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About the Presenter and Presentation 

About the Presenter: 
• Director of Operations & NetSuite Administrator at PlantScan Corp – a manufacturer and distributor of ultrasonic leak 

detectors in the B2B marketplace 
• Working with NetSuite since 2002 
• Board member of the RMNSUG 
• P2P process experience: At PlantScan and as a part-time consultant for several companies focused on business process 

engineering, reengineering and implementation; written approval workflows for clients 
 

Regarding the Presentation: 
• First time we are presenting on the P2P process, so would really appreciate feedback through the evaluation form on 

what you liked and what changes you’d like to see in the future renditions 
• Using screen captures instead of a live NS instance because response time in the demo environment is unpredictable and 

there have been several incidents lately where NetSuite environments have been unavailable 
• Recording and PowerPoint should be posted within a week to 10 days 

 
Regarding Questions:  
• Enter your questions in the chat window for board (BOD) members and you members to respond to, as I know there are 

some of you attending that are just as experienced as I am with P2P 
• I will take breaks between a few of the major sections to address quick questions that haven’t been addressed in the chat 

window. I may ask that you hold off until then end or address them off-line if they are more time consuming. I will ask 
that the BOD members bring these to my attention. 

• At the end we hope to have time for Q&A where we can open it up to all of you to ask questions directly  
 



Safe Harbor Statement 

The following is intended to provide information on the Procure to Pay 

(P2P) process. Although every effort has been made to confirm the 

accuracy of the information based on the presenter’s experience with 

NetSuite, research, and testing, there may be errors. It is intended to 

share and summarize the presenter’s experience of key information as 

it pertains to the P2P process. Over time some of this information may 

change, so if viewing in the future it may not be the same as what is 

shared today.  

 
Or as they say in Latin “Caveat Emptor” - Let the Buyer Beware 



Agenda 
• Terminology 
• Records/Transactions Involved in Standard P2P Flow 
• Anatomy of a Purchase Order 
• Procure to Pay (P2P) Walk Through  
• Break Time  
• Related Records, Fields, and Tabs  
• Drop Ship Purchase Order  
• Drop Ship and Special Order PO from a Sales Order 
• Vendor Returns and Bill Credit Walk Through 
• Vendor Prepayments 
• Blanket Purchase Order Options 
• Key Reports 
• P2P Approval Options 
• Advanced Procurement Module 



NetSuite Terminology 
• Entity – Vendor, Customer, Contact, Employee, Lead, Prospect, Project, Partner,… 
• Vendor - Company/individual that provides goods or services to your company 
• Items - Physical or non-physical (Inventory, Assembly, Non-inventory, Service, Other 

Charge, Description, Discount …)  
• Expenses – Company costs that go directly to an account in the Chart of Accounts (COA) in 

lieu of using an item that goes indirectly to an account in the COA 
• Purchase Order (PO) – A transaction for a vendor to provide items, materials or services to 

your company. In NetSuite, you can create POs for expenses as well as items. POs are non-
posting and do not impact your ledger accounts. 

• Item Receipt – A transaction that tracks receipt of items (from a purchase order). May be kept 
in inventory or not. This step may or may not occur for your business. 

• Bill – A transaction that is an invoice FROM a vendor for goods or services 
• Invoice – A transaction that is a bill you send TO a customer for goods or services 
• Sublist– a list of records that you see when a list appears on a record/transaction subtab 

 

 



Records/Transactions Involved 
Help: Vendors, Purchasing, and Receiving 

Advanced 
Procurement 
Module 



Anatomy of a PO 

If set up expense categories could 
have just typed the category name  

Sublist 



Expenses on POs 
Setup > accounting > accounting preferences > Order Management tab 

Setup > accounting > Expense Categories 

This is the only way for a expense to 
be selected coming from the 
Employee Center since the Employee 
Center does not have access to the 
underlying COA 

From the Employee Center Role 



Anatomy of a PO 
Receipts & Bills 

Sublist 



P2P Process Flow 



Purchase to Pay Process Overview 
 

              Transactions 

    

        Purchase Order  

  

                Item Receipt  

                           (increments inventory if stocked)  

 

     Vendor Bill    

   

       Payment    

 

