Approve, Park. We require one for ‘Task Complete’ for 
our scenario 

 Settings | System Administration | System setup | Workflow | User 
defined actions: 
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Reviewing Workflow Process 

1. Display the Process definition window and display the Process 
Requisition Approval: 

 Select Agresso Common | Workflow | Process definition:  

 

The Workflow Process consists of a diagram representing the scenario. The 
details are contained in the right hand side of the window, against each 
step of the diagram. 

 

This process has been Parked, therefore we need to create a new version: 
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 Tools | Process options | Create new version. 

We will take each step in turn to see how it relates to our scenario. 

a. Start node: 

This is used to select the Element Type which determines what is 
available within Workflow Process. We have selected the Element Type 
of requisition: 

 

b. User Step – Authoriser (Entrants supervisor): 

This step determines who will receive the requisition and what options 
they have for dealing with it. 

Step setup tab is used to route the requisition to the appropriate 
authoriser (Using Distribution Rules) and make the Approval window 
available: 

 

Actions tab is used to specify which buttons will be available on the 
Approval window: 
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Deadlines tab is used to force automatic approval if the Supervisor 
does not take action within 5 days:  

 

Settings tab is used: 

• To allow the authoriser to make changes to the requisition and 
determines the handling of these changes.  

• To allows authorisation at the header level, rather than having to 
open up the requisition details. 

• To type in a message that displays on the approval window. 
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Specific properties tab is used to force requisition windows to validate 
a users entries against the account rules. 

 

c. Or spilt – Approve: 

This step is the ‘else’ side of the OR split. This is used for all items that 
don’t conform to any criteria on the other branches of the OR split: 

 

d. Or split – Reject: 

This side of the OR split sends the rejected requisition back to the user 
that requested it, by using the Rollback function: 
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e. User Step – Requested by: 

This step determines who will receive the rejected requisition and what 
options they have for dealing with it. 

Step setup tab is used to make the requisition entry window available 
to the requester. As Rollback has been used, rules are not required; 
therefore our ‘dummy’ distribution rule has been used. 

 

Also see the Actions tab – using our User defined action and 
Instructions tab for relevant message. 

f. Or split - <50,000: 

This step is the ‘else’ side of the OR split. This is used for all items that 
don’t conform to any criteria on the other branches of the OR split. 

g. Or split - >=50,000: 

This step routes requisitions larger than £50,000 down this leg of the 
Workflow. 
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h. User Step – Final Authoriser: 

This is similar to the previous User step. Note the Settings tab is used 
to force the Final Authoriser to enter a password.  

 

i. Or spilt – Approve: 

As before. 

j. Or split – Reject 

As an alternative, instead of using Rollback, arrows were used in the 
process definition to route the rejected requisition back to the last 
owner of the task: 

 

Change status to ’Active’ on the Start node and ‘Commit’, using Tools | 
Process Options. Enter an appropriate comment. 
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Raising/approving/enquiring upon requisitions using workflow 

Raising Requisitions is no different when using workflow. 

1. Log in as t1 (TRAIN1 Susan Jones) and enter 3 requisitions using 
Requisition Entry Advanced window – one less than £50,000 and two 
more than.  

 Use Product LAPTOP, COSTC CBAR 

2. View items in Logistics | Purchasing | Requisitions | Enquiries | 
Workflow enquiry – Requisitions: 

 

3. View the Workflow maps for 1 requisition less than £50,000 and 2 for 
more. 

4. Log in to Self Service as t2 (TRAIN2 Joanne Marley). 
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The workflow tasks are displayed. Click on one task to open the 
Approval window to Approve, Park or Reject the requisition. Note that 
it is possible to select multiple items and apply to save action to each 
requisition.  

(For this to be possible you must activate the parameter 
WF_TASKLIST_DISPLAY_ALL otherwise you can only view one task at a 
time.) 

 

 

The Action boxes are displayed, as well as the Messages from the 
Instructions tab. Check that amendments can be made and that 
buttons can be selected from the Header. 

Approve a requisition for more than £50,000 and reject the other 2. 
Note that when you reject a requisition, you must enter a Comment.  
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5. Log back into Smart Client & check Workflow enquiry – Requisition: 

 

NOTE: The Step, Task owner and Workflow status have all changed.  

The rejected items have gone back to the ’Requested by’ user, and the 
approved item, larger than 50,000 has been sent to the final 
authoriser. 

