How To Process An Eclor Purchase Order

Learn how to process an Eclor purchase orders once it has been received. This guide
will show you how to search the Fermented Juice Excel spreadsheet to retrieve the
date of the invoice and verify the gallons and tank number and process the PO in BC
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Because the spreadsheet is used by multiple people the filters may have been
adjusted for their needs and not reset. Filter data on Invoice # from smallest to
largest.
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10 Verify the gallons match the total listed on the attached weight tag
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In BC, navigate to the Purchase Orders. My example below is filter by PO that have
an amount greater than zero and vendors starting with ecl.

12

Click on the date to select the PO you want to process

Dynamics 365 Business Central
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Al [ =
8/14/2026 8/14/2026  PO1001901 V000919 ECLOR BOISSONS GREEN Vendor Details
Pending Confirmation
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Fax No. P
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Filter...
8/17/2026 8/17/2026  PO1001907 V000919 ECLOR BOISSONS GREEN

Filter totals by:

Date Filter: ".08/17/26
£ Edit

Reset filters

13

Click "Reopen" to be able to make adjustment to the purchase order's line items

Dynamics 365 Business Central
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14 Click in the Vendor Invoice No. to enter the invoice number from the Eclor invoice.

Verify the Vendor Order No. matches the PO form.

Unlike other purchase orders, there is no need to change the document date.

Business Central
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General Show less @ Summary G ”
p—
Vendor No. ‘VOUDEHB v ‘ Due Date ‘8/14/202&» B | -
() Details
Vendor Name ‘ECLOR BOISSONS ~ ‘ Vendor Invoice No. 03 ‘ % | s
Vendor Statistics
Buy-from Your Reference ; |
Address |SAVENUEBELLEFONTAINE | purchaser Code \ <] Vendor No. Vooos1
Address 2 ‘ BATIMENT ENERGIES A ‘ No. of Archived Versions 1 Balance (8 BARASSLAT
Balance (§) As C... 0.00
City [35510 CESSON SEVIGNE =] OrderDate (61972026 =l e e
utstanding Or... 730,639.41
ZIP Code ‘ ‘ Quote No. Amt. Red. Not In... 121,558.06
Country/Region !FR ¥ | Vendor Order No. [ TEMU4678054 - Outstmnding .. L
I Total ($) 7.320,749.99
Contact No. ‘ CT000973 ‘ Vendor Shipment No. ‘ 26006416 |
Overdue Amoun...6,468,552....
P o A
hone No. Vendor Authorization No. \52602332095 | Invoiced Prepay... 0.00
Mobile Phone No. Alternate Vendor Addres... ‘ v | Payments (5) 948,160.00
- o Refunds (3) 0.00
Email amerceron®@eclorsa.com Receive from Address Ca... ‘ e |
bt e e 43 AR0E

Made with Scribe - https://scribehow.com
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quantity.

Home  Prepare Print/Send  Request Approval Order EDI ‘ More options
[ Post.. |~ [ Release |~  {f Create Whse. Receipt [& Create Inventory Put-away/Pick... 8 Archive Document
Contact | 3 ‘ Assigned User ID v ‘
Document Date |8/14/'2025 B ‘ Status
Invoice Received Date | ] ‘ Linked with E-Document
Posting Date |8/14f2025 ‘ Appt. Time ‘
' Lines Manage Line  Functions  Order ¥ B
¥ Newline  #X Delete Line  &¥ Selact items... 2
Loc.. Line Amount Oty to
Type L Descripton Code Quantity Bxcl. Tax Excl. Tax Receive
= | ltem 102974 ORG PURCH FERMENTED JUIC... GREEN 5815 1.6383 9,526.71
Comment * Storage
4 »
Subtotal Excl. Tax (EURO) 9,526.71 Total Excl. Tax (EURQ) 9,526.71
Inv. Discount Amount (E... | 0.00 ‘ Total Tax (EUROD) 0.00
Invoice Discount % | 0 ‘ Total Incl. Tax (EURO) 9,526.71

16

In the Direct Unit Coast Escl. Tax take the invoice total and divide it by the

L]
5
a
@ Summary  Preview ~
(i) Details
e a
Vendor Statistics
Vendor No. V000919
Balance (§) 6,468,552.52
Balance (§) As C... 0.00
Qutstanding Or... 730,639.41
Amt. Rcd. Not In... 121,558.06
Qutstanding Inv... 0.00
Total ($) 7.320,749.99
Overdue Amoun...6,468,552....
Invoiced Prepay... 0.00
Payments ($) 948,160.00
Refunds ($) 0.00
Last Payment Da... 1/23/2026

Incoming Docu...

