Record Sub-Supplier PO Number(s)
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Sub-suppliers often reference orders by their own PO number, not by the sales order number on the project.
DocBoss allows you to record and show the sub-supplier's PO number on submittal emails and in the sub-supplier
portal.

Enable sub-supplier PO list

To enable sub-supplier PO tracking, navigate to Project Menu > Set Up > Project Configuration. Expand the
Supplier PO List drop-down. There are three choices:
e No - sub-supplier POs are not being recorded (default)
e Yes. Default default [SO] - each sub-supplier PO number defaults to the project sales order number
(displayed as a grey placeholder ("Use project SO value")) unless overwritten with a unique PO number
e Yes - each sub-supplier PO number is blank, and a unique value must be entered

If "Use Supplier POs" = Yes, a submittal to a sub-supplier whose PO has not been recorded will be
prevented. The PO number can be entered directly in the pop-up, and the entered value will be
recorded under Project Configuration > Main > Supplier PO List.

Missing PO for Supplier

The supplier PO field has not been populated for Wolfe Instruments. It is mandatory (per
project settings) prior to making submittals.
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Cancel Save and Proceed

By default, only the list of sub-suppliers that are "active" on the project will be listed. These are sub-suppliers that
are either:

e assigned on the equipment list, and/or
e have been selected when receiving a sub-supplier submittal).

To see the full list of sub-suppliers in your system, switch the toggle to "All suppliers".


http://support.docboss.com/home/sub-supplier-portal-admin
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Where the number appears

e Submittal emails - the [SUB_SUPPLIER_PO_NUMBER] variable will output the sub-supplier PO number in

either the email subject line or email body. For instructions on adding this variable to the email template, see
this article: Create a New Email Template.

Edit Template

Template type: "
Sub-Supplier Submittal
Subject™

[INST_NAME] Submittal Notification - PO: [SUB_SUPPLIER_.PO_NUMBER] % < Add variable

Html template *
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Submitted to: [TARGET]

Project Name: [PROJECT]

PO Number: [SUB_SUPPLIER_PO_NUMBER] ‘__!_

Job: [JoB] I

e Sub-supplier portal - the project list a supplier sees in the portal now shows their PO number rather than the
project name and sales order number.



https://support.docboss.com/home/create-new-email-template#variables
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