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CLIENT ACCEPTANCE OF DESIGN DECISIONS 
 
 
Indicate acceptance and approval of design decisions by signing below. 
 

 
Materials Management 
Director:  ________________________              Dated_______________________________ 
 
Title:  
 Name:  
 
 
Accounting 
Controller:  ________________________           Dated_______________________________ 
 
Title:  
Name:  

 
Information Systems 
Director:  ________________________              Dated_______________________________ 
 
Title:  
 Name:  
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Procurement Group – PO00.1 

 
 

Field Description/Usage Configuration 
Procurement Group Select an Procurement Group  

Item Group 

 

Select an Item Group  
Vendor Group 

 

Select a Vendor Group  
Agreement Default Currency Code 

 

 

Indicates the Default Currency Code for 
Vendor Agreements 

 

Last Agreement PO Number Indicates the last vendor agreement PO 
b  

 
Last Requisition Number Indicates the last requisition number assigned 

by the system 
 

Default Blanket PO Code Indicates the PO Code that will default on 
Blanket Agreements 

 

Default Standing Order PO Code Indicates the PO Code that will default on 
Standing Agreements 

STD 

Default Services PO Code Indicates the PO Code that will default on  
Service Agreements 

SERV 
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Procurement Group User Fields– PO00.2  

 
Available values: 
A = Alpha 20 characters 
D = Date yymmdd 
M = Amount 
N = Numeric 
“ “ = not used 
 

Field Description/Usage Configuration 
Purchase Order Item Vendor   
PO Item Vendor User Field #1 

 

Define a value  
PO Item Vendor User Field #2 

 

Define a value  
PO Item Vendor User Field #3 

 

Define a value  
PO Item Vendor User Field #4 Define a value  
PO Item Vendor User Field #5 Define a value  
PO Vendor User Field #1 Define a value  
PO Vendor User Field #2 Define a value  
PO Vendor User Field #3 Define a value  
PO Vendor User Field #4 Define a value  
PO Vendor User Field #5 Define a value  
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PO Company - PO01.1 – Main Page 

 
 

Field Description/Usage Configuration 
PO Company Select an PO Company  
Procurement Group Select a Procurement Group  
Require UOM Indicates if a UOM is required  
Reopen Closed PO Indicates if a PO can be re-opened after receipt and payment  
Reopen Closed PO Line Indicates if a PO Line can be re-opened after receipt and 

payment 
 

Default Freight Terms Indicates the freight terms on POs  
AOC Close Days Indicates miscellaneous and item AOC no activity close  day  
Process Level Required 

 

 

 

 

Indicates if all POs created for company require a Process Level  
Dflt Process Level from Header Ship To Indicates if Process Level will default to PO based on PO 

header location 
 

Strategic Sourcing   
PO Auditing Indicates if Auditing can occur prior to issue  
Commitment Processing on PO 
Unrelease 

Indicates whether commitments are retained when a PO is 
unreleased during a revision process 

 

Print Vendor Contacts From PO Indicates if vendor contact info is to print all the details on the 
PO Header 
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PO Company Setup - PO01.1 – PO Code Related Page 

 
 

Field Description/Usage Configuration 
Processing   
Allow Manual Entry Indicates if a PO Code is allowed to entered manually  
Default Method   
System Defaults   
Purchase Order Select active PO Code to default on POs  
Vendor Returns Select active PO Code to default on vendor returns  
Inventory Control Select active PO Code to default on IC   
Requisitions Select active PO Code to default on Reqs  
Order Entry Select active PO Code to default on OE   
Case Carts 

 

Select active PO Code to default on Case Carts  
Strategic Sourcing Select active PO Code to default on Strategic Sourcing  
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PO Company Setup – PO01.1 – PO Numbering Related Page 

 
 

Field Description/Usage Configuration 

Company Defaults   

Numeric PO Indicates if  PO document numbers must be numeric (Y)es 

Auto Numbering Indicates if PO document numbers will be automatically 
assigned by the system 

(Y)es 

Last PO Number Indicates the last PO number assigned by the system    

Beg Manual Range Indicates the beginning # in a range of PO #’s that can be 
entered manually 

 

End Manual Range Indicates the ending # in a range of PO #’s that can be 
entered manually 

 

PO Code Defaults   

PO Code Identifies PO Code to which range of PO #s will be 
assigned 

 

Num PO Indicates if  PO document numbers must be numeric  

Auto/Num 

 

Indicates if PO document numbers will be automatically 
assigned by the system 

 

Last PO Nbr Indicates the last PO number assigned  for PO Code  

Beg Manual Range Indicates the beginning # in a range of PO #’s that can be 
entered manually for PO Code  

 

End Manual Range Indicates the ending # in a range of PO #’s that can be 
entered manually for PO Code 
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PO Company Setup – PO01.1 – PO Issue 

 
Field Description/Usage Configuration 

Print Requesting Location on 
Lines 

Specifies whether Requesting Location, 
Deliver to and Quantity appears on PO lines 

 

Print Item Detail on PO Specifies whether Match Detail Key appears 
on PO Lines 

 

Revisions Include Specifies what information will be included on 
PO revisions 

 

Print Vendor Contacts from PO Specified whether Vendor contact, name, 
address, phone and fax number should 
appear on the PO 

 

Default Print Form Specifies whether paper PO is prepared for 
use with a preprinted form, or as plain text. 

