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Purchase Agent Overview 

The Purchase Agent identifies what items need to be purchased over a given planning 

period. The Purchase Agent provides an easy method for buyers to quickly review 

shortages and generate purchase orders to fulfill the demand for inventory items. 

The Purchase Agent module evaluates the following information to determine the 

recommended quantities to be purchased for inventory items. 

• Current on hand inventory 

• Sales Order item demands 

• Purchase Order incoming quantities 

• Work Order finished products and subassemblies  

• Work Order material requirements 

• Material Requirements Planning projections 

• Reorder point quantities and minimum order quantities defined in Inventory 

Management Main menu > Item Maintenance > Reorder Maintenance  

Purchase Agent Benefits 

• Optimize cash flow by ordering only what is needed to satisfy sales orders.  

• Avoid material shortages that result in missed promise dates.  

• Eliminate expedite fees by ordering what is needed at the right time.  

• Consolidate items and orders to maximize purchasing power.  

• Automatically generate purchase orders with accurate costing.  

• Retain full control through flexible options that fit your unique business operations.  

• Drive efficiency by viewing all pertinent data from a single, actionable location.  

• Streamline purchasing process while reducing inventory carrying costs. 

Note: Purchase Agent is a standalone module for Sage 100 that does not require 

JobOps/Sage 100cloud Manufacturing.  
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Purchase Agent and Sage 100 Modules 

The following Sage 100 modules are required to be installed, activated and set up in order 

to use the Purchase Agent module. 

• Library Master • General Ledger 

• Inventory Management • Accounts Payable 

• Accounts Receivable • Purchase Order 

• Sales Order   

The following messages display when the Purchase Agent menu option is selected and a 

required module has not been activated and setup. 

 

 

Select the OK button to close the message then activate and setup the required module. 

The following Sage 100 modules may be installed and activated but are not required to be 

installed in order to use the Purchase Agent module.  

• Bill of Materials 

• Work Order 

• Material Requirements Planning 

 When the Work Order integration feature is implemented with Purchase Agent, work order 

parent and components are reviewed during the Purchase Agent selection process. When 

the appropriate parameters are assigned, the Purchase Agent module explodes Bill of 

Materials bills assigned to sales orders and as work order components. 

 Warning:  All valid warehouse codes are reviewed by the Purchase Agent selection 

process regardless of the assigned warehouse status and restriction entry parameter 

settings in Warehouse Code Maintenance.  
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Purchase Agent Role Maintenance Security 

Purchase Agent task parameters are assigned from the Purchase Order > 

Maintenance/Data Entry task menu on the Library Master Role Maintenance Tasks tab. 

  

The following message displays when the Purchase Agent menu option is selected and the 

Purchase Agent task parameter is not selected in Library Master Role Maintenance. 

 

Select the OK button and then access Library Master Main menu > Role Maintenance to 

define Purchase Agent security parameters. 

 

Assign task parameters for the 
Purchase Agent module from 

Library Master Role Maintenance.  
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The Purchase Agent Create and Modify tasks control the process of creating a purchase 

order or adding an item to an existing purchase order from Purchase Agent. When the 

Purchase Agent Create task is not selected, the following message displays when  

• The Create New button on the Purchase Agent Generating Purchase Orders window 

or the OK from the PO Selection window is selected. 

• The Add to New button is selected from the Purchase Agent Generating Purchase 

Orders window and a purchase order for the vendor does not exist in Purchase Order 

Entry.  

• The Add to Hold button on the Purchase Agent Generating Purchase Orders window 

or the OK button from the PO Selection window is selected and a purchase order that 

is on hold does not exist in Purchase Order Entry.   

 

Note: The Purchase Agent Create task check box field must be unchecked in order to 

uncheck and save the setting for the Modify task check box field. 

When the Purchase Agent Create and Modify tasks are selected, users are allowed to 

generate purchase orders from Purchase Agent  when the Purchase Order Entry task 

parameter found in the Purchase Order > Maintenance/Data Entry menu on the Task tab in 

Role Maintenance is note selected. 
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Purchase orders may be created but the purchase orders created are placed on hold when 

a user has access to Purchase Order Inquiry but not Purchase Order Entry.   

  

Purchase order can be created from 
Purchase Agent when a user is not 

allowed access to Purchase Order Entry.  
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How to Access Purchase Agent 

Select Purchase Order Main menu > Purchase Agent from the Sage 100 menu to access 

the Purchase Agent module. 

  

Access Purchase Agent from 
the Purchase Order Main menu.  
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How to Register Purchase Agent 

The Purchase Agent registration window automatically displays when the Purchase Agent 

menu option is selected and a registration key has not been assigned to the Purchase 

Agent module.   

 

Enter a key in the Registration Key field and then select the Accept button to register the 

Purchase Agent module and to access the Purchase Agent task window. Select the Cancel 

button to return to the Sage 100 menu. 

Note: Refer to the Purchase Agent Installation Guide on how to obtain a Purchase 

Agent Registration key.  
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The Purchase Agent registration window is accessed by selecting the  button from 

the Purchase Agent tasks window. 

  

Select the Options button to edit or review 
the Purchase Agent registration key. 
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Purchase Agent Options 

  

Qty to Buy Option  Select The economic order quantity or The qty required to fulfill 

demand and stock levels from the drop down list.  

• The economic order quantity: The value assigned to the Economic Ord Qty field in 

Reorder Maintenance for the item and warehouse code is used to calculate the 

actual quantity to buy value. 

• The qty required to fulfill demand and stock levels:  The required and actual 

quantity to buy is calculated based on supply, demand, reorder information and MRP 

projections. 

Prompt for PO on Add to New/Add to Hold Purchase Order Creation  Select the check 

box field to specify the purchase order that the item should be added to when the Add to 

New or Add to Hold button is selected.  When this check box field is checked, the PO 

Selection window displays after selecting the Add to New or Add to Hold button from the 

Generating Purchase Orders window. Clear the check box field to add an inventory item to 

the first available purchase order that is new and not on hold when the Add to New button is 

selected or the first available purchase order that is new and on hold when the Add to Hold 

button is selected.   

  

Select the Explode Bill Component check 
box field to explode bill parent items.  
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Explode Bill Components  Select the check box field to explode components associated to 

bill numbers that are assigned to sales orders and work orders during the Purchase Agent 

selection process. The Unexploded Bill Selection window displays when this parameter is 

selected, a bill number is assigned to a sales order or as a work order component and a bill 

number is selected by the Purchase Agent selection process. Clear the check box field to 

not explode components of bill number assigned to sales orders and work order during the 

Purchase Agent selection process. 

Note: This parameter displays when the Sage 100 Bill of Materials module is installed 

and activated. 

Search Availability Across Warehouses for Components that are Bills  Select the 

check box field to analyze available quantities in all applicable warehouses for bill numbers 

that are components of Bill of Materials bill numbers.  This parameter is enabled when the 

Explode Bill Components parameter is selected. 

Note: The Explode Subassemblies parameter in Bill of Materials Options must be 

selected in order for Purchase Agent to explode subassemblies components.  

  

 Warning: Purchase Agent Options parameters must be reviewed after migrating and 

converting to Purchase Agent 2019. Purchase Agent Option parameters may be set 

back to default values during the migration or conversion process. 

Parameter must be selected in order to 
explode sub-assemblies in Purchase Agent.  
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How to Activate the Search Across Warehouses Feature 

1. Access Purchase Order Main menu > Purchase Agent. 

2. Select the  button from the Purchase Agent task window. 

  

3. Check the Explode Bill Components check box field to enable the Search Availability 

Across Warehouses for Components that are Bills parameter. 

Select the Options button to 
access Purchase Agent Options.  

Select the Explode Bill Components to enable the 
Search Availability Across Warehouses parameter.  
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Note: The Search Availability Across Warehouses for Components that are Bills 

parameter is only applied to bill numbers that are components/subassemblies of a bill 

number.  This parameter is not applied to bill components that are not bill numbers. 

4. Check the Search Availability Across Warehouses for Components that are Bills check 

box field. 

5. Select the OK button. 

  Select the Registration button to access the Purchase Agent Registration window.   

  Select the OK button to save the assigned Purchase Agent parameter settings and 

to return to the Purchase Agent task window. 

  Select the Cancel button to not save the changes made to the Purchase Agent 

parameters and to close the Purchase Agent Options window. 
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Bill of Materials Options and Purchase Agent 

Multilevel bills are exploded during the Purchase Agent selection process when the 

following parameters are selected. 

1. The Explode Subassemblies parameter, found on the Bill of Materials Entry tab, is 

selected. 

2. The Explode Bill Components parameter in Purchase Agent Options is selected. 

 

 

Select the Explode Sub-Assemblies to 
explode multilevel bills in Purchase Agent. 
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Sales Order Options and Purchase Agent 

When the Use Item Default Warehouse parameter in Sales Order Options is not selected, 

the demand for the component of a bill number displays in the warehouse that is assigned 

to the bill number on the sales order.  

Use Item Default Warehouse Parameter Not Selected Example 

The item code CABIN-01000-IH is defined as a bill number in Bill of Materials Maintenance.  

Item code 3/4 SCREW is a component of bill number CABIN-01000-IH.  A sales order is 

created for item code CABIN-01000-IH and warehouse code 000. The default warehouse 

code assigned to item code 3/4 SCREW is 999.  Since the Use Item Default Warehouse 

parameter is not selected, the Purchase Agent selection process assigns the demand for 

component item code 3/4 SCREW to warehouse code 000 when bill number  

CABIN-01000-IH is exploded. 

  

 

The bill number’s component demand is assigned 
to the sales order warehouse code when the Use 

Item Default Warehouse parameter is not selected. 
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When the Use Item Default Warehouse parameter in Sales Order Options is selected and 

the component of a bill number is assigned a default warehouse different from the 

warehouse assigned to the bill number on the sales order, the demand for the component of 

the bill displays in the component’s default warehouse. 

 

Components of a bill number that is exploded by the Purchase 
Agent selection process are assigned to the component’s 

default warehouse when this parameter is selected. 
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Use Item Default Warehouse Parameter Selected Example 

The item code CABIN-01000-IH is defined as a bill number in Bill of Materials Maintenance.  

Item code 3/4 SCREW is a component of bill number CABIN-01000-IH.  A sales order is 

created for item code CABIN-01000-IH and warehouse code 000. The default warehouse 

code assigned to item code 3/4 SCREW is 999.  Since the Use Item Default Warehouse 

parameter is selected, the Purchase Agent selection process assigns the demand for 

component item code 3/4 SCREW to warehouse code 999 when bill number  

CABIN-01000-IH is exploded. 

  

 

 

The bill number’s component demand is assigned to 
the component’s default warehouse code when the 
Use Item Default Warehouse parameter is selected. 
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Material Requirements Planning Options and Purchase Agent 

The Purchase Agent selection process reviews the MRP Options integration parameters 

when calculating MRP projection values.  A demand or summary value is not included in the 

MRP projection calculation when the related Sage 100 module is not integrated with the 

MRP module.  

