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FUNDAMENTALS
OF PURCHASE




What Is Purchase?

In business world, Purchase refers to the process of

buying raw-material & other supplies required to
produce the product and includes various activities like

requisition, approval, ordering, recording, receipts and
supplies.
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Participants of Purchase:

o Procurement is the act of
purchasing.

o Vendors (Suppliers) - The one who
that sell products or services to
other businesses.

o Buyer — The one who is willing to
buy the products.
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PURCHASE CYCLE

Quotation - Request for quote(RFQ) is a document used by a
business to ask another company for the price of a product or
service.

Purchase Order - Purchase orders are usually used by
businesses who are ordering goods in large quantities

Invoice - Invoice provide detailed information that comes in
handy for financial reporting.

Credit Note - It should be Adjusted towards the payment to
INnvoice.
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PURCHASE CYCLE

Quotation Purchase Order
Purchase Quote
NORTHWIND
TRADERS
Description Qty Unit price Amount
A quotation is a document that a seller provides to a (PO) help businesses understand and account for all
buyer to offer goods or services at a stated price under the goods or services that they have requested.
specified conditions.
POs to keep tabs on additional, relevant information
It helps to ensure that the correct materials and services such as quantity, delivery instructions, cost, terms, and
are obtained at the best possible prices date required.
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PURCHASE CYCLE

Invoice Credit Not
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An Invoices are essential for businesses of any size because A credit note is a financial document issued by supplier
they make it possible for you to receive payment for your companies to reduce the amount owed to them by the
products or services. buyers.

Invoices act as legal proof that an expense took place, On account of sales returned by the buyer due to quality
which is necessary for maintaining accurate accounting Issues, service rejection, or damaged goods receipt.

records.
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OVERVIEW OF PURCHASE IN ACCOUNTING SOFTWARE

In XERO

nshboard Reports

Accounts Payroll

Purchases

+New ~ Import
Bills rad Repeating See all
375.00

Upcoming bills

May

Advisor

785.00

Contacts Settings

10,291.84

0 Y ‘ ) ) ' ) "
Q ) ’ 29 3 4 oF 26

Jun

4,692.56

Jul

Search Q

In QuickBooks

Banking

Sales

Expenses

Employees

Reports

Taxes

Accounting

My Accountant

DATE ¥

04/11/2018

03/31/2018

0372972018

03/23/2018

TYPE

Credit Card Expense

Credit Card Credit

Credit Card Expense

Credit Card Expense

NO.

Expenses  Vendors

Expense Transactions rint Checs | v
o Tired of manually logging payments? Pay your bills in seconds, right from QuickBooks. Try it risk-freal Learn more A
Filter v | |t 365 Days
! Batch actions v

PAYEE

Squf:dky Kleen Car Wash

Hicks Hardware

CATEGORY TOTAL ACTION
Automobile v $3400
Checking v $-900.00
Automobile Y §19.99
Job Expenses:Job M | ¥ 54240
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NEW BILL IN XERO

Dashboard Business Accounting Payroll |ﬂ the BUSineSS meﬂu, Se|eCt Bi"S tO pay,
click New bill

al Analytics
Craft raiting payment 10 Faid Repeating

- | Short-term cash flow | To fill out the required details such as;

Business snapshot
Start date

1]
i
-
i1
-
(%]
M
/

* Contact - To select a supplier name

Invoices

Quoctes

| % Date - The Receiving date of the bill
Status Sales owverview Referance Date .1
Lovrai Q22687 robG 03 Oct 2023 .
| Bins to pay % Due Date - The due has receiving from
the goods or service.
Bl sub < Description - Detailed information about
the goods as received from Quantity of
R e g the unit price such product, Tax fields.
From Date Due Date Reference Total .
Heritage Trust 3 Oct2023 11 Oct2023 Sub 132.00 %* Account — Based onNn nature Of expense

Mo address

need to code the appropriate GL

Amounts are Tax Exclusive

ltem Code Description Quantity Unit Price Account Tax Rate Region Amount AUD . . .
Annual corporate subscription 1.00 120.00 Subscriptions GST on Expenses 120.00 ”’ Amou nt va I ue - I n C | u S IVe O r EXC | u S IVe Of
GST + Product value.
Total GST 10% 12.00
TOTAL 132.00
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Bill Options

NEW REPEATING BILL IN XERO

Purchases overview » Bills fo pay
New Repeating Bill
Repeal
Void
¥l Repeat this transaction every Bill Date
1 Month(s) v 20c12023 v
. (') Save as Draft () Approve
copy
Bill from Reference
|
i
Add Cred

Due Date

Due

of the following manth

fat i
LUrency raie

Amounts are:

End Date (Optional)

(when applicable) will be set on invoice creation date.

