
All screenshots in this document are from P-2. The screen below is the 2-tabbed standard input 
screen. The sales and purchase order screens are very similar to each other. 

On the first tab the details of the order header are entered in an intuitive way. Customer or supplier details 
are retrieved using wildcard searches or dropdowns.  The customer or supplier details can be retrieved di-
rectly from Dream By Unit 4 or PS Financials by Iris for those users.  Alternatively the details can be copied 
into a separate data table, and then multiple addresses, favourite items, price lists, or comments and refer-
ences can be linked to the customer or supplier account. 
 
In this example, three of the document reference fields have been configured to hold packing specifications, 
but these can be configured as dropdown lists, dates or Yes/No choices. These fields can be hidden, disabled, 
renamed or made mandatory according to system settings. 
 
When this screen is completed, items will be entered (as over) and then return to this screen to authorise, 
print and save. On saving, the invoice can (if the option is implemented) automatically create purchase or-
ders for the items on sales orders. 
 
There is a range of right-click menus used to set order header options.  These can be demonstrated on re-
quest. 
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Order Processing 
 
Order Items are added by selecting them from the tree shown below. 

Prices may be set in the database or may need to be entered every order, depending on the set-up. 
 
The item tree is user-configurable 
and a maintenance screen enables 
the items to be reorganised within 
the tree by dragging and dropping 
them.  
 
Items are selected by clicking round 
the tree or by searching on an item’s 
ID, description or external ID 
(manufacturer part number). Search 
results are as shown on the right. 
 
Items are added to the order simply 
by entering a quantity. 
 
The bottom of the screen shows the order value as a running total, and the ‘Ordered Items’ branch at the top 
just shows the items so far added to the order.  
 
As with the order header there are extensive right-click options. 
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Order Processing 
 
Orders can be entered using simple input, a quick option if staff know the organisation’s part numbering. 

When using simple input, the header is entered using the tabs across the top of the screen, and a lot of detail 
can be pre-populated by using either different order templates (which have different 4-letter codes) or by 
using prototypes, which can have pre-set terms such as transport, Intrastat options, or customers and suppli-
ers, for example. 
 
The items are entered 
by keying the item IDs 
(part numbers) in and 
tabbing from field to 
field. Users can set up 
favourites which can be 
entered by clicking the 
list at the bottom left. 
 
All orders, when saved, 
update the required 
quantities within P-2 
which can be seen in 
the Item Enquiry screen 
(shown right). 
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Order Processing 
 
Orders can be output in a number of ways. P-2 has simple in-built print formats for all generic document types 
(sales orders, GRNs, and so on). It also has a user-defined output function, which is most commonly used to gener-
ate prints in Word, as shown (right). A Word print 
type can be set as the default for a particular order 
template. 
 
User defined output can also be used to generate 
simple HTML orders and electronic orders in an 
XML format to the BASDA eBIS specification.  
 
P-2 can also output orders in a “P-2 Report” format, 
which can be read by other users of P-2 or by any-
one having the P-2 Report Viewer, a small program 
which users of P-2 can give to their colleagues, cus-
tomers or suppliers. 
 
P-2 can output orders in other ways. Suddensource 
has recently implemented document output in PDF 
format for several users. In summary, P-2 can out-
put in these formats: 
 

• Word 
• XML/HTML 
• Excel (P-Ex only) 
• PDF (P-Ex only) 
• Text files (to create EDI files), subject to spec-

ification 
• QuickBooks IIF format (P-Ex only) 

 

For more information about P-2, please download one of our other P-2 
brochures: 
 

• Overview 
• Stock Control 
• Invoicing 
• Utilities 
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