 

 

Purchase Agent reviews values for all 
modules integrated with the MRP module. 
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Inventory Management Setup Information 

Inventory setup information must be reviewed after installing and registering the Purchase 

Agent module. This process includes reviewing item procurement values, standard and 

purchase unit of measures values, primary vendors, item vendor information, item reorder 

information and warehouse codes information. 

Item Maintenance Procurement Value 

The Purchase Agent selection process reviews inventory items assigned Buy to the 

Procurement field in Item Maintenance. When an inventory item code is also specified as a 

bill number in Bill of Materials Maintenance, Purchase Agent reviews the bill number item in 

the Purchase Agent selection process regardless of the value assigned to the Procurement 

field.     

 

Item code DSKTP-00100 is also a bill number.  
Purchase Agent reviews this item regardless 

of the assigned procurement value. 
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Item Maintenance Standard and Purchases Unit of Measure 

Review the standard and purchases unit of measure for inventory items that are to be 

processed by the Purchase Agent module. The Purch Qty and Purch Cost fields found on 

the Purchase Agent Summary window display values using the value assigned to the Item 

Maintenance Purchases Unit of Measure field.  All other Purchase Agent values are 

calculated using the standard unit of measure.    

 

Most Purchase Agent calculations 
use the standard unit of measure. 
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Item Maintenance Primary Vendor 

The vendor number assigned to the Primary Vendor field in Item Maintenance defaults to 

the Purchase Agent Summary window. The vendor number may be modified from the 

Purchase Agent Summary window before generating a purchase order. 

 

The vendor number assigned to this field defaults 
to the Purchase Agent Summary window. 
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Item Vendor Maintenance 

Vendor lead times assigned to the defined primary vendor are taken into consideration 

during the Purchase Agent selection process. 

 

Reorder Maintenance 

The Purchase Agent selection process reviews Reorder Maintenance information for each 

selected item and warehouse code.   

 

The reorder method and reorder quantity values are used during Purchase Agent 

calculations to determine quantity to buy and quantity to make values.   

Review lead times for primary vendor prior 
to using the Purchase Agent module. 

Review reorder information prior to 
using the Purchase Agent module. 
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Warehouse Code Maintenance 

A Purchase Agent parameter is available in Inventory Management Warehouse Code 

Maintenance.  

  

Exclude from Purchase Agent  Select the check box field to not include items for the 

selected warehouse in the Purchase Agent selection process. Clear the check box field to 

include items for the selected warehouse in the Purchase Agent selection process. 

 Warning:  All warehouse codes with the Exluce from Purchase Agent parameter not 

seleected are reviewed by the Purchase Agent selection process regardless of the 

assigned warehouse status and restriction entry parameter settings in Warehouse 

Code Maintenance.   

Clear the check box field to include 
the item at the selected warehouse in 

the Purchase Agent selection process. 
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Purchase Agent Task Window 

The Purchase Agent task window displays after the Purchase Agent module is registered 

and Purchase Order Main menu > Purchase Agent is selected from the Sage 100 menu. 

 

MRP Projected Demand Start Date  Enter a date to be compared to Material 

Requirements Planning period start dates when determining to include manually entered 

MRP projection records in the Purchase Agent selection process. When a date is entered in 

this field and the following rules are met, MRP manually entered quantity projections are 

included and display in the Purchase Agent Summary, Detail and Inventory Drilldown 

windows.   

MRP projection records are selected during the Purchase Agent selection process when 

both of the following rules are met. 

• The MRP projection period start date is greater than or equal to the date entered in 

the MRP Projected Demand Start Date field. 

• The MRP projection period covered end date is less than or equal to the date entered 

in the Cutoff Date field. 

Leave the MRP Projected Demand Start Date field blank to not include MRP projections in 

the Purchase Agent selection process. 

Data has not been generated. 
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Note: This field is enabled when the Sage 100 Material Requirements Planning module 

is installed, activated and setup for the current company. 

 Warning: MRP quantity projections are established as monthly or weekly periods.  

Based on rules established by the Sage 100 Material Requirements Planning module, 

the start date of a weekly MRP projection period occurs on Friday.  The start date of a 

monthly MRP projection period occurs on the first day of the month.  Therefore, it is 

important to analyze the date values entered in the MRP Projected Demand Start Date 

and Cutoff Date fields found on the Purchase Agent task window.  Because of the Sage 

100 Material Requirements Planning module period establishing rule, it is possible for 

MRP projection values to be or not to be included in the Purchase Agent selection 

process. 

Cutoff Date  Enter a date in this field to determine when a supply, demand or MRP 

projection is to be included in the Purchase Agent selection process. Transactions with a 

date after the cutoff date plus one day are not included in the Purchase agent selection 

process. Leave this field blank to include all supply, demand and MRP projection 

information in the Purchase Agent selection process.   

Note: A one day buffer is added to the cutoff date during the Purchase Agent selection 

process. 

The date specified in the Cutoff Date field is compared to the following dates to determine 

when a supply, demand or MRP projection is to be included in the Purchase Agent selection 

process. 

Transaction Type Compared to Date 

Sales Order: Item Required Date 

Purchase Order: Item Required Date 

Work Order Finished Product: Work Order Due Date 

Work Order Component: Work Order Due Date 

MRP Projection: Manual Projection Period Start Date 
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Include Lead Time  Select the check box field to include the lead time assigned to the 

primary vendor plus one day when determining to include a supply, demand or MRP 

projection for an item during the Purchase Agent selection process. Clear the check box 

field to not include vendor lead times during the Purchase Agent selection process. 

Note: A one day buffer is added to the vendor lead time during the Purchase Agent 

selection process. 

Cutoff Date and Vendor Lead Time Example 

The following information exists for an inventory item. 

Sales Order Required Date: 10/30/2019 Ordered Quantity: 10 

Purchase Order Required Date: 10/15/2019 Ordered Quantity:  2 

Primary Vendor Lead Time 7 days  

 

When a cutoff date of 10/21/2019 is entered in the Cutoff Date field and the Include Lead 

Time check box field is selected from the Purchase Agent task window, only the purchase 

order transaction is included in the Purchase Agent selection process. Seven days plus one 

buffer date are added to the cutoff date of 10/21/2019 to calculate a selection cutoff date of 

10/29/2019. Since the sales order required date is 10/30/2019, the sales order is not 

included in the Purchase Agent selection process. 

 

 

When a cutoff date of 10/22/2019 is entered in the Cutoff Date field and the Include Lead 

Time check box field is selected from the Purchase Agent task window, the purchase order 

and the sales order transactions are included in the Purchase Agent selection process. 

Seven days plus one buffer date are added to the cutoff date of 10/22/2019 to calculate a 

selection cutoff date of 10/30/2019. 

 

 

Only the Qty On PO is calculated. 

Qty On PO and Qty on SO values are calculated. 
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Selection Section 

Customer Number  Enter a starting and ending customer number. Check the All check box 

field to include all customer numbers. Select the Lookup button to access the Customer List 

Lookup window. 

Sales Order No.  Enter a starting and ending sales order number. Check the All check box 

field to include all sales order numbers. Select the Lookup button to display the Order 

Number List Lookup window. 

 

Vendor Number  Enter a starting and ending vendor number. Check the All check box field 

to include all vendor numbers. Select the Lookup button to access the Vendor List Lookup 

window. 

Purchase Order No.  Enter a starting and ending purchase order number. Check the All 

check box field to include all purchase order numbers. Select the Lookup button to display 

the Purchase Order List Lookup window. 

Enter data ranges to select specific transactions 
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Item Code  Enter a starting and ending item code. Check the All check box field to include 

all item codes. Select the Lookup button to display the Item List Lookup window. 

Product Line  Enter a product line code.  Check the All check box field to include all 

product lines. Select the Lookup button to display the Product Line List all window. 

Warehouse  Enter a warehouse code to select items for a specific warehouse code. Check 

the All check box field to include items for all warehouse codes. Select the Lookup button to 

display the Warehouse Code List window. 

Buyer  Enter a buyer code to select inventory items for a specific buyer. Check the All 

check box field to include all items. Buyer Codes are assigned to inventory items in 

Inventory Management Main menu > Item Maintenance on the Additional tab and are used 

to designate the employee responsible for purchasing the inventory item. Select the Lookup 

button to display the Buyer/Planner List window. 

Planner  Enter a planner code to select inventory items for a specific planner. Check the All 

check box field to include all items. Planner codes are assigned to inventory items in 

Inventory Management Main menu > Item Maintenance on the Additional tab and are used 

to designate the employee responsible for planning work ticket production. Select the 

Lookup button to display the Buyer/Planner List window. 

  Select the Options button to access the Purchase Agent Options window. 

  Select the Clear Selections button to clear previously generated data from the 

Purchase Agent work files. 

  Select the Generate Selections button to populate the Purchase Agent work files 

based on the criteria specified in the Purchase Agent task window. The following message 

displays when the Generate button is selected and data exists in the Purchase Agent work 

files. 

 

Select OK from the message to display the following message. 
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Select Yes to clear the Purchase Agent work files.  Select No to retain the data in the 

Purchase Agent work files.  

  Select the Edit Selections button to access the Purchase Agent Summary window. 
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Purchase Agent Work Files Generation 

When the  button is selected, Purchase Agent evaluates the following pieces of 

information based on the criteria specified in the Purchase Agent task window. 

• Sales Order item demands 

• Work Order finished products and subassemblies  

• Work Order material requirements 

• Material Requirements Planning projections 

• Reorder point quantities and minimum order quantities defined in Inventory 

Management Main menu > Item Maintenance > Reorder Maintenance  

• Current on hand inventory 

• Purchase Order incoming quantities 

After data is evaluated by the Purchase Agent selection process, the selected items and 

related information are stored in the Purchase Agent work files PO_158PASummary.M4T 

and PO_158PADetail.M4T. The data in the Purchase Agent work files is retained until 

specified to be cleared by selecting the  button. 

 Warning: Purchase Agent work files must be cleared after installing Purchase 

Agent 2019. Select the Clear Selection button from the Purchase Agent task window after 

installing Purchase Agent 2019 and migrating or converting data for each company.  

 

 Warning: The information generated by the Purchase Agent selection process is 

stored in work files that are not user specific. When information exists in the Purchase Agent 

work files and another user runs the Purchase Agent selection process, the previously 

generated information is overwritten.  
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How to Generate the Purchase Agent Work Files 

1. Access Purchase Order Main menu > Purchase Agent. 

2. Select the  button to clear previously generated data. 

3. Select the Yes button in the following message. 

 

4. Enter a projected demand starting date in the MRP Projected Demand Starting Date field 

when the Sage 100 Material Requirements Planning module is installed and integrated 

with Sales Order and Purchase Order.   

5. Enter a date in the Cutoff Date field to establish a planning horizon.  When a cutoff date 

is not specified, the following message displays after selecting the Generate Selections 

button.   

 

Select Yes to continue with the Purchase Agent work files generation process.  

Select No to return to the Purchase Agent task window. 

6. Check the Include Lead Time check box field to include vendor lead times in the 

calculation of demand and supply. Uncheck the Include Lead Time check box field to 

disregard vendor lead times in the calculation of demand and supply. 

7. In the Selection section, enter a range to filter the information the Purchase Agent 

selection process evaluates to calculate demand, supply and MRP projections. 
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8. Select the  button. 