      
Text in red = related to inventory transactions 

P2P Process starting point options: 
• Purchase Request from Employee Center 
• Purchase Requisition from Employee Center 

or full user seat internally (addt’l module) 
• Export from Vendor and import CSV file into 

NetSuite 
• Purchasing SuiteApp  
• Purchase Order 
• Sales Order 
• Order Items page (addt’l module) 
• Work Order (addt’l module) 
 



Purchase to Pay Process Overview  
Directly From Vendor Bill 

           Transactions   

             

                    Vendor Bill  

        

        (increments inventory if stocked)  

   

     Payment       

 

   
Text in red = related to inventory transactions 



   Reminders Portlet 
 

Recommend to create 
saved searches specific to 
your company needs and 
use them as reminders 

Roles need appropriate approval permissions to access some reminders  



 

Purchasing and Receiving Preferences 

 
Accounting > Accounting Preferences > Order Management tab 

Setup > Company > Enable Features > Transactions tab 

• Checking Advanced Receiving gives your receiving and 
accounting departments separate steps for receiving and 
entering the vendor bills. 

• Provides the ability to receive items before entering the 
bill.  

• If not enabled then there will be a receive button on the 
PO and when you click receive it will open up the 
Vendor Bill 



Items in this P2P Walk Through 

Notes: 
• Can be Fulfilled/Received – if checked then will display on the item receipt. Once checked and added to 

a transaction it cannot be unchecked. 
• Generate Accruals – requires that ‘Can be Fulfilled/Received’ be checked. If checked can modify the 

item receipt rate. Posts an accrual to the GL. Can be unchecked and checked anytime. 

Standard Inventory Item 

Recommend that if you want to be able to identify discrepancies between your PO/Item 
Receipt quantities & rates and the associated Bills that you check Generate Accruals 



P2P Process 
Our Starting Point – Pending Approval State 

• No Receive button since not approved 
• If you are the approver then you can click the Approve or Reject button you 

could change that status from Pending Approval to Approved, if there was a 
workflow on this PO 

Pending Approval 
 



P2P Process 
Step 1-2 –Approve/Notify Vendor 

It’s now been approved – how do you notify the vendor? 



P2P Process  
Step 2 - Email the Vendor 

 
Can set global default to use the popup email template and not automatically send email when you click the email button 

• Go to Setup > Company > Email Preferences and check Use Popup for Main Transaction Email Button 



P2P Process 
Step 3 – Item Receipt 

Reminders Portlet links to Receive Orders page 

OR from the packing slip (with changes 
noted) bring up the PO by typing in the 
global search field and click on the 
Receive button 



P2P Process 
Step 3 -  Enter Item Receipt 

On PO 



P2P Process 
Step 4 – Vendor Bill 

OR from the PO by typing in the global 
search field and click on the Bill button 

Reminders Portlet links to Bill Purchase Orders page 



P2P Process 
Step 4 - Enter Vendor Bill 

Not part of the 
form. Displayed 
here to remind 
you of the 
original quantity 
and rate on the 
PO Received  rate 

600 
15 

Ordered/Recv’d 
5  3 
1  1 



P2P Process 
Step 5 – Analyze PO to Identify & Fix Problems 

• Recommend adding Bill Variance Status field to the Purchase Order which identifies items where there is a 
mismatch between quantity or pricing between item receipts and bills 

• if over received or under received and will NOT be received/billed for the open amount then close the PO or 
individual line items  

• Closing PO using the Close button closes ALL open line items under it  

Bill   rate 
600 
13 



P2P Process 
Step 5 – Analyze PO to Identify & Fix Problems 



Post Vendor Bill Variance Page 

From here you can see what line items on POs have been identified as having some 
kind of discrepancy between the item receipts and the vendor bills 

For details on how to use this feature go to www.rmnsug.org and in the Posts tab search 
enter “Matching Bills to Receipts and POs” to see a presentation on this feature 

http://www.rmnsug.org/


Custom Sublist Displays Discrepancies 

For details on how to create a custom sublist go to www.rmnsug.org and in the Posts 
subtab search enter “Custom Sublists” to see a Tip & Trick presented on this subject 

Also recommend to create a custom sublist that shows each and every item receipt and bill with the 
quantities and amounts which are summed and display the discrepancies.  

