
How to Create a Purchase Order in Acumatica
This guide walks you through how to create a purchase order in Acumatica, from opening the Purchase Orders screen to adding line items, applying discounts, routing the order for approval, and emailing it to your vendor. You will also learn how to track vendor communications and review order activity after the purchase order has been sent.
Prerequisites
Access to your Acumatica instance and valid login credentials.
Permissions to create and, if applicable, approve purchase orders.
Knowledge of the vendor and items you need to order.
Step 1: Access the Acumatica dashboard
Open your web browser, navigate to your Acumatica instance, and log in with your credentials. The dashboard displays key financial metrics such as cash on hand, cash required, overdue customers, overdue payments, and top overdue balances.
The left navigation menu gives you access to modules including Data Views, Finance, Banking, Projects, Payables, Receivables, Sales Orders, Purchases, Inventory, and more.
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Acumatica dashboard showing financial widgets, navigation menu, and charts
Step 2: Navigate to Purchase Orders
In the left navigation menu, click Purchases to expand the section, then select Purchase Orders from the submenu.
Purchase orders can be generated automatically through mass processing screens based on inventory demands, dropships, and other triggers. This guide focuses on creating a purchase order manually.
Step 3: Create a new purchase order
Click the option to create a New Purchase Order. The Purchase Orders screen opens with a blank purchase order form containing fields for Type, Order Number, Status, Date, Promised On, Vendor, Location, Owner, Currency, and more.
By default, the status shows as On Hold, which allows you to make changes before finalizing the order. Notice the Approved checkbox and the Approval Details tab — these are optional features for routing purchase orders through your company's approval process.
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Blank purchase order form with fields for type, vendor, status, date, and detail tabs
Step 4: Review the purchase order status
Confirm that the purchase order status is On Hold. While on hold, the order remains editable. Once you take the purchase order off hold, it becomes locked for editing.
Step 5: Set the purchase order dates
Enter or confirm the Date field (for example, 2/11/2019). Set the Promised On date to indicate when you expect the vendor to deliver the goods (for example, 2/11/2019).
Step 6: Select a vendor
Click into the Vendor field and begin typing the vendor's name or a few letters of it. Select the appropriate vendor from the dropdown list (for example, "AAVENDOR - Goto Vendor Inc").
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Vendor selection dropdown showing multiple vendor options
Step 7: Add items to the purchase order
Scroll down to the Document Details section and click Add Item. Type a few letters of the inventory ID or item description in the Inventory ID field, then select the desired item from the suggestions (for example, "AACOMPUT01 - Acer Laptop Computer").
If a pop-up note appears — for example, indicating a three-year warranty is available — review the information before continuing. Enter the required order quantity (for example, 5 units).
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Adding an item to the purchase order by typing the inventory ID and selecting from suggestions
Step 8: Adjust the unit cost for a line item
Locate the Unit Cost field for the item you added (for example, "Acer Laptop Computer"). The default value reflects the last cost received for this item (for example, 247.07).
If needed, click into the Unit Cost field and enter a new value (for example, 245.00). The last cost can be updated based on your organization's preferences, such as upon receipt of the vendor's bill.
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Purchase order screen with an editable Unit Cost field for a line item
Step 9: Apply a discount to a line item
If the vendor offers a discount (for example, 5%), enter the discount percentage in the Discount Percent field for the item. The Discount Amount calculates automatically (for example, 61.25 for a 5% discount on 5 units at $245.00 each).
Confirm that the Manual Discount checkbox is checked if you entered the discount manually, and review the updated Amount field, which reflects the discounted total for the line item.
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Purchase order screen with a discount applied to a line item, showing the calculated discount amount
Step 10: Add additional items using the Inventory Lookup
Click Add Item above the Document Details grid to open the Inventory Lookup window, which is filtered to show items available from the selected vendor. Browse or search for additional items you want to add.
Enter the desired order quantities directly in the Qty. Ordered column (for example, 3 for "Motorola APX 8000" and 6 for "Friskies Chicken/Tuna 5.5oz"). Click Add & Close to add the selected items to your purchase order.
Step 11: Review and edit line items
After adding items, review the updated list in the Document Details section. Double-click any line to edit quantities, unit costs, or discounts as needed.
Confirm that all items, quantities, and costs are correct. The purchase order remains On Hold at this stage, allowing you to make further changes.
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Purchase order screen with multiple line items and editable fields for quantity, cost, and discount
