
w w w . h a n s a w o r l d . c o m

Purchasing

Improve and simplify the 

management of inbound 

logistics.

Manage items and stock levels 

using HansaWorld’s fully integrated 

stock and purchase modules.



Basic Purchasing Workfl ow
Where Stock Control and Purchase Order Processing is not 
an issue, companies can limit purchasing within HansaWorld 
to raising a Purchase Invoice, and then making a Payment 
against that Purchase Invoice. Alternatively the sequence will 
be to raise a Purchase Order, book a Goods Receipt against 
the Purchase Order, and then raise a Purchase Invoice from 
the Purchase Order. More complex variations are covered 
below.

Items
HansaWorld has two separate tables to allow you to keep track 
of the Items you are buying. The Item register retains details 
relating to the sales process, and costings. The Purchase 
Item register allows you to set up multiple records per item 
you sell, for each supplier you buy that Item from. Data from 
this register is used for several specific tasks:

• for suggesting the default supplier and normal purchase 
price (including currency) when running automated 
purchasing routines

• for converting quantities in the supplier’s normal unit of 
measurement to stock unit quantities

• for assisting in defining the optimum quantities each time 
you purchase (normal and minimum order quantities)

• for data entry and document support using supplier item 
codes rather than internal item codes

• for holding Producer and Country of Origin data primarily for 
statutory reporting (such as IntraStat).

Purchase Orders
As with other parts of HansaWorld, you can select an existing 
Purchase Order, and copy the details into a new Purchase 
Order. These details can be edited in any way before saving. 
The Purchase Order itself allows you to request the delivery 
date (for the whole order or per line), and to specify the 
payment terms for the eventual invoice from the supplier.       

On Purchase Orders, HansaWorld keeps track of the quantities 
of ordered items that have been received, that have been 
accepted as received, and that have been invoiced. You can 
enter a different company in HansaWorld’s factoring field, to 
allow you to record the eventual purchase invoice against a 
different company from the supplier.

HansaWorld provides a report that allows you to view all 
unfulfilled purchase orders, and/or all those that have been 
partially received. In addition, there is a menu function that 
allows you to close any selection of purchase orders - any 
quantities that have not been received will be cancelled. 
Other reports allow you to display committed cost, or create 
an accrual for purchase orders not received, by showing such 
items sorted by Nominal code. 

Goods Receipts
Recording goods receipts could not be simpler: pick the 
purchase orders against which goods have been received, 
and select Goods Received from the Operations Menu. This 
creates the relevant goods receipt records, and copies the 
ordered number of items. For partial receipts, the Purchase 
Order is not marked as received until the entire order has 
been received. For more complex consignment handling, it 
is possible to pick several whole Purchase Orders or separate 
Purchase Order rows on a Goods Receipt. In this example, 
the workflow changes so that a Purchase Invoice can be 
recorded directly from the Goods Receipt, rather than from 
the Purchase Orders.

Suppliers’ Invoices
Raising suppliers’ invoices when purchase orders are already 
on the system is extremely easy: select any purchase order 
for which an invoice has been received, and select Invoice 
from the Operations Menu. This creates a new editable 
supplier’s invoice copying the details from the purchase 
order. HansaWorld supports discounts taken from suppliers, 
recorded directly at the purchase invoice stage. You can 
specify a factor number for the supplier. Purchase credits 
are created by copying a purchase invoice, and changing the 
payment terms to credit.

Reordering
HansaWorld has various reports and automated routines to 
assist in the reordering process.