http://www.rmnsug.org/


P2P Process  
Step 6 - Pay Vendor Bills 

Can pay vendor bills: 
• From Pay Bills page - checkboxes 
• From Purchase Order – Bill button 
• From Bill – Make Payment button 
• From Vendor – Make Payment button 
• Pay Single Vendor page 

Can select one or multiple bills to pay 

and will consolidate into 1 payment 

Pay Bills page 



Important Fields on Related Records 

• Employee Record 

 

• Vendor Record 

 

• Item Record 



Employee Record 

Enables Approvals without Workflows 
• ONLY for Purchase Requests from the Employee Center 
• Set limits to what that employee can purchase (or approve for other 

employees)  
• If Purchase Approver is left blank then the supervisor is the approver 
• The approval requests are routed to supervisor/approver via email – 

also a reminder available to display the requests 

Setup > Company > Enable Features > Employees tab 

Lists > Employees 

If unchecked these transactions are routed only 
to the immediate supervisor 

Allows employees to enter purchase requests 
through the Employee Center 

Check to send the 
approver email messages 
when they need to 
approve a PO 

Setup > Accounting > Accounting Preferences 

See SuiteAnswers 11108/11109 



Vendor Record  

• This allows NS to 
automatically display the 
method of payment when 
you pay a vendor bill 

• May need to customize 
vendor form to add to 
financial tab 

Lists > Relationships > Vendors 



Vendor Record 

View Transactions 

Normally have to go to Financial tab and scroll down to Transactions tab 
Recommend modifying form and bringing it to the top level since this is used frequently  



Vendor Record 
Items Subtab 

Shows Items that can be 
sold by this vendor. The 
view can be customized. 
 
By default it is under 
Financial > Items subtab 

Tied to the Item records. The Items show here because they 
are listed under the Vendors subtab in the items record. 

sublist 



Vendor Record 
Messages Subtab 

Recommend that you email POs to vendors and request confirmation of receipt by 
replying to email which is auto captured back into the vendor record 
 

Note: the message also appears on the PO messages subtab 

Vendor emails 
confirmation of 
receipt, price, 
delivery 



Vendor Record 
Make Payment 



Vendor Dashboard 

• See vendor data pulled from vendor records without having to search records individually 
• Vendor dashboards show Key Performance Indicators (KPIs), trend graphs, report snapshots and reports 

that will filter on that vendor 
• Can be customized 



Item Record Fields 

The next slide will Discuss Drop Ship and Special Order Item checkboxes 



Item Record 
Special Order & Drop Ship Fields 

Special Order Item 
• When a SO is created it auto-creates a 

PO which is tied to the SO for items 
being received at one of your company 
locations 
 

 
 

Drop Ship Item 
• When a SO is created it auto-creates a 

drop ship PO which is tied to the SO for 
items being drop-shipped from your 
vendor to your customers 
 
 

Note: if you leave both blank you can still set 
in the SO to drop-ship or special order 

We will investigate more later 

Only relevant if creating a Purchase Order from a Sales Order 



Item Record 
Vendors Sublist Tab 

This ties the item to the vendor record that we viewed in a prior slide and why we saw them in 
that Vendor record sublist 

Must have these 2 fields to use for an 
auto-generated drop ship/special 

order from a SO 



Non-inventory/Service/Other Charge Item Fields 
for Purchase or Resale 

Can be Fulfilled/Received once checked an added to a transaction it cannot be changed 
 
Generate Accruals provides easy way to identify discrepancies between bills and item receipts 
from the PO since it posts an accrual to the GL 



 
Select the Form for the PO 

 
 

Select the 
appropriate 
form from the 
Custom Form 
drop down  



Drop Ship PO 

• Drop Ship in NetSuite assumes to a customer but doesn’t have to be 
• Options for a Drop Ship PO form 

• Use the NetSuite Drop Shipment Purchase order form  
• Customize a regular PO form and modify it to display the Shipping tab 

• A Drop Ship PO has an extra tab that isn’t normally on the regular PO; other than that 
it’s just like a regular PO UNLESS it is generated from a SO 

Ship items directly from Vendor to a customer but can use it to ship to non-customers (e.g. vendors) 

Extra 
Tab 

Drop Ship PO Transaction Form 



Drop Ship  
to a 3rd Party – Not a Customer 

 

Create a Customer with multiple addresses of your various vendors or 3rd parties so 
you can select it as a customer on the prior slide 
 
Need this if doing a Drop Ship PO that you will email to the vendor 

Ship to Vendor, 3rd Party Shipper, … 



Drop Ship PO 

Where to Receive? 