9. Select the Continue button in the Generating Work Table window. 

 

10. Select the  button to access the Purchase Agent Summary window. 

Data has been selected. 
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How to Clear the Purchase Agent Work Files 

1. Access Purchase Order Main menu > Purchase Agent. 

2. Select the  button to clear previously generated data. 

3. Select the Yes button in the following message. 
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Purchase Agent Summary Window 

Use the Purchase Agent Summary window to review data generated by the Purchase Agent 

selection process and to create purchase orders for items deemed to be ordered. Access 

the Inventory Drilldown window from the Purchase Agent Summary window to review date 

based inventory usage information.   

Note: Only inventory items assigned a procurement type of Buy and are not Bill of 

Material bill numbers are included in the Purchase Agent selection process. 

 

Filtering On  Select an option to filter the data or select <Show All> to display all item 

records generated by the Purchase Agent selection process. Data can be filtered based on 

product line codes, sales order numbers, warehouse codes, buyer codes, planner codes, 

customer numbers, vendor numbers, purchase order numbers and item codes. 
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When an option is selected in the Filtering On dropdown list, data populates in the list field 

found below the Filtering On label. Double click a filtering value to display the corresponding 

item records.   

Show All  Select the Show All radio button to display all item records in the Purchase Agent 

work files. 

Items to Buy  Select the Items to Buy radio button to display all items that have been 

determined to be purchased. The Actual Qty to Buy field displays a value greater than zero. 

No Requirements  Select the No Requirements radio button to display items that are 

determined to not be purchased. The Actual Qty to Buy field is equal to zero. 

All  Check the All check box field to select the Hold check box field for all item records that 

display in the Purchase Agent Summary window. Clear the All check box field to remove the 

check from the Hold check box field for all item record that display in the Purchase Agent 

Summary window. 

Double click the filtering on value to 
display corresponding item records. 
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Hold  Check the Hold check box field to not include an item during the purchase order 

generation process. Clear the Hold check box field to include the item during the purchase 

order generation process. 

Item Code  The item code displays and cannot be edited.   

Warehouse (Mthd)  The warehouse code for the selected inventory item displays and 

cannot be edited. A record displays for each warehouse code associated to an inventory 

item when the item code and warehouse code meet the selection criteria specified in the 

Purchase Agent task window.   

One of the following values also displays in the Warehouse field to represent the reorder 

method assigned to the item code and warehouse code. 

• EOQ represents the economic quantity order reorder method. 

• MAX represents the maximum stock level reorder method. 

• ROP represents the reorder point reorder method.  

• A blank value displays when None is assigned as the reorder method. 

Note: The reorder method assigned to a warehouse code for an inventory item can be 

reviewed by accessing Reorder Maintenance from Inventory Management Main menu 

> Item Maintenance. 

Description  The first 30 characters of the description assigned to an inventory item in 

Inventory Management Main menu > Item Maintenance displays and cannot be edited.  

Note:  The extended item description text is also copied to the purchase order line item 

record when a purchase order is generated from Purchase Agent. 

Primary Vendor  Accept the default vendor number or enter a vendor number. The primary 

vendor number assigned to an inventory item on the Inventory Management Main menu > 

Item Maintenance Main tab defaults to this field. Select the Lookup button to display the 

Vendor List Lookup window. Select the Alternate Vendor Lookup  button to display the 

Vendor/Item List Lookup window. 
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Note:  A vendor number must be assigned to the Primary Vendor field in the Purchase 

Agent Summary window in order for a purchase order to be generated for the item. 

Unit Cost  Accept the default unit cost or enter a unit cost value for the item and warehouse 

code. The unit cost value is calculated based on one of the following options. 

• When a vendor price level structure exists for a vendor and/or inventory item, the unit 

cost for the inventory item defaults based on the vendor price level structure and 

according to the Sage 100 vendor pricing hierarchy.  

• When a vendor price level structure does not exist for the vendor and/or inventory 

item or a vendor number is not assigned to the Primary Vendor field, and the total 

last cost value assigned to the item is not equal to zero, the total last cost found on 

the Inventory Management Main menu > Item Maintenance Main tab defaults to this 

field. 

• When a vendor price level structure does not exist for the vendor and/or inventory 

item or a vendor number is not assigned to the Primary Vendor field, the total last 

cost value assigned to the item is zero and the standard cost assigned to the item is 

not equal to zero, the standard cost defaults to this field. 

• When a vendor price level structure does not exist for the vendor and/or inventory 

item or a vendor number is not assigned to the Primary Vendor field, the total last 

cost and the standard cost values assigned to the item are zero and the average cost 

value assigned to the item is not equal to zero, the average cost defaults to this field. 

Actual Qty to Buy  The sum of the values in the Required Qty To Buy and Addt’l Qty to Buy 

fields displays in the Actual Qty to Buy field. Accept the calculated value or enter the actual 

quantity to buy value for the item and warehouse code. 

The following warning message displays when a value less than the assigned minimum 

order quantity for an inventory item and warehouse is entered in this field. 
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Select OK to return to the Purchase Agent Summary window. The value entered in the 

Actual Qty to Buy field is retained. 

Note: Quantity values and the unit cost value, except for the values that display in the 

Purch Qty and Purch Cost fields, are based on the standard unit of measure. A 

standard unit of measure is assigned to an inventory item in Inventory Management 

Main menu > Item Maintenance. 

Required Qty to Buy  The calculated required quantity to buy for the item and warehouse 

displays and cannot be edited. The required quantity to buy value is based on the reorder 

method and reorder quantity information assigned to an item and warehouse code in 

Inventory Management Main menu > Item Maintenance > Reorder Maintenance.  

Note: The value displayed in the Required Qty To Buy field is based on the standard 

unit of measure assigned to the inventory item in Item Maintenance. 

Maximum Stock Level 

The following formula is used to calculate the required quantity to buy when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are not activated for 

the current company.  

Max On Hand Qty – Qty On Hand – Qty On PO + Qty on SO  

The following formula is used to calculate the required quantity to buy when the Sage 100 

Work Order module is activated and the Sage 100 Material Requirements Planning module 

is not activated for the current company. 

Max On Hand Qty – Qty On Hand – Qty On PO/WO + Qty on SO + W/O Shortage 

The following formula is used to calculate the required quantity to buy when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are activated for the 

current company and calculated demand is greater than the calculated total MRP projection. 

Max On Hand Qty – Qty On Hand  – Qty On PO/WO + Calculated Demand 
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The following formula is used to calculate the required quantity to buy when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are activated for the 

current company and calculated total MRP projection is greater than the calculated demand 

value. 

Max On Hand Qty – Qty On Hand – Qty On PO/WO + Calculated MRP Projection 

Reorder Point 

The following formula is used to calculate the required quantity to buy when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are not activated for 

the current company.  

Reorder Point Qty – Qty On Hand  – Qty On PO + Qty on Sales Order  

The following formula is used to calculate the required quantity to buy when the Sage 100 

Work Order module is activated and the Sage 100 Material Requirements Planning module 

is not activated for the current company. 

Reorder Point Qty – Qty On Hand – Qty On PO/WO + Qty on SO+W/O Shortage 

The following formula is used to calculate the required quantity to buy when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are activated for the 

current company and calculated demand is greater than the calculated total MRP projection. 

Reorder Point – Qty On Hand  – Qty On PO/WO + Calculated Demand 

The following formula is used to calculate the required quantity to buy when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are activated for the 

current company and calculated total MRP projection is greater than the calculated demand 

value. 

Reorder Point – Qty On Hand – Qty On PO/WO + Calculated Total MRP Projection  
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Economic Qty with Purchase Agent Option set to The Qty Required to Fulfill Demand 

and Stock Levels 

The following formula is used to calculate the required quantity to buy when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are not activated for 

the current company.  

Reorder Point Qty – Qty On Hand  – Qty On PO + Qty on Sales Order  

Note:  When the calculated value is less than the economic order quantity assigned to 

the item and warehouse in Reorder Maintenance, the economic order quantity is 

assigned to the Required Qty to Buy field.  

The following formula is used to calculate the required quantity to buy when the Sage 100 

Work Order module is activated and the Sage 100 M Material Requirements Planning 

module is not activated for the current company. 

Reorder Point Qty – Qty On Hand  – Qty On PO/WO + Qty on SO + W/O Shortage 

The following formula is used to calculate the required quantity to buy when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are activated for the 

current company and calculated demand is greater than the calculated total MRP projection. 

Reorder Point – Qty On Hand  – Qty On PO/WO + Calculated Demand 

The following formula is used to calculate the required quantity to buy when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are activated for the 

current company and calculated total MRP projection is greater than the calculated demand 

value. 

Reorder Point – Qty On Hand  – Qty On PO/WO + Calculated Total MRP Projection  
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Economic Qty with Purchase Agent Option set to The Economic Order Quantity 

The economic order quantity is assigned to the Required Qty to Buy field when the value 

assigned to the Economic Ord Qty field in Inventory Management Item Maintenance > 

Reorder Maintenance is greater than the calculated demand. 

The following formula is used to calculate the required quantity to buy when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are not activated for 

the current company and the calculated demand is greater than the economic order 

quantity.  

Reorder Point Qty – Qty On Hand  – Qty On PO + Qty on Sales Order  

The following formula is used to calculate the required quantity to buy when the Sage 100 

Work Order module is activated for the current company, the Sage 100 Material 

Requirements Planning P module is not activated for the current company and the 

calculated demand is greater than the economic order quantity.  

Reorder Point Qty – Qty On Hand  – Qty On PO/WO + Qty on SO + W/O Shortage 

The following formula is used to calculate the required quantity to buy when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are activated for the 

current company, the calculated demand is greater than the economic order quantity and 

the calculated demand is greater than the calculated total MRP projection. 

Reorder Point – Qty On Hand  – Qty On PO/WO + Calculated Demand 

The following formula is used to calculate the required quantity to buy when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are activated for the 

current company, the calculated demand is greater than the economic order quantity and 

the calculated total MRP projection is greater than the calculated demand value. 

Reorder Point – Qty On Hand  – Qty On PO/WO + Calculated Total MRP Projection  



  Purchase Agent  
 

 

Purchase Agent Version 2019  43 

None 

The following formula is used to calculate the required quantity to buy when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are not activated for 

the current company.  

Qty On Hand  – Qty On PO + Qty on Sales Order 

The following formula is used to calculate the required quantity to buy when the Sage 100 

Work Order module is activated and the Sage 100 Material Requirements Planning module 

is not activated for the current company. 

Qty On Hand  – Qty On PO/WO + Qty on SO + W/O Shortage 

The following formula is used to calculate the required quantity to buy when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are activated for the 

current company and calculated demand is greater than the calculated total MRP projection. 

Qty On Hand  – Qty On PO/WO + Calculated Demand 

The following formula is used to calculate the required quantity to buy when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are activated for the 

current company and calculated total MRP projection is greater than the calculated demand 

value. 

Qty On Hand  – Qty On PO/WO + Calculated Total MRP Projection  

 Warning: When the calculated Required Qty to Buy is less than the minimum order 

quantity value specified in Reorder Maintenance for the item and warehouse, the 

minimum order quantity is assigned to the Required Qty to Buy field regardless of the 

reorder method assigned to the item and warehouse. 

