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 PURCHASE 
 
 

  INTRODUCTION 
 

Bright
 ° Purchase is a multi- lingual sub- system 

which is integrated with the GL system, with a 
wide range of flexible customizations that were 
designed and developed to fulfill the requirements of 
average and small- scale organizations, as well as 
large- scale organizations. 
 

Bright
 ° Purchase enables the user to carry out daily 

sales transactions and helps to generate various 
types of reports and Graphs. Users can transfer 
data to MS- Excel documents.  



 
 USER MANUAL ® PURCHASE 

3 

 

The module enables higher security through some 
constrains and restrictions which can be easily 
handled by the system administrator, to ensure 
proper accuracy and system consistency. 
 

This manual will help you to be familiar with mos t 
of the features of the Bright

 ° Purchase module. 
 
 

Bright
 ° systems were developed to provide you with 

the following business objectives: 
 

 Integral Reporting: 

To give your enterprise powerful, flexible 
management reporting tools enabling you to 
streamline your business and implement 
changes.  

 Easily Accessible Information: 

To e nsure that your data is accurate and up 
to date and that you can access information 
easily via a host of standard reports and 
inquiries and a variety of end user - reporting 
facilities.  

 Rich Functionality: 

To provide a variety of functions that comply 
with your business needs, thus helping your 
business to maintain a competitive edge.  
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 Flexibility without programming : 

Critical business information could be quickly 
customized to suit your specific requirements 
without programming. 

 Professional Applications: 

Multi- dimensional capabilities for organizations 
operating in todayªs competitive market are 
very important. Bright

 ° systems surpass 
conventional reporting by supporting full-
dimensional capabilities. 

 
  Key Features 

 

 Client/Server capabilities, database 
independence, security. 

 Multi- lingual ( English, Arabic, other languages 
could be added).  

 Support for Multi- Company, Multi - Branch, 
Multi- Department 

 Support for Multi- Currency. 
 Required senior confirmation of transactions to 
post the data, to ensure accuracy.  

 Enables senior monitoring of actions taken by 
using an auditing report including the details of 
transactions taken (time of transaction, user 
who did the transaction£). 



 
 USER MANUAL ® PURCHASE 

5 

 Special editing actions enabled, including 
reverse of the transaction, copy and edit 
transactions. 

 Interaction with 3rd party vendors spread sheets 
"e.g. MS - Excel" 

 Full security control features 
 Support for Cost Centers. 
 Full suite of comprehensive reports 
 Functionally fits with the companyªs business 
process. 

 Flexibility and scalability 
 User friendliness 
 Quick Implementation: Shortened ROI period 
 Supports multi- site control 
 Enables easy customization if required. 

 
 
 

  Fundamentals of ORACLE- Based Software 
Usage: 
 
Functions Keys 
Please be aware o f the following key functions 
which are going to be used throughout Bright

 ° 

systems 
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Key Function 
F10 Save 
F9 1   View list of values (if any) =   
F6 New empty form =  
F7 New empty enquiry/clear form 

before inquiry 
F8 Execute enquiry 
F3 Paste a copy of previous raw (if 

any)  
Shift + F6  Delete =  

   
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                                                 
1
  F9 shows the list of values arranged by account number, while  icon 
shows the list of values in alphabetic order.  
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 BASIC DEFINITIONS 
 

 
 
 
 

 STARTING PURCHASE 
 

Now...  Double- click your Bright
 ° icon on your 

desktop, type your user name and password, select 
your related branch ID, Purchase subsystem and 
language and then click OK.  
 
 
 

 
 
 
 

In order to start using the Purchase Module, you 
have before to prepare the base of your work, to 
define Customer groups, Customers, salesmen 
definition, services, Ledger link account, and 
customers opening balance. 
 
 

 SUPPLIERS GROUPS: 
Here you will start encoding the main Suppliers 
categories, for example you can categorize by Item, 
Brand, Location, you can also use sub - groups for 
detailed categorization. The following screenshot will 
be a good example:  
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Encoding procedures are very simple; you can type 
the codes and group names in the corresponding 
fields, when you finish you should save by pressing 
F10. Note that shaded fields are mandatory. 
The saved groups and subgroups will appear in the 
screen left- side as a flowchart.  

 
 
 
 
 
 
 

 SUPPLIERS: 
 

Basically, you have to build the suppliers database 
with all relevant and necessary data. Since the 
supplier code will be auto - created by the system 
when you save, you will start supplier encoding by 
feeding supplier name, then you will select supplier 
group according to the categorization you just made 
in the last form, you should link the supplier to the 
Suppliers account in GL System. 
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In addition you can enter the all available contact 
information for the customer as you can see in the 
above screenshot. You can also send the supplier 
information to an Excel File. 