Total

0.00

INR Indian Rupee v TaxEiclusive

In the Business menu, select Bills to pay,

1. click New bill,

2. select New repeating bill.

3. On an existing transaction, from Bill Options, select Repeat.

Enter the information in the repeating transaction fields.

To set up an annual repeating template, under the Repeat this
transaction every option, select

« 52 and Week(s) to repeat the bill on a particular day of the week.
* 12 and Month(s) to repeat the bill on a particular calendar date.

“If supplier updated invoice amount or rate or quantity, then we should
update our repeating settings or else edit in draft invoice.”

All fields are mandatory except End Date and Reference.
Then Save and close.
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NEW BILL IN QB

Expenses
Expenses  Suppliers  Mileage
GCo to the Expense menu, then select new
Expense Transactions
transactions
Lest 385 Days

Select a vendor from the dropdown, then fill out the

Bl no.1

@ orntor et o AS1E 00 required fields:
| Date - The date you received the bill.
Amount - The total amount of the bill.

ooty $OSTin cnaied Due date - The due date of the bill.

Select Save to record the bill.

Carisma Solutions confidential. Please do not distribute. @ CARISMA SOLUTIONS



PURCHASE ORDER IN XERO

Dashbhboard Business Avcooummtimg Projects

2l Analytics Go to the purchase to oversee a summary of all

Short-term cash flowws

your bills and purchase order.

Business snapshot Set to Know Xero
) = Explore our demo company to learm g
Invoices
3 The data 1s fictional so yvou can ftaest o
LUotes
From the new, dropdown to select a purchase
Sales owverwiewsr - Learn more about the demo com pamny

order.

Bills to paw

Purchase orders

N Birchase Oiias Start by entering supplier name and Date.

Then jump into the description fields, Account

Contact Date Detivery Date Order number Reference Theme
ABC Furmvture 12 Nov 2018 - 12 Dec 2018 - PO-0008 404 Standard -
code and tax amount.
USD United States Dollar - Amounts are Tax Exclusive -
BOOK: Fish Fish out of Water: Finding Your 1.00 19.99 300 Tax on 19.99 . o
;ul :)1 \'J:IN' Brand Purchases ‘:);c,,:‘_‘m" |f yo u h ave a d ISCO u nt a g ree m e nt Wlt h yo u r
Brand
Cofies Table for iobby +.00 605.99 200- - 695.99 supplier, enter the percentage XERO wiill
~ Purchases Purchases
(8.25%) .
P == calculate automatically.
= ‘ 71’0!7.1 Tax 8.25% 59 .07
Total 775.05
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CONVERT PURCHASE ORDER INTO BILL IN XERO

XERO makes Bill directly from Purchase Order

Go to the purchase order then which one you

Copy Contents to a New...

wish to move as bill to select a one from copy tab
@ Bill  Tum purchase orders o a bill to pay

@kmmuloctodpurchmordmas!ullybilled then pop up has visible that you want to create

() Purchase Order  Reuse the contents of these Purchase Orders aS What you req u i re.

Q invoice  Charge these Purchase Orders 1o a customer
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PURCHASE ORDER IN QB

|

CUSTOMERS

Delayed credit
Delayed charge

A - .
ADO CUsSTOme

SUPPLIERS

e L P
A =

[ -
NEeguUE
—

-l

-

— .

L -
- :l -

Purchase order

- ™ a—.-ea-\. ¥
L S R e e -

§ 76080

Go to supplier and then create

purchase orders.

Select to create the purchase

orders.

Fill out the required fields.

Then, Select save.
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NEW CREDIT NOTE IN XERO

Bill Options

Repea

Void

Fl
'._.|:|::..'

Edit

Add Credit Note

From Date Reference Total
Bayside Wholzzale -
2 0ct 2023 ¥ | GB1-White (] 840.00
USD United States Dollar Amounts are | Tax Inclusive
Descriptior Qty  UnitPrice  Account Tax Rate
GE1-White:  Golf balls - white single 200.00 420 300 - Purchases Tax on Purchases 840.00
Golf balls - (8.25%)
white single
Add anewline = Assignitemto a project
Subtotal 840.00
ncludes Tax 8.25% 64.02
TOTAL 840.00
Bill GB1-White 840.00
29 Sep 2023
Remaining Credit 0.00

In the Business menu, To
select New billl under the
category of New credit note
based on the supplier invoice to

fill out the required fields.