 

Default Orientation Specified whether orientation of PO is to be 
Landscape or Portrait. 
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PO Company Setup – PO01.1 – PO Bill To(Optional) 

 
Field Description/Usage Configuration 

PO Bill To Name   

Address 1   

Address 2   

Address 3   

Address 4   

City or Address 5   

State or Province   

Postal Code   

County   

Country Code   

Contact Name Contact Name of Bill to Address to default on 
Purchase Orders 

 

Telephone Telephone Number of Bill to Address to default 
on Purchase Orders 

 

E-Mail E-Mail Address of Bill to Address to default on 
Purchase Orders 
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PO Company Setup – PO01.1 – Receiving Related Page 

 
 

Field Description/Usage Configuration 
Print Quantity on Document Indicates if the “to be received” quantity should 

appear on the receiving document 
 

Display Quantity on Screen Indicates if the “to be received” quantity should 
appear on the receiving screen 

 

Last Receiver Number Indicates the last receiver number assigned  
Last Adjustment Number Indicates the last adjustment number assigned  
Last Inspection Number Indicates the last inspection number assigned  
Allow Receive All Indicates if receiving will be allowed to receive 

all items at once on a receiver 
 

Undershipment Cancel Pct Indicates the quantity undership % that will 
cancel back orders automatically 

 

Overshipment Percentage Indicates the allowable overshipment %   
Disable Overshipment Messages Indicates if all overshipments will be allowed 

without creating buyer messages 
N at production 

Overshipment Budget Edit Indicates whether budget editing occurs for 
overshipments and receiving adjustments 

 

Message for Excess on OE Purchases Indicates if a buyer receiving message will be 
created for overshipments for POs from OE 

 

Message for Substitutes Indicates if a buyer message is created for 
receipt of substitute items 

 

Package Tracking Level Indicates if package tracking will be used  
Number of Labels Default = 1 Indicates if a default value of 1 should be used 

if # of labels field is blank on PO30 
 



                                                                               
 

Purchase_Order_Design                       Page 13 of 94           Last printed 8/28/2012 1:50:00 PM 

PO Company Setup – PO01.1 – Returns Related Page 

 
 

Field Description/Usage Configuration 
Last Return Number Indicates the last return # assigned  
Reason Code Required Indicates if a reason code will be required on returns Y 

Return Stock to Inventory 
Control on Cancel 

Indicates whether stock is returned upon cancellation 
of a vendor return line. 
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PO Company Setup – PO01.1 –Comment Types Related Page 

 
 

Field Description/Usage Configuration 
Purchase Order IC Comment on Purchase Orders  
Transmitted PO IC Comment on EDI /Faxed PO  
Open POs IC Comment on Open PO  
Unreleased POs IC Comment on Unreleased PO  
Receiving Document IC Comment on Receiving Document  
Unreleased Receivings IC Comment on Unreleased Receiving  
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PO Company Setup – PO01.1 – Cost Default  

 
 

Field Description/Usage Configuration 

Cost or Vendor First Indicates whether to start with Vendor 
default prior to cost default 

Cost 

Cost or Vendor Item First Indicates whether to start with vendor Item 
prior to cost default 

Cost 

Cost Defaulting Order   

Contract Order Indicates if a cost will default from a contract 
agreement and in what order (1-5) 

2 

Catalog, Quote Indicates if a cost will default from a catalog, 
quote agreement and in what order (1-5) 

3 

Blanket Order Indicates if a cost will default from a blanket 
agreement and in what order (1-5) 

1 

Last Cost Indicates if a cost will default from the last 
invoiced cost and in what order (1-5) 

N/A 

Last PO Indicates if a cost will default from the last PO cost 
and in what order (1-5) 

N/A 

IC No Charge Flag Indicates if no charge will default from the IC 12 
No Charge Flag for inventory tracked items 

N/A 
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PO Company Setup – PO01.1 – Accounting Unit Default 

 
 

Field Description/Usage Configuration 

Requisition/Inventory Issues   

Committed Agreement Value 1, indicates whether Accounting Unit 
will default from Committed Vendor 
Agreement 

 

Par Location Value 2-9, indicates whether Accounting 
Unit will default from Par Location 

 

Distribution Code Value 2-9, indicates whether Accounting 
Unit will default from Distribution code 

 

From Loc GL Category Value 2-9, indicates whether Accounting 
Unit will default from From Loc GL Category 

 

Header Value 2-9, indicates whether Accounting 
Unit will default from Requisition Header 

 

Requesting Location Value 2-9, indicates whether Accounting 
Unit will default from Requesting Location 

 

Agreement Participant Value 2-9, indicates whether Accounting 
Unit will default from Vendor Agreement 
Participant 

 

Agreement Line Value 2-9, indicates whether Accounting 
Unit will default from Vendor Agreement 
Line 

 

Purchase Order   

Committed Agreement Value 1, indicates whether Accounting Unit 
will default from Committed Vendor 
Agreement 
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Field Description/Usage Configuration 

Header Value 2-9, indicates whether Accounting 
Unit will default from Purchase Order 
Header 

 

Template Line Value 2-9, indicates whether Accounting 
Unit will default from Template Line 

 

Requesting Location Value 2-9, indicates whether Accounting 
Unit will default from Requesting Location 

 

Ship To Loc GL Category Value 2-9, indicates whether Accounting 
Unit will default from Ship To Loc GL 
Category 

 

Agreement Participant Value 2-9, indicates whether Accounting 
Unit will default from Vendor Agreement 

 

 

Agreement Line Value 2-9, indicates whether Accounting 
Unit will default from Vendor Agreement 
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PO Company Setup – PO01.1 – Account Default 

 
 

Field Description/Usage Configuration 

Requisition/Inventory Issues   

Committed Agreement Value 1, indicates whether Account will 
default from Committed Vendor Agreement 

 

Par Location Value 2-9, indicates whether Account will 
default from Par Location 

 

Distribution Code Value 2-9, indicates whether Account will 
default from Distribution code 

 

Template Line Value 2-9, indicates whether Account will 
default from Template Line 

 

Header Value 2-9, indicates whether Account will 
default from Requisition Header 

 

Requesting Location Value 2-9, indicates whether Account will 
default from Requesting Location 

 

