eSHOP20 Paying with a Purchase Order

Quick Reference Guide

Paying with a Purchase Order: When a customer account is set up to require a Purchase Order (PO), work orders for
that customer are held at the sub status Job Complete Waiting On PO or Payment until a PO number is submitted.
This guide shows how a PO number is entered and submitted against a work order so it can move forward for
payment.

Note: Portions of application pages are grayed/blurred out to conceal and protect identities.

Step 1 — Customer Set Up as PO Required

On the customer’s Account record, the Administration section controls how purchase orders are handled. For this
customer, Purchase Order Required is set to Yes, with a Purchase Order Dollar Limit of $500.00. Because a PO is
required, every work order for this account will need a PO number before it can be paid.
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Customer Account record — Purchase Order Required is set to Yes in the Administration section.
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Step 2 — A Work Order Is Created for the Customer

WORK ORDER - WAITING ON PO

When service is completed for the customer, the work order reaches the Payment Processing stage. Note its status:
the Visit Status is Completed and the Visit Sub status is Job Complete Waiting On PO or Payment. Purchase
Order Required shows Yes, confirming a PO is needed.
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Work order at Completed / Job Complete Waiting On PO or Payment, with Purchase Order Required = Yes.
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Step 3 — Work Order Appears on the Portal

PORTAL - ACTION REQUIRED

In the eShop 2.0 portal, the work order appears on the Manage Purchase Orders page for the fleet to action. Filter by

the Service Account to find it. The Visit Sub status reads Job Complete Waiting On PO or Payment and PO
Required shows Yes.

Manage Purchase Orders

Portal Manage Purchase Orders page — the work order is listed with PO Required = Yes.

1. Click the Work Order number to open its details.
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Step 4 — Enter the PO Number and Submit

The work order opens on the Manage Purchase Order form. The Instructions banner reads: Enter Purchase Order ID
and Confirmation, if required, and submit. Review the Work Order Details and Service Estimate to confirm you have
the correct record.

Manage Purchase Order

Inatructions

Portal Manage Purchase Order form — review the work order details before entering the PO.
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1. Scroll to the Purchase Order Details section.
2. In the Purchase Order ID field, type the PO number.

3. In the Purchase Order ID Confirmation field, type the same PO number again to confirm it. Ensure Purchase
Order Required is set to Yes.

Pagetoft

Service Estimate

ESTIMATED PARTS ESTIMATED LABOR

$0.00 $55.00

ESTIMATED NEW TIRES ESTIMATED USED TIRES

$0.00 $0.00

ESTIMATED OIL ESTIMATED TRADE IN

$0.00

ESTIMATED NON TAXABLE ESTIMATED TAXABLE
$0.00

ESTIMATED DISCOUNT ESTIMATED ENVWST TAX

$0.00 $0.00

ESTIMATED NET ESTIMATED TOTAL

$89.50 $89.50

Purchase Order Details

PURCHASE ORDER ID: * PURCHASE ORDER ID CONFIRMATION * PURCHASE ORDER REQUIRED

12345 12345 No = Yes

Enter the PO number in Purchase Order ID and re-enter it in Purchase Order ID Confirmation.

4. Click Submit.

5. In the Enter Comments dialog, type a comment (a comment is mandatory), then click Confirm.

Comment is required — enter it in the Enter Comments dialog and click Confirm, then Submit.
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Step 5 — PO Recorded on the Work Order

After submitting, the PO is recorded on the work order. On the Payment Processing tab, the Purchase Order ID now
shows the number you entered, and the Visit Substatus has changed to Requires TA Action — the order has moved
out of "Waiting On PO or Payment” and is now with TA to process.
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Work order now shows the Purchase Order ID and a Visit Substatus of Requires TA Action.

Summary

When a customer is set to PO Required, a completed work order waits at Job Complete Waiting On PO or Payment
until you enter and submit a PO number on the Portal's Manage Purchase Order form. Entering the Purchase Order
ID and Confirmation, adding the required comment, and clicking Submit records the PO and moves the work order
to Requires TA Action for payment processing.

e SHOP 20 Your Support Channels
’ Questions: Reach out to your Field Sales Representative
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