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START HERE

How to use this guide
This guide covers buying in STOCK2TRACK: suppliers, purchase orders, automatic reorders, recording
supplier bills, receiving stock, scanning invoices and paying suppliers. Each chapter explains what the
screen is for, why it matters, the steps, annotated screenshots (orange numbers match the list under
each picture), and what must be set up first.

The purchase cycle

Step Where

1. Order Purchase order (Replenish Stock) or Auto Reorder

2. Bill arrives Supplier bill: number, date, amount and GST

3. Goods arrive Add Quantities on the bill: stock goes up, with cost, batch and expiry

4. Pay Record Payment on the supplier

5. Check Supplier Payables and Purchase Summary

Chapters

1. Suppliers

2. Purchase Orders

3. Auto Reorder

4. Recording a Supplier Bill

5. Receiving Stock (Add Quantities)

6. Scanning a Supplier Invoice

7. Paying a Supplier

8. Supplier Payables and Purchase Summary



CHAPTER 1 · PURCHASES › SUPPLIERS

Suppliers
Every supplier you buy from, with what you owe each one, and the details that drive due dates and
reorders.

Who Owner, purchase staff
How
often

When you add a supplier; weekly to check dues

Why it matters

Correct credit terms and lead times make every due date, cash forecast and reorder suggestion right.

How to use it

1. Open Purchases › Suppliers. The totals show what you owe: payable, paid and due.

2. Press Add Supplier (or the pencil to edit). Enter the name, phone, contact person, email, GSTN, address
and State.

3. Enter Credit Terms (Days) — how long you have to pay — and Lead Time (Days) — how long
deliveries take.

4. Tick Creditor (Expense Supplier) for suppliers of services such as rent or electricity; they appear in
Expenses.

5. Press Save Supplier. The receipt icon on a row opens the supplier's bills and ledger.



Figure 1. Supplier list

1 Find a supplier

2 Add a supplier

3 Edit, open bills and ledger, or delete

4 What you owe each supplier: payable, paid, due



Figure 2. Adding a supplier

1 Name, phone and email

2 Supplier's GSTIN

3 State: decides CGST + SGST or IGST

4 Tick for expense suppliers (rent, electricity)

5 Days a delivery takes (used for reorders)

6 Days you have to pay (used for due dates)

7 Save

Before you start

Privilege Supplier Creation to add; Supplier View to see dues.

Good to know

The supplier's state decides whether purchase GST is CGST + SGST or IGST.



CHAPTER 2 · INVENTORY › REPLENISH STOCK

Purchase Orders
Raise a purchase order to a supplier from the items that are running low, print it or send it as a PDF.

Who Purchase staff
How
often

Weekly, or when stock runs low

Why it matters

Orders are based on actual stock and reorder levels, and the supplier gets a clear written order.

How to use it

1. Open Inventory › Replenish Stock. Existing POs are listed with their dates and status; edit, delete or
open the PDF from each row.

2. Press Create PO. Choose the supplier in Search Supplier, the Location to deliver to, and Shipment
Needed By.

3. The supplier's products are listed with stock available, reorder level and a Low chip. Enter the Qty
Needed and Cost Price; add other items with Search Product to Add.

4. Press Create PO. The PO number is shown; print or send the PDF to the supplier.

5. Follow the order on Replenish Stock: select a PO to see each line. Lines are ticked off automatically
when the goods arrive on a supplier bill; the PO moves from Raised to Partly Fulfilled to Fulfilled. Use
Mark received for goods that came without a matching bill line.



Figure 3. Purchase orders

1 Date range

2 Purchase orders with totals and status: Raised, Partly
Fulfilled, Fulfilled

3 Lines of the selected PO and their status

4 Tick a line off by hand, or undo it

5 Create a new PO



Figure 4. Creating a purchase order

1 The supplier (press Change to pick another)

2 Location to deliver to

3 When you need it

4 The supplier's products with stock, reorder level and a
Low alert

5 Add any other product

6 Create the purchase order

Before you start

Privilege Replenish. Products need reorder levels and a cost price.

Good to know

A PO line counts as received only when the full ordered quantity has arrived on the supplier’s bills dated
on or after the PO.



CHAPTER 3 · INVENTORY › AUTO REORDER

Auto Reorder
STOCK2TRACK checks stock against each product's reorder level and prepares draft purchase orders,
grouped by preferred supplier, for you to approve.

Who Owner, purchase staff
How
often

Daily

Why it matters

Fast movers are never forgotten, and you approve every order before it goes.

How to use it

1. On each product, set the Reorder Level, Reorder Qty, Preferred Supplier and switch on Auto Reorder.

2. Open Inventory › Auto Reorder and press Run Check Now (it also runs on a schedule).

3. Review each draft: supplier, location, items and total.

4. Press Approve, Approve + WhatsApp (sends the order to the supplier) or Reject.

Figure 5. Draft purchase orders

1 Check stock against reorder levels now

2 A draft PO for one supplier and location

3 Approve (or approve and WhatsApp the supplier) or
reject

Before you start



Auto Reorder module switched on (Admin › Module Setup) and the Auto Reorder privileges. A monthly purchase
budget shows a warning when a draft would exceed it.