From Loc GL Category Value 2-9, indicates whether Account will 
default from From Loc GL Category 

 

Item Master Value 2-9, indicates whether Account will 
default from Item Master 

 

Agreement Line Value 2-9, indicates whether Account will 
default from Vendor Agreement Line 

 

Purchase Order   
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Field Description/Usage Configuration 

Committed Agreement Value 1, indicates whether Account will 
default from Committed Vendor Agreement 

 

Header Value 2-9, indicates whether Account will 
default from Purchase Order Header 

 

Template Line Value 2-9, indicates whether Account will 
default from Template Line 

 

Requesting Location Value 2-9, indicates whether Account will 
default from Requesting Location 

 

Ship To Loc GL Category Value 2-9, indicates whether Account will 
default from Ship To Loc GL Category 

 

Item Master Value 2-9, indicates whether Account will 
default from Item Master 

 

Agreement Line Value 2-9, indicates whether Account will 
default from Vendor Agreement Line 
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PO Company Setup – PO01.1 – Activity Default 
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PO Company Setup – PO01.1 – Account Category Default 
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PO Company Setup – PO01.1 – Vendor Default 

 
Field Description/Usage Configuration 

Requisition   

Vendor Agreement Value 1-3, indicates whether Vendor 
Location will default from Vendor 
Agreement 

 

Item Source Value 1-3, indicates whether Vendor 
Location will default from Item Source 

 

Header Value 1-3, indicates whether Vendor 
Location will default from Requisition 
Header 

 

IC142 Replenishment   

Item Source Value 1-2, indicates whether Vendor 
Location will default from Item Source 

 

Vendor Agreement Value 1-2, indicates whether Vendor 
Location will default from Vendor 
Agreement 
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PO Company Setup – PO01.1 – Vendor Purchase From Default 

 
Field Description/Usage Configuration 

Requisition   

Vendor Agreement Value 1-3, indicates whether Vendor 
Location will default from Vendor 
Agreement 

 

Item Source Value 1-3, indicates whether Vendor 
Location will default from Item Source 

 

Header Value 1-3, indicates whether Vendor 
Location will default from Requisition 
Header 

 

IC142 Replenishment   

Item Source Value 1-2, indicates whether Vendor 
Location will default from Item Source 

 

Vendor Agreement Value 1-2, indicates whether Vendor 
Location will default from Vendor 
Agreement 

 

Inventory Control Locations Value 1-4, indicates where single source 
document per PO default 
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PO Company Setup – PO01.1 – Single Document to PO Default 

 
Field Description/Usage Configuration 
Requisitions   
Vendor Purch From Loc Value 1-4, indicates where single source 

document per PO default 
N 

Purchase Order Vendor Value 1-4, indicates where single source 
document per PO default 

N 

Requesting Location Value 1-4, indicates where single source 
document per PO default 

N 

Inventory Control Locations Value 1-4, indicates where single source 
document per PO default 

N 

Sales Order   
Vendor Purch From Loc Value 1-3, indicates where single source 

document per PO default 
N/A 

Purchase Order Vendor Value 1-3, indicates where single source 
document per PO default 

N/A 

Inventory Control Locations Value 1-3, indicates where single source 
document per PO default 

N/A 
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User Fields – PO01.3 
Requisition Header User Fields contain approval status for Requisitions.  They will all be 
defined as “A” - Alpha 

 
 
Available values: 
A = Alpha 20 characters         D = Date yymmdd M = Amount N = Numeric “ “ not used 
 
Field Description/Usage Configuration 
Requisition Header User Field #1 

 
 

Define a value   Funding Source A 
Requisition Header User Field #2 Define a value   Sole Source A 
Requisition Header User Field #3 Define a value   Emergency A 
Requisition Header User Field #4 Define a value A 
Requisition Header User Field #5 Define a value A 
Requisition Line User Field #1 Define a value A 
Requisition Line User Field #2 Define a value A 
Requisition Line User Field #3 Define a value A 
Requisition Line User Field #4 Define a value A 
Requisition Line User Field #5 Define a value A 
PO Header User Field #1 Define a value A 
PO Header User Field #2 Define a value A 
PO Header User Field #3 Define a value A 
PO Header User Field #4 Define a value A 
PO Header User Field #5 Define a value A 
PO Line User Field #1 Define a value A 
PO Line User Field #2 Define a value A 
PO Line User Field #3 Define a value A 
PO Line User Field #4 Define a value A 
PO Line User Field #5 Define a value A 
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Audit Rule Maintenance (PO01.2) PO Header 
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Audit Rule Maintenance (PO01.2) PO Line 
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Audit Rule Maintenance (PO01.2) PO Misc/Line AOC 
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Audit Rule Maintenance (PO01.2) Spread AOC  
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Ship Terms – PO02.1 

 
 

Field Description/Usage Configuration 

Procurement Group Select a Procurement Group  

Terms Indicates the code that identifies the Ship Term FBD 

Description The description of the Ship Term Code Free On Board Destination 

Terms Indicates the code that identifies the Ship Term FBS 

Description The description of the Ship Term Code Free On Board Source 

Terms Indicates the code that identifies the Ship Term FBI 

Description The description of the Ship Term Code Free On Board Installed 
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Buyer Group – PO03.1 

 
 

Field Description/Usage Configuration 

Procurement Group Select a Procurement Group  

Buyer Group Indicates the code used to identify a group of buyers  

Description The description for the buyer group code  

Default PO Code Indicates the PO Code that will default from a Buyer 
Group a Buyer is associated with when a  PO is 
created 

 

 
Procurement 
Group Buyer Group Description 

Default PO 
Code 

SAMPLE BUYER Small Purchase Orders  
SAMPLE INACT Former Employees  
SAMPLE CS Routing to Strategic Sourcing  
    



                                                                               
 

