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Training Document – How to Create a 
Purchase Order, Review, Print and 

Reprice 
 

 

 

 

 

 

 

 

 

In this lesson you will learn about using the Accredo system.  

 

After completing this lesson, you will be able to: 

 Create and reprice a Purchase Order. 
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Purchase Order

•Create a Purchase Order to go 
to the supplier requesting 
goods/services to be supplied

Shipment Created

•Shipments are used for 
receipting stock

Receipts Posted

•Inwards Goods receipted into 
stock

Invoice Posted

•Invoice received from 
Creditor/Supplier is posted. 

AP Payment

•Payment is made to 
Creditor/Supplier
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Purchase Order to Invoice Process 

Process flow 
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Purchase Orders 

Using a Purchase Order 
We create a purchase order to send to a creditor to order stock, doing so lets the system know 

that stock is on order. We can also create a quotation request asking a creditor to quote us on the 

order. If you use Job costing an order can be allocated to a job. 
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Enter Purchase Orders 
 Tasks / Purchase Order / Enter Purchase Orders: 

 

 Select Purchase Order.  

o Note: A Quotation Request (used as a request for a quotation to supply) and a 

Standing Order (used to create templates for repeating orders) have the same entry 

procedures as a Purchase Order. 

 Select Creditor from ‘Creditor code’ field. 

 Enter relevant details into the Header tab. 

o Note: Authorisation field must be specified. 

 Enter the purchase order lines into the Lines tab. 

o Note: Fields that are critical for entry are:  Job Code, Expense Code, Quantities & 

Prices. 

 Save (F9).   

 

Reviewing Purchase Orders 
 Maintain / Purchase Orders / Purchase Order List: 

 Use the filters to narrow down the list. 

 Double click a Purchase Order to open it, or select from the list and use the Open Details 

button (F12).  
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Printing Purchase Orders 
 Reports / Purchase Orders / Print Purchase Orders: 

 You can limit the print run by Creditor. 

 Only Purchase Orders that have not been printed before will print. 

o To print Purchase Orders again select Reprint. 

 

Reprice Purchase Orders 
This option updates cost prices contained on any unprocessed orders, quotation requests and 

standing orders to reflect current pricing. Product description may also be updated. 

 Tasks / Purchase Orders / Reprice Purchase Orders: 

 Select Creditor and/or Product details. 

 Select the type of document to update. 

o : More than one type can be selected. 

 Specify what needs to be updated. 

 Run (F9).  
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Contact 
For further information or for assistance with Accredo please do get in touch with us. 

Offices 

 

New Zealand (+64) 

Tauranga ................................................  07 544 4488 

Wellington………………………………….……..   04 282 1534 

Email ........................... Helpdesk@ZealSystems.co.nz 

 

Australia (+61) 

Melbourne…………………………………………. 03 9016 3410 

 Sydney………………………………………………..  02 9098 0996 

 Brisbane……………………………………………… 07 3088 4989 

Email ........................ Helpdesk@ZealSystems.com.au 
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