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Inventory Control: Creating a Prebook Purchase Order

1. Click the Inventory Control icon.
• The function buttons that appear are related to 

Inventory Control in the Application bar above.

2.    Click the Purchase Order function button.

• Prebook purchase orders allow you to order a predefined list of promotional event items many months in advance.
• These items must be ordered by a certain date to get the promotional cost and will be shipped just prior to the event.
• The quantity of suggested items can be modified to meet your requirements.
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Inventory Control: Creating a Prebook Purchase Order (cont’d)

3. Type the Vendor code.
•  This is the code that is assigned to this vendor for 

ordering purposes (e.g., MED for McKesson).

Clicking the Look-up button         will display a list 
of VENDOR codes.

If this is not the first time you are 
creating a Purchase Order for this 
vendor, the SELECT PURCHASE ORDER 
window will appear.  Ensure that New is 
highlighted and then click OK to 
continue.

4.    Click the Order Type drop-down button       to select Prebook.

If you do not choose Prebook, items will be shipped 
to you the next day at the regular price.
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5.   Type the Order Code.
• This is the Promotion number on the Sales Order form.

6.    Click the Look-up         button in the Promo Event field. 
• This will allow you to choose the promo event that you 

are ordering products for.
• You may also choose to leave this field blank and 

manually enter the items you would like to order.

Inventory Control: Creating a Prebook Purchase Order (cont’d)

The Comments field can be used to type any 
information you feel is pertinent to this order (e.g., the 
date the prebook should be delivered ).
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7. Click the Promo Event.
• You can also use the up/down arrow keys on your keyboard to 

scroll through the list.
• Your selection is highlighted blue. 

8.    Click the OK button.

All of the currently active promos will be displayed here.

9. Click the Yes button.
• When you select Yes, all the items in the promo will 

automatically populate in your purchase order.

Inventory Control: Creating a Prebook Purchase Order (cont’d)
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10. Press the F12 button on your keyboard.
• The F12 button does not display in the Function Bar.

11.   Click the Negotiate F1 button.

You can also use the F1 key on your 
keyboard to activate the function.

• All the items of the promo are automatically populated in your purchase order with zero quantity.
• Customize the quantity of each promo item for your pharmacy.

Inventory Control: Creating a Prebook Purchase Order (cont’d)
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• In this window, you can make modifications to the quantity or product.
• This window shows the vendor, promotional information, sales history, and pending orders for all items.

12. Select the item.
• Use the Up/Down arrow keys on your keyboard to scroll 

through the list.
• The selected item is highlighted blue.
• Details of the selected item display in the Vendor Information 

section.

13.  Type the Order Qty.

14.  Press the TAB key to accept the change.
• The change will be reflected in the Qty column, and the 

Extended value re-calculates based on the new quantity .

15.  Continue adjusting the quantity of each item.

16.  Click the  Close button.

Inventory Control: Creating a Prebook Purchase Order (cont’d)
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18.  Click the Finalize F8 button.

You can also use the F8 key on your 
keyboard to activate the function.

17. Press the F12 button on your keyboard.
• The F12 button does not display in the Function Bar.

If the Warning window appears, you should make 
changes to the Purchase Order based on the warning:
-  Click on Adjust Order Item to accept the changes.
-  Click on Proceed to ignore the warnings.

Inventory Control: Creating a Prebook Purchase Order (cont’d)
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19. Click to check the Generate Order File box.
• This will prompt  Propel POS to create a record of the 

prebook purchase order we will be using to  send to  
McKesson through PharmaClik.

20.  Click the OK button.

Inventory Control: Creating a Prebook Purchase Order (cont’d)

21.   Type you PharmaClik Web Service User Name and Password.
•  This is your login in for the PharmaClik Ordering website.

22.   Click the OK button.
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24.    Click the Cancel button.

25.    Click the Close F10 button.

You can also use the F10 key on 
your keyboard to activate the 
function.

Inventory Control: Creating a Prebook Purchase Order (cont’d)

23. Click the OK button.
• The information box appears stating the Purchase order 

was sent successfully.

If  the information window appears, and the 
order was not successfully sent go to page 15 
to see additional steps.
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26.   Sign into PharmaClik using your Username and Password.
• This is the Username/Password you created on PharmaClik; it 

is not your Propel POS User Code.

27. Click the Orders icon in the Side Main Menu bar.

28. Click the Prebooking Management option. 

• This will take you to the prebooking section in PharmaClik.

• Once you have created and finalized the order in the Purchase Order function, sign into PharmaClik Ordering and send your order

Inventory Control: Sending a Prebook Purchase Order to PharmaClik (cont’d)
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31. Click the Magnifying glass  to verify the order.
• Your will see your purchase order number in 

the P.O.# column.

32. Click the Checkout option. 
• Verify that the order is correct.

Inventory Control: Sending a Prebook Purchase Order to PharmaClik (cont’d)
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33. Click the Continue Checkout option. 
• Review any warnings if indicated below.

Notice the Status of the order has 
been changed to Confirmed.

You may see a message stating that some 
products could not be applied to the order.  
There are items that the MSQ was not met.  
Look through the order and make corrections.

Inventory Control: Sending a Prebook Purchase Order to PharmaClik (cont’d)
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36. Click the OK button.
• This will logoff PharmaClik.

34.  Click the       Power button.

35.  Click the Logoff option.
• This will close the screen.

You are now signed out of PharmaClik.

Inventory Control: Sending a Prebook Purchase Order to PharmaClik (cont’d)
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Inventory Control: Check Order Status

• In the rare case an order should fail to transmit from the Purchase Order application and an error message appeared on the 
screen. This occurs due to issues like network connectivity going down or the web service is unavailable.

• The Wholesaler Catalogue Manger will show you all Unsent Purchase Orders and Transmitted Purchase Orders waiting for 
confirmation. 

• You may also resend any Unsent Purchase Orders from the Wholesaler Catalogue Manager.

1. Click the Utilities icon.

2. Click the Wholesaler Catalogue Manager 
function button.
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1. Click the Send POs button.
• The Unsent Purchase Orders section will list all purchase 

orders that were not sent to the PharmaClik Ordering 
website.

2. Type your PharmaClik Web Service Username and 
Password. 

• This is your password for the PharmaClik Ordering website.

3. Click the OK button.

You can also click View PO button to see 
what items are in the Purchase Order.

Inventory Control: Check Order Status
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• If the order was sent it will be moved to the Transmitted 
Purchase Orders Waiting for Confirmation section.

• It will also show you the Transmitted date and time.

Inventory Control: Check Order Status
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