CHAPTER 4 · SUPPLIERS › BILLS AND LEDGER

Recording a Supplier Bill
Enter the supplier's invoice: number, date, amount and GST. A bill can be a purchase or a debit note
(goods sent back).

Who Accounts, store staff
How
often

For every delivery

Why it matters

Your payables are always right, and input GST is ready for your return.

How to use it

1. Open the supplier from Purchases › Suppliers (receipt icon). The totals show payable, paid and balance
due.

2. In the invoice form enter Invoice No, Invoice Date, Payable Amount, the SGST, CGST, IGST and CESS
amounts, the GRN No, company and location. Choose Invoice or Debit Note.

3. Press Save Invoice. Stock is not changed yet — add the quantities next.

4. Have a PDF or photo of the bill? Scan Invoice reads it for you (see Scanning a Supplier Invoice).

Figure 6. A supplier's bills and payments

1 Payable, paid and balance due for this supplier

2 Bills and debit notes

3 Add quantities, print a debit note, or delete

4 Payments made



Figure 7. Entering a bill

1 Read a scanned bill instead of typing

2 Supplier's invoice number and date

3 Total payable, including GST

4 GST on the bill: SGST, CGST, IGST and cess

5 Goods receipt number

6 Save the bill (stock is added next)

Before you start

Privilege Supplier Creation.

Good to know

The bill's payable amount should equal the supplier's invoice total, including GST.



CHAPTER 5 · SUPPLIER BILL › ADD QUANTITIES

Receiving Stock (Add Quantities)
Enter each product received on a bill — quantity, cost before GST, discount, GST, batch, MRP and
expiry — and the stock goes up.

Who Store staff
How
often

For every delivery

Why it matters

Stock, cost prices and batch expiry dates come from the actual bill, so margins and expiry alerts are right.

How to use it

1. On the supplier's bill press Add Quantities.

2. Scan the barcode or search the Product Name and add it.

3. Enter the quantity, unit cost before GST, discount and GST. For perishable items enter the batch number,
batch MRP and expiry date.

4. For serial-numbered items press Add Serials and scan each serial.

5. Press Save Quantities. Stock increases, and the supplier’s open purchase order lines for these products
are ticked off. On a debit note, saving removes the stock instead.



Figure 8. Adding quantities to a bill

1 Find the product received

2 Quantity, unit cost before GST, discount and GST

3 Batch number

4 Expiry date for perishable items

5 Save: stock goes up

Before you start

The bill is saved first. Products exist in the product list.

Good to know

Enter the batch number for every serial of a batch-tracked item.



CHAPTER 6 · PURCHASES › SCAN SUPPLIER INVOICE

Scanning a Supplier Invoice
Upload a PDF or photo of the supplier's invoice. STOCK2TRACK reads the supplier, the items,
quantities, rates and GST, and you check and save.

Who Accounts
How
often

For every delivery (optional)

Why it matters

No typing of long bills; fewer mistakes in cost prices and GST.

How to use it

1. Open Purchases › Scan Supplier Invoice and upload the PDF or JPG.

2. Check the supplier match and each line's product match. Unmatched lines are skipped, so match or
create them first.

3. Save: the bill, the stock and any payment are created together.

Figure 9. Scan Supplier Invoice

1 Needs an AI (Gemini) key, set once

2 Drop a PDF or photo of the bill

3 Choose the file

Before you start



An AI key (Gemini) set under Admin › AI Intelligence Setup. The invoice image is sent to the AI service to be read.

Good to know

Always compare the totals with the paper bill before saving.



CHAPTER 7 · SUPPLIER BILL › RECORD PAYMENT

Paying a Supplier
Record a payment to the supplier: amount, date, reference and how you paid.

Who Accounts
How
often

When you pay

Why it matters

Supplier dues, the cash forecast and the Notifications bell stay correct.

How to use it

1. Open the supplier's bills page and go to the payment form.

2. Enter the Amount, Payment Date, Reference (cheque or UTR number) and Payment Type. Press Save
Payment.

3. Payments clear the oldest bills first. The balance due updates at the top.

Figure 10. Recording a payment

1 Amount paid

2 Date of payment

3 Cheque number or bank reference

4 How you paid

5 Save the payment

Before you start



Privilege Supplier Creation.



CHAPTER 8 · REPORTS › IMPORTANT REPORTS

Supplier Payables and Purchase Summary
Supplier Payables shows what you owe each supplier as on a date, with the oldest due. Purchase
Summary totals purchases by period and supplier.

Who Owner, accounts
How
often

Weekly and monthly

Why it matters

Plan payments before they are overdue, and see where your purchase money goes.

How to use it

1. Open Supplier Payables, choose the As On Date and press Generate. Check the oldest dues first.

2. Open Purchase Summary and press Generate for purchases by supplier and period.

Figure 11. Supplier payables

1 Dues as on this date

2 Generate

3 Total still owed

4 How old the oldest unpaid bill is



Figure 12. Purchase summary

1 Period

2 Purchases, debit notes and net purchases

3 GST you can claim as input credit

4 Purchases by supplier

Before you start

Privilege Supplier View.

Good to know

Suppliers with pending payments are also shown in the Notifications bell.