Purchase_Order_Design                       Page 47 of 94           Last printed 8/28/2012 1:50:00 PM 

Buyers – PO04.1 – Buyer Information Page 

 
 

Field Description/Usage Configuration 
Procurement Group Select an Procurement Group  
Buyer Code Enter a Buyer Code  
Buyer Name Enter Buyer Name  
Buyer Information   
Buyer Login Indicates the login of the person who entered the 

record. Used for filtering buyer worksheet 
 

Status Indicates if the buyer/Buyer Code is active or inactive  

Address 1 Indicates address line 1 for the buyer  
Address 2 Indicates address line 2 for the buyer  
Address 3 Indicates address line 3 for the buyer  
Address 4 Indicates address line 4 for the buyer  
City or Address 5 Indicates the City or address line 5 for the buyer  
State or Province Indicates the state or province for the buyer  
Postal Code Indicates the postal code for the buyer  
Country Indicates the country for the buyer  
Telephone Indicates the telephone # for the buyer  
Fax Number Indicates the fax # for the buyer  
E-mail Indicates the e-mail address for the buyer  
Buyer Group Indicates the buyer group for this buyer  
Limit Per PO Indicates a dollar limit per PO for the buyer  
Allow Unit Cost Override   
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Field Description/Usage Configuration 
From Price Agreements Allows buyer to manually enter a cost that will not be 

overridden by a  price agreement 
 

From Last PO or Last Cost Allows buyer to manually enter a cost that will not be 
overridden by a last cost or last PO created cost default 

 

From Strategic Sourcing Allows buyer to manually enter a cost that will not be 
overridden by a Strategic Source Cost 

N/A 

 

 
Buyer Name 

Buyer 
Group 

Purchase 
Class 
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Buyers – PO04.1 – Worksheet Filters Related Page 

 
 

Field Description/Usage Configuration 
Buyer Choose a Default Buyer  
Buyer Purchase Classes Choose a default Buyer Purchase Class  
Buyer Vendor, Purch From   
Buyer Ship To Location   
Buyer Requesting Location   
Items with No Vendor   
Delivery Days   
Priority Range   
Items with No Cost   
PO Code   
Manufacturer Code, Division   
Agreement Reference   
Item Type   

   
 



                                                                               
 

Purchase_Order_Design                       Page 50 of 94           Last printed 8/28/2012 1:50:00 PM 

PO Code – PO05.1 

  
Field Description/Usage Configuration 

Code Define PO Code  

Description Define Description of PO Code  

Status Identifies Status of PO Code  

 
PO Code Description Status Range 
BLAN Blanket A N/A 
SERV Service A N/A 
STD Standing A N/A 
RP Recurring Payments  9000000 
A&E Arch & Eng Task 

Orders 
 8000000 
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Freight Terms – PO06.1 

 
 

Field Description/Usage Configuration 

Procurement Group Select a Procurement Group SAMPLE 

Terms Indicates the one-character code for terms on freight  

Description Indicates the description of the freight term code  

 
Procurement 
Group 

Terms Code Description 
SAMPLE 

 P Prepay and Add 
 M Charge SAMPLE Act 
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PO Contacts (PO07.1) Vendor Agreement Administrators 

 
Field Description/Usage Configuration 

Procurement Group Select an Procurement Group  

Admin  Load Contract Specialists 

Name Administrator Name  

E-Mail Administrator’s Email Address  

Telephone Identifies Contact international dialing code, 
Number including area code, and extension 

 

Fax Identifies Fax Number including international 
dialing code, Number including area code, 

  

 

Description 60 Character free format description of 
Administrator or function. 
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PO Vendor (PO10.1) Main 
PO vendors will be loaded via Vendor Conversion (AP510).  Following identifies design 
considerations for each PO Vendor. 

  
 
Field Description/Usage Configuration 
Vendor Group Select a Vendor Group  
Vendor Select Vendor – must be defined  AP Vendor  
Main   
Contact Name Identifies Vendor primary purchasing contact  
Telephone Identifies Contact international dialing code, 

Number including area code, and extension 
 

Fax Identifies Fax Number including international 
dialing code, Number including area code, 
and extension 

 

Email Identifies Contact’s email address  
Default Buyer Identifies usual buyer code for this vendor  
Original PO Issue   
Issue Method Identifies original issue method D = Do Not Print 

P = Paper 
F = Fax 
M=Email 
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Field Description/Usage Configuration 
EDI Number Identifies vendor assigned or EDI defined ID 

for EDI transmission 
N/A 

Default PO Code Identifies default PO Code  Blank 
Print Location ID 
On PO Line 

Optionally print Health Information Number 
(HIN) or Global Location Number (GLN) on 
PO Line 

“ “ Do not print 
 

Single Document 
to a PO 

Indicates whether a PO is to be created for a 
single demand record for this vendor 

 

Revised PO Issue   
Issue Method Identifies original issue method D = Do Not Print 

P = Paper 
F = Fax 
M=Email 

EDI Number Identifies vendor assigned or EDI defined ID 
for EDI transmission 

Blank 

EDI Trans Identifies ANSII type of Transmission 
PO = 850 
Change = 860 

N = Not Applicable 
P = PO Transmission 
C = Change Transaction  

Include Identifies data to be printed C = Revisions Complete 
 

Requisition 
Control 

Identifies location control S = Combine Requisition 
Lines on PO 
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PO Vendor (PO10.1) Shipping 

  
 
Field Description/Usage Configuration 
Vendor Group Select a Vendor Group  
Vendor Select Vendor – must be defined  AP Vendor  
Freight Identifies Vendor specific Freight Terms  
Ship Identifies Vendor specific Ship Terms  
Delivery   
Lead Time Days Identifies Normal Lead Time for Vendor  
Normal Delivery 
Day 

Identifies Normal Delivery Day.  Optionally 
select a particular day of the week, Sunday 
through Saturday. 

