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Creating an EDI Purchase Order

EDI orders are those filled by electronically creating and sending POs, locally, to an applicable vendor, and/or
electronically receiving an invoice(s) from a vendor.

Setup for Vendors utilizing EDI should be accomplished with assistance from FasTrax Support. Certain file
formats are required for this utility to operate properly. Please contact FasTrax Support for any further
assistance/questions.

1) After logging into the Fastrax
Director, choose the “Inventory”
module.

Inventory

2) Choose the “Reorder” utility from the [uyentory
options listed along the top utility
tab.

Trangfers ‘ Suggested Trangfers | Adjustments | Receiving |-| Inventary | Links. ‘ Lottery Reconciiation | Ltiities

3) If not already by default, choose the || o Fusien o [ ot i
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“New Order” tab within the Reorder s | D e SIS -
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5) Choose the applicable vendor from T
the “Vendor” dropdown. : R
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6) If an order based on “Sales” is being || rourd up viren suburit Resches 5 Lnis
created, an applicable Date Range
will need to be identified to generate || © Dot Overide Wih fin/Max | Nem i |/ Override Weh Vin/Max f Greater
an accurate order.

Do Not Override With Min/Max - If Min/Max are set
for item reorders, a manual input for reorder will
override these Min/Max presets.

Override With Mix/Max - If Min/Max are set for item
reorders, Min/Max presets will auto fill reorder
amounts.

Override With Min/Max If Greater - If Min/Max are Min/Max on hand
se.t for item reorders, reorder amounts will default to amounts are set to
Min/Max presets if the suggested amount is lower items via ltem
than Min/Max. Details.

7) After confirming invoice filtering
criteria is correct, press the
“Generate Order” button.

8) Generating the order will take you to The Order Details section is for editing any items or
the “Order Details” section of the quantities generated on the order. Items can be
Reorder utility. removed and/or added to a PO. Cost of items can also

be edited from this screen.

Transfers | Suggested Transfers | Adiustments | Receiving ||Haorder | Inventory | Links | Lottery Reconcilition | Ltilties |

| New Order | Working Orders | Previous Orders | Order Detals | Backorder | Consistent Ordering Req | Scheduing |

Store:  1-Oneonta #1 PO# 100015  Order Date: 9/20/2011 Vendor: Test Vendor @ Ertry View () Sales History View
Order Method:  Reorder By Items Sold
Order Details

Vendor Part # PLU

055550000055 | TEST PURCHASE UNIT

Total Qty: 5 Total Cost: $25.00

tem Details

VendorPat: 456  UPCH O0SS550000085  Find

Desciption:  TEST PURCHASE UNIT QtyOnHend: 16 MGty 0 MaxQy: 0 PuchUnt  UntsPuchlUnt 1
ReoderGy: 5  CostEach: 500  ToalCost S2500

| Deichem | | Remove ZeoQtys | [ FortOrer | [ PoniGuide | [ Hide GOH |Sot By Descrption v Send To Store || Send EDI
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The “Order Details” section is separated into two portions.

Order Details This view displays the sales history for

selected items. This information can aid
in editing order quantities.

Backarder: | Gonsi GMI

PO # 100015 Order Date: 942072011 Vendor: Test Vendor @) Ertry View Sales History View

Total Gty: 5 Total Cost: $25.00

Item Details

This displays the currently highlighted item’s Part and UPC Number. If a desired item is not included on the current PO, enter
the Part Number and/or UPC number.

Click the to include a new item on the current PO. Quantities will need to be entered for manually added items.

Pressing the Find tool will assist in adding items if complete Vendor/UPC numbers are not known.

ltem Details ;
Vendor Part: 456 UPC#: (055550000055 Find

Description:  TEST PURCHASE UNIT Gty On Hand: 16 Min Gty: 0 Max Gty: 0 Purch Unit: Units/Purch Unit: 1
Reorder Gty: 5 Cost Each:  £5.00 Total Cost:  $25.00

Reorder Qty - Quantities for generated and/or manually
items can be entered here. Press Add/Update after editing
items.

Cost Each - If applicable, enter item cost. Press
Add/Update after editing items.

Creating an EDI Order _



9) If there are any items you do not wish to include on the generated PO, highlight from the

Order Details list and press

Checking this hides “quantities
on hand” in reports.
—

/
| Dekletem || RemopZen@ys || PitOrer || aneuim/ Hide GOH T — | SendToSiore | Send DI
N\
N an

Choosing this removes Print Order - Prints Reports can be S.end To Store - This
any items with Zero current PO. slsorted. tiy Yv:jll.setnc(ljthte P(? to an
- escription, indicated store for
Quantities from the PO. Print Guide - Prints UPC or Vendor approval/editing.
current PO with sales Part.
history. Send EDI - This sends
the PO to the indicated
vendor for order.

10) After confirming PO information is
correct, press the “Send EDI” button.

Send To Store || Send EDI

If an order/PO is generated and not sent, it can be reviewed, edited, deleted
and sent at a later time through the “Previous Orders” section.

1) Choose “Previous Orders” from the Reorder utility.

