
 
One Blue Hill Plaza, Second Floor, PO Box 1546 

Pearl River, NY 10965 
1-800-PC-AMERICA, 1-800-722-6374 

(Voice) 845-920-0800 (Fax) 845-920-0880 
 

1 | P a g e  

 

Vendors and Purchase Orders 

 

CRE/RPE can help you keep track of vendors and generate purchase orders that can be sent to them.  
Once items are received, you can close the appropriate purchase order and the items will be added to 

stock automatically. 
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Creating a vendor 

To create a vendor, select Manager from the login screen, provide the requested credentials, and follow 
these steps. 

 

1. Select Administrative then, Vendor 
Maintenance. 

 

2. Select Add. 
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3. Provide as much information as you can about the vendor.  The following fields are not self-explanatory and therefore 
explained: 

• The Terms field should contain the payment terms that you have with the vendor. 

• The Minimum Order field should contain the minimum order before the vendor makes deliveries. 

• The Commission % field should contain the commission paid to the vendor when you have sold the items, provided 
you are running a consignment operation. 

• The Flat Rent Rate field should contain the amount that you are taking out of the vendor’s commission for their 
booth, provided you are running a consignment operation. 

• The Tax ID and Social Security # fields should be filled if you are running a consignment operation. 

• The Email address should be entered if you would like to email the purchase orders to your vendors. 
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Associating items with a vendor 

To associate the items purchased from a vendor with that vendor, select Manager from the login screen, 
provide the requested credentials, and follow these steps. 

 

1. Select Administrative then, Inventory 
Maintenance. 

 

2. Select an item. 

3. Select the Ordering Info tab. 

4. Select Add Pricing from A Vendor. 

 

5. Select the vendor from which the item is 
purchased. 
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6. Provide the vendor part number (the part 
number that the vendor requires you to use 
when ordering the item) and select ENTER. 

 

7. Fill the Reorder Quantity field, which should 
contain the quantity of this item to order by 
default. 

8. Fill the Reorder Level field, which is used to 
determine whether this item should be 
reordered.  If the number of this item in stock 
is less than or equal to the number in this field, 
it is considered a “low stock” item. 

9. Fill the Cost Per field, which should contain the 
amount that you pay the vendor for this item. 

10. If the item is ordered by case, fill the Case Cost 
field, which should contain the amount that 
you pay the vendor for a case of this item. 

11. If the item is ordered by case, fill the Number 
In Case field, which should contain the 
quantity of this item in a case. 

12. Select Save. 
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Ordering items from a vendor by creating a purchase order 

To create a purchase order, select Manager from the login screen, provide the requested credentials, and 
follow these steps. 

 

1. Select Purchase Orders. 

 

2. Select Add. 

 

3. Select Standard Purchase Order. 
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4. Select a vendor. 

5. Pick a due date. 

 

6. Select the Add Items tab. 

7. Select an item from the top half of the screen 
and then Add Selected Items.  Various filters 
are available to help you make this selection. 
 
Alternatively, you can select Reorder Low 
Stock Items and any item that needs to be 
reordered will be added to the purchase order 
automatically. 

You can select Order items on backorder to 
add items on backorder to the purchase order. 
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or 

 

8. If the item is ordered by case, you can modify 
the number of cases being ordered by double-
clicking on the CasesOrdered field.  The 
default behavior is to order one case. 
 
If the item is not ordered by case, you can 
modify the quantity being ordered by double-
clicking the QtyOrdered field.  The default 
behavior is to order the quantity in the 
Reorder_Quantity field. 

 or  

9. Provide the number of cases or new quantity 
to order and select OK. 
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10. If you would like to change the cost of the 
inventory on this PO, select the value under 
the Cost column and select any letter or 
number on your keyboard (A-Z, 1-0). 

 

11. Enter the cost you would like to use and select 
OK. 

 
12. Select Save when finished adding items to the 

purchase order. 

 

13. You will be asked if you would like to print a 
copy of this PO.  Select Yes. 
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14. Select a print format. 

 

15. A purchase order will be generated for your 
convenience.  Simply print it and send it to the 
vendor. 
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Returning items to a vendor by creating a return/credit memo 

To create a return/credit memo, select Manager from the login screen, provide the requested credentials, 
and follow these steps.  

 

1. Select Purchase Orders. 

 

2. Select Add. 

 

3. Select Return to Vendor. 
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4. Select a vendor. 

 

5. Select the Add Items tab. 

6. Select an item from the top half of the screen 
and then Add Selected Items.  Various filters 
are available to help you make this selection. 

 

7. To modify the quantity of the item being 
returned, double-click the QtyOrdered field. 
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8. Provide the new quantity and select OK. 

 

9. If you would like to change the cost of the 
inventory on this PO, select the value under 
the Cost column and select any letter or 
number on your keyboard (A-Z, 1-0). 

 

10. Enter the cost you would like to use and select 
OK. 
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11. Select Save when finished adding items to the 

return/credit memo. 

 

12. You will be asked if you would like to print a 
copy of this PO.  Select Yes. 

 

13. A return/credit memo will be generated for 
your convenience.  Simply print it and send it 
to the vender. 
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Receiving items 

To receive items ordered from a vendor, select Manager from the login screen, provide the requested 
credentials, and follow these steps. 

