Add a Blanket Purchase Order

Last Modified on 09/21/2026 2:08

pm PDT

Pathway: Accounts > Search > Attachments Icon

The purpose of creating a Blanket Purchase Order (PO) for an account is to bill recurring services, manual charges
and on call orders to. Blanket POs can be limited to a specific site under the account, or be made available to all
sites. After a Blanket PO has been created, the option to delete will be unavailable if any records are linked to it.
Use the Accounts > Blanket PO Management screen to review and manage all Blanket PO's for all accounts. Review
the image below to see the two ways Blanket POs can be accessed for an account.
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The following permissions are necessary to create and edit blanket purchase orders for an account:
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5

Permission Name

View Account

Add a Blanket Purchase Order

In the Add Blanket Purchase Order popup editor, only the PO Number is a required field. Complete all additional
fields based on the signed contractual agreement for the PO.
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Add to an Account

In the Add Blanket Purchase Order popup editor, only the PO Number is a required field. Complete all additional
fields based on the signed contractual agreement for the PO. A Blanket PO can only be deleted if there are no

records linked to it.

1.

Select the Blanket Purchase Orders tab from the pop up editor.

2. Click onthe green '+'icon.
3.
4. Select a Site # if the purchase order is site specific. Leave blank and the purchase order will be available

Enter a PO Number.

for all sites belonging to the account.

. Enter the Start and End Dates the blanket purchase order is active and available. Leave blank if dates do

not apply.

. Enter any Notes regarding the purchase order (optional).
. For some work orders like for Inbound and Outbound transactions,Charge Codes and PO Quantity

Limits can be set using the tabs in the bottom half of the PO.
a. Charge Codes cannot be entered until after the Blanket PO is saved.
b. Select the PO Limits tab to enter the Weight, Volume, and Amount limits for the PO. Leave blank
if it will not be capped.

. Select the Attachment tab to upload the purchase order (optional) by selecting within the 'Choose a file

ordragit here' box. There is a limit of one attachment for Blanket POs.

. Click Save when finished.
10.

After saving, reopen the Blanket PO to add default Charge Codes to be used for the Blanket PO, if
needed.

Here is an example of a Blanket PO that has been set up for scale orders with default charge codes and

quantities From the Blanket PO screen, the usage history is displayed along with the original quantity



entered.

EDIT BLANKET PURCHASE ORDER

PO NUMBER BLNKTPOLIMIT1
ACCOUNT # 49199
l SITE # -
: START DATE 09/01/2026
|
END DATE 09/30/2026 l
NOTE NAVU-22340 Test |
|
|
Charge Codes PO Li Attachment l
CHARGE CODE EQUIPMENT TYPE MATERIAL TYPE RATE QUANTITY LIMIT USAGE HISTORY
Cardboard Cardboard (Old... $ 100.00 per ton 5.00 4 (8.00 tons)
Tires TIRES $ 200.52 per ton 5.00 14 (1.00 tons)
Stone Stone $ 88.38 per ton 5.00 3(6.00 tons)
MSW Disposal Msw $ 50.35 per ton 8(1.00 tons)
Construction and D... c&b $90.58 per ton 10.00 8 (8.30 tons)
I | scrap Metal Metal $ 100.88 per po... 5(21.00 Ibs)
Construction & De... c&b $ 58.33 per cubi... 4(1.00 yd?)

If a Blanket PO is created with Charges and Quantity Limits as shown above, the charges will be automatically
added to an account's Default Rates when the Blanket PO is added to the account. All default rates for an
account are displayed in the Manage Default Rates screen.

