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Purchasing & Suppliers
Suppliers, purchase orders and receiving

Suppliers
Add the businesses you buy from and keep their payment terms and balances.
Plan: Starter and above

What this does
A supplier record keeps the details of a business you buy from, and how much you owe them.

Steps
1. Open Supplier, then All Suppliers.

2. Click New Supplier. The New Supplier window opens.

Supplier name, payment terms and opening balance.

3. Enter the Supplier name (1). You can add a Supplier code and Tax number.

4. Add the Contact person, Email and Phone.

5. Enter the Payment terms (days) (2), for example 30 if you normally pay after 30 days.

6. If you already owe this supplier money from before, enter it as the Opening balance (3).
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7. Add the address if you want it on file.

8. Click Save Supplier (4).

What happens next
The supplier appears in the list and can be chosen on purchase orders.

The Suppliers list.

Related guides
Purchase orders

Customer and supplier ledgers
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Purchase orders
Order goods from a supplier, keep the order as a draft or send it, and track what has arrived.
Plan: Starter and above

What this does
A purchase order (PO) is your order to a supplier. It records what you asked for, at what price, and later
what you received and paid.

Before you start
Add the supplier and the product.

Steps
1. Open Supplier, then Purchase Order.

2. Click New purchase order. The Create Purchase Order window opens.

Supplier (1), warehouse (2), product (3), quantity (4), Save Draft (5) and Create Purchase Order (6).

3. Search for and choose the Supplier (1).

4. Choose the Purchase warehouse (2), where the goods will arrive.

5. Search for a product (3) and pick it. Enter the Qty (4). The Unit price is filled in from the product cost
and you can change it.
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6. Click Add another product for more lines. The Order Summary on the right updates as you go.

7. Add purchase notes if the supplier needs instructions.

8. Click Save Draft (5) to keep working on it later, or Create Purchase Order (6).

What happens next
The order opens on its own page with the status Draft.

Click Mark ordered when you have placed the order with the supplier.

When the goods arrive, see Receive goods from a supplier.

To pay the supplier, see Pay a supplier.

All purchase orders and their status.

Important notes
A product's tax rate is filled in on the line, but NEXTOREx does not treat purchase tax as a separate
recoverable tax in your accounts. Ask your accountant how you want to handle it.

Related guides
Receive goods from a supplier

Pay a supplier
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Receive goods from a supplier
Record the goods that arrived so your stock goes up and the order shows what is still due.
Plan: Starter and above

What this does
When the supplier's goods arrive, you record them against the purchase order. Your stock goes up and the
order shows how much has been received.

Before you start
You need a purchase order that has been marked as ordered.

Steps
1. Open Supplier, then Purchase Order, and double-click the order.

Edit (1), Receive goods (2) and Manage payments (3).

2. Click Receive goods (2). The Receive Goods window opens.
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Received date (1), quantity received (2) and Confirm Receipt (3).

3. Check the Received date (1).

4. For each product, check Receive now (2). It starts as the full quantity still to come.

5. Check the Unit cost.

6. Click Confirm Receipt (3).

What happens next
Stock goes up in the order's warehouse.

The order shows how much has been Received and the Goods receipts count goes up.

The order now shows what you owe the supplier for the goods received. Before goods are received,
Net payable is 0, so the payment status can read paid.

Related guides
Pay a supplier

Stock movements
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Pay a supplier
Record a payment to a supplier and see what you still owe them.
Plan: Business and above

What this does
A payment voucher records money you paid to a supplier. It reduces what you owe them and reduces
your cash or bank balance.

Before you start
Receive the goods first. See Receive goods from a supplier.

Steps
1. Open Finance, then Voucher.

2. Click Payment. The Payment Voucher window opens.

Account paid from (1), account (2), amount (3), supplier (4) and Post Payment (5).

3. Under Supplier (4), search for and choose the supplier.

4. Choose the Bank / cash account (1) the money comes from, for example Cash in Hand.

5. Choose the Expense / liability account (2). To pay a supplier for goods you bought, choose Accounts
Payable.
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6. Enter the Amount (3).

7. Add a Narration, for example Part payment for PO-000001.

8. Click Post Payment (5).

What happens next
The payment is posted to your accounts. Open Supplier, then Ledger to see the supplier's balance go
down.

Balance owed to each supplier.

Important notes
A voucher cannot be edited after it is posted. To correct a mistake, reverse it and post a new one. See
Vouchers and journal entries.

Vouchers are part of the accounting features on Business and higher plans.

Related guides
Vouchers and journal entries

Customer and supplier ledgers
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Purchase returns
Send goods back to a supplier, take them out of stock and reduce what you owe, and record cash if the
supplier pays you back.
Plan: Starter and above

What this does
A purchase return sends goods back to a supplier. The returned quantity leaves your stock, and the value
of the goods reduces what you owe that supplier.

Before you start
Open a purchase order that has received goods. See Receive goods.

The Return Goods window shows how much of each product can still be returned.

Steps
1. Open Supplier, then Purchase Order, and open the order (for example PO-000003).

2. Click the ... button at the top right and choose Return goods (1).

Return goods (1).

3. Check the Return warehouse (1). Stock leaves this warehouse.

4. Type the Reason for return (2), for example Faulty units.

5. Enter the Return Qty (3) for each product. You cannot return more than the returnable quantity.

6. Click Confirm Return (4).
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Return warehouse (1), reason (2), return quantity (3) and Confirm Return (4).

What happens next
A return such as PR-000001 is created with the status completed. Open Supplier, then Purchase
Return to see all returns.

Each return, its purchase order, the amount and the status.

The returned quantity is taken out of Stock Levels in the return warehouse.

The value of the return reduces the supplier's payable balance. On the purchase order, the Returns /
credits and Net payable figures change.

Open the return to see the items, the reason and the financial impact.
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The returned items, reason and financial impact.

If the supplier pays you back in cash
Usually a return only reduces your next bill and nothing more is needed. If the supplier actually sends
money back:

1. Open the return and click Record refund.

2. Enter the Amount received (1) and choose the Deposit into account (2).

3. Click Confirm Refund Received (3).
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Amount received (1), deposit account (2) and Confirm Refund Received (3).

Only record a refund when money really arrived. Otherwise leave it.

Important notes
You cannot undo a return from the return window. Check the quantity before you confirm.

Record refund is shown only to users whose role allows refunds.

NEXTOREx does not treat purchase tax as a separate recoverable tax in your accounts. A return follows
the values on the purchase order. Ask your accountant how to treat purchase tax.

Related guides
Purchase orders

Receive goods

Pay a supplier
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