Purch Qty  The quantity to be purchased and the purchases unit of measure display and 

cannot be edited.   

Note: The purchase quantity is calculated using the purchases unit of measure 

assigned to the inventory item in Item Maintenance. 
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Purch Cost  The total purchase cost displays and cannot be edited. This value is calculated 

using the following formula. 

Purchase Quantity × Purchases UM Conversion Factor to Standard UM × Unit Cost 

Qty On Hand  The current quantity on hand value for the selected item and warehouse 

code displays and cannot be edited.   

Note: The Qty On Hand value is based on the standard unit of measure assigned to the 

inventory item in Item Maintenance. 

Qty On PO  The current quantity ordered on purchase orders for the selected item and 

warehouse code displays and cannot be edited. This label displays when the Sage 100 

Work Order Module is not active and setup.  

Note: The Qty On PO value is based on the standard unit of measure assigned to the 

inventory item in Item Maintenance. 

 

Qty On SO  The sum of the current quantity on sales order plus the current quantity on back 

ordered for the item and warehouse code displays and cannot be edited. The Qty on SO 

field may also include the following information. 

• The number of components required to make a bill number.  

• A negative value representing the quantity to make for an exploded bill number.  

Note: The Qty On SO value is based on the standard unit of measure assigned to the 

inventory item in Item Maintenance.   

Purchase Agent determined that a purchase order is not 
required for this item because available on hand quantity exists.  

Ordered quantity on purchase orders. 
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MRP Projection  The calculated total MRP projection quantity for the item and warehouse 

for all selected MRP projection periods displays in this field and cannot be edited. The MRP 

projection period is calculated using the following information. 

• The date value entered in the MRP Projected Demand Start Date field found on the 

Purchase Agent task window. 

• The date value entered in the Cutoff Date fields found on the Purchase Agent task 

window.  

• The value assigned to the Time Detail field in in the Sage 100 Material Requirements 

Planning Maintain Projected Demands window. 

• The value assigned to the Period Start Date fields in the Sage 100 Material 

Requirements Planning Maintain Projected Demands window. 

The MRP projected quantity value takes into consideration all demand and supply 

transactions for the item at the specified warehouse code.  Demand values may include 

sales orders and work order material demands.  Supply values may include on hand 

quantities, purchase orders and work orders.  This information is reviewed based on the 

specified weekly or monthly MRP Projection period.  

The difference between the MRP manual projection for the period and the actual demand 

and supply for the MRP projection period is calculated and recorded as the MRP projection 

per MRP projection period. The sum of all MRP projection period totals is assigned to the 

MRP Projection field. 

Tip: Access the Purchase Agent Inventory Drilldown for Item window to review the 

supply, demand and MRP projection transactions used in the MRP Projection 

calculation.  

Qty On WO  The current quantity ordered for work order parent items for the selected item 

and warehouse code displays and cannot be edited. This field displays when the Sage 100 

Work Order module is active and setup for the current company. 
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W/O Shortage  When the Sage 100 Work Order model is activated and setup for the 

current company, the W/O Shortage field displays the total extended quantity value for the 

specified warehouse code for an inventory item designated as a work order component.  

Work order components are assigned to a work order from the Materials tab in Work Order 

Entry. 

Addtl Qty to Buy  When the required quantity to buy value is less than the minimum order 

quantity value assigned to an inventory item in Inventory Management Main menu > Item 

Maintenance > Reorder Maintenance, the additional quantity to buy value is calculated by 

the following formula. 

Minimum Order Quantity - Required Quantity to Buy 

Total Quantity  The sum of the Actual Qty to Buy field for all items displays and cannot be 

edited.  

Total Cost  The sum of the total cost of the quantities to buy for all items displays and 

cannot be edited. 

 Inventory Inquiry Button  Select the Inventory Inquiry button to access the Inventory 

Management Item Inquiry window.  

  Inventory Drilldown Button  Select the Inventory Drilldown button to access the 

Inventory Drilldown for Item window. 

  Detail Drilldown Button  Select the Detail Drilldown button to access the Purchase 

Agent Detail window.
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  Alternate Vendor Lookup Button  Place the cursor in the Primary Vendor field and 

then select the Alternate Vendor Lookup button to access the Vendor/Item List window. 

 

The Vendor / Item List is populated based on the information assigned to an item code in 

Item Vendor Maintenance. Access Inventory Management Main menu > Item Maintenance, 

select the More button and then select the Vendor menu option to access Item Vendor 

Maintenance. 

 

  Remove Item Button  Select an item record and then select the Remove Item button 

to remove an item record from the Purchase Agent Summary and Detail windows and the 

Purchase Agent work files. The following message displays when the Remove Item Button 

is selected. 

 

Select Yes to remove the item record from the Purchase Agent work files.  Select No to 

retain the item record in the Purchase Agent work files. 

Vendor lead times are also used to calculate required 
dates for purchase orders created from Purchase Agent.  
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  Select the Refresh Data button to refresh the item data displayed in the grid after 

selecting a filtering on option in the list field found on the left side of the Purchase Agent 

Summary window below the Filtering On label. Item data can also be refreshed by double 

clicking on the filtering on option. 

  Select the Create PO’s button to begin the purchase order generation process for 

items with the Hold check box field unchecked. The Generating Purchase Orders window 

displays after selecting this button. 

  Print Report Button  Select the Print button to access the Purchase Agent Listing task 

window and to generate the Purchase Agent Proposed Purchase Orders report. The 

following message displays when the Print Report button is selected.   

 

Select All to include all items on the report that were selected by the Purchase Agent 

selection process. Select Current to print the data that displays in the current view of the 

Purchase Agent Summary window.  Select Cancel to return to the Purchase Agent 

Summary window. The Purchase Agent Selection Listing task window displays after All or 

Current is selected from the message.  
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Purchase Agent Selection Listing 

Use the Purchase Agent Listing to review items that are suggested to be purchased. The 

Purchase Agent Selection Listing window displays after the Print button is selected from the 

Purchase Agent Summary window. 

 

Report Setting  Enter a report setting or select the Lookup button to list all report settings. 

The Standard report setting provides a set of default options, sort criteria, and selection 

criteria for each report. 

Description  This field displays the description for the selected report setting. Enter a 

description that describes the output of the report. The description can be up to 40 

characters. 

Setting Options 

Type  This field displays the type of access assigned to the report setting. A Public report 

setting allows access to all users. This includes the ability to access, modify, save, print, and 

delete the report setting; however, the Standard report setting cannot be deleted. This field 

can only be viewed. 

Default Report  Check this check box field to set the current report setting as the default 

report setting. The default report setting is the first report setting displayed when the report 

is accessed. Uncheck the check box field to not set this report setting as the default.  When 

a default report setting is not selected, the Report Setting field displays the standard report 

setting. 
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Print Report Settings  Check this check box field to print the options, sort criteria, and 

selection criteria for the selected report setting. This information prints on a separate cover 

page when the report is printed. Uncheck this check box field to not print the report settings. 

Three Hole Punch  Check this check box field to print the report with a larger margin. This 

allows enough space for the report to be three hole punched. Uncheck this check box field 

when to not use a larger margin. 

Number of Copies  Select the number of copies to print. This allows multiple copies of the 

report or form to be printed without accessing Printer Setup. 

Collated  Check this check box field to print each copy of the report or form in proper 

binding order when printing multiple copies. Uncheck this check box field to not collate the 

report or form. This check box is available only when the value selected at the Number of 

Copies field is greater than one. 

Selections 

Vendor Number  Operand  Select an operand to limit the data selection to a particular 

value or range of vendor numbers. 

Vendor Number  Enter a starting and ending vendor number. Select the All check box field 

to view data for all vendor numbers. Select the Lookup button to display the Vendor List 

window.   

Keep Window Open After Print  Select this check box to keep this window open after you 

print. Clear this check box if you want this window to close automatically after you print. 

Keep Window Open After Preview  Select this check box to keep this window open after 

you preview the report or form. Clear this check box if you want this window to automatically 

close after you preview the report or form. 

  Select the Print button to print the Purchase Agent Selection Listing. 

  Select the Preview button to preview the Purchase Agent Selection Listing. 

 Select the Setup button to access the Print setup window. 
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  Select the Save button to display the Save Report Setting window.  Select the 

down arrow button to display the Save, Save As, Delete and Designer menu options.  

Select Designer from the menu to access the Purchase Agent Selection Listing in SAP 

Crystal Reports for Sage.   

Note:  The Purchase Agent Selection Listing may be exported to a file type, such as 

PDF or Excel, directly from the Purchase Agent Selection Listing task window. The Sage 

100 Paperless Office module may be used to manage the Purchase Agent Selection Listing. 

 



  Purchase Agent  
 

 

Purchase Agent Version 2019  52 

Inventory Drilldown for Item Window 

The Inventory Drilldown provides a where-used detail with quantity and running balance 

information by date.  Access the Inventory Drilldown by selecting an item from either the 

Purchase Agent Summary view, then selecting the Inventory Drilldown  button. 

 

Item Number  The item code displays and cannot be edited.  

Description  The first 30 characters of the description assigned to an inventory item in 

Inventory Management Main menu > Item Maintenance displays and cannot be edited. 

Warehouse  The warehouse code for the selected inventory item record displays and 

cannot be edited. 

Maximum Stock  The maximum quantity on hand value assigned to an inventory item for 

the selected warehouse code in Inventory Management Setup menu > Item Maintenance > 

Reorder Maintenance displays and cannot be edited. 

Cutoff Date  The date assigned to the Cutoff Date field on the Purchase Agent task window 

displays and cannot be edited. 

Reorder Point  The value assigned to the Reorder Point Qty field in Inventory Management 

Setup menu > Item Maintenance > Reorder Maintenance for the selected item and 

warehouse code displays and cannot be edited. 
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Minimum Order Qty  The value assigned to the Min Order Qty field in Inventory 

Management Setup menu > Item Maintenance > Reorder Maintenance for the selected item 

and warehouse code displays and cannot be edited. 

  

Date  The date value that displays in this field is based on the source of the record. 

• The Purchase Order accounting date displays for On Hand source records. 

• The period end date for an item assigned a MRP projection displays for records 

assigned a source of MP. 

• The promise date assigned to an item displays for SO and PO source records.   

• The due date assigned to a work order transaction displays for records assigned a 

source of WO. 

• The Purchase Order accounting date displays for source records assigned a source 

of PA.  

Period end date for MRP projection 
records display in the Date field.  
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Source  One  of the following source values may display in this field. 

• On Hand represents the on hand quantity for the selected item and warehouse.   

• PO represents the fulfillment from a purchase order.  

• SO represents an item on an open sales order.  

• MP represents the projection quantity record from a MRP projection period. 

• PA represents bill numbers or components exploded from a Bill of Materials bill 

number. 

• WO represents supply from work order parent items ordered or demand for work 

orders components. 

 

Reference  The value that displays in this field is based on the source value.  

• The purchase order number displays for fulfillment from purchase orders.  