 

PO Ship Via, 
Unloading Port 

Identifies European transfer information N/A 

Return ship Via, 
Loading Port 

Identifies European transfer information N/A 

Order Days Identify 1 to 7 days per week when orders 
will be placed to this PO Vendor Location 
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PO Vendor (PO10.1) Limits, Tolerance 

 
 
Field Description/Usage Configuration 
Vendor Group Select a Vendor Group  
Vendor Select Vendor – must be defined  AP Vendor  
Limits   
Open Purchase 
Limit 

Identifies Dollar Limit on Open Purchase 
Orders for this PO Vendor Location 

 

Max Order 
Amount 

Identifies Maximum Order Amount for this 
PO Vendor Location 

 

Minimum Weight 
Per PO 

Optionally identifies weight minimums per 
PO 

 

Min Order 
Amount 

  

Tolerance Percent   

Undership Cancel Identifies PO Line Cancel percentage to 
reduce open back orders 

 

Zero N – No backorders will be cancelled  

OverShip Percentage over shipment acceptable.  Higher 
percentage will trigger buyer message 
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Field Description/Usage Configuration 
Zero If Overship is blank, Y indicates buyer 

message will be created for any over 
shipment. 

 

Cancel All BOs Y indicates that the PO line will be closed 
with a single partial receipt. 

 

Update PO Cost If EDI PO Acknowledgement (PO122) 
indicates a price change, Y will update the PO 
Cost.  N will require buyer to manually 
change cost. 

 

Cost Option 
Override 

  

From Vendor 
Agreement 

  

From last PO or 
Last Cost 

  

Returns   
RMA Required Indicates whether a Return Materials 

Authorization is required for retuned goods. 
 

Return Document 
Required 

Indicates that the Vendors Return Documents 
must be shipped with returned goods. 
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PO Vendor (PO10.1) Returns 

 
 
   

RMA Required Indicates whether a Return Materials 
Authorization is required for retuned goods. 

 

Return Document 
Required 

Indicates that the Vendors Return Documents 
must be shipped with returned goods. 
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PO Vendor (PO10.1) Punchout 

 
 
Field Description/Usage Configuration 
Vendor Group Select a Vendor Group  
Vendor Select Vendor – must be defined  AP Vendor  
Allow Change to 
Punchout Line 

For eProcurement users, indicates whether 
changes may be made to requisition lines 
returned from the vendor 

 

GTIN In Use Indicates if  Global Trade Item Number is use 0 = Not in use 
Update Item 
Master from 
GTIN 

 0 – Not in Use 
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PO Vendor (PO10.1) User Fields 

 
 
Field Description/Usage Configuration 
Vendor Group Select a Vendor Group N/A 
Vendor Select Vendor – must be defined  AP Vendor  
User Field #1  Value for use on reports related to this PO 

Vendor Location  
 

User Field #2  Value for use on reports related to this PO 
Vendor Location 

 

User Field #3  Value for use on reports related to this PO 
Vendor Location 

 

User Field #4  Value for use on reports related to this PO 
Vendor Location 

 

User Field #5 Value for use on reports related to this PO 
Vendor Location 
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Vendor Purchase From Location (PO10.2) Main 

 
 
Field Description/Usage Configuration 
Vendor Group Select a Vendor Group  
Vendor Select Vendor – must be defined  AP Vendor  
Purchase From Select a Vendor Location – Must be defined 

in AP 
 

Main   
Contact Name Identifies Vendor primary purchasing contact  
Telephone Identifies Contact international dialing code, 

Number including area code, and extension 
 

Fax Identifies Fax Number including international 
dialing code, Number including area code, 
and extension 

 

Email Identifies Contact’s email address  
Original PO Issue   
Issue Method Identifies original issue method D = Do Not Print 

P = Paper 
E = Edi 
F = Fax 

EDI Number Identifies vendor assigned or EDI defined ID 
for EDI transmission 
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Field Description/Usage Configuration 
Default PO Code Identifies default PO Code   
Print Location ID 
On PO Line 

Optionally print Health Information Number 
(HIN) or Global Location Number (GLN) on 
PO Line 

“ “ Do not print 
1 – Print HIN  
2 – Print GLN 

Single Document 
to a PO 

Select 0 – No default or 1 – One Requisition 
to one PO 

 

Revised PO Issue   
Issue Method Identifies original issue method D = Do Not Print 

P = Paper 
E = Edi 
F = Fax 

EDI Number Identifies vendor assigned or EDI defined ID 
for EDI transmission 

 

EDI Trans Identifies ANSII type of Transmission 
PO = 850 
Change = 860 

N = Not Applicable 
P = PO Transmission 
C = Change Transaction  

Include Identifies data to be printed N = Not applicable 
C = Revisions Complete 
I = Reissue 
O = Revisions Only 
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Vendor Purchase From Location (PO10.2) Shipping 

 
 
Field Description/Usage Configuration 
Vendor Group Select a Vendor Group  
Vendor Select Vendor – must be defined  AP Vendor  
Purchase from Select a Vendor Location – Must be defined 

in AP 
 

Freight Identifies Vendor specific Freight Terms  
Ship Identifies Vendor specific Ship Terms  
Delivery   
Lead Time Days Identifies Normal Lead Time for Vendor  
Normal Delivery 
Day 

Identifies Normal Delivery Day.  Optionally 
select a particular day of the week, Sunday 
through Saturday. 

