
Creating Purchase Order  

1. To create a purchase order click on Inventory, Purchase Orders, Create.  

  

2. Then you will see the Purchase Order window.  

    



3. Next click the “new” button on the top left and Prosolutions will automatically 
assign you the next available purchase order number and will say “new” 
above the P.O. Number.  

  

4. Now choose the vendor that you will be ordering from.  

     

. 



 
5. Now you can use Prosolutions to automatically load items in your inventory 

that are below your minimum or maximum stocking quantity.   

  

6. Click on the “load” button and this will search for all products for this vendor 
that have a QOH less than the max stocking quantity and load the number 
needed to bring the QOH back to the max stocking quantity and place them 
into the lower white window.  

  



  
7. Then once all of your products are loaded from the Auto-Order process you 

can click on any item to make a change to the quantity or price of the product 
you are ordering. 

  

8. If you would like to add an item to this PO that doesn’t come up using the 
Auto-Order feature you can add items individually as needed. You can simply 
type in the SKU number for that product and hit enter and it will bring up the 
product description and the current QOH, type in the amount you would like 
to order and the price and then click enter to add it to the lower white window.  

     



9. If you don’t know the SKU number for this product you can do a quick “look 
up” at the bottom of the Purchase Order window. Simply choose the 
manufacturer, category and a list of products will appear in the product drop 
down menu. Click on the product that you need to order, set your quantity and 
price and then hit enter to add it to the lower white window.  

   

10. Once you have added all the products in the window that you need to order 
you can print this PO out and fax or call in to your vendor and then click on 
save.  
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