 
 

 SUPPLIERS EXPENSES: 
 

In this form you will 
define the types of 
expenses corresponding to 
the purchase process, 
such as Cargo, 
transportation and labor 
expenses. 
Simply type the expense 
code (not auto -
generated) and name, 
then save by F10. 
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 Purchase Services: 
 

In this form you will define 
the purchase services that 
the company could bought 
like security services or 
cleaning services etc... ; 
Simply type the services 
code, name and tax 
percentage then save by 
F10. 

 
 
 
 
 
 

 Suppliers Items: 
 

In this form you will 
define every supplier and 
the items that he provide, 
the user could either     
define the supplierªs items 
code. Items price, 
purchase request mini 
mum quantity and 
shipment duration days; 
then save by F10.  

 



 
 USER MANUAL ® PURCHASE 

11 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Purchase Terms: 
 

In this form you can 
define the purchase terms 
to use it when preparing 
price offer; then save by 
F10. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 LEDGER ACCOUNT LINK: 
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Using this form, you can link all basic Purchase 
transactions with relevant GL accounts. 
Difference Return Account: if you have variances in 
purchase price for an item you may consider a 
unified average cost for the item to account with. 
However, you still have a  difference between the 
average and actual cost. This difference may be 
over or less the average. So you may need to 
define an account to settle this difference.  
 

Note: to link with a GL account, you must set this 
account in the chart of accounts as ''Restricted''. 
(Refer to GL manual). 
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 SUPPLIERS OPENING BALANCE: 
Since you have finished encoding suppliers, you 
can define the opening balance ( Whether debit or 
credit) for each supplier. you have the option to 
use foreign currencies to help you if you have 
foreign purchases or imports. 
 

Be sure that you select the correct department. 
Before confirming the opening balance, be sure that 
you have correctly made the entry.  
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 Transactions 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Transactions Menu includes the following options: 
 

 Locations (Stores)Request  
 Total Location (stores) Requests   
 Items Requisition  
 Purchase Quotation 
 Purchase order  
 Purchase Invoice 
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 Purchase Return ® Invoice 
 Return Item Document 
 Purchase Service Invoice 
 Purchase Service Return 
 Purchase Invoice Shopes 

  
 

 Locations (Stores) Request: 
This form is used to record the missing or short 
items in a store  / department/location. It could be 
considered as a memorandum for management to 
order additional quantities. In this form we can 
review the new quotations and the proceed 
quotations that issued purchase order for it.  
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 Total Locations (Stores) Request : 
This form is used to collect all 
sites/stores/departments items requests after 
determining the specify stores. 
After determining the stores all the items and its 
quantities appears in the automatically - in the right 
side of the screen -  and its stores appears - in the 
screen left side-  .   
The user has to choose all the items or some of 
them by checking box to make purchase requisition. 
By clicking on «Item Requisition¬ button - in the 
screen tail-  its make automatically purchase request 
by the chosen items.  
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 Items Requisition : 
 

This form is used to record Items Requisition or 
price list request that sent t o the supplier to replay 
us with the mentioned items price. 
 
Purchase terms button used to determine the 
purchase terms like supplying duration time or 
payment method etc.. .  
 
Auto insert suppliers button used to generate 
comparison reports between the suppliers price 
offers .  
 
©Create quotationª button used to record the price 
offer after receiving from the supplier.  
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 PURCHASE QUOTATION: 
 

-  This form is used to  record supplier price offer 
that received. 

 

-  The user can create purchasing order 
automatically from Item requisition form by 
pressing -  Create order ® button and filling 
with prices that received from the supplier. 

 

 
 

-  To complete purchase quotation forms have to 
fill the supplier prices for each supplier and 
payment terms for each supplier. 

-  Supplier expenses button used to record any 
additional expenses add by the supplier to 
deliver the items like transport expenses. 

-  Local expenses button used to record any 
additional expenses add by our firm on the 
cost of items.  
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-  Quotation comparisons button used to generate 
report to compare between supplies offer and 
showing the best price by red color. 

-  Final Item Cost button used to show the final 
cost of the item included any other expenses 
(Supplier expenses & Local expenses)  

-  Print Final Cost button used to show the cost 
of the item without any another expenses.  

-  « Bonus¬ check box used to show that item  is 
bonus ( without price)   

-  Create order button used to create purchase 
order automatically for the acceptable supplier 
price offer include (Approved pr ices ,Additional 
;Expenses and payment terms)  

-  The user could made any query from this form 
by chosen the Status «All , Posted ,  Canceled 
, Not posted or Not canceled« 

 
 PURCHASE ORDER: 

-  This form used to fill purchase order by the 
supplier prices as received in pricing offer.  

-  The user can create purchase order 
automatically as shown before. 

-  In purchase order form user has to fill the 
items he wants to buy and its prices as 
shown in supplier price offer.  