 

PO Ship Via, 
Unloading Port 

Identifies European transfer information N/A 

Return ship Via, 
Loading Port 

Identifies European transfer information N/A 

Order Days Identify 1 to 7 days per week when orders 
will be placed to this PO Vendor Location 
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Vendor Purchase From Location (PO10.2) Limits, Tolerance 

 
 
Field Description/Usage Configuration 
Vendor Group Select a Vendor Group  
Vendor Select Vendor – must be defined  AP Vendor  
Purchase from Select a Vendor Location – Must be defined 

in AP 
 

Limits   
Open Purchase 
Limit 

Enter Open Purchase Order Limit Amount  

Minimum Weight 
Per PO 

Enter minimum weight  

Max Order 
Amount 

Enter Maximum single order amount  

Min Order 
A t 

Enter Minimum single order amount  
Tolerance   
Under Shipment 
Cancellation 

Identifies PO Line Cancel percentage to 
reduce open back orders 

 

Zero Identify zero undership tolerance  

Overship Enter overshipment tolerance percent  
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Field Description/Usage Configuration 
Zero Identify zero overship tolerance  

Cancel All BO’s Select (Y)es or (N)0  

Cost Option 
Override 

  

Update PO Cost Select (Y) to permit cost override from EDI 
PO Acknowledgement 

 

Cost Source 
Override 

  

From Vendor 
Agreements 

Select (Y) to permit cost override from EDI 
PO Acknowledgement 

 

From Last PO or 
Last Cost 

Select (Y) to permit cost override from EDI 
PO Acknowledgement 
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Vendor Purchase From Location (PO10.2) Returns 

 
 
Field Description/Usage Configuration 
Vendor Group Select a Vendor Group  
Vendor Select Vendor – must be defined  AP Vendor  
Purchase from Select a Vendor Location – Must be defined 

in AP 
 

RMA Required Indicate whether Return Materials 
Authorization is required 

 

Return Document 
Required 

Indicate whether a return document is 
required 
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Vendor Purchase From Location (PO10.2) Punchout 

 
 
Field Description/Usage Configuration 

 Vendor Group Select a Vendor Group  
Vendor Select Vendor – must be defined  AP Vendor  
Purchase From Select a Vendor Location – Must be defined 

in AP 
 

Allow Change to 
Punchout Line 

For eProcurement users, indicates whether 
changes may be made to requisition lines 
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Vendor Purchase From Location (PO10.2) User Fields 

 
 
Field Description/Usage Configuration 

 Vendor Group Select a Vendor Group  
Vendor Select Vendor – must be defined  AP Vendor  
Purchase From Select a Vendor Location – Must be defined 

in AP 
 

User Field 1 Enter user data  
User Field 2 Enter user data  
User Field 3 Enter user data  
User Field 4 Enter user data  
User Field 5 Enter user data  
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Comment Codes – PO12.1 

 
 

Field Description/Usage Configuration 
Procurement Group Select an Procurement Group  
Comment Code Select a Comment Code  
Locale Identifies the Comment Code for the Comment  
Description Identifies the description of the Comment Code  
Print Option Indicates where the Comment Code will print  
Comment Text Click to Enter title and text  
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Comment Text – PO12.1 Sample only 

 
 

Field Description/Usage Configuration 
Comment Text Click to Enter title and text  
Title Enter Comment Title  
Text Enter Comment Test  
Click add Click add to save comment  
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Vendor Item – PO13.1 

 
Field Description/Usage Configuration 

Procurement Group Select an Procurement Group  
Item Select an Item Master item  
Sort Controls the order in which records are displayed  
Vendor Select or enter the vendor number in Lawson  
Vendor Item   
Item Indicates the vendor identification code for the item  
Description Indicates the vendor description of the item  
Vendor Units of Measure   
Buy UOM Indicates the unit of measure in which you buy  the item from the vendor. 

Must be a valid UOM in Lawson and also be the items stock UOM 
 

Price UOM Indicates the vendor pricing unit of measure  
Manufacturer Information 

 

 

 

 

  
Manufacturer Code The user defined code that indicates the manufacturer of the item 

 
 
 
 
 
 
 

 
Division Indicates which division of the manufacturer is tied to the item   
Manufacturer Item The identifier the manufacturer has assigned to the item  
Minimum Quantity Per PO 

 
Indicates the minimum amount of the item you can order on a PO  

Warranty Days Indicates the number of days that the item carries a warranty  
Labeler   
LIC Indicates the Labeler Identification Code  
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Procurement Template – PO15.1 

Procurement Template – Line Detail Tab 
 

 
Field Description/Usage Configuration 

Procurement Group Select a Procurement Group  
Lock Click to Lock finished template to prevent others from editing Optional 
Participants Participants are required to identify end users of template  
Template Reference Enter name of template  
Position To Mechanism for moving to next pages of template  
Description Enter description  
Copy Template From Copy template from another template (Optional) Optional 
Copy Participants  Copy Participants from another template (Optional) Optional 
From Company Select source company 0010 

From Location Select source location  
Search Item Enter item for which to search  
FC Select or enter (A)dd, (C)hange, or (D)elete  
Line Enter line sequence (leave room between lines for future changes  
Item Select or Enter Lawson Item or Special Item  
Code Select (A)mount or (Q)uantity for service items  Leave blank for other type  
UOM Select or Enter Unit of Measure  
Quantity Enter Quantity  Optional 
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Field Description/Usage Configuration 
Line Detail   
Description Enter description for Special and service items  
Accounting Unit Enter Accounting Unit Optional 
Use AU from RQ Enter (Y)es to default from Requisition  
Dist Co Select or enter Distribution Company Optional 
Activity Select or enter Activity Optional 
 Select or enter Account Category Optional 
From Company Select or Enter From Company Optional 
From Location Select or Enter From Location  
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Procurement Template – Commodity Tab 

 
Field Description/Usage Configuration 

Commodity   
Item Commodity Will display from Item Master   
Service Commodity Select or enter service commodity  
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Procurement Template Participants 
Note:  No one has access to a Procurement Template until identified as a participant. 

