Search for your PO
1) From the home  you can search for a PO by clicking on the Orders & Documents Icon [image: image1.png]


, then Document Search, Search Documents.  PO No from the “Search for” drop down box and “GO”.
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2) You can do a ‘simple search’ by entering just your PO Number.  Or you can choose the ‘Advanced Search’ option by clicking on the link
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3) For an advanced search, enter your search criteria, in this example, we will search for all POs created “Yesterday”  by selecting from the date drop down box and clicking “GO”.   You can search by many criteria – account number, Project Grant Number, etc.
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4) You will see all POs created in the “Yesterday”… you can select ANY search criteria to refine your search.  Click on the PO ID to view your PO.  You can also view your requisition from the results screen by clicking on the requisition number.
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5) On the Purchase Order Tab you will see general information regarding your PO.
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PO/Reference No.  WAQ0146594 Revision 0 Available Actions [Add Comment

Supplier INNOVATIVE MARKETING RESOURCES LLC

Add Non-Catalog Item

Status| Purchase Order | Revisions | PO Approvals | Shipments | Receipts | Invoices | Comments | Attachments | History.
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General Information 2 Shipping Information 2 Billing/Payment 2
PO/Reference No. WA00146594 Ship To Bill To
Revision No. o Attn: Patric UMass Medical School Accounts Payable

RFl/ste 55 Lake Avenue North
Revision Date 12pr2013 UMASS Medical School Worcester, MA 01655
Supplier Name INNOVATIVE MARKETING RESOURCES LLC South Street United States
more info 333 South st
Address 3 PATTERSON ROAD Shrewsbury, MA 01545
SHIRLEY, MA 01464 US United States 8ilTo Address Code UMWOR-2p
Purchase Order Date 1292013
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6) On the right side of the page you will see that this IS a Confirming Order, (the vendor did not need a hard copy), and it is NOT a Blanket Order PO.  Red X = NO, Green check = Yes
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7) Scroll down to see the detail of your PO, chart of accounts, requires receiving, items ordered and price.
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8) Click on the Receipt Tab to find information regarding the reciept for this PO… what was received, when,  and by whom, etc…
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9) Click on ANY of the tabs to see more detail about your PO… you can get to the requisition from this page as well, simply by clicking on the Requisition number or “View/Print”.
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10) To print a hard copy of your PO, Choose ‘Print Fax Version’ from the Available Actions drop down box, the click ‘Go’
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