Step 12: Approve the purchase order
Once you take the purchase order off hold, it proceeds through your organization's approval workflow if approvals are enabled. Approval rules can be configured based on criteria such as order amount, vendor, or item type.
Approval requirements depend on the rules your organization has set. For example, orders over $2,000 may require approval, while orders under that threshold may not. Approval rules are optional and can be customized to fit your business needs. As an administrator or authorized approver, you may have the ability to approve your own purchase orders.
If you have the necessary permissions, click the Approve button. The Status field changes from "Pending Approval" to "Open" and "Approved," and the purchase order is ready for further processing.
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Purchase order screen showing the status changed to "Open" and "Approved" after approval
Step 13: Print the purchase order
With the purchase order in the "Open" state, go to the REPORTS dropdown menu and select Print Purchase Order. The system generates a printable version of the purchase order that includes your company logo and all order details.
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Reports dropdown menu with "Print Purchase Order" selected and the purchase order status showing "Open"
Step 14: Review the purchase order printout
Review the generated document for accuracy, confirming that all vendor, shipping, item, and pricing details are correct. The printout displays your company logo, vendor address, shipping address, itemized list, quantities, unit prices, and totals.
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Printable purchase order document with company logo, vendor and shipping details, itemized list, and totals
Step 15: Send the purchase order via email
Click the SEND button to open the email activity window. The system automatically populates the recipient (vendor email), subject, and a default message body, and attaches the purchase order PDF.
You can customize the email template in the report form to include additional fields, such as the vendor contact name.
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Email Activity window with populated recipient, subject, and editable message body, showing purchase order details
Step 16: Customize the email message
Edit the email body as needed — for example, add special instructions such as "Please put a rush on this." Any signature configured in your user profile appears automatically in the email. Review all details before sending.
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Email Activity window with a custom message, "Please put a rush on this," added to the email body
Step 17: Send the email to the vendor
Click the SEND button in the Email Activity window to email the purchase order to the vendor. The vendor receives the purchase order as an attachment, along with your customized message and signature.
Step 18: Review purchase order details after sending
Navigate back to the Purchase Orders screen and confirm you are viewing the correct order (for example, Order Nbr: PO000728). Verify the vendor details (AAVENDOR - Goto Vendor Inc, Location: Main - Primary Location), the order status ("Open" and "Approved"), and the order date and promised date (2/11/2019 in this example).
Note the order total (1,615.67 USD) and review the line items for accuracy:
Acer Laptop Computer: 5 units at 245.00 each, discount 61.25, total 1,163.75.
Motorola APX 8000: 3 units at 150.00 each, total 450.00.
Friskies Chicken/Tuna 5.5oz: 6 units at 0.32 each, total 1.92.
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Purchase Orders screen showing order details, vendor, status, line items, and totals
Step 19: Review activities and email tracking
Locate the ACTIVITIES tab at the top right of the purchase order screen. Notice the indicator showing the number of activities associated with the order (for example, 1 activity).
Click the ACTIVITIES (1) tab to open the "Tasks & Activities" window, which lists all activities, tasks, events, and emails associated with the order. For example, you may see an entry dated "11 Feb" with the subject "Revision Two Products Purchase Order #PO000728 is now available."
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Tasks & Activities window showing an email activity for the purchase order
The email address attached to your user name is used to send the purchase order. In addition to the email being recorded in the system, you also receive a copy in your own inbox. Any responses from the vendor are tracked and displayed as additional entries in the "Tasks & Activities" window.
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Tasks & Activities window showing a single email activity entry
Step 20: Review or update document details as needed
Return to the DOCUMENT DETAILS tab to review or update order line items as needed. If someone else accesses the purchase order, they can see that it has already been communicated to the vendor, which helps identify and address any discrepancies, such as an incorrect price or quantity.
[image: ]
Purchase Orders screen with line items highlighted, showing order quantities and costs
Summary
By following these steps, you can create a purchase order in Acumatica, add and adjust line items, route it through approval, and send it to your vendor by email. The system keeps all purchase order communications tracked, visible, and auditable, while integrating seamlessly with your email workflow.