Purchases Motivated by Stock Levels
Minimum stock levels can be recorded per Item (for single 
Location companies), or per Item per Location, and normal 
(and minimum) purchase order quantities can be set up 
per Item per Supplier. HansaWorld provides a Purchasing 
Suggestion report, which lists for each item the number in 
stock, the number on sales orders, the net of these two, the 
number on unfulfilled purchase orders, and a suggestion for 
the number to reorder, based on the item’s minimum stock 
level - but also taking the normal purchase order quantity 
into account. HansaWorld also provides a batch function to 
create Purchase Orders for all items below their minimum 
stock levels, or for any range of such items. If more than one 
supplier exists for an item, HansaWorld will pick whichever 
has been specified as the default supplier.
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Purchases Motivated by Actual Sales
HansaWorld provides a batch routine for the creation of “back 
to back” orders, raising Purchase Orders automatically from 
Sales Orders. The routine allows the user to select any range 
of Orders (selecting by date range, order number or order 
type), and to determine if there will be one Purchase Order 
for each Sales Order (for example for easier traceability) or 
requirements from multiple Sales Orders will be grouped onto 
a single Purchase Order per supplier. It can also be run for a 
single Sales Order, without requiring a selection by the user. 
Customer address details can be transferred automatically 
to Purchase Orders created in this way. The user determines 
whether to take account of stock levels when running this 
routine.

For “just-in-time” purchasing, HansaWorld provides a similar 
routine which also takes account of the planned delivery 
date, and the lead time which can be specified per item per 
supplier. This creates forward-dated Purchase Orders, using 
similar logic to the “back to back” routine described above. It 
can be run in conjunction with Productions - for more details, 
see HansaWorld and Production

There is a more complex report to drive purchasing based on 
a combination of actual sales and required stock levels. This 
allows the user to specify any date range, and the number of 
months of sales for which stock should be held. The report 
compares a stock forecast (stock plus purchase orders less 
sales orders) to a predicted sales figure (actual monthly sales 
for the selected period times number of months specified), 
and derives a reordering suggestion which also takes account 
of minimum stock levels and purchase order quantities. There 
is a batch routine which can be run in the same way as the 
report, which automatically creates Purchase Orders for the 
quantities suggested by the report.

Purchases Motivated by Forecast Sales
HansaWorld includes an entire module to assist in this aspect 
of the purchasing process. This enables you to make a 
temporary capture of the current stock position, and forward 
sales and purchase order books, including anticipated dates 
for delivery and receipt of stock. These entries are editable, 
to allow more precise control of the “actual” position against 
which purchasing requirements will be determined.

Next, you can forecast sales for each item and location, with 
reference to the supplier from whom you will order each 
item.

The actual purchasing decisions will be underpinned by 
detailed reporting of forward stock movements. These reports 
show transactions for each day where there are forward 
orders: they calculate the forward stock levels by adding 
expected receipts (on expected goods receipt dates) and 
subtracting expected deliveries (on expected delivery dates) 
from the actual stock level, and ending up with a purchasing 
suggestion. Drilldown gives more details on order dates 
compared to delivery dates. Users can edit underlying records 
and rerun the reports until satisfied. The report includes a 
break point at which the forecast order data is used rather 
than actual sales orders.

Users can then run a batch routine to create Purchase Orders 
from the purchasing suggestion derived above, on a range of 
selection criteria - for example the routine can be restricted to 
a range of items, or requirements for a specific location.

Tendering
If you invite suppliers to tender for work, you can record their 
Quotations in HansaWorld. HansaWorld allows the automatic 
creation of a Purchase Order from the winning tender. For 
more complex situations, HansaWorld provides process 
control, whereby you can track when documents such as 
pre-qualifications, bids and contracts are sent and received 
back. These can be grouped by tender, and can be allocated 
to Purchase Order Quotations.

Scheduled Orders
HansaWorld provides a PO Contract register, which allows 
a complete purchasing contract to be entered, with a 
complete schedule of when orders are planned to be called 
off. Purchase Orders can be raised at any time from the 
PO Contract, and issued to the supplier in the normal way. 
HansaWorld maintains a count on the PO Contract of what 
has been ordered, and also keeps the eventual Purchase 
Invoice number.

Supplier Returns
Items can be returned to suppliers, for whatever reason, from 
either the original Purchase Order or the Goods Receipt. You 
can choose whether you expect to receive these items again 
from the supplier, As with all other features, HansaWorld 
keeps up to date the count of how many items were ordered, 
how many have been received, and how many have been 
invoiced.

