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Create Purchase Order and download in PDF 

You can create purchase orders in the app, download the form in PDF and send it to your supplier. 

In the Purchase Orders tab, click on Create new purchase order to create a purchase order. 

 

Before creating a purchase order, you will need to create your supplier. You can do so in the supplier 

section on the left menu, or directly in the new purchase order you want to create 

 

 

You will need to fill the information of the supplier, those informations will be visible on the header of the 

Purchase Order. 

You will now have to : 

1. Select your supplier  

2. Choose the destination where you want to receive your inventory  

3. Select the currency of your supplier, and set up the conversion rate you want. 

4. Enter the expected arrival date 
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It is now time to select the product you want to buy : 

 

Click on all the variant or product you want, and then click outside the box to close it. 
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You can now :  

1. Modify the quantity 

2. Modify the cost 

3. Enter the supplier sku 

 

 

When you are finished, you must Save as draft and then you can download the Purchase Order in PDF. 

Note the information will now be visible in the Open to buy, in the green part of the Reception section. 

The open to buy will show you the amount in the default currency of your Shopify.  

Exemple : My Shopify is set in CAD, I passed a P.O. of 2 175 USD for September 14th. The converstion rate I 

entered in the P.O. was 1,35. I now see in the Open to buy the expected cost value of the inventory I will 

received in September, 2 936$. 

  

 

Modify your Purchase Order 

If you want to make a modification in the document, you can change the different section and save it by 

clicking on “Update”. 
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Delete your Purchase Order 

You can delete your purchase order by clicking on “Delete”. It will also delete your data and you won’t 

see the information in the Open to buy anymore. 

 

Receive Inventory 

When you received your inventory, you need to click on the Purchase Order from your list and click on 

Receive Inventory. 
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You can then enter the quantity you received in the column “Received in shipment”. 

 

In this example, I received 5/5 of The Archived Snowboard, but only 3/5 of the Snowboard Hydrogen. 

After clicking on “Save”, if I do not wish to received the 2 remaining items, I will need to check the box 

next to the product I wish to exclude from future reception. 

If I know I will receive it in a future shipment, I do not check the box and only click on “Save”. 

 

 

Upddate Shopify Inventory with the received unit 

When you are ready to update the inventory level of your product variant in Shopify, go in the backstore. 

Select all the items and click on “Move for sale”. This will automatically adjust Shopify inventory. 

 