Name

(There is nothing to show in this
St

pennies. And only if there is a note in the description column

Home Prepare Print/Send Request Approval Order EDI | More options
@T Post... | v Q Release | v T& Create Whse. Receipt [5.5,- Create Inventory Put-away/Pick...
Contact ‘ o ‘ Assigned User ID
Document Date ‘8/14/2025 B ‘ Status
Invoice Received Date ‘ Jaa] ‘ Linked with E-Document
Posting Date ‘8/14!2026 ] ‘ Appt. Time
Lines Manage Line Functions Order
# Newline  #XDeleteline 8 Select items...
Direct
Loc... Unit Cost
Type No. Description Code Quantity Excl. Tax
—> | ltem 03374 ORG PURCH FERMENTED JUIC... GREEN 5815 1.63839
Comme Storage

Subtotal Excl. Tax (EURO)
Inv. Discount Amount (E...

Invoice Discount %

9,527.24 Total Excl. Tax (EURO)
‘ 0.00 ‘ Total Tax (EURO)
‘ 0 ‘ Total Incl. Tax (EURQ)

Made with Scribe - https://scribehow.com

B Archive Document

a
|
Open
@ )
2 B
52
Line Amount Oty.to
Receive
»
9.527.24
0.00
9,527.24
v

Click on the three dots to add a line if the total doesn't match the invoice by a few

o
58
@ Summary Preview ~
() Details
S a
Vendor Statistics
Vendor No. V000919
Balance (%) 6,468,552.52
Balance ($) As C... 0.00
Outstanding Or... 730,639.41
Amt. Red. Not In... 121,558.06
Outstanding Inv... 0.00
Total ($) 7.320,749.99
Overdue Amoun...6,468,552....
Invoiced Prepay... 0.00
Payments (§) 948,160.00
Refunds ($) 0.00
Last Payment Da... 1/23/2026

Incoming Docu...

Name

(There is nothing to show in this
i
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18

Click "New Line"

Home Prepare Print/Send  Request Approval Order EDI | More options
[if Post.. |~ [ Release |~  ffaCreate Whse. Receipt [ Create Inventory Put-away/Pick.. & Archive Document

Contact ‘ & Assigned User ID ‘ ~ |
Document Date ‘8/14/2026 = ‘ Status Open
Invoice Received Date ‘ ] ‘ Linked with E-Document [(CHD)
Posting Date ‘8/14/2026 | ‘ Appt. Time ‘ |
Lines Manage Line Functions Order = &
= Newline ¥ Deleteline &) Select items.. 2
Direct
Loc... Unit Cost Line Amount Qty. to
Type Ne. Description Code Quantity Excl. Tax Excl. Tax Receive
102974 | ORG PURCH FERMENTED JUIC... | GREEN 5815 1.63839 9,527.24
Storage
3 >
Subtotal Excl. Tax (EURO) 9,527.24 Total Excl. Tax (EURO) 9,527.24
Inv. Discount Amount ({ ‘ 0.00 ‘ Total Tax (EURO) 0.00
Invoice Discount % ‘ 0 ‘ Total Ingl. Tax (EURQ) 9.527.24
8 n n
From the dropdown Click "G/L Account
Home Prepare Print/Send RequestApproval Order EDI | More options
[if Post.. |~ [ Release |~ i Create Whse. Receipt [ Create Inventory Put-away/Pick.. 8 Archive Document
Contact ‘ Assigned User ID ‘ |
Document Date ‘8/‘\4/2026 | ‘ Status Open
Invoice Received Date ‘ Jau] ‘ Linked with E-Document @)
Posting Date ‘8/14/2026 [ ‘ Appt. Time ‘ |
Lines Manage Line Functions Order ® B
# Newline #Deleteline & Select items... E3
Direct
Loc. Unit Cast Line Amount Qty.to
Type No. Description Code Quantity Excl. Tax Excl. Tax Receive
Item 102974 | ORG PURCH FERMENTED JUIC... | GREEN 5815 163839 9,527.24
—> | Comment [
Option Values
a
a4 >
Sub) (EURO) 9,527.24
Inv. - 0.00
Show details Select from full list
Invoice Discount % 0 Total Incl. Tax (EURQ) 9.527.24