-   Supplier expenses button used to record any 
additional expenses add by the supplier on the 
cost of the items.  
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-  Payment terms button used to record the 
payment terms for this purchase order, this 
terms appears either when printing purchase 
order report.  

-  In the top of this form appears «Order Status¬ 
(Delivered or not delivered) thatªs to show if 
the supplier already delivered the items or not.  

-  In the bottom of this form appears stores 
distribution table that shows the requested 
quantities for every store and the delivered 
quantity for every store. 

-  In the bottom of this form appears stock in 
document that appears stock documents 
number, date and stores for already delivered 
items.  
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 PURCHASE INVOICE: 
This form is used to record the basic Purchase 
invoice, enabling and showing all relevant and 
important data, with more advanced useful options. 

 
 

Normally you will select the department, supplier, 
cashier, store, and payment type. You can also set 
the due date for invoice payment. Then, you can 
enter the transaction of your invoice, either simply 
as manual forms or importing from a previously 
prepared order (if any)by a click on " Based on 
Order" button, selecting from the purchase 
order(s)in the appearing form.  Then click " select" 
to finish importing. 
 
-  «Based on order¬ button used to dreat purchase 

invoice automatically according to purchase order 
sent before to the supplier.  

-  «Supplier info¬ button used to show all details of 
the supplier that maintained in the invoice.  
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-  «Supplier Stat¬ button used to show the current 
supplier statement and account. 

-  «Supplier Invoices¬ button used to show all 
previous invoices for this supplier. 

-  «Supplier Returns¬ button used to show the details 
of returns goods for th is supplier. 

-  Shown in purchase invoice form the importance of 
determine stock in document in every purchase 
invoice to allow to follow up the processing of 
purchase orders. 

-  The user can determine the stock in documents 
on the invoice by writing stock in date in the 
field «supplier Document No.¬ then press get all 
delivery Automatically the system will insert all the 
items & Quantities of all stock in documents till 
this date or the user the user could determine 
delivery order «Stock In Doc.¬ by pressing F9 on 
the field of «Delivery Order«then chose the 
specify order «Stock in Doc.¬    

 
 

 
 

Same as in GL, you can save by  pressing ( F10), 
but the invoice will not affect your accounts before 
confirming the transaction by your senior or system 
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administrator. Once the transaction is conformed, no 
change could be made on the transaction.  

 
 
 

 
 

 PURCHASE RETURN INVOICE: 
Logically, Purchase Return represents the reverse 
of purchase order as a result purchased item(s) 
return. In this form you can alter one or more 
transaction in a purchase order: 
 

 
 

First, you will click on search Invoices (if any) 
to find the invoice which will be returned, the 
following form will appear to perform that search 
by pressing (F8) : 
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Returning back to the Purchase Return form, you 
can save and confirm after finishing.  
Moreover, you have to more advanced features to 
utilize, including: 

 Quick feedback to supplier's information. 
 Quick Printout for supplier invoices 
 Quick Printout for supplier Statement 
 Quick Printout for supplier Returns Report 
 Quick Preview for final item cost in local 

currency 
 Quick Printout for final item cost in local 

currency 
 
 

 PURCHASE RETURN DOCUMENT: 
The use of this form very similar to what you 
previously did with Purchase return. However, this 
form is used to create a return document. In 
other words, you record the return of items not 
included in an invoice.  
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Moreover, you have to more advanced features to 
utilize, including: 

 Quick feedback to supplier's information. 
 Quick Printout for supplier invoices 
 Quick Printout for supplier Statement 
 Quick Printout for supplier Returns Report 

 
 

 PURCHASE SERVICE INVOICE: 
-  This form used t o record the service that the 

firm purchased like security services or cleaning 
services..... . 

-  To prepare service purchase invoice you have 
to record the document number, document 
date, supplier code, supplier name, Cash 
treasure and the services that pur chased. 

-  In this form user can allocate every service on 
one or more cost center.  

-  In this form the user has the option of 
creating tax or nontax invoice.  
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 PURCHASE SERVICES RETURN: 
 
-  This form used to record the returned of 

purchasing services or when receiving a service 
invoice from supplier included services that we 
donªt have ,so the user need to record the 
non received services in this form .  
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 SHOPS PURCHASE INVOICE: 
 

-  This form used to record shop purchases and 
print the form of receiving good from suppliers 
with the option of allocate every purchased 
item on one or many cost center.  

-  «Based on order¬ button, User can create the 
invoice automatically when choose the purchase 
order that related with this invoice it wi ll insert 
all items with its prices, . 

-  By pressing on «Invoice Payment¬ button it 
shown all the payments for the supplier  

-  By pressing on «Supplier Info¬, «Supplier 
Invoices¬ , «Final Item Cost¬ , «Supplier Stat¬ 