 

1. Select Purchase Orders. 

 

2. Select a purchase order. 

3. Select View. 
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4. If you did not receive all items on the purchase 
order, select Receive Item and see step 5. 
 
If you received all items on the purchase order, 
select Receive All and see step 8. 

 

5. Enter the line number of the item being 
received (see the screenshot in step 4 for the 
location of the line number) and select OK. 

 

6. If you received individual items, select 
EACHES.  If you received cases, select CASES. 
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7. Enter the quantity of items or cases received 
and select OK. 

 
8. When finished receiving items, select Update. 

 



18 | P a g e  

 

Closing a purchase order 

When all items on a purchase order have been received, you should close the purchase order.  To do so, 
select Manager from the login screen, provide the requested credentials, and follow these steps. 

 

1. Select Purchase Orders. 

 

2. Select a purchase order. 

3. Select View. 
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4. Select Close. 

 

5. Confirm your decision. 
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Viewing old purchase orders 

To view old purchase reports, select Manager from the login screen, provide the requested credentials, 
and follow these steps. 

 

1. Select Purchase Orders. 

 

2. Select the radio button next to Closed.  

3. Select the type of order in order to reduce the 
number of results. 

 

4. Highlight a closed purchase order and select 
View. 

 

The details of the purchase order will be displayed.  
You can select Print to print it. 
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Emailing Purchase Orders to your Vendor - Email Setup 

 1. Select the Manager or Options button. 

2. Enter the administrator password (default: admin) where 
applicable.   

3. Select Setup then, Setup Screen. 
4. Select the Internet Features tab. 

 

 

5. At the Left of this screen under SMTP E-mail Options the following information will need to be entered in order for the 
emails to be sent. 

Note: This information can be acquired by contacting either the network administrator (who runs your email) or the company 
who is in charge of your email account (e.g. AOL, Yahoo, Gmail, etc…). 

 

6. Under SMTP Server enter the address of your outgoing 
mail server. 

For example: If you are using Gmail, this field should contain 
smtp.gmail.com. 
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7. Under SMTP Server Port enter the port used to 
communicate with your outgoing mail server.   

If you are using Gmail, this field should contain 587 or 465. 

 

8. Under Connection Timeout enter a value (in seconds) 
that the program will attempt to connect to the server. 

Note: If the value is left at 0 then the connection attempt will 
not timeout, and will continuously try to connect to the 
server. 

 

9. Under SMTP Authentication Type select the server’s 
authentication method. 

If you are using Gmail, Basic (Clear Text) should be selected. 

 

10. Check Use SSL if the server requires the use of a Secure 
Sockets Layer to communicate with it.  

If you are using Gmail, check this. 

 

11. These fields should contain a valid username and 
password for an email address on the mail server. 

If you are using Gmail, your username is your full email 
address. 

 

12. This field should contain the domain that you are a part 
of.  For more information please contact your network 
administrator. 

 

13. This field should contain the email address you would 
like displayed in outgoing emails. 

 

14. If you would like to Blind Carbon Copy the email to 
another address enter the email address under BCC. 
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15. Select the Receipt tab. 

16. Select Prompt to Email Purchase Order. 

17. Select Update to save your changes. 

 

Note: When prompt to Email Purchase Order is enabled you will be given the option to email 
documents when doing the following: 

• Returning items to a vendor by creating a purchase order  

• Returning items to a vendor by creating a return/credit memo 

• Receiving items 

• Closing a purchase order 

• Viewing old purchase orders 
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Emailing Purchase Orders to your Vendor - Ordering items from a vendor by creating a purchase order 

To create a purchase order and email it to your vendor, select Manager from the login screen, provide the 
requested credentials, and follow these steps. 

 

1. Select Purchase Orders. 

 

2. Select Add. 

 

3. Select Standard Purchase Order. 
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4. Select a vendor. 

5. Pick a due date. 

 

6. Select the Add Items tab. 

7. Select an item from the top half of the screen 
and then Add Selected Items.  Various filters 
are available to help you make this selection. 
 
Alternatively, you can select Reorder Low 
Stock Items and any item that needs to be 
reordered will be added to the purchase order 
automatically. 

You can select Order items on backorder to 
add items on backorder to the purchase order. 
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or 

 

8. If the item is ordered by case, you can modify 
the number of cases being ordered by double-
clicking on the CasesOrdered field.  The 
default behavior is to order one case. 
 
If the item is not ordered by case, you can 
modify the quantity being ordered by double-
clicking the QtyOrdered field.  The default 
behavior is to order the quantity in the 
Reorder_Quantity field. 

 or  

9. Provide the number of cases or new quantity 
to order and select OK. 
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10. If you would like to change the cost of the 
inventory on this PO, select the value under 
the Cost column and select any letter or 
number on your keyboard (A-Z, 1-0). 

 

11. Enter the cost you would like to use and select 
OK. 

 
12. Select Save when finished adding items to the 

purchase order. 

 

13. You will be asked if you would like to print a 
copy of this PO.  Select Yes. 
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14. Select a print format. 

 

15. A purchase order will be generated for your 
convenience.  Simply print it and send it to the 
vendor. 

 

16. You will be asked if you would like to print a 
copy of this PO.  Select Yes. 

 

17. If an email address has been entered in vendor 
maintenance for this vendor then this field will 
already be filled in. 

 
 

 