Made with Scribe - https://scribehow.com

L}
kS
@ Summary Preview v
(i) Details
a
Vendor Statistics
Vendor No. V000919
Balance (8) 6,468,552.52
Balance ($) As C... 0.00
Qutstanding Or... 730.639.41
Amt. Red. Not In... 121,558.06
Outstanding Inv... 0.00
Total (§) 7.320,749.99
Overdue Amoun...6,468,552....
Invoiced Prepay... 0.00
Payments (3) 948,160.00
Refunds (%) 0.00
Last Payment Da... 1/23/2026
Incoming Docu...
Name
(There is nothing to show in this
SR
o
53
& summary ereview ~
() Details
a
Vendor Statistics
Vendor No. V000919
Balance (%) 6,468,552.52
Balance ($) As C... 0.00
Outstanding Or... 730.639.41
Amt. Red. Not In... 121,558.06
QOutstanding Inv... 0.00
Total () 7.320,749.99
Overdue Amoun...6,468,552....
Invoiced Prepay... 0.00
Payments (S) 948,160.00
Refunds ($) 0.00
Last Payment Da... 1/23/2026
Incoming Docu...
Name
(There is nothing to show in this
v

S

10



19 Enter 6175 into the No. field for the Miscellaneous account. In the quantity field of
1 positive or negative to be written off. Enter the amount the needs to added or
taken to reach the amount of the invoice. In the Description Finance

Home Prepare Print/Send Request Approval Order EDI More opticns L ]
[if Post.. |~ [ Release |~ ¥ Create Whse. Receipt [ Create Inventory Put-away/Pick... " Archive Document 53
a
Contact ‘ ‘ Assigned User ID ~ @ Summary Preview ~
Document Date ‘8/14/2026 s ‘ Status Open
o (i) Details
Invoice Received Date ‘ Jaa] ‘ Linked with E-Document —
a
Posting Date ‘8/14/2026 B ‘ Appt. Time | Vendor Statistics
Vendor No. V000919
B Bal. 3 6,468,552.52
Lines Manage Line Functions Order 2 @ Blancs )
Balance ($) As C... 0.00
# Newline  #XDeleteline 8 Select items... 2 Outstanding Or... 730.639.41
Amt. Red. Not In... 121,558.06
0c. Unit Cast Line Amount Qty. to
Type Dla Description Code Quantity Excl. Tax Excl. Tax Receive Qutstanding Inv... 0.00
Item 102974 'PRG PURCH FERMENTED JUIC...  GREEN 5815 1.63839 9,527.24 Total (3) 7.320,749.99
| 6/L Accou * Overdue Amoun...6,468,552....
Comment Storage Invoiced Prepay. 0.00
Payments (§) 948,160.00
Refunds (%) 0.00
Last Payment Da... 1/23/2026
4 >
Subtotal Excl. Tax (EURO) 9,527.24 Total Excl. Tax (EURO) 9,527.24 Incoming Docu...
Inv. Discount Amount (E... ‘ 0.0D‘ Total Tax (EURD) 0.00
Name
Invoice Discount % ‘ 0 ‘ Total Incl. Tax (EURQ) 9,527.24
(There is nothing to show in this
v v

20 Click "Order"

Dynamics 365 Business Central

P
€ Purchase Order ) =3 - Tl  Saved BT o
)
: SASSONS
PO1001916 - ECLOR B&iS
Home Prepare Print/Send  Request Approvil Order EPI More options ]
[} Post.. |~ [ Release |~ ¥ Create Whse. ReCEip: [ Create Inventory Put-away/Pick... & Archive Document 58
a
Contact ‘ o= ‘ Assigned User ID ~ @ Summary Preview v
Document Date ‘8/14/2026 i ‘ Status Open
. () Details
Invoice Received Date ‘ ] ‘ Linked with E-Document —
a
Posting Date ‘8/14/2026 am | ‘ Appt. Time | Vendor Statistics
Vendor No. V000919
> Bal. $ 6,468,552.52
Lines Manage Line Functions Order 2 @ slance (5)
Balance ($) As C... 0.00
= Newline ¥ Deleteline &l Select items.. 2 Outstanding Or... 730,639.41
Amt. Red. Not In... 121,558.67
Line Amount CW Q. Quantity Department
Type Bxcl Tax Received Received Qty.tolnvoice  Code Prod line Code  Proj Outstanding Inv... 0.00
Item 9.527.24 [ 5815 5815 VI BULK Total (3) 7.320,750.60
—> G/L Account : -0.01 -1 o 2 -1 | FINANCE Overdue Amoun...6,468,552....
Comment 0 = Invoiced Prepay. 0.00
Payments (§) 948,160.00
Refunds (%) 0.00
bt Dacmaame e 4093 A00E

