
 

 

ATD – Re-Ordering Inventory 

AV Ref # 638 

 

There is also a video showing how to perform this function: 

How to Perform This Function (2:27) – AV Ref# 318 

 

 

About:  

 

BPOS provides a very simple method for re-ordering from ATD right from your software, 

based on your inventory’s set stocking levels. Even if you don’t currently utilize stocking 

levels, you can still use this function to easily build a purchase order and submit directly 

to ATD right from within BPOS. 

 

 

How:  

 

1. Click on Views → Receiving.  

 

2. Click on the Stock PO icon on your toolbar: 
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3. On the Build Restocking PO screen (shown below), set your vendor to ATD by 

clicking the binoculars beside Vendor # and looking up ATD. Double-click on 

your ATD vendor to select them.  

 

4. If you wish to narrow down your selections, do so using one or more of the 

selection options provided. For example, if you only want to return results for a 

certain manufacturer, you would key in your MFR code in the FROM and TO 

fields for Manufacturer’s Code.  

 

5. If you do not use stocking levels, you may need to check the box beside Show 

Items w/Quantity On Hand Over Zero. 

 

6. Depending on the frequency of your orders, you may want to edit the date range 

used for reporting at Sold & Transfers From. 

 

7. Click on the Fetch Items button: 
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8. On the Build Restocking PO screen (shown below), you can review the 

movement each item.  

 

9. Edit your suggested re-order quantities as needed.  

 

10. If your results cover several pages, you can either hit your Page Down/Page Up 

keys on your keyboard to navigate to the next page or a previous page. Or, click 

the Next Page/Prev Page buttons at the bottom of the screen. 

 

11. View the number of items to be ordered and expected cost. 

 

12. Once you have reviewed and edited your order, click on the Build PO button at 

the bottom of the screen. You will get a Create Stocking PO pop-up window. 

Click the Create Purchase Order button to create a new PO: 
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13. Once you are on your new PO on the Receipts/Transfer View/Edit screen 

(shown below), you will be prompted to use the Active Vendor. Since we’ve 

already selected ATD as our active vendor, you can click OK. 

 

14. Click on the Line Items tab.  

 

15. Click on the Check & Order Parts/Tires button at the bottom: 
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16. A Check & Order Parts screen will open to show you what you have ordered, 

what they currently have in stock, and the replacement cost. Items in pink 

indicate ATD is currently out of stock for those particular items. You can right-

click on any item to exclude it from the order if you want to do so.  

 

17. Based on your ATD configuration setup, the order options at the bottom will be 

defaulted to one of the Order Modes but you can change that if necessary. 

 

18. Click the Order Parts/Tires button which will transmit the order to ATD and then 

automatically return an order number to your ticket as reference for each item: 

 

 
 

Screenshot of returned order number: 

 
 

 

**Note – Users must have password permission to create inventory receipts (P71).  If 

you need to give a user permission to perform the above function, please contact your 

system administrator.  


