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Purchasing and Invoice Matching

Purchasing 
Major Features Added

• TabLink – connecting buyers to web-based 
supplier catalogs

• Email Official Copy of Purchase Order and 
Request for Quotes
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TabLink

Changes to:

•Security

•Setup

•Supplier Notebook

•Requisition Notebook
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TabLink - Security

Two new 
buttons 

appear on 
the

PowerPanel
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TabLink - Security                 

The buttons 
appear based 
on two new 

security 
settings
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TabLink - Security

Define Catalog 
and 

Assign Catalog 
User Access



Purchasing and Invoice Matching

TabLink - Security

TabWare is 
delivered with 

the catalog 
entries that are 

supported
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TabLink - Security

The Catalog 
URL contains 

the connection 
information to 
the supplier’s 

website.
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TabLink - Security

The Return and 
Launch entries designate 

the location of the .net 
applications that are 

installed on the client’s 
webserver.
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TabLink - Security

An activation 
code is required to 
enable access to 
the catalog from 
TabWare.  This is 

obtained from 
TabWare Support.
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TabLink - Security

An employee 
or job function can 
be notified of any 
errors that occur 
during a catalog 

shopping session 
from TabWare.
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TabLink - Security

The length of 
time that any errors 

logged are 
maintained

on the system is 
designated with the 

Number of Days 
value.
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TabLink - Security

Access to the       
option to use 

TabLink from the 
Requisition 
Notebook 

is granted on the 
Assign Catalog User 

Access window.
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TabLink - Security

Only users 
that currently 

have access to 
create 

requisitions
will appear in the 

list.
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TabLink - Security

Security 
information 
required to 
access the 
catalog is

defined here.
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TabLink - Security

The default 
item type is for 

items added to the 
requisition

as a result of 
shopping on the 

catalog
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TabLink – TabWare Setup

Under Validation 
Codes, there is a 

new option to 
cross reference 

existing UOM codes 
to the UOM codes 

that the web catalog 
uses.
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TabLink – TabWare Setup

The catalog’s 
unit of measure is 
associated to an 

existing UOM.  
This alleviates 

adding more codes 
to the standard list.
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TabLink – TabWare Supplier

The supplier code 
sent by the catalog 

can be 
associated to an 
existing supplier 

number on the new
Ecatalog Xref tab of 

the Supplier notebook.
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TabLink – TabWare Supplier Search

The cross 
reference values 
are available to 

the Supplier
Query Wizard
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TabLink – TabWare Requisition Window                

From the Copy 
window the Copy from 

Catalog option 
appears.  If multiple 

catalogs are available, 
a list to choose from 

will display.
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TabLink – Catalog Site

When OK is 
clicked on the Copy 

window, the 
internet browser on 

your desktop will 
open to the catalog.
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TabLink – Confirmation Window

Once shopping 
is complete on the 

catalog, the shopping 
cart is returned to 

TabWare.  This is the 
confirmation window 

of the items being 
returned.
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TabLink – Requisition Notebook

You have the 
option to cancel the 
process or add the 
shopping cart to 
the requisition.
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TabLink – Requisition Notebook

The shopping 
cart is returned to 

the requisition 
notebook as a new 
line.  Note that the 
item type defaults 

from the user setup.  
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TabLink – Requisition Notebook

The information 
from the shopping 

cart also appears on 
the 

Recommendations 
and Purch. Desc. 

tabs  
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TabLink – Ecatalog Errors

Any errors 
encountered with the 
shopping cart appear 
in the eCatalog Errors 
Search window.  The 

error message 
identifies the specific 

problem.
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Emailing PO’s and RFQ’s

• Requires an additional piece of software installed on 
the user’s desktop, PDFMachine from BroadGun.  Go 
to www.pdfMachine.com to purchase a copy. The 
software contains a print driver that converts a print 
stream from TabWare directly to a PDF file.

• Emails the Official Copy of either the Purchase Order 
or Request for Quote to the supplier’s email address. 

http://www.pdfmachine.com/
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The next action must 
be set to ‘Launch 
default mail client 

with attached PDF’.