Made with Scribe - https://scribehow.com
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P
Purchase Order 2= =4 - o] + Saved =
&)
Home  Prepare  Print/Send  Request Approval Order EDI More options
BBimension® & Comments 53 Approvals & Vendor Prepayment Invoices
3 Statistics U Attachments [ Invoices B Receipts Prepayment Credit Memos
Contact ‘ 1 ‘ Assigned User ID | @ Summary ereiew v
Document Date ‘8/14/2026 ni | ‘ Status Open
() Details
Invoice Received Date ‘ ] ‘ Linked with E-Document
Posting Date ‘s/wzoza ] ‘ Appt. Time Vendor Statistics
Vendor No. V000919
. Bal ) 6,468,552.52
Lines Manage Line Functions  Order = il Alarice (3) &
Balance (5) As C... 0.00
¥ i > i >
#* New line X DeleteLine  &¥ Select items... 53 Outstanding Or... 730,639.41
Amt. Red. Not In... 121,558.67
Line Amount Qty.to CW Qty. / Department
Type Excl. Tax Receive Received Received Qty. toInvoice  Code Prod line Code  Proj Qutstanding Inv... 0.00
Item 9.527.24 o 5815 5815 VI BULK Total (3) 7.320,750.60
— | GfL Account -0.01 -1 o _ -1 | FINANCE Overdue Amoun...6,468,552....
Comment 0 = Invoiced Prepay... 0.00
Payments (5) 948,160.00
Home Prepare PR o
y al
& Dimensions &) General
58
Statistics U amount Excl. Tax 9,527.23 Quantity 5814
I chret . |
Contact ary Preview v
Dot Dot Total Excl. Tax 9,527.23 Net Weight 0 |
G Neight |
Tewericss Riveniad Had Tax Amount 0.00 Gross Weight 0 I
oo Total Incl. Tax 9,527.23 Volume 0 Witatistics
Purchase ($) 10,942.02 No. of Tax Lines 2
V000919
= 6,468,552.52
Lines Manage 1
~ Invoicing iAs Cu... 0.00
= i E>
#" Newline =X Dg BOwd.. 730639.41
1 Amount Excl. Tax 9,527.23 Quantity 5814
fotlnv.. 12155867
Type Inv. Discount Amount D.U\Z‘_ Parcels 0 B lInvoi... 0.00
i Total Excl, Tax I 952723 Net Weight 0 7,320,750.60
— | G/L Account ] fount... 6468,552.52
Tax Amount 0.00 Gross Weight 0
Comment | s | 0.00
1 Total Incl. Tax §,527.23 Volume [} L) 948,160.00
4 Purchase ($) 10,942.02 No. of Tax Lines 2 0.00
|nt Date 1/23/2026
e
Subtotal Excl. Tax (EURO) | Dalailin
Inv. Discount Amount (EU. | E— e
Name
e e ol tetind Tovmine a7o2

Click "Statistics"

365 Business Central

Made with Scribe - https://scribehow.com
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23 Click "Close"

Home Prepare Pl L ]
y al
& Dimensions = | General
53
B statistics B8 Amount Exdl. Tax 9527.23 Quantity 5814
Inv. Discount Amount 0.00 Parcels 1] |
Contact Bry Preview v
Bt | Total Excl. Tax 9,527.23 Net Weight (1} |
Y G eigh | =2
Tvbi acuniod Diata Tax Amount 0.00 Gross Weight 1] |
Dot Thale y  Total Incl. Tax 9527.23 Volume 0 Statistics
Purchase ($) 10,942.02 No. of Tax Lines 2
V000919
- 6,468,552.52
Lines Manage I -
~ Invoicing s Cu... 0.00
% E>
 hewline SR BOrd. 73063941
Amount Excl. Tax 9,527.23 Quantity 5814
fotinv.. 121558.67
Type Inv. Discount Amount Parcels o Blnvoi... 0.00
I Total Excl. Tax Net Weight 0 7.320,750.60
— | G/L Account mount... 6,468552.52
Tax Amount 0.00 Gross Weight ]
Comment | o 0.00
Total Incl. Tax 9,527.23 Volume 4] 5] 948,160.00
Purchase ($) 10,942.02 No. of Tax Lines 2 0.00
nt Date 1/23/2026
M
Subtotal Excl. Tax (EURO) Close g Docum...
Inv. Discount Amount (EG.mmm —— R E————. - -
[ 1 Name
ey [ ol teiind T mpm ac7o2