View each of the Workflow maps: 
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6. Log in to Self Service as SYSTEM (trainee) to reject the requisition: 
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Note that the Final Authoriser is required to enter a password, 
according to Workflow setup:  

 

7. Log back into Smart Client & check Workflow enquiry – Requisition 

Select the item that has been routed back to the original entrants’ 
supervisor and view the Workflow map: 

 

This has followed the line in workflow, back to the original entrants’ 
supervisor, as it was over £50,000 and rejected by the Final 
Authoriser. The window on the right hand side of the window, displays 
information about each step, including any Comments added. 

8. Log back into Self service as the appropriate user(s) and complete the 
requisition approvals.  

NOTE: The original entrant gets the Requisition entry – advanced 
window when they open up their task. 



Session 9: Procurement Requisition Processing with Workflow  UNIT4 Training Services 

 

Version 561.1  141 

Notes 

 

 

Selecting the Requisition details tab will display any lines that have 
been rejected. They are marked by a red triangle. Clicking on this 
opens the Workflow log section:  

 

Making the necessary changes and saving the requisition, moves it on 
to the next step in Workflow. 

After all the requisitions have been approved, check Workflow enquiry 
– Requisition to see the final Status and Workflow maps. 

NOTE: After this, you need to select Historical items from the Setup 
tab when viewing enquiries. 
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Other Workflow options 

As discussed earlier, Workflow processes can be set up for other areas of 
Procurement. These will be dealt with as consultancy, but below are a few 
points to note. 

1. Any approval (apart from manual) must be done via workflow. The 
approval windows are sent as a task, by workflow, to the appropriate 
recipient. They are not available as menu options. 

2. During Invoice registration, extra lines that are added (e.g. carriage) 
can be passed through Workflow for approval. 

3. If you have split GL analysis on a Purchase Order, these lines can be 
routed through Workflow to different areas for approval.  

4. The GRN approval window shows the Purchase Invoice image, if 
attached, and there is the option to cancel the rest of the undelivered 
order and/or adjust the Qty received. 

An example of the window is shown: 

 

5. Purchase invoice approval window (in Advanced mode) has the option 
to create personal or global accounting templates where you use the 
same accounting information over time for a specific type of 
transaction.  

An example of the window is shown: 



UNIT4 Training Services  Session 9: Procurement Requisition Processing with Workflow 

 

144  Version 561.1 

 

 

This is not a comprehensive list. 
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Session 10 
Processing Internal Orders 
 

This session shows you how to create and process a purchase order for an 
internal purchase between departments. 

This session is divided into two demonstrations: 

• Creating an internal order. 

• Internal requisition and transfer. 

Internal orders are created and processed using ABW Self Service and ABW 
Smart Client. 

By the end of this session you should have a firm understanding of how to 
create and process an internal order. 

 

Key learning points: 

Understanding the internal order process. 

Understanding the approval mechanisms for internal orders. 
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Processing internal orders is the tenth element in the process flow through 
the Purchasing module: 

 

 

Creating an internal order 

You can create an order for an internal customer using Self Service. The 
procedure covers all elements of the standard process including: 

• Creating a requisition. 

• Generating a purchase order. 

• Shipping an internal order. 

• Confirming the receipt of the order. 
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Internal Orders Overview 

An internal order starts as a requisition, but instead of a subsequent 
purchase order that is sent to a proper supplier, an order is sent to an 
internal “supplier” within the company. The system can then execute the 
internal bookkeeping automatically in the background. An example of this 
is the purchase of copying or catering services from the company’s own 
copy centre or cafeteria. 

To purchase a product or service from an internal supplier: 

• This process begins with a requisition of a product connected to a 
supplier that belongs to the internal supplier group. This group is 
interpreted as internal by assigning its ID as the value of 
PQ_IO_APAR_GR . 

• The requisition is the basis for an internal order that is sent to the 
internal supplier. 

• This “supplier” receives the request using workflow (see note below). 

• The supplier dispatches the requested product. 

• The “customer” may or may not confirm that the internally supplied 
goods have been received, depending on the value of 
PQ_AUTO_POST (a common parameter). 

• The internal or interdepartmental bookkeeping is performed 
automatically, again according to PQ_AUTO_POST. 

• VT_PQ_IO Defines the default number type to ‘seller-generated’ 
internal orders. 

• VT_PQ_IO_DELIVERY Defines the number type assigned to internal 
order delivery/dispatch transactions. 

 

Workflow note 

The internal supplier is notified of a pending request using ABW workflow. 
It is therefore not possible to send a requisition/order to an intra-company 
supplier outside of workflow; without an assigned workflow task, the 
supplier has no way of knowing about the pending order. 
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Internal Orders Setup 

The following may need to be set up before raising an Internal Order: 

1. Supplier group setup for Internal Suppliers 

 

Assign Supplier group ID (in this case 9) to system parameter 
PQ_IO_APAR_GR. This allows the Requisition transfer proposal to 
distinguish between external and internal orders. 