• The sales order number displays for the demand on an open sales order.   

• The work order number and the word Parent displays for work order parent items. 

• The work order number displays for work order components. 

• BOM PARENT displays for bill numbers on sales orders that were exploded during 

the Purchase Agent selection process. 

• BOM COMPONENT: and the bill number displays for components of a bill number 

that was exploded during the Purchase Agent selection process.  

Demand was created for the item 
when a BOM bill number was 
exploded by Purchase Agent. 
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Quantity  The value that displays in this field is based on the source value assigned to the 

inventory detail record. 

• The quantity ordered displays in red for records assigned the source value SO.  

• The quantity ordered displays in black for records assigned the source value PO.  

• The projected quantity for MRP manual projections per period displays in red for 

records assigned the source value MP. 

• The extended quantity assigned to work order components displays for records 

assigned the source value of WO. 

• The quantity ordered assigned to work order parents displays in black for records 

assigned the source value of WO. 

• The quantity to make of an exploded bill number displays in black for records 

assigned the source value of PA and the reference value BOM PARENT. 

• The number of exploded components to make a bill number displays in red for 

records assigned the source value of PA and the reference value BOM 

COMPONENT. 

Note: The value in the Quantity field is based on the standard unit of measure assigned 

to the inventory item in Item Maintenance. 

Balance  The on hand quantity minus demand quantities plus fulfillment quantities for the 

inventory item and the selected warehouse displays in the Balance field. 

  Select the OK button to return to the Purchase Agent Summary window. 
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Purchase Agent Detail Window 

Use the Purchase Agent Detail window to review the source of the demand, to place 

demand quantities on hold and to remove transactions from the Purchase Agent work files. 

 

Item Number  The item code displays and cannot be edited.  

Description  The first 30 characters of the description assigned to an inventory item in 

Inventory Management Main menu > Item Maintenance displays and cannot be edited.  

Warehouse  The warehouse code for the selected inventory item record displays and 

cannot be edited. 

On Hand  The current quantity on hand value for the selected item and warehouse code 

displays and cannot be edited.   

Incoming The total ordered quantity from open purchase orders and work orders displays 

and cannot be edited. 

Minimum Stock  The minimum quantity to reorder assigned to the inventory item in 

Inventory Management Main menu > Item Maintenance > Reorder Maintenance displays 

and cannot be edited 

Item on Hold  
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Total Required  The total quantities required to be stocked for the selected item and 

warehouse code displays and cannot be edited. When the minimum stock quantity is 

greater than the on hand quantity plus the incoming quantity, Total Required value is 

calculated using the following formula. 

Minimum Stock – (On Hand Quantity + Incoming Quantity) 

Note: The value displayed in the Total Required field may not be the same value that 

displays in the Required Qty to Buy field on the Purchase Agent Summary window.  

Hold  Check the check box field to not include an item detail record in the calculated values 

that display in the Purchase Agent Summary window. Fields on the Purchase Agent 

Summary window are updated to reflect a detail record being placed on hold or removed 

from being on hold after the Purchase Agent Detail window is closed.   

Source  One of the following values displays in this field to represent the source that 

generated the detail record.  

• SO: sales order number displays for the demand on an open sales order.   

• BOM displays for bill numbers on sales orders that were exploded during the 

Purchase Agent selection process and components of a bill number that was 

exploded during the Purchase Agent selection process.  

• MRP displays for the demand from MRP manual projection records. 

• WO: work order number displays for supply from work order items ordered and 

demand for components on work orders. 

Description  The first 30 characters of the description assigned to an inventory item in 

Inventory Management Main menu > Item Maintenance displays and cannot be edited. 

Quantity  The quantity value associated to the source of the detail record displays and 

cannot be edited.  

Note: The value in the Quantity field is based on the standard unit of measure assigned 

to the inventory item in Item Maintenance. 
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Unit Cost  The default unit cost displays and cannot be edited.  Access the Purchase Agent 

Summary window to edit the unit cost value for the item. The unit cost value is calculated 

based on one of the following options.  

• When a vendor price level structure exists for a vendor and/or inventory item, the unit 

cost for the inventory item defaults based on the vendor price level structure and 

according to the Sage 100 vendor pricing hierarchy.  

• When a vendor price level structure does not exist for the vendor and/or inventory 

item or a vendor number is not assigned to the Primary Vendor field, and the total 

last cost value assigned to the item is not equal to zero, the total last cost found on 

the Inventory Management Main menu > Item Maintenance Main tab defaults to this 

field. 

• When a vendor price level structure does not exist for the vendor and/or inventory 

item or a vendor number is not assigned to the Primary Vendor field, the total last 

cost value assigned to the item is zero and the standard cost assigned to the item is 

not equal to zero, the standard cost defaults to this field. 

• When a vendor price level structure does not exist for the vendor and/or inventory 

item or a vendor number is not assigned to the Primary Vendor field, the total last 

cost and the standard cost values assigned to the item are zero and the average cost 

value assigned to the item is not equal to zero, the average cost defaults to this field. 

  Select an item record and then select the Remove button to remove the source 

record for the item from the Purchase Agent Detail window, remove the detail record from 

the Purchase Agent work files and update values on the Purchase Agent Summary window.  

The values on the Purchase Agent Summary window are updated after the Purchase Agent 

Detail window is closed. 

 Select an item record and then select the Inventory button to display the Inventory 

Drilldown for Item window. 

  Select the Return to Summary button to return to the Purchase Agent Summary 

window. 
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Generating Purchase Orders from Purchase Agent 

After populating the Purchase Agent work files, a purchase order may be created for each 

item displayed in the Purchase Agent Summary window that is assigned a vendor number 

and is not on hold.  Select the  button from the Purchase Agent Summary window to 

begin the purchase order generation process. 

Generating Purchase Orders Window 

The Generating Purchase Orders window displays after the  button is selected from 

the Purchase Agent Summary window. 

 

  Select the Create New button to create a new purchase order for each item.  

Items are assigned to the same purchase order when multiple items are assigned the same 

vendor number on the Purchase Agent Summary window. 

  Select the Add to New button to add the item to the first purchase order found for 

the vendor number assigned to the item on the Purchase Agent Summary window that 

contains an order status of New and is not on hold. A new purchase order is created when 

an existing purchase order is not found.  

Select the Add to New button to display the PO Selection window when the Prompt for PO 

on Add to New/Add to Hold Purchase Order Creation parameter is selected in Purchase 

Agent Options. 

  Select the Add to Hold button to add the item to the first purchase order found for 

the vendor number assigned to the item on the Purchase Agent Summary window that 
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contains an order status of New and is on hold. A new purchase order is created with an on 

hold status when an existing purchase order is not found.  

Select the Add to Hold button to display the PO Selection window when the Prompt for PO 

on Add to New/Add to Hold Purchase Order Creation parameter is selected in Purchase 

Agent Options. 

  Select the Cancel Generation button to return to the Purchase Agent 

Summary window. 

The following message displays when the Add to New or Add to Hold button is selected and 

the purchase order that has been selected to add an item to is in use by another user. 

 

Select the OK button to continue with the Purchase Agent purchase order generation 

process. After the purchase order generation process is completed, verify that the purchase 

order is released and then repeat the Purchase Agent generation process to add the item to 

an existing purchase order. 

The following message displays when invalid General Ledger accounts are assigned to the 

product line that is assigned to the item for which the purchase order is being generated for. 

 

Select the OK button to continue with the Purchase Agent purchase order generation 

process. The information for the item assigned invalid General Ledger accounts is retained 

in Purchase Agent. Assign valid General Ledger accounts to the product line from Inventory 

Management Setup menu > Product Line Maintenance and then run the Purchase Agent 

purchase order generation process.  
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PO Selection Window 

The PO Selection window displays when the  or  button is selected form 

the Generating Purchase Orders window.   

 

Vendor  The vendor number assigned to the Primary Vendor field on the Purchase Agent 

Summary window displays and cannot be edited.  Cancel the purchase order generation 

process to return to the Purchase Agent Summary window to modify the assigned vendor 

number. 

Name  The vendor name assigned to the selected vendor number displays.  

Order Number  Enter an existing purchase order number for the specified vendor number 

that is assigned a new order status.  Select the Lookup button to display the Purchase 

Order List window.   

Only purchase orders assigned an order status of new and are not on hold display in the 

Purchase Order List window when the   button is selected from the Generating 

Purchase Orders window.  Only purchase orders assigned an order status of new and are 

on hold display in the Purchase Order List window when the   button is selected 

from the Generating Purchase Orders window. 
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The following message displays when a purchase order number that does not exist in 

Purchase Order Entry is entered in the Order Number field.  

 

Select the OK button to return to the PO Selection window. 

The following message displays when a receipt of goods or receipt of invoice record exists 

for the selected purchaser order number. 

 

Select the OK button to return to the PO Selection window. 

  Select the OK button to add items to the specified purchase orders.  The following 

message displays when a purchase order number is not entered in the Order Number field. 

 

When the Add to New button was selected from the Generating Purchase Orders window, 

select Yes to add the item to the first purchase order found for the vendor number assigned 

to the item on the Purchase Agent Summary window that contains an order status of New 

and is not on hold.  When the Add to Hold button was selected from the Generating 

Purchase Orders window, select Yes to add the item to the first purchase order found for the 

vendor number assigned to the item on the Purchase Agent Summary window that contains 

an order status of New and is on hold.  A new purchase order is created when an existing 

purchase order is not found. Select No to cancel the process and return to the PO Selection 

window. 

  Select the Cancel button to return to the Generating Purchase Orders window. 
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How to Generate New Purchase Orders from Purchase Agent 

1. After generating data in the Purchase Agent work files, select the  button from the 

Purchase Agent task window to access the Purchase Agent Summary window. 

2. Review and edit the necessary information from the Purchase Agent Summary and the 

Purchase Agent Detail window. 

  

3. Select the  button to display the Generating Purchase Orders window. 

4. Select the  button from the Generating Purchase Orders window. 

5. Print or Preview the Purchase Agent Generated Lines Report. 

6. Close the Purchase Agent Generated Lines Report task window. The following message 

displays.  

 

7. Select Yes to clear the Generated Lines print file.  Select No to retain generated 

purchase order line item information in the Generated Lines print file.  

8. Select the Continue button from the Generating Purchase Orders window.

Hold items, assign vendor numbers, edit 
the quantity to buy and the unit cost. 

Place specific quantity demands on hold 
from Purchase Agent Detail window. 
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How to Add an Item to an Existing Purchase Order from Purchase Agent 

1. After generating data in the Purchase Agent work files, select the  button from the 

Purchase Agent task window to access the Purchase Agent Summary window. 

2. Review and edit the necessary information from the Purchase Agent Summary and the 

Purchase Agent Detail windows. 

3. Select the  button to display the Generating Purchase Orders window. 

4. Select the  or  button from the Generating Purchase Orders window to 

display the PO Selection window when the Prompt for PO on Add to New/Add to Hold 

Purchase Order Creation parameter is selected in Purchase Agent Option. 

.  

5. Enter a purchase order number in the Order Number field.  Select the Lookup button to 

display the Purchase Order List lookup window.  

