How to look up a Purchase Order
Navigation:  Purchasing – Purchase Orders – Review PO Information – Purchase Orders
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The following will appear:

[image: image2.png]Purchase Order Inquiry
Enter any informatian you have and click Search. Leave filds blank fr a st af al values.
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Type in the PO number that you wish to search for and click on the [image: image3.png]Search



 button, or simply press enter.

The PO will display, as shown below:
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This will show you the status of the PO among other things.  If you click on the [image: image5.png]


 tab, you will be taken into the schedule page, as shown below:
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Click on the [image: image7.png]Distribution



 link in order to see the details of the schedule.