Transfers | Suggested Transfers | Adjustments | Recewing | [Reorder | Inventony | Links Lottery Reconciiation | Utiies
New Order | Waorking Orders | Previous Orders | Order Details | Backorder | Consistent Ordering Req | Scheduling |
Filter
Vendor: [28 - Test Vendor =] Dete Range From: | 6/23/2011 [@= to 82220011 [E=~  [F] Show Cosed Orders
Orders
Store & Vendor PO & PO Date Est Cost Status, EDI Status
CO - TestVeor 100015 (9202011 [$3000 ____ [Cosed |
1 Test Vendor 100003 9/7/2011 s0.00 Open Not Sent
1 Test Vendor 100002 9/7/2011 $0.00 Open Mot Sert
| Delete Order | [ Close Order | [ Edit Order | [ Copy Order | [ Print Order | [ Print Guide | [7] Hide QOH Sort By Desoription ~] [Convert To Invoice | [ Send Order (EDN) |

2) Filter to the correct vendor and/or date, or highlight the applicable PO.

3) Choose the applicable option for the highlighted PO.

[ Deete Order | | Close Order | | Edt Orcer | [ CopyOrder | [ PrntOrder | [ PuntGude | [ HdeQOH  [SotByDescipion v/ [Conver To lnvoice | | Send Orcer D)

Delete Order - Choosing this will delete any highlighted PO, waiting or sent.
Close Order - Choosing this will close any highlighted PO, waiting or sent. Closed POs are not deleted,
but are simply removed from the list. Closed POs are still editable.




Receiving EDI from a Purchase Order

After creating Purchase Orders sent via EDI, these Purchase Orders can then in turn be received as
Vendor Invoices upon order arrival.

When receiving an EDI Invoice created from a Purchase Order, you will need the Vendor Invoice
Number. Your applicable vendor will supply this number.

1) After logging into the Fastrax
Director, choose the “Inventory”
module.

Inventory

2) Choose the “Receiving” utility.

Previous Invoices |ED.| |Dwﬁgu-ﬁxm|
Filter

Store: [Niqu v] Wendor: | All Vendors: | Date Range From:  9/15/2011 [~ to 92272011 [E+ Refresh

Invoices

Store # Vendor Name Invoice # Invoice Date Total Cost PO # Applied  Applied Date

(omsenonimoes ] [ Vewiwome ] [ Priaes | [ rokGoaGues ] (S ByDswmn_+

3) From this section, press the “Create
New Invoice” button.

This will open the “New Invoice”
window.

Store: [‘l - Oneonta #1

Vendor: [28 - Test Vendor
From Purchase Order

['IDDDDS-S;’?IZD'I'I 12:00:00 AM - $0.0000

Invoice #:

Date: 92172011 @~

Receiving EDI from a Purchase Order



4) Choose the applicable vendor from the Vendor dropdown.

- Oneonta #1

- HACKMNEY

[] From Purchase Order

- SaM's CLUB
-5 R PERROTT

2

4

(100003 - 8/7/2011 12:00:00 AM - $0.0000 & - SOUTHERM WINE
7 -MATIOMNAL DIST

moce -
© |9-[3055INBC
Date: 13-FRITO Lavs

_ > 14 - UNITED "WHOLESALE
[ Creste invoice | ([ Concol |

5) Check “From Purchase Order”.

6) Select applicable Purchase Order
from dropdown.

Store: 1 -Oneorta #1

Vendor: (28 - Test Vendor
From Purchase Order

IIE[[[B—SHIIIII 12:00:00 AM - $0.0000

7) Enter the applicable Vendor Invoice
Number for the previously generated
PO. : [ 1-Oneonta #1

(28 - Test Vendor
From Purchase Order

[‘I.[I]]IEI—BI?J“ZI]‘H 12:00:00 AM - $0.0000

92172011 G+

8) Press the “Create Invoice” button.
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9) Verify quantities and costs are
correct for the items listed.

tem Detaiis
Vendor Part: ~ 055555000050

Description:  TEST ITEM

UPC: 055555000050

If an item requires a change in quantity or
cost:

1) Highlight the applicable item and
edit Part Qty or Cost Each.

2) Press the “Add/Update” button to
save changes before highlighting
another item.

Patlly & Urcay: 5 Expected Qy: 0
Cost Each: 8050 TetalCost: 5250 [ gpdipdae |
kems On invsics
Vendor Pt UPC Descrption Epecied  Rsosived  Cost Updats Cost
V| cecessoooso | osssitonosy 0 s @w @
455 055550000055 | TEST PURCH 0 5 $2500

A

\
=] [Pt Invoice ] (Pt Cost Charvges/ eicte fem
[(Asply Invaice | /

Totals: 10 ltems / $27.50 Dollars

Update Costs: Check Al Uinchedc Al

Check “Update Cost” if
the new cost of the
received item is intended
to replace the existing

Press after editing
item quantities, cost
or adding a new item.

If items not listed on an invoice need to be
added and received:

1) Enter the Vendor Part or UPC.
2) Edit the quantity and cost.
3) Press the “Add/Update” button.

cost.

Sometimes items are damaged before
receiving. If items need to be completely
removed from an invoice:

1) Highlight the applicable item and
press the “Delete Item” button.

This will remove the item and change the
invoice “Totals”.

10)Press the “Apply Invoice” button to receive the invoice.

Totals:

5 ltems / $25.00 Dollars

Update Costs: Check Al Uncheck All

|Sort By Description

v| | Print Invaice | | qu Cost Changes | [ Delete ftem

Update Costs:

Check All - Pressing this will check all items to
as received.

Uncheck All - Pressing this will uncheck all items flagged to

Update Cost as received.

Update Cost

Prints a list of Cost
changes from items
received.






