Creating a Purchase Order
In Adagio Purchase Orders click on PO/Receipt in the upper left-hand corner. 
[image: ]
Select New [image: ]
In the Header Tab ender the Vendor ID
[image: ]


Then in the Details tab enter the items you are ordering. 
· [image: ]Put the amount you are ordering in the Ordered field.
· Make sure the cost is correct.
[bookmark: _GoBack]When Entering a Freight Cost you change the detail type to misc. charge 
The Vendor is the freight Vendor, even if it’s not the same vendor for the other items. 
[image: ]
Once all items are entered Post your PO and print
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|PO000204 10/01/2018  10/29/2018 71,039.33
|PO000203 09/24/2018 | 09/24/2018 0.00
|PO000202 09/27/2018 | 09/27/2018 0.00
|PO000201 09/27/2018 | 09/27/2018 0.00
|PO000200 0000048903 09/27/2018 | 09/27/2018 0.00
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|Po000 187 09/25/2018 | 10/02/2018 0.00
|PO000196 09/24/2018 | 09/24/2018 0.00
|PO000195 09/01/2018 | 09/01/2018 0.00
|PO000 134 09/01/2018 | 09/01/2018 0.00
|PO000193 09/19/2018 | 09/20/2018 0.00
o000 132 09/20/2018 | 09/27/2018 10,198.10
|PO000191 09/13/2018 | 09/13/2018 0.00
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|PODD0183 08/14/2018  08/14/2018 0.00
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