When receiving a Drop Ship standalone PO you must select a location, but if it’s a 
customer/vendor there is no location and if to a Vendor you might not have a location for it 
 
See enhancement 351951 



Drop Ship PO 

Where to Receive? 

Create a Drop Ship location that will be used for all your standalone Drop Ship POs 
 

If you have vendors or other 3rd parties that you ship to then use 2 Drop Ship locations  
• Drop Ship Customers – still needs an item fulfillment unless drop ship from a SO 
• Drop Ship Vendors/3rd Parties 



Can Also Drop Ship from a SO 

Ties the PO to this specific SO and can’t be used in NetSuite for any other order 
 

Use Drop Shipment: 
• Large orders to a distributor/reseller that arrive on pallets or in containers 
• Avoid extra shipping charges - If this item is something you resell to a end customer and can ship directly from the 

vendor to the customer 
• Avoid time delay to ship to you and then reship 

 
If you always drop ship this item from a SO then check the Drop Ship checkbox in the item record 



Drop Ship from a SO 
• If status is set to Pending Fulfillment and Drop 

Shipment was selected prior to saving the SO, after 
you SAVE it auto-creates the PO 

• Must have a Preferred Vendor and a Purchase Price 
on Item record if Drop Ship is checked on the Item 
record OR if to auto-creating the PO 

• All options consolidate the SO items from the same 
vendor onto 1 PO 

If the PO is auto-created then this page 
will show after the SO is saved and 
approved. Otherwise, a PO will pop up 
in another page for you to complete 

After the PO has been created the PO 
number and link appear on the SO 

SO# PO# 



Receiving Drop Ship PO from a SO 

Option 1 - Mark Shipped from the Receive Orders Page 

• Clicking Mark Shipped bypasses the item receipt and goes right to the Item Fulfillment  
• No history will be provided that you normally see if there is an item receipt  
• It will be as if the item is a non inventory item and average cost and LPP will not be 

updated 
• No way to handle Landed Costs 
• This option is ONLY available for drop shipments initiated from a SO 

button missing 



Receiving Drop Ship PO from a SO 
Option 2 - Link to Item Receipt from Receive Orders Page 

Clicking the Receive link from the 
Receive Order page opens up the Item 
Receipt and you can process like a 
normal PO.  

Recommend that you create a location 
that is a temporary holding area for 
drop ship items because you need to 
do a manual fulfillment to send to the 
customer. 

This is the ONLY option available for drop shipments 
NOT initiated from a SO but from a Drop Shipment PO 



Create a Special Order PO from a SO 

Remember that it ties the PO to this specific SO and can’t be used in NetSuite for any other order 
 

Use Special Order: 
• In store pick up - a customer places an order for an item not currently in stock 
• Online order – a customer places an order and you want that item committed to just this SO and not used 

by other SO or as part of an assembly 
• Ship Complete - a customer places an order for multiple items and wants it shipped complete and an item is 

missing 
• International Shipment - a customer outside the US places an order and the vendor won’t ship internationally 

Will be either a drop down or 
a link depending on what 
stage you select to create the 
PO from the SO 

Special Order creates a regular PO which will go to one of your 
locations listed under your locations subtab 



Drop Ship & Special Order 
Preference Settings 

• Automatically updates the quantity of a drop ship or special order item on linked 
transactions when a SO or PO quantity is changed. 

• This preference applies only when the following conditions are met: 
• The sales order line has not been fulfilled. 
• The purchase order line has not been received or marked shipped. 
• Neither the sales order nor purchase order line have been manually closed. 

• This preference applies only to assembly items and inventory items. 
 