Generated with docsie.io
 / 
image2.jpg
O s oy © Qror-vrse Qoo

o Favores Purchase Orders [ —
0 Data views i ~ 4+ ® G- K < > >l AcTONS: ReFORTS-
Tyve: Normal e 000 =
@ Time and Expenses oo wNEW> B » 000
88 rice - e e W i ¥
(o TR b am
5 s e -
e E CTMS  EEPNONSTUCION:  VENOORIVO  APPROWLOETALS  DSCOATE o o imene” | e aecmN
o H
© poyaes B0 0w — o om e e e gn dem g Amesenn PR
© Recsvavis
@ soes s
W Purchases
Ly

B Producton Orders

Matrial Requiem,

@ suppon
i services
24 Mosking

- @) Contact Managen.

1B Yourproket il mode, Ol v concred vers e sowe




image3.jpg
L e -




image4.jpg
e Nomd - e MVENDOR.Gobewsri B £ Lo
oo oEWs P Lo WAN-PrayLoion P s
e COwer  CPOR-Bahemel b B VATEwreT
o ontia Gyl USD P 1 - VEWSASE  TTeaser
oo Rt Tt
Oosroten

C 4 4 X AN VEWSODEWNO ADOBANETRO ADDBLKETPOUNE b

B0 0w T e —
s -
* 6 0 proomioe Db

om0
om

B @
UM o Gwor UmCe  BnCw Ouow Ducow M Oacom  Amnt Abrwed e
A [ e e
om o om o0 oo 000 om om




image5.jpg
coca

P —

@ Caomstres ©s @ oems 01082 @ oA @ Ao 9D it Vet 3 i Ao 530039 3 g E350w B © 409 pvieiscouny © @ ke © oo

e Favores

0 Dsta Views

© Time and Expenses

8 Foance

B Bankng
5 projects

% Toes

© Payaties

© Recevabies

& saesonsens

W Purchases

B inentory

B Procucton Orders:
Y Mot Recuier
© swpont

o Services.

21 Marketng

Purchase Orders
« swEsclost B~ 4+ B G- K < > 5l ACTONS: REPORTS-
oo Noma - e AENOOR.GaVewsrine 2 L
Outex  MEWs B Lo WAN-PrayLoion o
o ontia Gy USD 1 - VEWSASE  TTeemer
e Vo Rat. oo

C 4 £ X ADUEN VEWSODEWNO ADOBNETRO ADDBLAWETPOUNE b
200 owoE  aow oL AcrLapip Compan