24 Click "Home"

s 365 Business Central

ey
€ Purchase Order ) =3 - T / Saved s
NG
1001916 - ECLOR BOISSONS
PG
Home [Prepare  Print/Send  Request Approval Order EDI More options [ ]
F=Uimensions & Comments i Approvals & Vendor E=} Prepayment Invoices
53
Statistics [ Attachments F@ Invoices B Receipts Prepayment Credit Memos
a
Contact ‘ e ‘ Assigned User ID w @ Summary Freview v
Document Date ‘s/wznza i ‘ Status s
. (© Details
Invoice Received Date ‘ ] ‘ Linked with E-Document —
a
Pasting Date ‘s/wzozs | ‘ Appt. Time Vendor Statistics
° Vendor No. V000919
= Balance (3 6,468,552.52
Lines Manage Line Functions Order w B &
Balance ($) As C... 0.00
¥ Newline X DeleteLine B Select items.. 58 Outstanding Or.. 730,639.40
Amt. Red. Not In... 121,558.67
Line Amount Qty. to W Qy. Quantity Department
Type Excl. Tax Receive Received Received Invoice  Code Prod line Code  Proj Outstanding Inv... 0.00
Item 9.527.24 [} 5815 5815 VI BULK Total () 7.320,750.59
—+  G/L Account -0.01 -1 o _ -1 | FINANCE Overdue Amoun...6,468,552....
Comment 0 = Invoiced Prepay... 0.00
Payments ($) 943,160.00

Made with Scribe - https://scribehow.com



25 Click "Post..."

365 Business Central

® =

Purchase Order - W + Saved =
MOMe™wPrepare  Print/Send  Request Approval Order EDI More options
[if Post.. | [o Release |~ i Create Whse. Receipt [ Create Inventory Put-away/Pick.. & Archive Document
a
Cofferet ‘ o ‘ Assigned User ID e & Summary  Preview
Document Date \s/wzozs i ‘ Status Open
(D) Details
Invoice Received Date ‘ | 1 Linked with E-Document —_—
Posting Date ‘3/14/2025 B ‘ Appt. Time | Vendor Statistics
Vendor No. V000919
E Bal. ) 6,468,552.52
Lines Manage Line Functions Order e B slance ()
Balance ($) As C... 0.00
[ . z . #
“Newline ¥ Deleteline &l Select items... 58 Outstanding Or.. 730,639.40
Amt. Red. Not In... 121,558.67
Line Amount CW Qty. Quantity Department
Type Excl. Tax Received Received Qty. toInvoice  Code Prod line Code  Proj Outstanding Inv... 0.00
Item 9,527.24 [} 5815 5815 VI BULK Total () 7.320,750.59
= GfL Account -0.01 -1 o b -1 | FINANCE Overdue Amoun...6,468,552....
Comment 0 = Invoiced Prepay... 0.00
Payments ($) 948,160.00
Refunds (§) 0.00
bt e e 43 AA0E
26  Click "OK"
Home Prepare Print/Send RequestApproval Order EDI More options [ ]
[if Post.. |~ [ Release |~  fiia Create Whse. Receipt  [& Create Inventory Put-away/Pick.. & Archive Document 58
Contact ‘ ‘ Assigned User ID X & Summary ereview -
Document Date ‘8/14/2026 ‘ Status Open
O Details
Invoice Received Date ‘ il ‘ Linked with E-Document -
Pasting Date 8/14/2026 =3 -~ Vendor Statistics
Vendor No. V000919
; Bal £3 6.468,552.52
Lines Manage Line Functions Order e B ShncElS)
o (@ Receive and Invoice | Balance (%) As Cu... 0.00
¥ Newline X DeleteLine ¥ Select items... b3 Outstanding Ord...  730,639.40
“ [ Cancel Amt. Red. Not Inv...  121,558.67
Line Amount aty.t9
Type Excl. Tax Receive de  Project Qutstanding Invoi... 0.00
ltem 9,527.24 0 5815 5815 VIBULK Total ($) 7.320,750.59
—  G/L Account -0.01 -1 0 o~ -1 | FINANCE Overdue Amount... 6468,552.52
Comment 0 = Invoiced Prepaym... 0.00
Payments (§) 948,160.00
Refunds (3) 0.00
Last Payment Date 1/23/2026
Subtotal Exdl. Tax (EURO) 9527.23 Total Excl. Tax (EURO) 9527.23 Incoming Docum...
Inv. Discount Amount (EU... ‘ O.DO‘ Total Tax (EURO) 0.00
Name
Invoice Discount % ‘ 0‘ Total Incl. Tax (EURO) 9,527.23

Made with Scribe - https://scribehow.com
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