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FrontLine Purchasing Module Overview 
 
 
The FrontLine Purchasing module gives an Engineering or Facilities 
Maintenance department the capability to generate Purchase Orders or 
Purchase Requisitions for stock, non-stock or services from a nominated 
supplier and to be able to follow that order through the various processing 
stages, delivery, invoice checking etc.  This module can be used as a “stand 
alone” program or interfaced with the FrontLine Maintenance and/or Stock 
Control modules. 
 
We have put this guide together to allow you to get on with evaluating the 
software system quickly – rather than having to learn the basic system 
functionality from a typical system help file. Knowledge of the full system 
functionality can be gained by attending the one-day Purchase Orders 
Course. 
 
To install this module please go to the previous section on “Installation and 
Navigation” and follow the instructions.  Please remember that this product 
can be installed as part of the suite (all modules) or can be evaluated and run 
on its own, 
 
                                

 
 
 
 

 
“Double click” on the icon to open the module (see above).  
 
We are using the demo dataset for the purposes of this guide and the series 
of screen shots show you the information presented with the required inputs, 
from logging on, through to navigating this application. 
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Click on the Evaluation button highlighted in green on the first screen shot, 
Select Demo Data highlighted in Blue and then click the Next button 
highlighted in green on the second screen shot. This will take you to the log in 
screen, the evaluation mode ONLY requires you to type in the word 
SUPERVISOR in the User Name field highlighted in red, leave the Password 
field highlighted in green BLANK, as illustrated on the third screen shot. Click 
to open the application. (See Fig. 1) 
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       Fig. 1  
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Purchasing Tool Bar Icons 
 
 

  Goods Receiving Process: When goods are delivered 
they can be received through this option. If they are stock items they will 
automatically update the current stock levels in the Stock module (if installed). 
The system copes with partial, multiple or complete deliveries against a single 
order. (Fig. 2) 
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  Invoice Checking Process: Invoice checking is the final 
stage of the order process. The cost of each item is checked against the 
original order. Adjustments can be made for price changes, as appropriate. 
On completion of the invoice checking process, stock prices will be updated to 
the current rate. (Fig. 3) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   
 
 
 
 
 
 
 
 
 
 
  
 
 
                                                                                 Fig. 3 
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 Credit Note Processing: If you have returned goods and 
received a credit note or if a credit has been issued to amend the price of an 
invoiced item, then this screen should be used to process the change. The 
value of the credit will be passed to the Stock and Maintenance modules 
where applicable (if installed). (Fig. 4) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   Fig. 4 
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  Returns to Supplier: This option allows you to return goods 
to a supplier based on the original delivery note. The system will automatically 
reduce the stock levels in the stock module (if installed). It will also issue a 
return note for you to enclose with the shipment. (Fig. 5) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                                                                  
                                                                                          Fig. 5 
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 Automated Re-Ordering Process: Automated  
Re-ordering only works in conjunction with the Stock Module (if installed). 
When stock items fall below a predefined level, the system will generate 
Purchase Orders to replenish your supplies. All you need do is; reject, amend 
or accept the recommended quantities for re-order. (See Fig. 6) 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
      Fig. 6 
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  Supplier List: The Supplier table keeps a list of all the people 
with whom you do business. The screen contains information about the 
supplier such as name, address and contact details etc. Supplier information 
can be viewed by both the Purchasing and Stock Control Module (if installed).  
(See Fig. 7)   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
    Fig. 7 
 
 
 
 
 
  
 
 
 
 
                                                                Fig. 6 
 
 
 
The More button highlighted green (Fig. 7) shows an expanded menu of other 
areas where information can be stored against that supplier: - 

• Categories- Category of parts supplied 
• Contract – Contracts for supplying parts along with dates for renewal 
• Parts -  Itemised list of parts supplied 
• Quality – Information about quality accreditations held by this supplier 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

-8- 
FrontLine Purchasing Module 



Shire Systems – FrontLine Purchasing Module 

  Invoice Register: The invoice register keeps a list of all 
invoices/credit notes that have been applied to the system. From here you 
can also see the individual line detail for further analysis. (See Fig. 8) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Fig. 8 
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  Purchase Budgets: This section allows you to set up 
budgets against which purchases can be deducted. The budgets are set up 
against a cost centre and an amount allocated for each month, as each item 
on an order has its own cost centre, charges will be split into the correct 
budgets. For more precise analysis a cost code can be used as a subset of 
cost centre. (See Fig. 9) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   Fig. 9 
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 Reports Menu: The 40 reports are held in 3 specific groups 
within this section. Each report has its own selection and sort criteria screen. 
In addition to the standard reports, the end user has an option to create their 
own variations. (See Fig. 10) 
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       Fig. 10 
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System Navigation 
 
So far we have looked at the main functions driven from the toolbar. In this 
section we shall cover some of the basic functionality, starting with the main 
screen view and searching. Fig. 11 shows that by clicking on the field headers 
highlighted in yellow you will not only change your search criteria (highlighted 
in red) but also “sort” the column into alphabetical/numeric order.  
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  Fig. 11 
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The screen is split into two distinctive areas. The upper area shows the 
results of your search and the lower half allows you to restrict the results by 
setting combinations of search criteria - “Filter View By” (highlighted in red).  
(See Fig. 12) 
 

 
 
  Fig.12 
 
The next screen shot show how you can use the navigation buttons to move 
through the records in the main screen. (See Fig.13 & 14 highlighted in red) 
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                                                     Fig. 13 
                                   

Go To Previous 
Record 

Go To Next 
Record

Go To First 
Record 

Go To Last 
Record

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
          Fig. 14 
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The “More” drop down menu (highlighted in red, Fig. 15) can also be opened 
by either using the “More” button (highlighted in green, Fig. 15) at the bottom 
of the screen or by selecting an individual purchase order/requisition and then 
clicking once with the right mouse button. 
The menu is split into two sections – the top section takes you to further 
information about that order, whereas the bottom section contains a list of 
processing options (these can also be accessed by the icons on the main 
screen)   
 
 
 
 
 
 
  
 
 
 
 
 
            
 
 
 
 
 
 
 
  Fig.15 
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The series of screens below (Fig. 16) illustrate the level of detail that can be 
put into raising a Purchase Order or Purchase Requisition. During your 
evaluation you may wish to experiment in this area – raising a Purchase 
Order or Purchase Requisition and following the processes through. (See 
notes after screen shot for description) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Fig. 16 
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The “+ Add” button (Fig .16 - highlighted blue) is used to start the process of 
raising a Purchase Order or Requisition. The Order Header screen opens – 
this screen contains information that will be used on the first page of a 
Purchase Order (See second screen shot).  
Clicking on “Purchase Order Number” (highlighted in red) will bring up the 
Purchase Order Number Generation screen – where you can set prefixes to 
order numbers or the way in which the number is generated (the default is 
“Automatic” – See third screen shot).  
The person filling out the Purchase Order or Requisition can have limits 
imposed on the order value and the same principle also applies to the person 
approving the Purchase Order. (See Fig 17, below – Shows the “Authorised 
Personnel” table in the System Configuration) 
Through the use of the “More” drop-down menu’s (highlighted purple – See 
second and fourth screen shots) you will be able to add and view the “line 
items” (stock items, non-stock, services etc.) that make up the purchase order 
(See fifth screen shot). 
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      Fig. 17 
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Fig. 18 shows examples of standard “Landscape & Portrait” Purchase Order 
formats. Through the Reporting section, you are able to create your own 
customised versions, adding things such as company logos etc.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

  Fig. 18 
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