e

B @

DrOTs ACTMTES FLES  MOTRGIONS  CUSTOUZATON 70 +
| sk om0 123 om0





image6.jpg
coco . JE—

@ caomg s @1 © cemo

© e ke Qs 0 ot 9 ks 32 oem 3Gt B3 e E5H B e © 483t © sy © @ on ke @ sn

r Favortes Purchase Orders Dnotes AcTiTES  FLES NGTRCATONS  cUSTOMZATON  TOGKS +
« owescose B e~ 4+ W B K ¢ > > AcTows Reoms-
[ Data Views
Ty Nomal  « e vendor ARVENDOR - Ot Verder Inc & neTost 116378 5
© Tmesmseemes it e OIS oL ol Do o
s w5 Wt om0
&2 Finance sun Onkot Gumsncy. UsD 10 - viewsase VAT Tusabie T. 000
Trom i o
e -
e | i - =
B T —— o s
S ¥ 2 x somm vewsovewe 1 ¢ - ow e v
© Punsis 2o e e, o ms s s o [EEESIE i
© recmates 0 0 moowetr puca oo o o i 5 A s o
B o Ry » om am
e praguiioontt S et e e we om om
o oy o o « a0 wn  mw am
000 WL Moo o o o ;o aw am e
8 Production Orders.
> n

Y ot Requirem 4o Moosciose cave

@ suppon

W senvices

3 You rost s i oo,





image7.jpg
csco P ———— ——

e e o e e e e e S S S
E=IC1E] prm—

St Favortes Purchase Ordors +

Drotes AcnmEs s honRcAToNs  cusToumTON  Toas <
 swEsclost @ e 4+ B G- K < > 5l ACTONS: REPORTS-

108 Data Views
e Mmoo e AENDOR-Gobvedis £ i retser =
O TmesmaEpenses O NEW P slocwn  WAN-Prmaylacten [o— o
o “ower w2 Sao e 5 AT G 0%
sws ouos ey Us 100 - VEWBAE  wnTaater o
oo ot o o0
o - . 1e67
© 4 £ X Ao VEWSODEMWO AOBAWETR AomAMETROINE M B @
© Payaties B0 ey it o e over wew o O v M e e A -
© Recehaties 0 oW MAGOM. oo WOL. AceriaepCompuer o a0 a0 a0 msm somw @ v rmrs o
P00 PROWNE  mmaw e WL MecoaAPXom o 3w 00w wom ooomo oo o o
(@ sotes Orsers & PRoOWNOLE IEUTY Goots. WHOL. Frises ChickenTuna S5cx Y 500 o000 oz 192 oo o0 12 000





image8.jpg
csco JE— « "o

et @5 © e 21052 © A @ A st B s EJACE oo 3 0ous 335 B ey E3 50w e @ ko0 @ vtescouny © @ o ke © ovin

P Purchase Ordors Onors scmues mes oo custouzon 1o -
B osaviews
) Tme snd Expenses powira
8 Fiance s o
2 sanving s
= proas
i ocumereoem — ENDORINO  PROWLOETALS  DISCOUNTOE S— ppva—
c . [p— HE®
© Recovabies © 0 PRoWNOLE  MGOM oo WOL. cerisopCompuer o o0 0o w0 rase oo o v viars oo
>0 ROWNE  mmw oo WL NeoroaAPXow @ 00 0o o uex oo oo o om0
@ saesorses © O PROOWNOE  ZBT! Cam. WOL. FresChoevTimssx o oo oo om 17 owow  om 1= oo
W puchases
5 iveniory

B Prosucton Oers





image9.jpg
M Data Views
i3 s
% Taxes
Papaies

[

Sales Orcers

Puchases

ity

=
L3
LY

M senvices

Matketng

@ Contract Managem,

Email Actity o y .
swEsclos @ e W s Acrions -





image10.jpg
esco 18 e ot o DersZNSR ManCampry - Walcse S
® Coomgstnes ©We © om0 @ oA @ Ao 9 it Vot 3 s 3420 2300t 39 3 gy E350W B © Ao un_ @ oieiscuny © @ v ke © oo

