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Purchase Preferences 

The Extra tab of Purchase preferences contains many important options. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Last Request Number Assigned allows you to dictate the next number of the next purchase order request. The 

checkbox allows manual override of this number. 

 

This same behavior applies to Last PO Number Assigned. You can also use the next checkbox to assign the PO 

Number once the first approval is complete. 

 

Skip Purchase Approval Process allows new Purchase records to go directly to an Approved status type and assigns a 

PO Number. Keep in mind that when active, this feature bypasses all approval checks, meaning any permission group will 

be allowed to change Purchase records to an Approved status. 

 

Purchase Type allows you to set a default Purchase Type for the Purchase capsule. 

 

If Prompt to update Material price if default changed is checked, it will alert the user if they change the default price of 

a linked Material record. 

 

Include Part Number in Materials List, Include Custom Column in Materials List, Custom Column Title, and 

Custom Column Values provide more flexibility in displaying Materials on a Purchase order’s Materials tab. In the 

example below, “Extra” is a Custom Column Title and the checkbox has been selected to include part number on the far 

right. 
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Purchase Single Report 

The Purchase Single Report has many preferences and 

features to customize the appearance of Single Purchase 

Reports. These preferences take effect across all Divisions. 

 

The Report tab displays checkboxes to control the 

appearance of certain aspects of a single purchase order 

report. For instance, if Company Address is selected, the 

address in the Property or Division record (see below) will 

appear centered under the words “Purchase Order”. 

Checking Header Text and entering text in the field to the 

right will make that text appear as a header under the PO 

number of the report. 

 

Checking off Other Links will show the Work, Contract, or 

Project records linked to the Purchase record.  

 

The Account Distribution Section will include a summary 

by account section at the bottom of the PO report (based 

upon the details in the material list). 

 

Additionally, the Addresses tab allows you to set a default 

Bill To and default Deliver To Address for all purchases. 

 

You can also have a default header for each property. 

Found in the Property capsule under the Reports tab, this 

header will default onto any PO reports that link to that 

property. This header takes precedence over the 

header in Purchase Preferences and in the Division 

record. Check off “Use Address on Single Purchase 

Report” to default the Property record’s address onto the 

Single Purchase Report.  

 

This address takes precedence over the address in Division record (see below). 
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The Division capsule also contains preferences that affect the Single Purchase Report, with defaults for Purchase Header 

and the Address listed on the Division record (if there is one). This address will only be used on the single PO report if the 

purchase is not linked to a property or if the property does not have “Use Address on Single Purchase Report”. 

 

 

 

 

 

 

 

 

 

 

 

 

Purchase Single Report 

Access this report from either the Operations menu on the Purchase List and select 

Purchase Single Report, or by selecting the print icon on a Purchase record in form 

view.  
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Purchase Single Report:  
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Purchase Order Single Report with Preferences: 

 

 

 

 

 

Vendor Contact Details come from: 

 If there is a Contact record linked to 

the Vendor, it will be the Contact's 

Name, Address, Phone and Fax 

 Otherwise it will be Vendor's address, 

phone and fax. If there is a free form 

text Person on the Vendor record, that 

will print as the name. 

 

Purchase Approvals 
(controlled on Approval tab) 

Notes 

Vendor code 

Vendor Contact Details 

Property/Company Address 

Address 

1. Property  

2. Preferences 

3. Division 

Account Distribution section 

Description 

Purchase details 


