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Draft Your Order

Pick a vendor, let Rundoo suggest quantities, and save it for later.

Step-by-step walkthrough ~3 min read Companion to the 2:27 video

You've spent years learning your shelves: what moves, what sits, and what always seems to run dry on a Friday afternoon. A

purchase order is just how you tell a vendor to send more. Rundoo handles the paperwork behind it, so you can spend less time with

a clipboard and more time behind the counter. This guide walks you through building one PO from a blank screen to a saved draft,

ready to send whenever you are.

W HE R E  I T  A L L L I VE S

The Orders tab

In POS  mode, click Orders  in the left sidebar. Every purchase order you've ever started lives here. Along the top is a strip of tabs that follows a PO through its

whole life, left to right: New , Drafts , Ordered , Received , Vouchered , Paid , and Voided . Each tab carries a live count of how many POs are sitting in

that stage. We're starting all the way at the left, in New , to build one from scratch.

The tabs across the top of Orders are the life of a PO, from New on the left to Paid and Voided on the right.

D O  T HI S

Build a draft, step by step

Open a new order

Clicking Orders  lands you on the New  tab by default. This is the order builder: Order from  on the left, a product search across the

middle, running totals on the right, and a row of action buttons along the bottom. Most of it looks greyed out right now, and that's on

purpose. One choice wakes it up.
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https://youtu.be/A1WB_OgsyPQ


Pick your vendor

First things first: tell Rundoo who you're ordering from. Click Order from , start typing a vendor name, and choose from your list. The

moment you pick one, the rest of the form unlocks. The side panel fills in with the Order method  (how the PO will reach the vendor later),

Ship to  (defaults to your current location), and a Requested delivery date  (defaults to ASAP). Don't see the vendor you want? They

probably haven't been added yet, and you can create them on the Vendors  page.

Pick a vendor under Order from and the whole builder comes to life: side-panel fields, product search, and the action buttons at the bottom.
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Add what you need by hand

Click into Search for a product  and start typing. Rundoo matches on name, SKU, or vendor SKU. Set a count with the stepper and click

Add , or drop the line on first and type the number into its QUANTITY  cell. Got a scanner at the counter? Scanning a barcode drops the

matching product straight onto the cart.

Each line shows COST , QUANTITY , and a running SUBTOTAL . Cost defaults to the product's vendor cost. Click edit  under it to

override for this order (say a contract price or a one-off deal), and click add note  on a line to leave the vendor a note like "substitute OK."

Every line carries its cost, quantity, and subtotal. Use edit to change the cost for this PO, and add note to leave the vendor a line-level note.
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Let Rundoo suggest the quantities

Here's where Rundoo saves you the guesswork. Instead of building the whole list from memory, click Generate order  in the side panel.

Rundoo looks at what you've been selling and what's on your shelves and proposes a full restock, filling the cart with suggested items and

quantities.

Two methods sit behind that button, and you pick one per vendor. Predictive forecasts from last year's sales for this same stretch of the
calendar, so the season is baked in. It's the natural fit where velocity matters. Min/Max is simpler: when a product drops below the minimum

you set, Rundoo tops it back up to the maximum. Either way, you stay in charge. Review and tweak every line before you move on.
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KE E P I T  HA ND Y

Drafting a PO at a glance

W H ERE

POS → Orders → New

Orders lands here by default.

T H E ON E REQU IRED  F IEL D

Pick a vendor

The builder stays locked until you do.

SU GGEST ED  QU AN T IT IES

Generate order

Predictive or Min/Max, your call per vendor.

SAVE F OR L AT ER

Save draft

Find it again on the Drafts tab.

Good to know

Less time with the clipboard, more time behind the counter. · rundocs.com

Save it as a draft

When the order looks right but you're not ready to send it, click Save draft  at the bottom right. The PO leaves the builder and lands on the

Drafts  tab, safe to pick back up whenever you like. That's the whole job for this video. In the next one, From Draft to Ordered, we pick this

draft up and send it off to the vendor.

The action cluster at the bottom right. Save draft stashes the PO on the Drafts tab. Order sends it (that's the next video).
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Click Save draft  or Order  and nothing happens? You're almost certainly missing a vendor or a product line. Rundoo won't save an

empty PO, and it won't nag you about it either, so give those two a quick check.

Any cost you edit or note you add on a line rides along on the PO the vendor receives, so a "substitute OK" note lands right where they'll

see it.

Generate order leans on your sales history, so a brand-new product with no track record may get skipped. Add those lines by hand and
you're set.

This is your practice store. Build and save all the drafts you like. Nothing leaves the building until you send it.

https://rundocs.com/