¥ Favorites Purchase Orders. [INOTES  ACTVITES(1) FLES NOTIFCATIONS  CUSTOMZATION  TOOLS +
2 - “oe 4 W Br K < > > AcTONSe RepoRrs-
Dat Views
e Nomal -  verstor AAVENDOR - Goto Vender Inc 2 Una ot 161567 &
) TmeamdEperses e powimn B clocsn  WAN-Pryocson Ducaio om
T O pre o
B Foarcs s om oy s 10 - vewese  wrmmser om
= it [ore] e om

c . vewsovewo
B6 0 e iy U Wbt enrtin o mor Gt Emcen [ - -
B - e~ -2 ool i w
) PRODWNLE  MMGOM. G WHOL. AoariapopCompuer & 500 o0 w0 tamm s s v 1iears om0
> PROOWNGLE oM Goom WHOL. MesiaAPKEGO o a0 a0 oo awm oo 000 o a0
§ 0 erconmoe ST Geess. WHOL. Frenes ChivanTna 5z @ oo o om 1% om0 0w = om0

Ly
8 Procuction orders
Y Mot R
© s

) serins

2% Matkeng

-1 Convact Manage... (- !





image11.jpg
esco s JE—
© Coomgstnes ©Wr @ bems 1812 ek @ A ) it

5 s oo ot B3y $3 500 Eene @ a8t @ roiecony © @ v ke © oo

G e Purchase Orcers. +
“ e
D oo vews
e e o e
& TmesnaEiperses | oo powurm 5 Lo
e e
8 Foaco s o o
R v

De K < > >l Acnows-

s ———
AN Py Losaon

[ —
wo 1w - vewsse

= proecs Ot

. DORENTOEMS  TKDETAS ST RSTRICTONS  VENDOR 00
c o~ vewsopeue "

© Payabies B 0w He e W oo

© Receraties . R
SO W oo WHOL. MconAPK0%)

[ sals 0rsers . T oo WL e st

W Purchases

[ y—"

8 Producion Orders
Y wtea Recusen.
@ suppor
) senices

Magketng

€ somex

RepORTS -

Revn T Prosics s e AP0000T28 .

Dwores  ACTITES() TiES NGTRCATONS  CUSTOMGATON  TOOXS +

om. 4000,
om 1

0w





image12.jpg
esco 8 mpidemdoutsepeone
® Gt @ e @ oems 0182 D e @ A 3D itV 3 e Ao 200wt 39 3 gy E350w e © A9t iiscouny © @ v ke © oo

Purchase Orders DM AcTiTS() FAES  KGTFCATONS  CUSTORKTON  TooXs =
- e 4+ B B- K < > 5l AcTONS: RePORTS-
e Nomd - e ANENOOR-GenVedrhe £ L raiser £
Ouwrtex  PoMOT P clowon  MAN-PrayLocsion D o om0

o o A — re— om0
s o Gy USD 1D - VEWSASE  vATTamer om0

somoes P oo om0

= proes oo
% DOCUMENTOETALS  TRXDETALS  SHPPANSWSTRUCTIONS  VENDOR 170 MSTORY  CHUNGE OROERS  OTHER IWFORMATION
c + o viewsopewo
© Payables. 86 0w oy U e L Dsrotn - Gnon U BCow Omcom Ouew Mt Dmcom rm—— -
© Recevabies O ) PROOWNE  MMGOM. Gos. WHOL. AouriapopCompur 8 P oo e tasw swow e v s om
PROOWNOLE W2 Goo. WHOL Momwa APKERO o 200 0w wox  ewm oo 000 o o0
(& sates Orers. >4 PROOWHOLE ZBUTI Goods. WHOL. Fries ChckenTuna 8 Sz ey oo 00 oz 132 oowom om0 12 oo





image1.jpg
Controler

8 Foaco

2 Banng

$ C
@ Time and Expenses

= Projects

% Toes

© Payabes
© Receivaties

@ saesortes

W pucnsses

5 nvenory

B8, Procucton Orsers

Materal Requirom

@ suppon

o Services.

. =~
2% Mafletng ( )

-1 Convact Managem...

e © oocison

© casnposimoN
s { -

© ToP OvERDUE BALANCES

i —
s s —
e —
e e ——
ey
oo e —
]
ey ———

[t —
oot —









