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Checking Purchase Order Status Job Aid

	Step
	Task

	1
	To check a purchase order status, select:  Purchasing/Purchase Orders/Maintain Purchase Orders.  
The “Find an Existing Value” screen will appear.  

	2
	Enter the Business Unit as “OPMM1”.  
· To limit your search, select any of the fields, such as Purchase Order [number] or PO status. 
·  Examples of PO status includes: Approved, Cancelled, Dispatched, Initial, Open, and Pending Approval/ Approved.
· Hit the “Search” button.

Note:  When using “Purchase Order”, change search to “contains”.

	3
	Note: You may receive message that you do not have authority to work approved purchase orders – transferring to PO Inquiry.  Hit Ok.  

Select the purchase order you want to review.  
From this view you can review information regarding the purchase order.

	4
	Review the information on the screen.  
· Check the PO Status.  If PO status is “Approved”, check to see if it has been Budget Checked.  

· The PO status will only be “Dispatched” if next to “Budget” it says “Valid”.
· If you determine that PO is approved but not budget checked, contact Joy Gutis.  

Important:  The Purchase Order status must be “Dispatched” before any payments can be made.  


Checking Purchase Order Status continued
	5
	Click on “Vendor Details” link (in the top area next to ID) to check for additional information.

	6
	In the Vendor Details screen, double check the “Location” information and the address.  
· Be certain that the location does NOT say “TEPF”.  
· If TEPF does appear, the purchase order must be changed.  Contact Cheryl Rannou so that she can have a new Vendor record added.   

	7
	Click OK and then select the “Schedule” tab to review additional information such as Account Code information.  
· Clicking “Distribution” at the bottom of the screen will allow you to see chart of account information.

· If you notice a coding problem, return to the PO Form tab to determine the name of the “Buyer”.  This is the person that can correct the coding information.  
· Account codes may be changed PRIOR to a payment being made.  After a payment has been made, the account coding can not be changed through Purchasing.  See Joy Gutis so that a coding change can be made.
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