Requisitions
HansaWorld provides an Internal Order register for 
departments to make requests for stocked items, primarily 
for internal use. The Internal Orders can be authorised or 
declined. Once authorised, the stock can be moved to the 
relevant Location by means of an automatic stock transfer 
(Stock Movement) or stock write-off (Stock Depreciation).

Jobs
To allocate purchase orders and invoices to jobs, enter the job 
number in the order’s (or invoice’s) project number field.

Fixed Assets
A command on the Operations Menu of the Purchase Ledger 
module provides a simple method of capitalising asset 
purchases. If you have highlighted a purchase invoice, it 
automatically creates the necessary asset record in the Fixed 
Assets Module.



All in one
With HansaWorld software, your front office and back office are 
totally integrated so that they function as a single, powerful tool 
for all employees. There are more than 45 fully featured modules 
covering the key business areas of most organisations, allowing 
you to concentrate your data in one database. Having a single 
datafile improves the consistency of your data, and lowers 
the total cost of ownership by reducing the cost of upgrading. 
Users can choose to run the HansaWorld client software on any 
Windows operating system, from 2000 to XP, Pocket PC, Mac 
OS X and even Linux GUI solutions. The HansaWorld server can 
be run on Windows XP and 2003, Mac OS X, Linux, Unix and IBM 
OS/400. The preferred hardware for servers is an IBM eServer 
(xSeries, pSeries, iSeries or zSeries) or xServe (or G4 in smaller 
installations). 

With the HansaWorld Portal and e-business solutions, you can 
extend the community of users beyond your own employees, 
by giving customers, prospects and other partners carefully 
controlled access to data via a web browser.

Contact your partner
To learn more about HansaWorld ERP and CRM solutions 
contact your local HansaWorld office or distributor or a Certified 
HansaWorld Business Partner. HansaWorld offices and/or 
distributors are located throughout Europe, South America, 
South Africa and the Middle East. A list of HansaWorld offices 
and distributors can be found at the Country link on our website, 
www.hansaworld.com. Details about local Certified HansaWorld 
Business Partners can be found at the Countries link at www.
hansaworld.com.

Company profile
HansaWorld is a major international software 
company specialising in business applications. The 
group has 130 employees in offices in Europe, South 
America and South Africa. Distributors are also found 
in Europe, South America and the Middle East.

HansaWorld’s advanced and successful user interface 
was first developed for Apple Macintosh in 1988. In 
1994, when the program was ported to Windows, 
it had already been proved by thousands of users. 
HansaWorld’s experience with international sales 
and modern technology puts it in the perfect position 
to meet the challenges of the next decade.

HansaWorld provides a wide range of technologies 
for e-business including internal and external e-mail, 
several webshop solutions and PDA support. In 
addition, HansaWorld can help to build a corporate 
portal. HansaWorld is developed using C++ 
as its programming language, and proprietary 
technology for database design and for network 
communication.

This allows HansaWorld to have the same products 
available for several different operating systems, 
each version optimised for maximum performance. 
Currently HansaWorld is available for Windows 
2000–XP, including Windows CE, Mac OS X and 
Unix, including Linux and OS/400. HansaWorld is IBM 
eServer proven, running on xSeries, pSeries, iSeries 
and zSeries. 

Windows 2000, Windows 2003, Windows CE, Windows XP are 
registered trademarks of Microsoft Corporation. Apple Macintosh and 
MAC OS are registered trademarks of Apple Computer Inc. xSeries, 
pSeries, iSeries and zSeries are registrated trademarks of IBM 
Corporation. 
Copyright HansaWorld Ltd.

Matrix Studios, 91 Peterborough Road
Parsons Green, Fulham, London SW6 3BU
Tel: +44 (0)845 123 2732  Fax: +44 (0)845 123 2739
E-mail: uk@hansaworld.com
www.hansaworld.com
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