Caution: If these are left unchecked and the SO and PO quantities do not match, the item is no longer 
treated as a drop shipment or special order and your inventory may be affected 

Setup > Accounting > 
Accounting Preferences > 
Order Management tab 



Vendor Return Process Flow 

A 

A 

Yes 

No Yes 

Yes 

No 

No 

Can start from the PO, 
Bill, the Return Vendor  
Authorization Form, or 
from the Bill Credit 

End Point 

Bill Credit 



List of Bill Credits 

Notice where these 
were created from  
• Empty - from Bill Credit 
• From a Bill 
• From a Vendor Return 

Authorization (directly or 
indirectly from a PO or 
Bill) 



No Product Return 
Refund Only Process  

1. From the Vendor Bill 
Click Credit since not returning items which transitions to 
the Bill Credit form 
 

2. From the Bill Credit form 
• Modify line items to only reflect what’s being credited 
or create an expense line that reflects the credit or 
the discount you have been provided 

• Delete shipping or Landed Cost lines 
 

Note: Although you could start from the Bill Credit form it would not be tied to the original bill 



Vendor Return/Refund Process 
1. From Bill or Purchase Order 

• Click Authorize Return Button which transitions to Vendor Return Authorization form 

2. From Vendor Return Authorization form  
• Modify line items to only reflect what’s being returned 
• Delete shipping or Landed Cost lines (if there are any) 
• Save and Click Approve Return button 

3. From Ship Vendor Returns page  
• Check the checkbox of the return which brings up the Item Fulfillment form  
                          OR 
From the Vendor Return Authorization form  

• click Return button which transitions to the Item Fulfillment form  

4. From Item Fulfillment form 
• Complete and Save which transitions back to the Vendor Return Authorization form 

5.  From Vendor Return Authorization form  
• click Refund button which brings up the Bill Credit form 

6.  From Bill Credit form 
• Enter any restocking fees (as a negative expense or discount item) and Save 

 
 



Vendor Return  
Step 1 - from Bill or Purchase Order 

Clicking on Authorize Return button transitions to Vendor Return Authorization form 



Vendor Return 
Step 2 – from Vendor Return Authorization Form 

• Change the quantity 
• Remove any lines that you 

aren’t returning 
• Delete any lines for landed 

cost 

Click the Approve Return button 



Vendor Return 
Step 3 – from Ship Vendor Returns  

OR Vendor  Return Authorization Form 

Click the Return button 
transitions to the Item Fulfillment 
form 

Check the return being shipped 
which transitions to the Item 
Fulfillment form 

OR 

Transactions > Purchases > Ship Vendor Returns 



Vendor Return 
Step 4 – Complete Item Fulfillment 

After saving it transactions back to the Vendor Return Authorization form 



Vendor Return 
Step 5 – from Vendor  Return Authorization form 

Clicking the Refund button transitions to the Bill Credit form 



Vendor Return 
Steps 6 - from Bill Credit form 

Add any lines for 
restocking fees. A 
restocking fee is 
added as a Discount 
item or expense line 

Next step would be to do one of the following: 
• Wait for the refund check. See SA 66801 “How to Record a Received Check From 

Vendor Refund” and 11160 “Associating a Vendor Credit with a Deposit” 
• Apply the vendor credit to open bills from the vendor. See SA 11159 “Applying a 

Vendor Credit” 



Vendor Credits and Vendor Refunds 

Accounting Role 
Vendor Refund 

 

 

 

 

 

Vendor Credit 
• Directly from a vendor return (items and $ automatically completes the credit form and credit is associated 

with the return) 

 



Vendor Prepayments 

Setup 
Go to Setup > Company > Setup Tasks > Enable Features 

• Click the Accounting subtab 
• Under the Basic Features section, verify that the A/P box is checked 
• Under the Advanced Features section, check the Vendor Prepayments box 

  

Go to Setup > Accounting > Preferences > Accounting Preferences > General subtab 
• Under the Accounts Payable section, select an account from the Vendor Prepayment Account dropdown list 
• Check the Auto-Apply Vendor Payments box to automatically apply your vendor prepayments 

 

  

Allows you to prepay a vendor – partial or in full prior to receiving the items/services 
 

Alternative to “Bill in Advance of Receipt” option from the accounting preferences 
• Allows you to bill POs before you receive them 
• Causes problems with the Post Vendor Bill Variances feature since there is no way to 

match the item receipt to the vendor bill (item receipt doesn’t show on bill) 
• When you go to Bill Purchase Orders page all the POs show up even if not received 



Vendor Prepayments 
Add Action Button instead of Drop Down  



Vendor Prepayments 
Display Prepayment Balance on Vendor record 



Vendor Prepayments Options 

• Associated with a Purchase Order 
• Can associate 1 or more prepayments that can be automatically applied to 

the vendor bill 
• From PO click on Vendor Prepayment button  

 
• Not associated with a specific Purchase Order 

• Can enter a vendor prepayment independent of a PO by creating a Vendor 
Prepayment directly 
Transactions > Payables > Enter Vendor Prepayment 

• Can apply the prepayment(s) to the vendor bills automatically or selectively. 
 