@ 419 | oascale Customer2 49199001 QA Scale Customer 2 s}
Active Service » Active 1of1 216 Pacific St Active
216 Pomona, CA 917683216
Proposal and Contract » DIVISION QAWASTE DIVISION QAWASTE
ACCOUNT MGR Aliena Somers - Documentation (0) +1 909-594-9093 SERVICE REGION QA Service Region 2
site Specialist (Sales) @ SALES REP Aliena Somers - Documentation
) ) cop cLass COMMERCIAL Specialist (Sales)
Clone Site and Services Printed BILL GROUP QA Billing Cycle % SOURCE Call In
Account Request 0 31-60 61-90 91-120 120+ GENERATOR Not Applicable
SITE CLASS RO
Appointment 0 0.0g
Attachment MANAGE DEFAULT RATES
Blanket PO LINE OF BUSINESS CHARGE CODE
Cancellation Request Q < < ~ | Show Expired Search Q )
Contact
SERVIQ RATEID ~ NOTE L. SITE ORIGIN CHARGE CODE EQUIPMENT ... MATERIALT... STARTDATE  END DATE RATE QUANTITY LI... USAGE HIST...
External Account .
st 385{ 1033 BLNKTPOLIMIT1 Cardboard Cardboard ... 09/01/2026 09302026  $100.00p... 5.00 4(8.00tons)
Lead »
3934 1036 BLNKTPOLIMIT1 Tires TIRES 09/01/2026 09/30/2026 $200.52 p... 5.00 14(1.00to...
Manual Charge st 4004 1038 BLNKTPOLIMIT1 Stone Stone 09/012026  09/30/2026  § 88.38 per... 5.00 3 (6.0 tons)
Note 1041 BLNKTPOLIMIT1 MSW Disp.... Msw 09/01/2026  09/30/2026  $ 50.35 per... 8(1.00 tons)
On Call Order 1058 BLNKTPOLIMIT1 Constru caD 09/01/2026  09/30/2026  $ 90.58 per. 10.00 8 (8.30 tons)
Refund Request 1061 BLNKTPOLIMIT1 Scrap Metal Metal 09/01/2026  09/30/2026  § 100.88 p. 5(21.00 Ibs)
Post Issued Rebate / Refund Check 1064 BLNKTPOLIMIT1 Constructi... cab 09/01/2026  09/30/2026  $ 58.33 per... 4(1.00 yP)
safety Profile 1070 93845759848 49199001 - QA Scal... Cardboard Cardboard ... 09/01/2026 ~ 09/30/2026  § 88.74 per.. 2000 0(0.00tons) @
Task 1071 93845759848 49199001 - QA Scal... Metal Disp... 09/01/2026  09/30/2026  $ 105.85 p... 600 0(0.00tons) @
Default Rates 1072 93845759848 49199001 - QA Scal... Taxable Ch.. 09/01/2026  09/30/2026 0000ea) @
1057 1234567890123456... Scale Metal Metal 09/01/2026 1(0.00 ea)
Next Invoice Message )
" ) iews) - 2 Usery 1068 1234567890123456... Disposal C&D 09/01/2026 $9,965.32... 0(0.00 tons) Q
Send Emai
1069 1234567890123456... Tires TIRES 09/01/2026 $85.74 per.. 0(0.00tons) @
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Assign to a Work Order

The Blanket PO drop box has been added to the following locations:
o New and Existing Services
o On Call Orders
o Manual Charges



o Inbound Scale Tickets

CREATE ON CALL ORDER 79

SCHEDULE DATE SERVICE CODE ‘ORDER TYPE QUANTITY

11/21/24 Thursday 2 Yard Trash Service - - 1 <
REQUESTED BY CONTACT REASON CODE

N N
ORDER NOTES PREPAYMENT
PO NUMBER BLANKET PO EXTERNAL ID
1234 -

ROUTE

The Blanket PO drop down field will also be displayed for Inbound and Outbound orders if the selected site has
a Blanket PO configured.

"
CREATE INBOUND ORDER 7 D
Houston Recycling Scale SCHEDULE DATE SERVICE CODE ORDER TYPE
East Tx 09/16/26 Wednesday _ Scale Inbound Services "test" v Scale IN (Inbound / Receiving) v
8100 Washington Ave TRUCK VEHICLE INFO
Houston, TX 77007-1062

o Prestige Oyster Truck v
Credit Limit: $ 250.00

MATERIAL ORIGIN

Balance: $ 0.00 Unbilled: $ 110.63 |
TRANSPORTER TRANSPORT METHOD BILL OF LADING
PO NUMBER BLANKET PO

To learn more about Blanket POs with respect to Inbound and Outbound orders, referenceBlanket PO Usage
for Inbound / Outbound Orders.

Tracking Blanket Purchase Order Limits

After a blanket purchase order is linked to a work order, manual charge, or inbound / receiving order, the
system tracks usage against the limits defined on the purchase order, if limit parameters were entered. In this
example, clicking the Purchase Order search icon opens the Purchase Orders screen, where available purchase
orders and their tracking limits are displayed.


http://help.navusoft.net/docs/blanket-po-usage-for-inbound-outbound-orders

EDIT INBOUND / RECEIVING - TICKET NUMBER: 41920 - WORK ORDER: 10917070

Site # 49618001 TICKET NUMBER ~ WORK ORDER ~ QTY SERVICE CODE WORK TYPE ORDER TYPE
DocScale Customer 41920 10917070 1 Scale Inbound Services (39344) SCALE_POST Inbound / Receiving
102 N Cascade St ORDER NOTES
Osceola, WI 54020
| CREATED BY TRUCK VEHICLE INFO
Aliena Somers - Admin-NS (Sales) on 1/27/26
Doc Scale Truck e
11:51T am
ORDER REASON PO NUMBER BLANKET PO
DocScaleTest
RECEIVING FACILITY MATERIAL
LALANDFILL MsSwW
TRANSPORTER TRANSPOET METHOD BILL OF LADING
PURCHASE ORDERS
PO NUMBER  WEIGHT LIMIT WEIGHT TO DATE  VOLUME LIMIT VOLUME TO DATE AMOUNT  AMOUNT BILLED START DATE END DATE NOTE
TO DATE
DocScaleTest 10 ton 1ton 500 cubic yard 8 cubic yard $ 5,000.00 $500.00 01/26/2026

Related Articles

Blanket Purchase Order Management
Blanket PO Usage for Inbound / Outbound Orders
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