6. Select the OK button. The following message displays when a value is not enter in the 

Order Number field. 
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Select Yes to assign an item to the first found purchase order that is new but not on hold 

when the  was selected or the first found purchase order that is new and on hold 

when the  button was selected. 

7. Print or Preview the Purchase Agent Generated Lines Report. 

8. Close the Purchase Agent Generated Lines Report task window. The following message 

displays.  

 

9. Select Yes to clear the Generated Lines print file.  Select No to retain generated 

purchase order line item information in the Generated Lines print file.  

10. Select the Continue button from the Generating Purchase Orders window to return to the 

Purchase Agent Summary window.
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  Purchase Agent Generated Lines Report 

The Purchase Agent Generated Lines Report task window displays after a purchase order is 

created or an item is added to an existing purchase order. 

 

Report Setting  Enter a report setting or select the Lookup button to list all report settings. 

The Standard report setting provides a set of default options, sort criteria, and selection 

criteria for each report. 

Description  This field displays the description for the selected report setting. Enter a 

description that describes the output of the report. The description can be up to 40 

characters. 

Setting Options 

Type  This field displays the type of access assigned to the report setting. A Public report 

setting allows access to all users. This includes the ability to access, modify, save, print, and 

delete the report setting; however, the Standard report setting cannot be deleted. This field 

can only be viewed. 

Default Report  Check this check box field to set the current report setting as the default 

report setting. The default report setting is the first report setting displayed when the report 

is accessed. Uncheck the check box field to not set this report setting as the default.  When 

a default report setting is not selected, the Report Setting field displays the standard report 

setting. 

Print Report Settings  Check this check box field to print the options, sort criteria, and 

selection criteria for the selected report setting. This information prints on a separate cover 

page when the report is printed. Uncheck this check box field to not print the report settings. 
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Three Hole Punch  Check this check box field to print the report with a larger margin. This 

allows enough space for the report to be three hole punched. Uncheck this check box field 

when to not use a larger margin. 

Number of Copies  Select the number of copies to print. This allows multiple copies of the 

report or form to be printed without accessing Printer Setup. 

Collated  Check this check box field to print each copy of the report or form in proper 

binding order when printing multiple copies. Uncheck this check box field to not collate the 

report or form. This check box is available only when the value selected at the Number of 

Copies field is greater than one. 

Sort Report By  Select Purchase Order Number, Vendor Number, Required/Expired Date 

or Vendor Purchase Name from the drop down list. 

Print Summary Report  Select the check box field to display detailed information in the 

Purchase Agent Generated Lines Report. Clear the check box field to display summary 

information in the Purchase Agent Generated Lines Report. 

Keep Window Open After Print  Select this check box to keep this window open after you 

print. Clear this check box if you want this window to close automatically after you print. 

Keep Window Open After Preview  Select this check box to keep this window open after 

you preview the report or form. Clear this check box if you want this window to automatically 

close after you preview the report or form. 

  Select the Print button to print the Purchase Agent Generated Lines Report. 

  Select the Preview button to preview the Purchase Generated Lines Report. 

 Select the Setup button to access the Print setup window. 
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  Select the Save button to display the Save Report Setting window.  Select the 

down arrow button to display the Save, Save As, Delete and Designer menu options.  

Select Designer from the menu to access the Purchase Agent Generated Lines Report in 

SAP Crystal Reports for Sage.   

Note:  The Purchase Agent Generated Lines Report may be exported to a file type, 

such as PDF or Excel, directly from the Purchase Agent Generated Lines Report task 

window. The Sage 100 Paperless Office module may be used to manage the Purchase 

Agent Generated Lines Report. 

The following message displays when the Purchase Agent Generated Lines Report task 

window is closed. 

 

Select Yes to clear the Generated Lines print file.  Select No to retain generated purchase 

order line item information in the Generated Lines print file.  
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Date Assignments to Purchase Orders 

When a new purchase order is created, the Purchase Order module accounting date is 

assigned as the order date for the purchase order. The required date for the purchase order 

is calculated using the required date of the first purchase order line item created on the 

purchase order. 

  

The required date for the item being ordered is determined by vendor lead times. 

• When a lead time is defined for the vendor assigned to the Primary Vendor field in 

the Purchase Agent summary window, the required date for the item is calculated by 

adding the lead time plus one day to the system date.  

• When a vendor lead time is not defined for the inventory item for the vendor number 

assigned to the Primary Vendor field in the Purchase Agent summary window, the 

required date for the item is calculated by adding two days to the system date. The 

addition of two days to the calculated required date allows for one day to purchase 

the item and one day to receive the item before it is available.

Purchase Order accounting date 
assigned to Order Date field. 

Required date based on vendor lead 
time and system date plus one day. 
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Assignment of Purchase Order Number s 

When a new purchase order is created from Purchase Agent, the order number is assigned 

using the value in the Next Order Number field found on the Default Values for Purchase 

Order Entry window in Purchase Order Entry. 
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Purchase Agent and Bill of Materials 

The Purchase Agent selection process recognizes bill numbers assigned to sales order and 

work order materials when the Explode Bill Components parameter is selected in the 

Purchase Agent Options window.   

 

Multilevel bills are also exploded during the Purchase Agent selection process when the 

Explode Bill Components parameter in Purchase Agent Options and the Explode Sub-

Assemblies parameter found on the Bill of Materials Entry tab are selected. 

Select the Search Availability Across Warehouses for Components that are Bills check box 

field to analyze available quantities in all applicable warehouses for bill numbers that are 

components of Bill of Materials bill numbers.  This parameter is enabled when the Explode 

Bill Components parameter is selected. 

Select the Explode Bill Component check 
box field to explode bill parent items.  
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Unexploded Bill Selection Window 

When a bill number is selected during the Purchase Agent selection process the 

Unexploded Bill Selection window automatically displays.   

 

Bill No.  The bill number displays and cannot be edited. 

Description  The first description value assigned to the bill number displays and cannot be 

edited. 

Whse The warehouse code assigned to the bill number assigned that is assigned to a sales 

order or the bill number assigned as a component in a work order displays and cannot be 

edited. 

Qty On Hand  The current quantity on hand value for the selected bill number and 

warehouse code displays and cannot be edited.   

Qty On PO  The current quantity ordered on purchase orders for the selected bill number 

and warehouse code displays and cannot be edited.  

Qty On SO  The sum of the current quantity on sales order plus the current quantity on back 

ordered for the bill number and warehouse code displays and cannot be edited. 
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MRP Projection  The calculated total MRP projection quantity for the item and warehouse 

for all selected MRP projection periods displays in this field and cannot be edited. The MRP 

projection period is calculated using the following information. 

• The date value entered in the MRP Projected Demand Start Date field found on the 

Purchase Agent task window. 

• The date value entered in the Cutoff Date fields found on the Purchase Agent task 

window.  

• The value assigned to the Time Detail field in in the Sage 100 MRP Maintain 

Projected Demands window. 

• The value assigned to the Period Start Date fields in the Sage 100 MRP Maintain 

Projected Demands window. 

The MRP projected quantity value takes into consideration all demand and supply 

transactions for the item at the specified warehouse code.  Demand values may include 

sales orders and work order material demands.  Supply values may include on hand 

quantities, purchase orders and work orders.  This information is reviewed based on the 

specified MRP Projection period.  MRP projection periods may be defined as weekly or 

monthly.   

The difference between the MRP manual projection for the period and the actual demand 

and supply for the MRP projection period is calculated and recorded as the MRP projection 

for a MRP projection period. The total of all MRP projection period totals is assigned to the 

MRP Projection value. 

Qty on WO  The current quantity ordered for work order parent items for the selected bill 

number and warehouse code displays and cannot be edited. This field displays when the 

Sage 100 Work Order module is active and setup for the current company. 

WO Shortage  When the Sage 100 Work Order model is activated and setup for the current 

company, the WO Shortage field displays the total extended quantity value for the specified 

warehouse code for a bill number designated as a work order component. Work order 

components are assigned to a work order from the Materials tab in Work Order Entry. 
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Qty Avail The quantity available for the bill number is calculated using the following formula. 

Qty On Hand + Qty on PO/WO – Qty On SO – MRP Projection – WO Shortage 

Qty to Make  Accept the calculated quantity to make for the bill number and warehouse 

code or enter a quantity to make value.  When a zero quantity to make value is entered in 

this field, records are created in the Purchase Agent summary and detail work files for the 

bill number but the bill number is not exploded.  When a bill number record is deleted from 

the Unexploded Bill Selection window, the bill number is not exploded and records are not 

created in the Purchase Agent summary and detail work files.   

Note: The value displayed in the Qty To Make field is based on the standard unit of 

measure assigned to the inventory item in Item Maintenance. 

The quantity to make value is based on the reorder method and reorder quantity information 

assigned to an item and warehouse code in Inventory Management Main menu > Item 

Maintenance > Reorder Maintenance.  

Maximum Stock Level 

The following formula is used to calculate the required quantity to make when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are not activated for 

the current company.  

Max On Hand Qty – Qty On Hand – Qty On PO + Qty on SO  

The following formula is used to calculate the required quantity to make when the Sage 100 

Work Order module is activated and the Sage 100 Material Requirements Planning module 

is not activated for the current company. 

Max On Hand Qty – Qty On Hand – Qty On PO/WO + Qty on SO + W/O Shortage 

The following formula is used to calculate the required quantity to make when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are activated for the 

current company and calculated demand is greater than the calculated total MRP projection. 

Max On Hand Qty – Qty On Hand  – Qty On PO/WO + Calculated Demand 
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The following formula is used to calculate the required quantity to make when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are activated for the 

current company and calculated total MRP projection is greater than the calculated demand 

value. 

Max On Hand Qty – Qty On Hand – Qty On PO/WO + Calculated MRP Projection 

Note: Refer to the MRP Projection field description for more information on how the 

MRP Projection value is calculated. 

Reorder Point 

The following formula is used to calculate the required quantity to make when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are not activated for 

the current company.  

Reorder Point Qty – Qty On Hand  – Qty On PO + Qty on Sales Order  

The following formula is used to calculate the required quantity to make when the Sage 100 

Work Order module is activated and the Sage 100 Material Requirements Planning module 

is not activated for the current company. 

Reorder Point Qty – Qty On Hand  – Qty On PO/WO + Qty on SO + W/O Shortage 

The following formula is used to calculate the required quantity to make when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are activated for the 

current company and calculated demand is greater than the calculated total MRP projection. 

Reorder Point – Qty On Hand  – Qty On PO/WO + Calculated Demand 

The following formula is used to calculate the required quantity to make when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are activated for the 

current company and calculated total MRP projection is greater than the calculated demand 

value. 

Reorder Point – Qty On Hand  – Qty On PO/WO + Calculated Total MRP Projection  
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Economic Qty with Purchase Agent Option set to The Qty Required to Fulfill Demand 

and Stock Levels 

The following formula is used to calculate the required quantity to make when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are not activated for 

the current company.  

Reorder Point Qty – Qty On Hand  – Qty On PO + Qty on Sales Order  

The following formula is used to calculate the required quantity to make when the Sage 100 

Work Order module is activated and the Sage 100 Material Requirements Planning module 

is not activated for the current company. 

