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3. Clien < and forth emails requesting

changes to the PO /s. y have the option to do all this by their own
and can then submit again until the PO is accepted from our end.
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Understanding Tabs and Icons

fi

Dashboard

=

Purchase Order

/ approve the items
D that needs to be

Send PO S

E Outstanding Tab shows all the payments that are pending to be
paid to our company. It will also show the bill that is overdue
above the credit limit days.

Outstanding



> Once fhe)’ hqve |og ged 325 @ € 2l 45%8 7O & A5 9% W AC R0 5 S1% 8
Dashboard & Logout Dashboard & Logout

into the application, they

Welcome Back NATURAL Welcome Back Manoj kumar

will land to their

OFFICE MART
A Complete Solution for Corporates

dashboard which gives

OFFICE MART

them the information on e
Not Approved

all Non-Approved PO's if s

Total Orders

Recent Purchase Orders
Recent Purchase Orders

SO.
13 y77.90
#23 72’06260 All 10/04/2025 Bill Raised
08/04/2025 Not Approved
» Customer / clients can I Q... gy e
! #22 800,925.00
07/04/2025 Not Approved
click on the drop down e — o onaso
and select other options #4 37,469.80
. 11/06/2024 Not Approved 5 354.00
||ke AII & Approved, . ITJIDHIEDES Accepted
. . #1 33,040.00
WhICh gives ’rhem fhe 07/01/2023 Not Approved . #15 149,270.00
10/04/2025 Accepted

information about the

#4 172.28
10/04/2025 Accepted

approved Po's or the full
list of PO's that are
approved as well not

1180.00

.......................

f

Dashboard

[ @ <

approved.



Understanding Color Codes and Statuses

I

‘the SO(Sales Order) has

atus when the DC(Delivery Challan) has

— g i S : ] "
- Green - B|II Raised - This is the color and status when the Sl(Sales Invoice) / Bill has been
"w
updon‘e'd an{rqlsed oRour end.
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QYA s O B A0S 63%E Click on Add PO (- New Purchase Order (- New Purchase Order
Purchase Orders -
6 1.0 Stq rt q d d I n g PO Number: [Auto Generated] PO Number: [Auto Generated] O nce yo U h q ve
@ Branch: N/A items from your Date: 03-04-2025 Date: 09-04-2025 S el e Cfed a
From Date To Date requ I ar Delivery Date: ~ 09-04-2025 Delivery Date: ~ 09-04-2025 [ -
0-04-2025 ~  09-04-2025 m g p > d UCT’ YOU o I I
quotation list. have the option to
—— Add Products Add Products . 'I'h .
#9 260. : Ive e quantit
Once you click on 9 9 J
Q_ Select Product Q_CELLO TAPE 3" required for eCICh
Ad d POl Th I S Rate Dis%
»8 ¥660.80 ! Sarch.. 3000 0 product. once the
08/04/2025 Jr— screen wi I I a p p ed I’, Tixh Anicint » h
qnd YOU Wi” hqve Gum Bottel - Camel 300 ML 1% e thdnTITy IS Clddfed
%7 4,002.50 . the amount or
08/04/2025 fh e o pf| on fto se I ect CELLO TAPE 3" h d f
. that roduct Ttor
P fhe Item from The PUNCH FOLDER A/M4 h P I
46 36. ] that quantity wi
aarrEnes I Ist or YOU can a ISO BOX FILE KANGAROO CLIP q y

do the same by show there itself

#5 ¥5,168.40

searching from the

BOARD PIN PLASTIC

and then we need
No products added yet

drop down to click on done.

o ™ 3¥383.50
08/04/2025

Dutstanding

<

H
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& New Purchase Order
Rate uoMm Dis% Tax% 0ty Amount
6.5 NOS ] 18% B 498.55 o
€ ceomares i
i
Rate UOM  Dis% Tax% OtY  Amount

30 NOS 1} 18% B 177.00

Terms & Conditions

Enter any special instructions...

Order Summary ‘ iS not
)C

Total Discount: 0.00

Total Oty 120 omer can place a
the con?p-any via email,

- Website, or making a call and requesting
for the same. Once that item has been
added to the Quotation list, customer
shall be able to see that product / item

next time while placing order.

Tax Amount: 170.55

Net Amount: 1ms.0s

AT A
1I/4
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Send PO

From Date To Date

o-04-2025 £ n-04-202s5 fH

@ Branch All Branches

Not Approvd PO

® m3
10/04/2025

#12
09/04/2025

#1
09/04/2025

#10
039/04/2025

#8
o8/04/2025

Al 52l 27%8

1,180.00
?

A48
?

T5413.25
?

F144,048.50
?

¥660.80

0:07Me O
&« PO Details

PO Number: 13
Order Date: 10-04-2025
Delivery Date: 10-04-2025

Products

@ cevoarea-
21NDs

© runcH FoLDER A4

25 NOS

20 NOS

Rate: ¥30.00

Amount: ¥743.40

Rate: ¥6.50

Amount: F19L.75

Rate: T2.25

Amount: ¥53.10

©) HP LASERIET 5100 PRINTER (A3 SIZE)

22 NOS

Rate: ¥2,500.00

Amount: 19L75

0:07Me0
& PO Details

€) sHareNER
20 NOS Rate: ¥2.85

Amount: ¥53.10

@ HP LASERIET 5100 PRINTER (A3 SIZE)
22 NDS Rate: ¥2,500.00

Amount: ¥191.75

Order Summary

Total Gross: (+) 28,633.75
Total Discount: (-)125.00
Tax Amount: (+) -27,328.75

Net Amount: 1,180.00

B =l g 27%8

neEMme0 o=

Send PO

From Date To Date

0-04-2025 £2) n-o4-2025 fH

@ Branch All Branches

Approved PO

® a3
10/04/2025

#9
08/04/2025

#3
oB/04/2025

#2
08/04/2025

#1
08/04/2025

Al il 27%2

%1,180.00

#18,260.50

¥8,136.10

¥26,318.50

¥35,779.40

Once the order is saved, customer must click on the "Send PO" tab. Once customer is in the send PO tab, customer will be able to
see their sayéd PO, Customer need to click on the saved PO and|based on the number of items / products needs to scroll and click
on SEND\PO! Once customer clicks on SEND PO, the PO then moves out of the not Approved PO list and goes away to the
Approved PO list that'can be seen by toggling the on/off switch.



Thanlk you for going through this PR
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