2. Supplier(s) set up with Supplier group set to Internal Suppliers e.g. 
9000 Stationery Supplies. 

3. Chart of accounts window may need a couple of extra accounts: 

 

4. Product groups – In order to facilitate the internal bookkeeping, the 
relevant internal revenue/expense accounts must be defined in the 
group in which your internally supplier products are placed: 
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5. Products – You will need a product that is delivered by your internal 
supplier and linked to your Internal Product Group: 

 

6. May want to set up separate Number series, Number types and 
Number cycles for Internal orders. 

7. Check the following system parameters have been set up and activated 
where appropriate: 

Activate VT_PQ_IO and Save: 
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Internal requisition and transfer 

Requisition an internal supplier product just as you would those delivered 
by external suppliers. The process differs primarily with respect to the 
internal bookkeeping. 

 

Creating a requisition 

1. Display the Requisition entry page: 

 Select Procurement | Requisitions | Requisitions – standard: 

 

2. Enter the following details for the requisition: 

• Product:  COPY Copy plain paper 

• Supplier: 9000 

• Number:  50 

• Price:  .25 

• Cost Centre: G170 

3. Save the details. 

 

Transfer internal order 

Run PO19 Requisition transfer proposal. If PO_REQ_PROP is set to 0, 
the internal order is generated directly. Note that internal orders are 
processed using the transaction type for warehouse orders. (Ordering a 
stocked item from a warehouse is, in a sense, an internal order.) 
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Internal order workflow 

At this point, the internal order is distributed to the relevant internal 
supplier using workflow. Through workflow, and only through workflow, 
does the internal supplier receive the order and dispatches the goods. 

We will not set up the actual workflow modelling for this example, but here 
is a brief description of the remainder of the internal order process—that 
assumes that workflow is in place to propel the order and accompanying 
tasks along. 

 

Internal order dispatch 

The internal supplier is notified (on his/her Task list) that an internal order 
has been placed. This task is linked to Intern order. Though this window 
is also located in the ABW menu, you (the internal supplier) cannot retrieve 
an internal order directly here. The order must be distributed through 
workflow.  

Direct access to this window (in the menu) by the internal supplier is used 
when the requisition is initiated by the supplier, not to retrieve an internal 
order originating from a (user-side) requisition. 

 

Internal order received 

Delivery of the internally supplied product is confirmed in Internal order 
goods received. Again, this window is available only via the Task list; you 
will not find it in the ABW menu. 

 

Internal accounting 

Once the goods have been received, the cross-accounting is done 
automatically. Alternatively, you may activate the common parameter 
PQ_AUTO_POST, and assign it a value to indicate the number of days the 
system waits before assuming the goods are received, and automatically 
posts the internal purchase. If you activate the parameter and assign a 
value of 0, the transaction is executed immediately. 
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Supplier-side internal order 

Introduction 

It is possible for the internal supplier to enter/initiate the internal order. If, 
for example, a user calls the supplier and requests copying services over 
the phone, the supplier can enter requisition details in Internal order. The 
supplier essentially dispatches the goods directly, by-passing the actual 
requisition entry. 

This window, available in the ABW menu, is not used by the “customer” to 
initiate an internal order. 

 

Internal order details 

The internal supplier enters the initial order details.  

 Select Logistics |Purchasing | Requisitions | Internal order | Internal 
orders: 

 

 

Internal goods received 

Delivery of the internally supplied product is confirmed in Internal order 
goods received. Again, this window is available only via the Task list; you 
will not find it in the ABW menu. 
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Appendix A 
Setting up purchasing parameters 
 

The following parameters are some that can be used with purchasing. For 
details check the on-line help: 