Reorder Point Qty – Qty On Hand  – Qty On PO/WO + Qty on SO + W/O Shortage 

The following formula is used to calculate the required quantity to make when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are activated for the 

current company and calculated demand is greater than the calculated total MRP projection. 

Reorder Point – Qty On Hand  – Qty On PO/WO + Calculated Demand 

The following formula is used to calculate the required quantity to make when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are activated for the 

current company and calculated total MRP projection is greater than the calculated demand 

value. 

Reorder Point – Qty On Hand  – Qty On PO/WO + Calculated Total MRP Projection  

Note:  When the calculated value is less than the economic order quantity assigned to 

the item and warehouse in Reorder Maintenance, the economic order quantity is 

assigned to the Required Qty to Buy field.  
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Economic Qty with Purchase Agent Option set to The Economic Order Quantity 

The economic order quantity is assigned to the Required Qty to Make field when the value 

assigned to the Economic Ord Qty field in Inventory Management Item Maintenance > 

Reorder Maintenance is greater than the calculated demand. 

The following formula is used to calculate the required quantity to make when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are not activated for 

the current company and the calculated demand is greater than the economic order 

quantity.  

Reorder Point Qty – Qty On Hand  – Qty On PO + Qty on Sales Order  

The following formula is used to calculate the required quantity to make when the Sage 100 

Work Order module is activated for the current company, the Sage 100 Material 

Requirements Planning module is not activated for the current company and the calculated 

demand is greater than the economic order quantity.  

Reorder Point Qty – Qty On Hand  – Qty On PO/WO + Qty on SO + W/O Shortage 

The following formula is used to calculate the required quantity to make when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are activated for the 

current company, the calculated demand is greater than the economic order quantity and 

the calculated demand is greater than the calculated total MRP projection. 

Reorder Point – Qty On Hand  – Qty On PO/WO + Calculated Demand 

The following formula is used to calculate the required quantity to make when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are activated for the 

current company, the calculated demand is greater than the economic order quantity and 

the calculated total MRP projection is greater than the calculated demand value. 

Reorder Point – Qty On Hand  – Qty On PO/WO + Calculated Total MRP Projection  
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None 

The following formula is used to calculate the required quantity to make when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are not activated for 

the current company.  

Qty On Hand  – Qty On PO + Qty on Sales Order 

The following formula is used to calculate the required quantity to make when the Sage 100 

Work Order module is activated and the Sage 100 Material Requirements Planning module 

is not activated for the current company. 

Qty On Hand  – Qty On PO/WO + Qty on SO + W/O Shortage 

The following formula is used to calculate the required quantity to make when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are activated for the 

current company and calculated demand is greater than the calculated total MRP projection. 

Qty On Hand  – Qty On PO/WO + Calculated Demand 

The following formula is used to calculate the required quantity to make when the Sage 100 

Work Order and Sage 100 Material Requirements Planning modules are activated for the 

current company and calculated total MRP projection is greater than the calculated demand 

value. 

Qty On Hand  – Qty On PO/WO + Calculated Total MRP Projection  

 Warning: When the calculated Required Qty to Make is less than the minimum order 

quantity value specified in Reorder Maintenance for the item and warehouse, the 

minimum order quantity is assigned to the Required Qty to Buy field regardless of the 

reorder method assigned to the item and warehouse. 

Note: Quantity values in the Unexploded Bill Selection window are based on the 

standard unit of measure assigned to the inventory item in Item Maintenance. 
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 Inventory Inquiry Button  Select the Inventory Inquiry button to access the Inventory 

Management Item Inquiry window.  

  Inventory Drilldown Button  Select the Inventory Drilldown button to access the 

Inventory Drilldown for Item window. 

  Remove Item Button  Select a bill number record and then select the Remove Item 

button to remove a bill number record from the Unexploded Bill Selection window and the 

Purchase Agent work files.  The following message displays after selecting the Remove 

Item button. 

 

Select Yes to remove the bill number record from the Purchase Agent selection process.  

Select No to return to the Unexploded Bill Selection window. 

Note: When a zero quantity to make value is entered in the Qty to Make field, records 

are created in the Purchase Agent summary and detail work files for the bill number but 

the bill number is not exploded.  When a bill number record is deleted from the 

Unexploded Bill Selection window, the bill number is not exploded and records are not 

created in the Purchase Agent summary and detail work files.   

  Select the Accept button to complete the Purchase Agent selection process and 

calculate Purchase Agent information for exploded bill component. 
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Bill of Materials Example: Explode Bill Components Enabled 

The following example documents how Purchase Agent determines the supply, demand 

and suggested quantity to make for a Bill of Materials bill.  This example also documents the 

calculation of the supply, demand and the suggested quantity to buy for a component 

assigned to a bill number. 

In this example, item code CABIN-01000-IH is an inventory item that can be made and 

purchased. The valuation method Buy has been assigned to the item record in Item 

Maintenance. 

 

 

Purchase Agent recognizes Bill of 
Materials bill numbers assigned a buy 

or make procurement value.  
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Item code CABIN-01000-IH is assigned the reorder method Max Stock Level and a 

maximum on hand quantity of 1,000 in Inventory Management Reorder Maintenance.  

 

Item code CABIN-01000-IH is defined as a bill number in Bill of Materials Maintenance. Item 

code 3/4 INCH SCREW is a raw material required to make item code CABIN-01000-IH. Bill 

number CABIN-01000-IH requires four 3/4 inch screws to make one CABIN-01000-IH.   

 

Item code CABIN-01000-IH order quantities is 
based on the maximum stock level of 1,000.  

Four 3/4 inch screws are required to 
make one item code CABIN-01000-IH. 
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Item code 3/4 INCH SCREW is assigned the Reorder Point reorder method with a reorder 

point quantity of 100.   

 

Purchase Agent calculates quantity to buy information based 
on the reorder point of 100 for Item code 3/4 INCH SCREW. 

Item code 3/4 INCH SCREW is assigned the  
procurement method of Buy and a primary vendor number. 
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Monthly MRP projections were previously assigned to item code CABIN-01000-IH for 

October, November and December 2017. 

 

Monthly MRP projections for item code  
CABIN-01000-IH are considered during 

Purchase Agent calculations. 
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A customer placed an order for 15 quantities of Item code CABIN-01000-IH on June 17, 

2017. 

 

The Explode Bill Components check box field must be selected in the Purchase Agent 

Options window in order for Purchase Agent to recognize items on sales orders as bill 

numbers and to analyze components of a bill number. The Search Availability Across 

Warehouses for Components that are Bills parameter is not selected. 

  

Purchase Agent recognizes item code 
CABIN-01000-IH also a bill number. 

Explode Bill Components parameter 
must be selected to explode bills. 
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A start date must be entered in the MRP Projected Demand Start Date field found on the 

Purchase Agent task window in order to include MRP projection information during the 

Purchase Agent selection process.  

Note: MRP projection information is not included in the Purchase Agent selection 

process when a date value is not entered in the MRP Projected Demand Start Date 

field. 

 

The Unexploded Bill Selection window displays during the Purchase Agent selection 

process because Item code CABIN-01000-IH is assigned as a bill number and sales order 

demand exists for item code CABIN-01000-IH. 

 

MRP projections that occur from June 1, 2017 through 
December 31, 2017 for item code CABIN-01000-IH are 

included in the Purchase Agent selection process. 

Select the button to start the 
Purchase Agent selection process. 

Accept the calculated quantity to make or enter 
the number of CABIN-01000-IH items to make. 
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Item code CABIN-01000-IH has a quantity on hand of five, incoming quantities from a work 

order of two, sales order demand of 15 and a total calculated MRP projection of 650.  The 

reorder method assigned to Item code CABIN-01000-IH is maximum stock level with a 

maximum on hand quantity of 1,000.  This information is reviewed in the following manner 

during the Purchase Agent selection process to determine the demand for item code 

CABIN-01000-IH. 

Maximum Stock level 1,000 

On Hand Quantity (5) 

Work Order Incoming Quantity (2) 

Sales Order Demand 15 

Total Demand 1,008 

 

The calculated MRP Projection for the period specified in the Purchase Agent task window 

is 650.  Since demand for item code CABIN-01000-IH is greater than the calculated MRP 

projection, the quantity to make is 1,008.  The information reviewed by Purchase Agent to 

calculate the quantity to make for item code CABIN-01000-IH at warehouse 000 displays in 

the Inventory Drilldown for Item window. 

 

The calculation of the MRP projected quantity 
value takes into consideration all demand and 

supply transactions for the item at the specified 
warehouse code per MRP projection period.   



  Purchase Agent  
 

 

Purchase Agent Version 2019   87 

Select the Edit button from the Purchase Agent task window after the item code CABIN-

01000-IH is exploded and the Purchase Agent selection process is complete.  

 

Item code 3/4 INCH SCREW is assigned the reorder point reorder method.  As specified in 

Bill of Materials Maintenance, four 3/4 inch screws are required to make one quantity of item 

code CABIN-01000-IH.   

Quantity Required of 3/4 INCH SCREW  

to Make1,008 of Item Code CABIN-01000-IH 

 
4,032 

On Hand4 Quantity   (5) 

Work Order Material Demand 8 

Total Demand 4,035 

Reorder Point Quantity 100 

Actual Quantity to Buy 4,135 

 

 

Select the button to access the 
Purchase Agent Task window. 

Accept the calculated actual quantity to 
buy or enter a different quantity to buy. 
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A detail record is generated for item code 3/4 INCH SCREW to represent the number of 

quantities used to create bill number CABIN-01000-IH. 

 

 

4,032 quantities of item code 3/4 INCH SCREW are required to 
make 1,008 quantities of bill number CABIN-01000-IH. 

Item code 3/4 INCH SCREW is a component of 
Bill Number CABIN-01000-IH. 



  Purchase Agent  
 

 

Purchase Agent Version 2019   89 

A purchase order for item code 3/4 INCH SCREW may be generated directly from the 

Purchase Agent Summary window for the actual quantity to buy of 4,135. 

 

Select the Create New button from the Generating Purchase Orders window to create a new 

purchase order for item code 3/4 INCH SCREW. 

 

Review the purchase order that was created for item code 3/4 INCH SCREW using the 

Purchase Agent Generated Lines Report. 

 

A purchase order is only created for Item code 3/4 SCREW 
because the Hold check box field is not checked. 

Select the button to generate a 
new purchase order. 
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Select to print, preview or export the purchase order information from the Purchase Agent 

Generated Lines Report task window. 

 

The following message displays when the Purchase Agent Generated Lines Report task 

window is closed. 

 

Select Yes to clear the Generated Lines print file.  Select No to retain generated purchase 

order line item information in the Generated Lines print file.  

  

Select the button to return to the 
Purchase Agent Summary window. 



  Purchase Agent  
 

 

Purchase Agent Version 2019   91 

Purchase order 0000019 was created by Purchase Agent with an ordered quantity of 4,135. 

  

 

After the purchase order is created, Item code 3/4 INCH SCREW displays an actual quantity 

to buy value of zero and a quantity on purchase order of 4,135 in the Purchase Agent 

Summary window. 