Enter Vendor Prepayments 

from PO  

Step 2 (can start here) 
Complete the form  
 

Step 1 
 

Click Enter Prepayment 
button 

After saving it will show in related records on PO  



Vendor Prepayments 
View on the PO 



Vendor Prepayments 
After Saving the Vendor Bill 

When you enter the bill the 
prepayment amount is auto applied 
to bill 
• If prepaid full amount then bill is 

PIF  
• If partial payment when you 

click on Make Payment button 
only the balance shows is due 

• If overpaid on the vendor 
prepayment NS can handle that 
and allows you to apply to other 
bills 



Vendor Prepayment Leftover Funds 
Apply to Other Bills 

From the open Vendor 
Prepayments page click on 
the prepayment to apply to 
other bills 

From the Vendor Prepayment click 
on the Apply button 

Select the other bills 
for the prepayment to 
be applied to 



Enter Vendor Prepayments 
Not Linked to PO 

 



Blanket PO Options 
Options 
• Create PO with duplicate line items with different delivery dates. 
• Create a custom body field to indicate the name of the Blanket Purchase Order (e.g. quote number) 

or use a Project number and then make a copy of the PO and modify every time you need a release. 
Or number the POs so that they all relate to the same PO (prefixed with something in common). 
However, you will need to create a saved search so that you can easily find all releases related to 
that PO. 

• Create PO with the item quantities and create a custom record that is linked to it for the releases  

• Buy the Advanced Procurement Module from NetSuite 

• Buy a SuiteApp 

Note: Recommend adding a custom body field checkbox on the Purchase Order to indicate that the PO is 
a  blanket PO which will allow you to search Purchase Orders by that field if not buying an add-on module 



Blanket PO  
Using Custom Record for Product Releases  

from PO click on 
Product Release 

Then send release email directly from custom record or create a saved search if there are 
many different releases for the same vendor and email from the saved search 

Custom record 

Created a custom 
sublist to show this 
sublist information 
in the custom 
record 



Key Reports 

Create your own reports by customizing the above 

 

Create your own saved searches or use Suite Analytics  



A/P Aging Report 

Summary 

Click on the Vendor Name to take you directly to the Vendor record 



A/P Aging Report 
From Vendor Record link to Vendor to Payment 



Open Purchase Orders 

This is a good one to run every month to see if there are POs that need to be addressed 
• POs that might really be done, but line items haven’t been closed (maybe over or under received?) 
• POs that show pending receipt and will never be received 
 



Purchase Order History Report 

Shows all information for the items on a PO – including all item receipts and bills 
 



Options for Approving Transactions 
• Use the built-in approval option for Purchase Requests from 

the Employee Center discussed earlier 
 

• Create custom fields or use some of the accounting 
preferences fields and create different transaction forms 
exposing those approval fields based on field level permissions 
and limiting the role to specific forms 

• Vendor Bill – approve Bills and access to reminder 
• Return Auth. – approve Return Authorizations and access to the reminder 
• Vendor Return Authorization – approve Vendor Returns and access to 

reminder 
 

• Use Workflows  
• Create a workflow using a NetSuite template as the starting point 
• Use NetSuite’s FREE SuiteApprovals bundle which can be customized 
• Install NetSuite’s FREE 3-way match approval workflow that can be customized 
• Install a SuiteApp 
• Buy the NetSuite Advanced Procurement module that has approvals built in 

 



PO Basic Approval Workflow Template 

• Allows the user to create and edit POs and send them for 
approval. Once approved the PO is locked to all users except the 
approver.  

• If the approver rejects the PO its status changes to rejected, and 
the PO becomes editable for the person who created the PO and 
account administrators.  