Carisma Solutions confidential. Please do not distribute.
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TO ALLOCATE A CREDIT NOTE IN XERO

Purchases = Bill 00

Allucate_ Credit Balance

‘ Q Credit Note Approved

Allocate balance on Credit Note 001

il Crate Billed
ot 2 0ct 2023 54.13
iCash refund

Amount Dus

amount to Credit

54,13 2706
Cutstandimg Credit Balance 27.08
Total &Amount to Credit 27.06
Remaining Credit 000

Once credit adjustment noted created and
it shows for allocations, then select the
appropriate invoice to allocate and

reconcile.
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CUSTOMERS

ee

SUPPLIER CREDIT IN QB

/; Supplier Credit

| Select + New.
AS0.00

credit.

supplier.

W A |nVOICe

In  the Supplier

Select Save and close.

Select Supplier credit or Receive supplier

dropdown, select your

As per supplier invoice details, create a credit
adjustment and allocate 1t to appropriate

Carisma Solutions confidential. Please do not distribute.
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HOW TO ALLOCATE THE SUPPLIER CREDIT IN QB

Yt NO PAYLL CATEGORY MEMO TOTAL BEFORE VAT VAT TOTAL ACTION

Under Expense menu, Select supplier’s, pick up the appropriate the supplier which we

need to allocate and hit the icon of make payment to adjust the credit.
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HOW TO ALLOCATE THE SUPPLIER CREDIT IN QB

I(%‘.- Bill Payment no.&

DESCRIFPTION

OPEN BALANCE

Clear Payment

Once you click to make the payment this popup can be visible.

To select the bill which credit to be adjusted.
Then, save and close.
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Import your updated template file into XERO

Step 1 : Download the CSV template from XERO:

Follow the below steps to download the CSV file.

* In the Business menu, select Bills to pay.

» Click the arrow next to New bill, then select Import Bills or click Import.

* Click Download template file.

Step 1: Download our bills template file
Start by downloading our bills CSV (Comma Separated Values) template file. This file has the correct column headings

Xero needs to import your bill data.

Download the Xero import template x|
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Import your updated template file into XERO

Now that you've downloaded the template file, you can copy your bill and credit note information into
the template.

The Contact Name column must be filled before importing to XERO, the other columns are optional
when uploading.

Make sure you don't change any of the column headings in the template.

D20 Y fe

A B C D E F G H I J K L M N 0 P Q R S T U Vv w X
1 |*ContactN EmailAdd: POAddres POAddres POAddres POAddres POCity  PORegion POPostal( POCountr *InvoiceN *InvoiceD *DueDate Inventoryl Descriptic *Quantity *UnitAmor *Account( *TaxType TrackingN TrackingO TrackingN TrackingO Currency
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Import your updated template file into XERO

Step 2:

To fill out the required details and save as CSV File
Enter Optional Information into the template

1. Contact Name - Must be filled out before uploading to XERO. Enter your supplier’s name exactly as it appears in XERO. If the
contact isn’t in XERO, a new contact is created when you import this file.

2. Invoice Number - References must be different for each bill and credit note in this file, otherwise they will be combined
together even if the contact's name is different. The same reference in this file when you're importing multiple line items on a
single bill.

3. Invoice Date - Enter the date and the due date of the bill or credit note.

4. Due Date - Use the format DD/MM/YYYY.

5. Quantity - Enter the quantity of the items you’ve purchased or have been credited.
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Import your updated template file into XERO

6. Unit Amount - Enter the purchase price of the item. If your item is a credit note, add the price as a negative amount. Enter all prices in this file as either tax
inclusive or tax exclusive, but not a mixture of both. You'll select whether the file contains inclusive or exclusive prices when you import this file.

7. Account Code - Enter the code, as it displays in XERO, to code the item to.

8. Tax Type - Enter the purchases tax rate display name as it appears in XERO. If the tax rate name contains words and a percentage, enter it in full as it appears
in XERO, for example, 10% GST on Expenses.

9. Contact's Email Address - In the Email Address column, enter your contact's primary email address to add it to XERO.
If their primary email address already exists in XERO, you can choose to update it when you import this file.

10. Contact's postal address - In the POAddressLinel, POAddressLine2, POAddressLine3, POAddressLine4, PO City, PO Region, PO Postal Code/PO Zip Code and
PO Country columns, enter your contact’s postal address to add it to XERO. If their postal address already exists in XERO, you can choose to update it when you
import this file.