  

The generated purchase order may now be processed 
from the Sage 100 Purchase Order module. 

Purchase Agent information is updated to reflect the 
generated purchase order for item code 3/4 INCH SCREW. 
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A detail record has been created for the newly generated purchase order to display the 

ordered quantity of 4,135. 

  

  

The incoming field includes all purchase order for the 
item at the specified warehouse. 

A record for the newly generated purchase order 
was created in the Purchase Agent work files. 
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Bill of Materials with Subassembly Examples  

The Purchase Agent selection process analyzes available quantities in all applicable 

warehouses for bill numbers that are components of Bill of Materials bill when the Search 

Availability Across Warehouses for Components that are Bills parameter is selected. 

  

When activated, this feature attempts to fulfill demand for subassemblies of Bill of Materials 

bill numbers from other warehouses prior to analyzing the components of the subassembly. 

The following two examples describe the Purchase Agent selection process with and 

without the Search Availability Across Warehouses for Components that are Bills parameter 

enabled in Purchase Agent Options.

Check the check box field to review quantities at 
all warehouse for component subassemblies. 
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Example One:  Search Availability Across Warehouses for Components that 
are Bills Parameter Enabled 

Bill Parent Item Code CABIN-01000-IH 

Item code CABIN-01000-IH is assigned a procurement value of Make in Item Maintenance.  

Five quantities are available in warehouse 000 prior to the creation of a sales order. 

 

Procurement method Make and Qty on Hand of 5. 
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Item code CABIN-01000-IH is assigned the reorder method Max Stock Level and a 

maximum on hand quantity of 1,000 in Inventory Management Reorder Maintenance.  

 

Item code CABIN-01000-IH is considered the bill parent item. CABIN-01000-IH is assigned 

as the bill number in Bill of Materials Maintenance. 

 

DISK MOUNT is a component subassembly of bill number CABIN-01000-IH.  Two quantities 

of DISK MOUNT are required to complete one quantity of CABIN-01000-IH.   

Item code CABIN-01000-IH order quantities is 
based on the maximum stock level of 1,000.  

DISK MOUNT is a component subassembly 
of bill number CABIN-01000-IH. 
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Subassembly Item Code DISK MOUNT 

Item code DISK MOUNT is created and assigned a procurement value of Make in Item 

Maintenance. Quantities are not available in warehouse 000 but 37 quantities are available 

in warehouse 001. Reorder quantities are not defined in Reorder Maintenance for item code 

DISK MOUNT. 

 

Procurement method Make and Qty on Hand of 
0 in warehouse 000 and 37 in warehouse 001. 
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DISK MOUNT is assigned as the bill number in Bill of Materials Maintenance.  

 

Item code 1/2 INCH SCREW is assigned as a component of bill number DISK MOUNT.  

Four quantities of item code 1/2 INCH SCREW are required to make one quantity of bill 

number DISK MOUNT. 

 

1/2 INCH SCREW is a component 
of bill number DISK MOUNT. 
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In this example, the Use Item Default Warehouse parameter in Sales Order Options is not 

selected. When the Use Item Default Warehouse parameter is not selected, the demand for 

the component of a bill number displays in the warehouse that is assigned to the bill number 

on the sales order. 

 

 

The warehouse assigned to the sales order item 
is used when this parameter is not selected. 
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A customer placed an order for 15 quantities of Item code CABIN-01000-IH on June 17, 

2017. 

 

The Explode Bill Components and the Search Availability Across Warehouses for 

Components that are Bills check box fields are selected in the Purchase Agent Options 

window. When both parameters are selected, Purchase Agent recognizes items on sales 

orders as bill numbers and analyzes components of the bill number. When a subassembly is 

encountered during the Purchase Agent selection process, the available quantities in other 

applicable warehouse are reviewed.   

Purchase Agent recognizes item code 
CABIN-01000-IH as a bill number. 
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Purchase Agent files are cleared and then generated based on a cutoff date of 6/30/2017. 

  

After the Generate Selections button is selected from the Purchase Agent task window and 

the Continue button is selected from the Generating Work Table window, the Unexploded 

Bill Selection window displays. 

Available quantities in other warehouses 
for subassemblies are reviewed. 

Information is selected 
based on a cutoff date. 
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A quantity to make of 1,010 is calculated for bill number CABIN-01000-IH.  The demand for 

item code CABIN-01000-IH was created by sales order number 0000035, the reorder 

method of Max Stock Level and a maximum on hand quantity of 1,000 minus the on hand 

quantity.  

The calculated quantity to make is available for review from the Inventory Drilldown for Item 

window. 

 

Select OK to close the Inventory Drilldown for Item window. Select the Accept button from 

the Unexploded Bill Selection window. Select the Edit button from the Purchase Agent task 

window to access the Purchase Agent Summary window.  

1,010 of bill number CABIN-01000-IH are to be made. 
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The Purchase Agent selection process determined that 37 quantities were available in 

warehouse 001 for the subassembly DISK MOUNT.   

 

Since the Search Availability Across Warehouses for Components that are Bills check box 

fields was selected in Purchase Agent Options, the 37 quantities from warehouse 001 were 

used to partially fulfill the demand of DISK MOUNT. Therefore, the demand for DISK 

MOUNT is 1,983.  

Based on the quantity per bill value of four for component 1/2 INCH SCREW assigned to bill 

number DISK MOUNT, 7,932 quantities of 1/2 INCH SCREW are required to be purchased 

to fulfill the demand of the bill parent item CABIN-01000-IH. 

 

The demand for the component 1/2 INCH SCREW displays as a demand from the Bill of 

Materials subassembly DISK MOUNT in the Inventory Drilldown for Item window. 
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The explosion of bill parent item CABIN-01000-IH, the explosion of subassembly DISK 

MOUNT and the quantity to buy component 1/2 INCH SCREW is calculated as follows. 

Quantity to Make for bill parent CABIN-01000-IH 1,010 

Multiplied by component subassembly DISK MOUNT Qty/Bill 2 

Calculated Qty to Make for DISK MOUNT 2,020 

Minus On Hand Qty in Warehouse 001 for DISK MOUNT (37) 

Total Qty to Make for DISK MOUNT 1,983 

Multiplied by component 1/2 INCH SCREW Qty/Bill 4 

Total Qty to Buy for 1/2 INCH SCREW 7,932 
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Example Two:  Search Availability Across Warehouses for Components that 
are Bills Parameter Not Enabled 

Bill Parent Item Code CABIN-01000-IH 

Item code CABIN-01000-IH is created and assigned a procurement value of Make in Item 

Maintenance.  Five quantities are available in warehouse 000 prior to the creation of a sales 

order. 

 

Procurement method Make and Qty on Hand of 5. 
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Item code CABIN-01000-IH is assigned the reorder method Max Stock Level and a 

maximum on hand quantity of 1,000 in Inventory Management Reorder Maintenance.  

 

Item code CABIN-01000-IH is considered the bill parent item. CABIN-01000-IH is assigned 

as the bill number in Bill of Materials Maintenance. 

 

DISK MOUNT is a component subassembly of bill number CABIN-01000-IH.  Two quantities 

of Disk Mount are required to complete one quantity of CABIN-01000-IH.   

Item code CABIN-01000-IH order quantities is 
based on the maximum stock level of 1,000.  

DISK MOUNT is a component subassembly 
of bill number CABIN-01000-IH. 



  Purchase Agent  
 

 

Purchase Agent Version 2019   106 

Subassembly Item Code DISK MOUNT 

Item code DISK MOUNT is assigned a procurement value of Make in Item Maintenance. 

Quantities are not available in warehouse 000 but 37 quantities are available in warehouse 

001. Reorder quantities are not defined in Reorder Maintenance for item code DISK 

MOUNT. 

 

Procurement method Make and Qty on Hand of 
0 in warehouse 000 and 37 in warehouse 001. 
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DISK MOUNT is assigned as the bill number in Bill of Materials Maintenance.  

 

Item code 1/2 INCH SCREW is assigned as a component of bill number DISK MOUNT.  

Four quantities of item code 1/2 INCH SCREW are required to make one quantity of bill 

number DISK MOUNT. 

1/2 INCH SCREW is a component 
of bill number DISK MOUNT. 



  Purchase Agent  
 

 

Purchase Agent Version 2019   108 

In this example, the Use Item Default Warehouse parameter in Sales Order Options is not 

selected. When the Use Item Default Warehouse parameter is not selected, the demand for 

the component of a bill number displays in the warehouse that is assigned to the bill number 

on the sales order. 

 

The warehouse assigned to the sales order item 
is used when this parameter is not selected. 
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A customer placed an order for 15 quantities of Item code CABIN-01000-IH on June 17, 

2017. 

 

The Explode Bill Components check box field in the Purchase Agent Options window is 

checked. However, the Search Availability Across Warehouses for Components that are 

Bills check box field is not checked. Purchase Agent recognizes items on sales orders as bill 

numbers and analyzes components of the bill number. When a subassembly is encountered 

during the Purchase Agent selection process, the available quantities in other applicable 

warehouse are ignored.   

Purchase Agent recognizes that item code 
CABIN-01000-IH is also a bill number. 
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Purchase Agent files are cleared and then generated based on a cutoff date of 6/30/2017. 

  

After the Generate Selections button is selected from the Purchase Agent task window and 

the Continue button is selected from the Generating Work Table window, the Unexploded 

Bill Selection window displays. 

Available quantities in other warehouses 
for subassemblies are ignored. 

Information is selected 
based on a cutoff date. 
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A quantity to make of 1,010 is calculated for bill number CABIN-01000-IH.  The demand for 

item code CABIN-01000-IH was created by sales order number 0000035, the reorder 

method of Max Stock Level and a maximum on hand quantity of 1,000 minus the on hand 

quantity.  

The calculated quantity to make is available for review from the Inventory Drilldown for Item 

window. 

 

Select OK to close the Inventory Drilldown for Item window. Select the Accept button from 

the Unexploded Bill Selection window. Select the Edit button from the Purchase Agent task 

window to access the Purchase Agent Summary window.  

1,010 of bill number CABIN-01000-IH are to be made. 
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The Purchase Agent selection process determined that 37 quantities were available in 

warehouse 001 for the subassembly DISK MOUNT.   

 

Since the Search Availability Across Warehouses for Components that are Bills check box 

fields was not selected in Purchase Agent Options, the 37 quantities from warehouse 001 

are ignored when determining the demand of DISK MOUNT. Therefore, the demand for 

DISK MOUNT is 2,080.  

 

The demand for the component 1/2 INCH SCREW displays as a demand from the Bill of 

Materials subassembly DISK MOUNT in the Inventory Drilldown for Item window. 
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The explosion of bill parent item CABIN-01000-IH, the explosion of subassembly DISK 

MOUNT and the quantity to buy component 1/2 INCH SCREW is calculated as follows. 

Quantity to Make for bill parent CABIN-01000-IH 1,010 

Multiplied by component subassembly DISK MOUNT Qty/Bill 2 

Calculated Qty to Make for DISK MOUNT 2,020 

Multiplied by component 1/2 INCH SCREW Qty/Bill 4 

Total Qty to Buy for 1/2 INCH SCREW 8,080 

 