• Rejected POs can be resubmitted for approval.  
• Workflow needs to be customized 

 

See SuiteAnswers 41969 for other setup requirements 
 

Customization > Workflows > New > From Template 

Provides extra fields needed for the workflow such as Approval 
Status: Pending Approval/Approved/Rejected 

Setup > Accounting > Accountng Preferences > Approval Routing tab 



Approval Workflows 
SuiteApprovals Bundle 203059 

Provides standard capabilities for managing approvals of the following record types:  
• Journal Entry 
• Engineering Change Order 
• Expense Report 
• Purchase Order 
• Requisition 
• Sales Order 
• Vendor Bill 
• Email Approval Log 

 
Can copy and make your own workflows using these as a starting point 
 
You can create approval rules, each consisting of a set of criteria and approval hierarchy, to manage 
the validation and approval routing of supported records.  
 
You can choose to route records for approval through hierarchical approval or custom approval, with 
the option for users to delegate approval authority 
 
Type SuiteApprovals SuiteApp in the Help Center or go to Suite Answers 98710 



P2P Process Flow 



Approval Workflows 
NetSuite Approvals Workflow Bundle 240841 

A specific workflow that sets up 3 way matching between PO, Item Receipt, and Vendor Bill 
 

It checks the vendor bill for discrepancies before it is processed for payment 
It validates the details of a vendor bill against the details of its corresponding purchase order and item receipt 
Bills with identified discrepancies are automatically routed to the assigned supervisor for review and approval 

 
Benefits: 
• Identifies issues by highlighting specific variances between the transactions, allowing the approvers or 

buyers to quickly address the issues 
• By finding the variances, inventory levels are accurately maintained 
• Eliminates cost variances to ensure that there is no overpayment for items that have not been received 

 
Limitation -  Item Receipts that have been partially received are not supported 
 
See SuiteAnswers 19338 for installing the bundle and SuiteAnswers 40176 for information on how to set it up 



NetSuite Advanced Procurement Module 
Requisition 
Streamlines the requisition and approval process for acquiring goods and services: 
• Date Entry form for employees to submit requests without having to know the vendor name(s) for the item(s) to be purchased or the exact 

price 
• Intelligent workflow to expedite approvals by routing requests to the proper levels of management 
• Real-time visibility and status tracking to view purchase orders linked to requisitions 
• Item consolidations from multiple requisitions onto a single purchase order 
 

Blanket Purchase Order 
Enhances the purchasing process for annual needs of goods and services: 
• Blanket purchase orders that support fixed pricing for pre-determined quantities and deliveries using pre-specified schedules over a time 

horizon 
• Easier purchase order creation that automatically includes contracted terms and pricing information from purchase contracts or blanket 

purchase orders 
 

Request for Quote from Vendor & Purchase Contract 
Enhances the purchasing process for goods and services: 
• Requesting for quotes from one or more vendors for products/services 
• Purchase contracts that support tiered pricing with potential total purchase amount discounts 

 

Procurement Dashboard 
Displays consolidated procurement-related information from transactions and records on one page. Key information is available in the form of 
reports, reminders, tables, and other monitoring and management tools. You can keep track of outstanding transactions, vendor performance, and 
expenditures 



Purchase Requisitions vs. Purchase Requests 
• Purchase Requests come standard with NetSuite but only work from the Employee Center 
• Requisitions can be entered from anywhere (Employee Center and from any role with permissions) 
• Requisitions are simpler for any employee to enter, even with limited information  
 

   Differences Between Requisitions and Purchase Requests                                                           

See SuiteAnswers 
100244 



Q&A: What We Covered Today 
• Terminology 
• Records/Transactions Involved in Standard P2P Flow 
• Anatomy of a Purchase Order 
• Procure to Pay (P2P) Walk Through  
• Break Time  
• Related Records, Fields, and Tabs  
• Drop Ship Purchase Order  
• Drop Ship and Special Order PO from a Sales Order 
• Vendor Returns and Bill Credit Walk Through 
• Vendor Prepayments 
• Blanket Purchase Order Options 
• Key Reports 
• P2P Approval Options 
• Advanced Procurement Module 

mkomninos@plantscan.com 

Question not answered? 
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