11. Inventory item - In the Inventory Item Code column, enter the code of the inventory item as it displays in XERO.
If the inventory item isn't in XERO, a new untracked inventory item is created when you import this file.

12. Description - In the Description column, enter a description of the bill or credit note.

13. Tracking - In the TrackingNamel and TrackingOptionl columns, and TrackingName2 and TrackingOption2 columns, enter the tracking category name as it
displays in Xero, and the associated tracking category option as it displays in Xero.
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https://central.xero.com/s/article/Add-or-edit-tax-rates?userregion=true
https://central.xero.com/s/article/Add-an-inventory-item?userregion=true

Import your updated template file into XERO

File import

Drag and drop file or select manually

Select File

should end with either .csv or .txt.
Would you like to update contact address details?

o No. ignore all address details

() Yes, update contacts with imported address details

|s the UnitAmount field tax inclusive or exclusive

o Tax exclusive

() Tax inclusive

The file yvou import must be a C5V (Comma Separated Values) file. The name of the file

SAoutormeate hill emtry

e il

2 Ty e
MrNewwe repeating bill
my date —
MrNewwe credit note
Impeecrt ball=
Step 3 :

Import the updated template file

1.In the Business menu, select Bills to pay.
2.Click the arrow next to New bill, then select Import Bill or

click Import.

3.Drag and drop the saved CSV file or click Select File.

Carisma Solutions confidential. Please do not distribute.
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Import your updated template file into XERO

Step :5

v 0 new draft bills will be imported.

To complete Import
© 1 new draft bill had an error P P

« Row 2: ContactName cannot be empty 1.Choose whether the prices in the UnitAmount
column are tax inclusive or tax exclusive.
2.Click Confirm.

3.Review the import message in Xero. If there
are errors in the file, you can go back to the
Bill vl be imported as drafts and can be edlted or deleted afterwards. fil e, fix th em, then import the file ag ain.

Otherwise, click Complete import.
Go hack

Carisma Solutions confidential. Please do not distribute. @ CARISMA SOLUTIONS



Import your updated template file into XERO

Purchases overview »

Bills Step : 6

[ 0 6 new draft bills imported, these can be checked and edited below

After Import, all the bills:

Confirm ) . . .
Bills will be imported as draft all such

You have selected 6 lems 1o approve.

INvoice can be selected at a time to

I

approve and then click to confirm.

All the bills will be moved into the awaiting

payment tab.

4I) CARISMA SOLUTIONS
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Import your updated template file into QB

l.-_H'l(_: f( W Success

Your Lon pany

Step: 1

Go to Settings and Select Import

Data

Import Data Ste p:2

Bring your existing data into QuickBooks

Select Bills

Carisma Solutions confidential. Please do not distribute. @ CARISMA SOLUTIONS



Import your updated template file into QB

First things first

Browse

Step:3
Before you import your data, you need to prepare your

CSV

Select Next.

Once you have all the mandatory fields, Select Browse,
then Select your CSV file, and then Select Open.

If you would like to auto-create suppliers, Select the
checkbox beside Add new suppliers that don't already

exist In Quick books.

Carisma Solutions confidential. Please do not distribute.
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Import your updated template file into QB

> X Preview the bill template.
g sy A$15.00 ‘

- While importing the bill the following columns are
s . mandatory to fill the details.

Bill No
Supplier
Bill Date
— — : —_— . Due Date
"BillNo  *Supplier *BillDate *OueDateTerms  Location Memo 'Acwuntltmeoescr *LineAmo *LineTaxC LineTaxAr Currency

IMary  14/12/201 29/12/201 Net 30 Repars & Rental Exg 56STonpy  LSAUD Account

LMary  17/1/2015 31/12/201 Net 30 Repairs & Maintenar 10 GST on pu 1 AUD

2John  17/1/201531/12/201 Net 30 Repairs & Maintenar 20 GST on pu INID Line Amount

Line Tax Code.

Carisma Solutions confidential. Please do not distribute.
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Import your updated template file into QB

Import bills
— =P Step:4

<
= Map Your Column Headings
<o
° Select the date format you have used, for
° example, D/M/YYYY.
<
© | e . :
= Select your sales tax option (If applicable);
= Exclusive or Inclusive
<
<

L - Q@

.
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Import your updated template file into QB

h'J}; your tax codes Step:S

L Map all mandatory fields and then select Next.

