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Create Spot Purchase 
 

A Spot Purchase is normally used when purchasing items from a vendor either with cash or a credit card and 
not using a Purchase Order.  A Spot Purchase can use the Vendor Catalog, or Non-Stock items can be entered. 

 

1. From the menu, under Purchasing – Spot Purchase 

 

2. Click Spot Purchase hyperlink and then click  

a. Alternatively, you can click  from the menu. 

 

3. Enter the general information about the Spot Purchase.  Note: Status, Entry Date, Placed By and 
Currency are filled in with the default values. 

a. Enter the Contractor you are ordering from.  Click  
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b. This will give you a list of all Contractors.  Click the Contractor hyperlink to select a Contractor, 

or click  and enter the search criteria. 

 

c. Click  

 

d. Click the Contractor hyperlink to select the Contractor. 

e. You will be returned to the Spot Purchase screen with the Contractor information filled in and, 
IF that Contractor only has one Address Code, it will also be filled in.  If the Contractor has 
multiple Address Codes your will need to select one. 
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f. Click the hyperlink for the Address Code you want to select.  You will be returned to the 
Purchase Order screen with the Contractor and Address Code filled in. 

 

4. Fill in the other fields as needed. 

5. To load the Line Items, click  

a. You will be asked to select the type on item you are adding. 

 

b. You have two choices: 

i. Catalog – Requires that your organization maintains non-inventory vendor parts since 
you can only select a Vendor Catalog Part that is not associated with an Inventory Part 
Profile. 

ii. Non-Stock – Allows you to enter any part on the line.  Including multiple parts lumped 
together in a free-form type entry. 

c. Select the radio button and then click  
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d. In the Vendor Part field: 

i. If Catalog was selected click  to search the Vendor Catalog Parts. 

 

1. Enter the criteria to find the part and click  

2. Click the Vendor Part hyperlink to select the part.  This will return you to the 
Spot Purchase Line Item and will fill in the fields. 

ii. If Non-Stock was selected the field will accept any entry up to 25 characters and there 
must be something in the field. 

e. Enter a Unit of Measure (UOM). 

f. Enter the Unit Cost and Quantity.  Note to see the Line Total you must click the  
button on the right hand side of the screen. 

g. Select a Work Order by either typing it in, or searching for it by clicking the .  If the Work 
Order only has one Phase it will automatically be entered, otherwise you will need to select 
the Phase from a list presented. 

h. The Subledger defaults to Materials, but you can select one of the other options (Labobr, 
Equipment or Contract) if needed. 

i. Click either: 

i.  To save this Line and start a new one, 

ii.   To abandoned this line, or 

iii.   To save this Line and return the Shop Purchase screen. 
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6. After all lines are entered, if the Status need to be change click the  to see a list of possible Statuses 
and select one. 

7. When comlete, click  
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