 
Field Description/Usage Configuration 

Procurement Group Select Procurement Group SAMPLE 
Template Reference Enter Name for Template – May reference 

contract 
Naming convention 

FC Select or enter (A)dd, (C)hange, or (D)elete  
Company Select or Enter Company 0010 
Requesting 
Location 

Select or Enter Requesting Location Optional 

Requester Select or enter Requester Optional 

Buyer Group Select or Enter Buyer Group Optional 

Buyer Select or Enter Buyer Optional 
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Vendor Agreements 

Vendor Agreements - PO25.1 

 
 

Field Description/Usage Configuration 
Procurement Group Select an Procurement Group  

Vendor Agreement Reference Indicates the  Vendor Agreement name  

Agreement Type Indicates the type of agreement  
C – Contract 
B – Blanket 
T – Catalog/Quote 
S – Standing 
V - Service 

 

Header   

Vendor, Purchase From Indicates the Lawson vendor number  

Purchase From Indicates the vendor’s purchase from location  

Description Indicates the description of the vendor agreement  

Effective Date Indicates the date the agreement is first valid  

Review Date  Indicates the date the agreement should be reviewed  

Expiration Date Indicates the last day the agreement is valid  

Notification Percent The percentage of the agreement used that generates a message to 
the administrator notifying them what has been used 
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Field Description/Usage Configuration 
Agreement Administrator Indicates Administrator to be notified for review and percent remaining 

Defined via Contact (PO07.1) 
 

Currency Code Indicates the base currency for the company  

Per Order Minimum Amount Indicates the minimum $ amount per order  

Per Order Maximum Amount Indicates the maximum $ amount per order  

Lifetime Maximum Amount Indicates the lifetime $ amount for this agreement for Purchase Orders 
or for both Requisitions and Purchase Orders 

 

Dual Source Agreement Indicates if the agreement is from dual sources and the reference  

Line Level Breaks On Indicates if price breaks are applied to total order quantities or individual 
orders 

 

UOMs Must Match Indicates the unit of measure on the agreement line must match the 
UOM on the receipt 

 

Use Agreement UOM Indicates buyer must use agreement UOM on POs  

Allow Reference of Items Not 
On Agreement 

Indicates if released POs that reference a vendor agreement can have 
items not on the original agreement added to them 
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Vendor Agreements Header Defaults - PO25.1 

 
 

Field Description/Usage Configuration 
Procurement Group Select an Procurement Group  

Vendor Agreement Reference Indicates the  Vendor Agreement name  

Agreement Type V - Service  
Manufacturer Code/Division   

Account Unit   

Account   

Activity   

Account Category   

Post to Company Select or enter company  

Taxable Flag   

Tax Code   
Item Create Flag 1 – Sequential 

2 – Assign 
3 - manual 

 

Item Assign Field 1 – Vendor Item 
2 -  Manufacturer Item 
3 -  UPC 
4 -  SKU 
5 -  HIBCC- UPN 
6 -  UCCEAN – UPN 
7 -  NDC 
8 - GTIN 
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Vendor Agreements Header Header Type Specific - PO25.1 

 
 

Field Description/Usage Configuration 
Procurement Group Select an Procurement Group  

Vendor Agreement Reference Indicates the  Vendor Agreement name  

Agreement Type V - Service  
Group Purchasing 
Organization 

  

Stockless Flag   

Priority   

Rebate   

Rebate Percent   

Blanket, Service, Standing   

Buyer   

Payment Terms   
Comment Code   

PO Code   
Standing   
Schedule Frequency   
Maximum Release Number   
Issue Flag   
Blanket and Standing   
Ship Terms   
Freight Terms   
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Field Description/Usage Configuration 
User Field 1   
User Field 2   
User Field 3   
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Vendor Agreements Header Commitments - PO25.1 

 
 

Field Description/Usage Configuration 
Procurement Group Select an Procurement Group  

Vendor Agreement Reference Indicates the  Vendor Agreement name  

Agreement Type V - Service  
Create AC Commitments   

Create GL Commitments   

Commitment Company   

Commitment Accounting Unit   

Commitment Account   

Commitment Activity   
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Agreement Pricing – PO25.2 

 
 

Field Description/Usage Configuration 
Procurement Group Select an Procurement Group  

Vendor Agreement Reference Indicates the  Vendor Agreement name  

Effective Date Indicates the date the pricing becomes valid  

Base Percent Markup or Discount Indicates the base percentage for a markup or discount  

Markup or Discount Indicates whether the percent is a markup or discount  

Price Break Purchase Amount Indicates the order amount that triggers a price break  

Percent Indicates the percent price break you receive on the purchase 
amount 
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Vendor Agreement Participants – PO25.3 
Note:  All uses have access to an agreement unless participants are defined. 

 
 

Field Description/Usage Configuration 
Procurement Group Select an Procurement Group  

Vendor Agreement Reference Indicates the  Vendor Agreement name  

Company Indicates the company that can use the agreement  

Location Indicates the inventory location that can use the agreement  

Or   

Requesting Location Indicates the requesting location that can use the agreement  

Accounting Unit Indicates the accounting unit that can use the agreement  
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Vendor Agreements - PO25.6 – Lines - Goods 

 
Field Description/Usage Configuration 

Procurement Group Select an Procurement Group  

Agreement Reference Indicates the name of the agreement  

Dist Company Indicates the Company  

Req Co Requisition Company  

Req Loc Requesting Location  
Dist Code Used to automatically create expense distributions for invoices or to “split” 

distributions into multiples 
 

Position To Used to find a specific line item on the agreement  

Vendor Item Indicates the vendor’s item number  

Item Indicates the Lawson item identifier  

Base Cost Indicates the unit cost for the agreement item  

UOM Indicates the unit of measure for the item.  Must be a valid UOM in Lawson  

Line Detail   

Cost Option Determines if the item will require a cost, will be a no charge item or if the 
vendor is allowed to determine the item cost 

