earch 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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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.

[image: image8.png]Business Unit

UMWOR
UMass Medical School

Line Item Details
Hide line details
Add non-catalog item...

Product Description

Speedtype

103814-WA
w0314

Account

734310-WA
Printing Expenses &
Supplies

1 v #34043 - Printing and Mailing Services - Annual Fund Donor (2,879) 3

SpeedType Class

none-WA

more info.

Commodity Code
Requires Receiving

Accounting Codes.

Class

Fund

51453-WA
Medical School Fund

Catalog No
N/A

Printing/Copying
x

Department Program Project
WA00112000-Wi Fo7-wA none
Dev- Annual Funds  Institutional Sup-Oth Inst

et

View/edit by line item...

For selected line items [ Cancel Selected PO Lines

Size / Packaging UnitPrice  Quantity Ext.Price [
EA 118396 1EA 118396usD [
Requisition Number 45836783 view | print
External Note

Attachments for supplier
add attachment...

PO Clauses edit lauses...

Internal Note

Total 1,183.96 USD.




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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