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IES Purchasing: Order Supplements 
 

 
 
Purpose 

 

The purpose of this Document is to explain what Supplements are, and how to 
perform them. 
 

Reminder on Order Types 

 
CP = Central Purchasing 
ASO = Automated Stock Orders 
DDP = Delegated Direct Purchasing 
MOD = Manufacture On Demand 
 

Introduction 

 
Once a Proforma has been authorized and has become a Purchase Order, you 
cannot make changes at will, because the Purchase Order must remain within the 

boundaries of what was officially Authorized for this Order. 
  
However, there is a facility called ‘Supplements’ available to add further Line 
Items to an authorized Purchase Order, and that is what we are describing here. 

 
Privilege Verification 

  
Supplements are done directly from Order processing screens, as we will see, but 
can only be done IF allowed on the appropriate DDP, MOD or CP/ASO Profile for 
the Operator who wants to perform Supplements. In other words, if a 
Supplement limit of $1,000 is allowed on the Operator’s CP/ASO Profile, then it 

means that on any CP/ASO Purchase Order for which the Operator is the Capture 
Originator, Originator or Authorizer, this Operator can add additional Line Items 
AFTER the PO Authorization and without requiring additional authorization, up to 

the value of $1,000. The same arrangement applies for DDP and MOD Orders. 
 
Hint: Supplements can be disallowed by stating a zero limit. 
 

 
 
Where to find the Supplement Function 

 

 

The SUPPLEMENTS option is 
available on the Events 
Processing tab of Order 
processing screens. 
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How to Perform a Supplement 

 

 
 
 
After this, the system offers the Supplement Types allowed for this Order (note 

that DDP does not offer Stock Options, and MOD allows ONLY Stock). 
 

                                                
 
 
 
Hint: Notice the 2nd option on the right, called ‘Direct Item: Stores’. How can 
Stores be a Direct Item (a Direct Item is non-Stock)? This option is used to pass 
direct charges to a Stock Item, but without Quantity, e.g. Landed Costs or Other. 
 

Once you select the Supplement type, the system opens the appropriate screen 
for capturing it. In this example, we choose ‘Ledger’ as selected on the left. 
 

                                                           
 

When you choose 
SUPPLEMENTS, and IF you 
pass the rules for doing 
Supplements on this 
Order, then the system 
displays your Supplement 
status for this Order. 

On the left, we have the 
DDP options (without 
Stock), and on the right 
a CP/ASO list of options. 

Capturing is just the same as 
when you add a new Direct 
Item to a new Proforma. 
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The new Supplementary Item always appears on the current order with a ‘SN’ 
prefix for “Supplementary Nonstock” or ‘SC’ for “Supplementary Commodity” 
(commodity = stock). 
 
 
 

 
 
 
 
 
 

Additional DDP Supplement Options 

 

DDP offers additional Supplement options, which may be used to create 
automatic Supplements for Price Variances at Invoice time (not unusual with 
Contracts and some other DDP type Orders). 
 

 
This is selected from the main Purchasing options: - 
 
 

                                                
 
 

 
 
The ‘DDP Supplements’ option is driven by a Wizard, and offers the normal ‘Add 
Direct Item’ as would be achieved by using the SUPPLEMENTS option on the 

Order screen itself, PLUS offers in addition the automatic Price Variance 
Supplement, which is useful for high-lighting such Increases on the Cost Audit 
Trails, since it shows up as a separate charge. Below we show the Wizard steps 

for an Auto Supplement. 
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