DEF_CONTROL 

DEF_OVERRUN_PCT 

DEF_PO_DELIV_MET 

DEF_PO_DELIV_TERM 

DEF_PO_LONG_INFO1 

DEF_PO_LONG_INFO2 

DEF_PQ_RESPONSIBLE 

DEF_TREAT_PURCHASE 

PO_AMEND_INFO 

PO_ATT_ID_1 - 7 

PO_AUTO_TERMINATE 

PO_CONSOLIDATE 

PO_CREDIT_CHK 

PO_CURR_TYPE 

PO_FREE_ACCOUNTABLE 

PO_HIDE_DETAILS 

PO_LOCK_DESCR 

PO_REPRINT 

PO_REQ_ATTR 

SUPPLIER_PRODUCT_CHECK 

VP10_AMOUNT_USE_GRN 

VP10_PO_EXCH_RATE 

VT_PQ_REQPO 

PO_REQ_PROP 

PO_RESP_DETAIL_CHECK  

PO_STOP_OVER_DELIVERY  

PO_STOP_NEG_DELIVERY 

PO_STOP_REL_CHECK  

PO_STOP_TS_UPDATE  

PO_STOP_VP10UPD  

PO_TEXT_AMOUNT  

PO_TEXT_CHAR  

PO03_DEF_ZERO  

PO07_GIVE_WARNING 

PO07_AUTOFIND_ALL 

POSTARRIVE 

PO_FREE_ACCOUNTABLE 

PO_FREE_RESPONSIBLE 

PO_FREE_REQUISITIONER 

PO_POSTBACK_PRODUCT  

PQ_ANALYSIS_CTRL 

PQ_ATT_ID_1 – 7 

PQ_AUTO_DISPATCH 

PQ_DISABLE_DIA 

PO07_AUTOFIND_ALL 

PO07_USE_DELIVERY_PRICE 
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Appendix B 
Entry/Amendment of purchase 
order in Self Service  
 

Purchase orders can be input via Self Service. Below are the window prints 
and a list of the main differences from Smart Client: 

 Select Procurement | Purchase orders | Purchase order : 
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The following features you find in the Smart client version of the 
Entry/Amendment of purchase order window have not been 
implemented in Self Service: 

• The contract field. This means that if the order you enter is contract 
related you cannot enter that information. 

• The checkbox PCB invoicing. This means that is not possible to 
transfer the order to the invoice base in Agresso Project Costing and 
Billing. 

• The ability to select a global GL analysis for non-stocked products. 

• The ability to create a GL analysis template. 

• You cannot view information about back-to-back orders. 

• You cannot add information on batch numbers to a purchase order. 
You need to add such information when you receive goods (via the 
Goods receipt window). 

• Support for ordering from sundry suppliers. 

• You cannot get a print out of the Goods received note for your order 
(that is, order the PO06 Delivery overview report). 
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• The Notes tab. This means that you cannot enter comments about 
the purchase order.  

• The Copy command. This means that you cannot copy data from 
another document (for example, another purchase order, a sales 
order, an offer, an enquiry or a purchase request) to your order. 

• The Price update command. This means that in Self service you 
cannot have the system automatically update the price of the order 
detail with current price from the price register. 

• The Add/change statistical expression command. This means 
that you cannot view supplier statistics concerning balance due by 
age, and payment history. 

• Manual assignment of purchase order numbers.  

• Adding stocked products to direct stock order type. 

• The Lookup tool, which allows the user to view related information 
such as prices, stock, stocked transactions, deliveries etc. 

• You cannot view Kit details. 

• Order discount on purchase orders. 

• Supplier credit check is not implemented. 
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Appendix C 
Matching Invoices Method 1 
 

You must ensure that the following items have been performed: 

• Accounting periods, transaction series, transaction types (treatment 
codes 44 and 45) and posting cycles must have been set up in ABW 
Common. 

• The purchase orders to be matched must have been “ordered” and 
thus have the status Ordered (O). 

• The purchase orders to be matched must have had the goods or 
services delivered - either manually or automatically (unless using 
Workflow).  

 

Registering a purchase invoice  

1. Display the Purchase invoice registration (LG) window: 

 Select Agresso Logistics | Purchasing | Invoice registration | 
Purchase invoice registration: 

 

2. Enter the header details: 

 Type Order number (e.g. 4010) and tab off. 

3. The Order window (PO07) opens automatically: 

 

Note:  
Parameter 
PO07_AUTOFIND_AL
L determines whether 
all the lines of the 
order are displayed or 
just those which have 
been receipted 
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4. Select the products, quantities and values from the order that relate to 
the invoice (M column) or use Tools | Mark all. 

When an item is selected, the Tools option Zero is activated which 
amends the Inv.qty. to zero on the marked lines, if selected. 

5. Save to return to registration window.  

 Complete AP line according to the invoice: 

 

6. Save the invoice and note the Transaction number and close window. 
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Posting an invoice manually 

The procedure you use to post an invoice depends on whether the invoices 
were registered first. 

• If the invoice was registered, recall the transaction by using Field 
help on the TransNo field.  

• If the invoice hasn’t been previously registered then enter and Keep 
the AP control account line then recall the order lines using 
Tools | Order then proceed as above. 

1. Open Purchase Invoice Posting window: 

 Select Agresso Logistics | Purchasing | Invoice posting | Posting 
purchase invoices. 