 

Desc: The item’s description  

Account Indicates the General Ledger account block for the line item  

Activity Indicates the processes or procedures that produce work  

Service Code If item is a service type, flag indicates if the service is an amount or quantity  

Req Co Line Requisition Company  

Req Loc Line Requesting Location  
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Vendor Agreement Item Add-On Cost – PO25.5 

 
 

Field Description/Usage Configuration 
Procurement Group Select an Procurement Group  
Agreement Reference Indicates the name of the agreement  
Line Indicates the line number  
Code Indicates the add-on cost identifier for the item  

Rate Indicates the add-on cost percentage rate  
Unit Cost Indicates the entered unit cost in the vendor price unit of measure terms  
Zero Cost Defines if the tax record is allowed to have a zero cost  
Taxable Defines if taxable   
Add-On Cost Tax Defines tax amount  
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Vendor Agreement Line Detail – PO25.4 (More button) 

 
 

Field Description/Usage Configuratio
 Agreement Reference Indicates the name of the agreement  

Standard Quantity Indicates the desired quantity  
Comment Code Used to copy the standard comments setup in PO into the requisition 

header comment file 
 

Agreement Maximum Quantity Indicates the maximum quantity for the line  
 
 

Agreement Maximum Amount Indicates the maximum dollar amount for the line  
Per Order Maximum Quantity Indicates the maximum quantity for each order for the line  
Per Order Maximum Amount Indicates the maximum dollar amount for each order for the line  
Per Order Minimum Quantity Indicates the minimum quantity for each order  
Per Order Minimum Amount Indicates the minimum dollar amount for each order  
PO User Fields Indicates the PO line user defined field  
Taxable Flag Defines if the agreement is taxable  
Tax Code Represents specific tax information  
Tax Usage Code Indicates the tax usage code for the vendor  
Rebate Indicates this line is eligible for a rebate  
Rebate Percent Indicates the rebate percentage applied to purchases  
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Vendor Agreement Line Detail – PO26.4 (Quantity Breaks) 

Quantity Breaks 

 
Field Description/Usage Configuratio

 Line   
Markup/Discount   
By Quantity or Amount Indicates if the price breaks will occur based on quantity or amount  
Enter Qty or Amount The quantity or amount that will generate the price break  
New Percent Indicates the new percent that will generate the price break  
New Cost Indicates the new cost that will generate the price break  
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Quantity Breaks – Consignment Pricing 

 
Field Description/Usage Configuratio

 Line   
Markup/Discount   
By Quantity or Amount Indicates if the price breaks will occur based on quantity or amount  
Enter Qty or Amount The quantity or amount that will generate the price break  
New Percent Indicates the new percent that will generate the price break  
New Cost Indicates the new cost that will generate the price break  
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Vendor Agreement Line, Item Detail Identifier – PO25.8 

 
 

Field Description/Usage Configuration 
Procurement Group Select an Procurement Group  
Template Reference Indicates the name of the template  
Vendor Indicates the vendor number in Lawson  
UPC The Universal Product Code  

SKU The Stock Keeping Unit identifier  
NDC The National Drug Code  
HIBCC UPN (UPN1) The HIBCC compliant Universal Product Number  
UCC EAN UPN (UPN2)   
Manufacturer Item Indicates the identifier the manufacturer has assigned to the 

item 
 

LIC The Labeler Identification Code  
Manufacturer Agreement Reference The agreement reference with the manufacturer  
Commodity Code   
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Vendor Agreement Line, Item Detail  Detail – PO25.8 

 
 

Field Description/Usage Configuration 
Segment UNSPSC Segment  
Family UNSPSC Family  
Class UNSPSC Class  
Commodity UNSPSC Commodity  

Purchasing Class Purchasing class and sub-class  
Inventory Class Inventory Class and sub-class  
Related Vendor Item   
Generic Name   
Vendor Item Description   

Future Base Cost   
Future Effective Date   
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Vendor Agreement Line, Item Detail  User Fields – PO25.8 

 
 

Field Description/Usage Configuration 
Item Alpha 1   
Item Alpha 2   
Item Alpha 3   
Item Alpha 4   

Item Alpha 5   
Item Numeric 1   
Item Numeric 2   
Item Numeric 3   
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Vendor Agreement Line – PO25.1 – Service Agreement Lines 

 
 

Field Description/Usage Configuration 
Procurement Group Select an Procurement Group  

Vendor Agreement Reference Indicates the  Vendor Agreement name  

Company Indicates Purchasing Company  

Account Unit Indicates Account Unit for distribution of service expense  

Distribution Code Optional field for multiple distribution of expense  

Lines   

Description Identifies service to be performed  

Svc Cd Identifies type of service – A = Amount / Q = Quantity  

Account Indicates accounting unit, account and sub-account for distribution of 
expense 

 

Company Identifies company  

Line Detail   

Cost Unit Cost  

UOM Indicates Unit of Measure  
Tax Code Indicates Tax Code to be assigned  
Tax Usage For European VAT   

Agreement Max Qty Require field for Quantity Service indicates maximum UOMs for task  
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Field Description/Usage Configuration 
Agreement Maximum 
Amount 

Indicates maximum amount for this line over the life of the agreement  

Per Invoice Maximum Qty  Indicates the maximum Quantity per Invoice  

Per Invoice Maximum 
Amount 

Indicates the maximum $ amount per invoice  

Per Invoice Minimum Qty  Indicates the minimum Quantity per Invoice  

Per Invoice Minimum Amount Indicates the minimum $ amount per invoice  
Comment Code Indicates Comments to associate with this service Line  
Add Comment Option to add comments to service lines to appear on purchase orders, 

for internal display only or for Invoice 
 

Add URL Option to add attachments to service line.    
Dist Opens Vendor Agreement Line Distributions (PO26.2)  
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