YOURTAXCOOES  QUICKBOOXS TAX CODES

v

Vosiaciood i Step:6

_ You will see a summary of your import.
/ To begin the import process, Select start import.
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Import your updated template file into QB

Step:7

Once completed, an import summary will be
displayed.

Select OK to finish

Then Click Bill to view which we've imported
the bills.

/l\

Nicely done
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TO RECORD A BILLS PUBLISHED THROUGH ACCOUNTING SOFTWARE

HUBDOX INTEGRATED WITH XERO DEXT INTEGRATED WITH QUICKBOOKS
@ﬂppmualMax
—“j —0- nﬂxt — @ ApprovalMax — @
~RN=-Q
Invoice data Bill “Awaiting Bill review, Bill-to-PO Bill “Awaiting Pre-accounting Bill review, matching Approved
capture Approval” m:::i?i:‘;if:::;z;‘;ﬁi; Payment” data capture and authorisation bill
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Dashboard

Cosis

Inbox

In Processing

To Review

Ready

Archive

PUBLISHED THE BILLS IN DEXT

Details Mote History

Itermn 1D 11376840300

Document Owner Richie Mckeon

Type Receipt

Date 30 Sep 2023

Supplier Ampol Foodary Hamilton
Google 1t (5

Document Reference 69867

Category Motor vehicle expenses:Fuel & oils

Description

AMOUNT

Currency AUD — Australia, Dollars

Total Amount 115.48

Supplier - Select the correct supplier on the Item details
page and ensure that the supplier is also in your
QuickBooks Online account. If it iIs not available supplier
IN QB please add to create new supplier in Dext itself
click to add new supplier.

Tax Rate - Tax rates are required when publishing items
to QBO, to publish the extracted amount of tax, and
have that applied to the default tax rate of their choice.

Publish To - The ‘Publish to’ destination will determine
where your costs items will be published to and if they
are ‘paid’ or ‘unpaid..

Carisma Solutions confidential. Please do not distribute.
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PUBLISHED THE BILLS IN HUBDOC

_— (D pocs Sort By Bill Date 1F  [E] NHS
o - : : : s
—_— Al Processing Rewview Failed Archived
J
TRANSACTION DETAILS Mark as Paid Xero
xXen
Document Type: Choose -
Save configuration Autosync
‘Supplier: NH5 v
*Publish As: Purchase -
Invoice / Ref. #. “Status: Awaiting Payment -
‘Date: 30-08-2023 “Contact: KML Bookkeeping ¥
Due Date: o] Line ltems: m Multiple
Total Amount. 375.08 AUD - *Account Code: 412 - Bookkeeping & Accounting -
Tax Rate: 35T on Expenses 10% - Customer
Subtotal: 340.98 Description:
Tax: 3410
Total: 375.08 AUD

Code in Hubdoc - Each bill will
automatically have the key data
extracted and will be field in Hubdoc by
supplier and Date.

It the bill is from a new supplier, update
the supplier to include the following
iInformation such as Company Name,
Contact Name, Contact Email and
Phone Number in XERO.

Publish To - If you're using XERO,
publish the bill as draft, then review and
approve the bills in XERO.

Carisma Solutions confidential. Please do not distribute.
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PUBLISHED THE BILLS IN QUICKBOOKS

b Review details
I ] Bosovl:muu
- 1] N
N ] 0! Jouble-check the detalls and add any missing info.
Banking i Wik s
4Boarhve Tax Invoice Dot
o Norter 016072 B o 2 ‘
Date: 031023
Cus Orer Tine, 145 Pagello Bill
Operlor,aan! 1
—
- S
lH - pa. Lq - Lﬂ RENDER #WA1(0 XK 50D
App transactions [
48T m ‘ Bill date * Due date*
TOTAL $161.54
Saddingtons
Total amount (Inclusive of tax) Taxtype Tax amount *
! 151.54 (ST on purchases (10% ) v 1378
Lq Rl e Ja 1 0N PUrcnases|ivi |
Rules
Description Account/Category
BUILDING SUPPLIES || Materis
Bill no.
T;:| g g _ 01633872
g v Additional Fields (optional)
T
Memo
Receipts

Delete this bill

Step: 1 In Banking under the receipts tab

Step: 2 To fill out the required details

such as Contact name, Bill No, Date, GL
account, Tax rate.

Step:3 Then save and close

Step :4 Create expense

Step:5 Click confirm.

Carisma Solutions confidential. Please do not distribute.
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The Enao
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