The next action must 
be set to ‘Launch 
default mail client 

with attached PDF’.

pdfMachine has its own configuration options
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Emailing PO’s and RFQ’s - Setup

On the Purchasing 
Setup Options window, a 

new tab, Email Setup 
enables the feature for 
RFQ’s and PO’s if the 

software is installed on 
the user’s desktop.
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Emailing PO’s and RFQ’s – Supplier Notebook

The EDI/Fax tab of the 
Supplier Notebook designates the 
default value for how the Purchase 

Order and Request for Quote are sent 
to the Supplier.  This can be 

overridden at the RFQ and PO level.  
The Email flag has been separated 

from the EDI flag.
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Emailing PO’s and RFQ’s – RFQ Notebook         

The supplier or contact 
email address will come over 
from the Supplier Notebook.  

The Email Address is required 
if the Send by Email flag is 

checked and the Purchasing 
Setup option to use Email is 

checked.
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Emailing PO’s and RFQ’s
Purchase Order Notebook

The supplier or contact 
email address will come over 
from the Supplier Notebook.  

The Email Address is 
required if the Send by Email 

flag is checked and the 
Purchasing Setup option to 

use Email is checked.



Purchasing and Invoice Matching

Emailing PO’s and RFQ’s
Purchase Order Notebook

The Email 
flag has been 

separated from 
the EDI flag.
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Emailing PO’s and RFQ’s
Print Official Copy

When Print Official Copy is 
selected, the Print Options window opens.  
When OK is clicked, the email software will 

create a PDF file with the image of the 
purchase order, create a new email with 
the PDF as an attachment and use the 

email address on the purchase order for 
the address of the email recipient.

temp.pdf (11kb)
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More Purchasing Enhancements

The Expediting 
Backlog Report 

can now be 
printed from the 
menu, File/Print 

option



Purchasing and Invoice Matching

More Purchasing Enhancements 
Auto Issue JobCop Program

A new flag on 
the Terms tab of the 
Supplier Notebook 
will default to the 

auto-generated PO 
for the supplier.
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More Purchasing Enhancements 
Auto Issue JobCop Program

The Auto 
Issue flag 

defaults from the 
supplier, but can 
be overridden at 

the PO level.
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More Purchasing Enhancements 
Auto Issue JobCop Program

An auto-created purchase 
order will be issued if the total value o
the Purchase Order falls between the
Supplier Minimum and the Maximum

Limit specified under Purchasing 
Setup Options AND the flag on the 

purchase order header is set to Auto
Issue.
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More Purchasing Enhancements 
Auto PO JobCop Program

If the blanket order limit or blanket item quantity limit is 
exceeded then the reorder will not be added to the 

release, but will be approved by the system.  The line will 
appear on the Buyer’s Backlog under the Ready for 

Purchase activity, to be dealt with by the buyer.
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More Purchasing Enhancements 
Initial/Final Text

When a change 
order is created, the Initial 
Text and Final Text can be 

copied from the original 
PO.  This setting indicates 
the default option when the 

change order is created.
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More Purchasing Enhancements 
Initial/Final Text
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More Purchasing Enhancements 
Purchase Order Notebook

The 
contact’s phone 

number has 
been added to 
the Purchase 

Order tab
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More Purchasing Enhancements –
Buyer’s Backlog

The catalog 
name has been 

added.  The 
backlog can be 

sorted by double-
clicking on the 

column heading.
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Invoice Matching Enhancements 
Invoice Number Update

The invoice number 
can now be modified up 
until the time the invoice 

is selected for payment for 
all types of invoices, 

except for the two-way 
match invoices.
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Invoice Matching Enhancements –
Credit Memo Voucher entry

Credit memos 
now allow manual 

entry of the 
voucher based on 

the invoice voucher 
numbering setup 

option
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Invoice Matching Enhancements –
Zero Cost items

A zero cost 
item can be 

processed.  If a 
repair is done under 
warranty, the cost of 
zero can be entered 

on the invoice.
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Invoice Matching Enhancements –
Service Contracts

A new setup option 
has been added to Work 

Order Setup Options:  
‘Allow Service Contract 
Purchase Orders to be 

Received Separately from 
the Invoice’.
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Invoice Matching Enhancements –
Service Contracts

This setup option allows clients using the Invoice Matching module 
to use a separate receiving process.  Once this option is selected, 

the service can be received on the Service Contract Receipts 
window.  The invoice will be matched to the amount received.

Those clients using the service contract process in TabWare today, 
can continue to process the invoice which will also be 

acknowledgement of the receipt.
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