2. Retrieve the transaction created from the Purchase invoice registration 
by entering the transaction number in the TransNo field.  

 

3. Keep and Save the details. 

NOTE: The Invoice controls set up on the Invoice Tab on the Purchase 
order will be checked at this time. 

4. Display the following: 

• GL transactions in the General Ledger enquiries windows e.g. 
General Ledger transactions. 

• The supplier transaction in the supplier enquiries windows e.g. Open 
and historical items per supplier. 

• The order details in the Zoom window of the supplier enquiry 
window, using Tools | Look up options. 
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Purchase invoice registration with Document Archive 

The same Document Archive set up is required for Purchase invoice 
registration, as is for Incoming invoice registration. However, there are 
some differences in the setup. 

Document type tab - the Key ID should reflect the appropriate window 
and the element type of Purchase invoices should be used. 

 

Data entry tab - the element type of Purchase invoices should be used. 
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Indexes tab – Different fields may be available as they are linked into the 
element type. 

 

Document load and Batch input processes are no different to those covered 
in Session 7. 

Registering the invoice is done through in Smart Client. 

1. Open the Purchase invoice registration window: 

 Agresso Logistics | Purchasing | Invoice Registration | Purchase 
invoice registration. 

 The loaded documents are accessed via Tools | Documents for 
registration:  

 

2. Select the appropriate invoice, and save to return to the VP10 window. 
The image will display and, depending upon indexes used, the Order 
number may be populated. 

3. Display the order by selecting Tools | Order from the VP10 window and 
press F7. 

4. Select the item(s) from the order that relate to the invoice (M column) 
or use Tools | Mark all. 

5. Save to return to registration window.  
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The GL analysis lines will appear in the Tablefield section of the VP10 
window. 

 Complete AP line according to the invoice. 

6. Save the invoice and Close window. 

7. Open the Supplier transaction enquiry. 

 Logistics | Purchasing | Invoice registration | Supplier transaction 
enquiry. 

 Change the value of ‘T’ to select registered transactions, press F7. 

 With the cursor on the relevant line, select the document icon  
in the toolbar to display the image. 
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Course Review 
 

This session reviews the main elements of the course and its objectives 
course and the key learning points from each session. 

 

Objectives of the course 

The objectives of the course were to help you: 

• Understand the basic structure of the ABW Purchase Orders and its 
interaction with other components of Agresso Business World. 

• Understand the structure of the product file and how to set up new 
products. 

• Understand the setup for requisitioning and ABW Self Service to 
enable purchase orders to be processed. 

• Understand how to raise a requisition and purchase orders for 
services and products. 

• Understand how goods ordered and invoices are received and 
processed. 

• Understand how workflow can be incorporated into the processes to 
include approval. 

• Understand how internal purchase orders are raised and processed. 
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Key learning points 

Remind yourself of the key learning points for each session. 

 

Session 2 – Non purchasing setup 

• Understanding what non purchasing set up may be required. 

 

Session 3 – Setting up products 

• Understanding the structure of the Product master file. 

• Understanding the information recorded for a product. 

• Understanding the links and relationships between different product 
information. 

 

Session 4 – Setting up purchasing 

• Understanding what fixed registers are required to enable the 
Purchasing module to work. 

• Understanding what fixed registers that are required to enable 
requisitioning to work. 

• Understanding what Self Service fixed registers are required to 
enable the Internet/Intranet purchasing facilities to work. 

 

Session 5 – Procurement requisition processing 

• Understanding the process to raise requisitions. 

• Understanding the process from raising the requisition to receiving 
the invoice. 

• Understanding the enquiries that are available for requisitions. 

 

Session 6 – Raising purchase orders 

• Understanding the relationship between a requisition and a purchase 
order. 
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• Understanding the process of generating purchase orders. 

 

Session 7 – Processing goods received 

• Understanding how goods received are processed via ABW and Self 
Service. 

• Understanding the enquiries reports that can be run on goods 
received. 

 

Session 8 – Introduction to workflow 

• Understanding of where workflow could be used in the procurement 
process. 

• Understanding what set up is required before setting up workflow. 

 

Session 9 – Procurement requisition processing with workflow 

• Understanding of how workflow can be set up for the requisition 
approval process. 

• Understanding what happens to rejected and wrongly distributed 
requisitions. 

 

Session 10 – Processing Internal Orders 

• Understanding the internal order process. 

• Understanding the approval mechanisms for internal orders. 

 

Course evaluation form 

Don’t forget to complete the form and hand it to your trainer. 
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