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Learning Objectives

* How to Get to the Purchase Order Screen
* How to Lookup a Purchase Order

This course will cover:

How to Get to the Purchase Order Screen

How to Lookup a Purchase Order
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Once you are logged in to CUBS, click on Purchase Orders.
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Purchase Order

Eind a g Yalue Add a New Value

Business Unit: |1 Q

PO ID: MEXT

Add

Find an Existing Walue | Add a Mew Value

The Purchase Order panel appears. Click on the Find an Existing Value tab.
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Purchase Order
Enter any infarmation you have and click Search. Leawe fields blank for a list of all values,

Business Unit: = v ku Q

POID: begins with v

Purchase Order Date: = - ]

PO Status: 8 - &
Short Vendor Name: beging with v Q

Vendor ID: begins with + Q

Vendor Name: begins with

Buyer: beging with v Q

Buyer Name: begins with aQ

PO Type: = - -
Purchase Order Reference: | begins with +
Hold From Further Processing O

[Ccase Sensitive

Search Clear | Basic Search [g] Save Search Criteria

Find an Existing Value | Add a New Value

To look up a Purchase Order, enter the Business Unit, PO ID, or any known
information into one or more of the fields. In most cases, the Business Unit is
CU. The PO ID is the 10 digit Purchase Order number. You may enter the
Purchase Order Date; the PO Status, which indicates whether the PO is
dispatched, open, cancelled, etc.; the Short Vendor Name, or the 10 digit Vendor
ID. You may also enter the Buyer or Buyer name to view all of the Purchase
Orders for that specific buyer. The PO Type field can be used to search by the
type of Purchase Order such as General, Sole Source, Lease, etc. For PO

Reference, enter the R # assigned as the requisition number.
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Purchase Order
Enter any infarmation you hawe and click Search. Leave fields blank for & list of all values.

Find an Existing Value

Business Unit: = v cuU Q

POID: beging with v

Purchase Order Date: = - £l

PO Status: = v v
Short Vendor Name: hegins with Q

Vendor ID: hegins with v Q

Vendor Name: heging with ~ Dell

Buyer: begins with + Q

Buyer Name: beging with v Q

PO Type: = v v

Purchase Order Reference: | pegins with » |R
Hold From Further Processing O

[Jcase Sensitive

m Clear | Basic Search Save Search Criteria
~——

Find an Existing Value | Add a New Yalue

Once the known information is entered, Click on Search to lookup a Purchase
Order.
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The search results are displayed. Click the PO number that matches the R # that

Searcl

h Results

\Wendor1D [Mendor Hame

|
5000017865 08/17/2004 Approved  DELL COMPUTER 0000002470 Dell Computer Corporatio HOLBROOK, KYLEME BLIYER General

5000019780 12/02/2004 Open

DELL COMPUTER 0000003470 Dell Garnputer Coraoratio Web,Req Buyer Sole Src

5000020791 04/20/2005 Dispatched DELL MARKETING 0000002473 Dell Marketing

500002080:

4/25/2005 Open

DELL MARKETING 0000002473 Dell Marketing

5000020905 04/23/2005 Approved  DELL MARKETING D000002473 Dell Marketing

5000020851

500001738

2

2

500001739

5]

500001739

5

500001749

5000017501

5000017511

500001751

500001758:

7/09/3004 Dispatched DELL MARKE
5000017391 07413/2004 Dispatched DELL MARKE-002
7/13/2004 Dispatched DELL MARK]
5000017396 07/13/2004 Dispatched DELL MARKE-002
741312004 Dispalched DELL MARKS
5000017399 07/20/2004 Dispatched DELL MARKE-002
711913004 Dispatched DELL MARKE-0D
5000017505 07/19/2004 Dispatehed DELL MARKE-002
7/14/2004 Dispatched DELL MARKE-OD0.
5000017507 07/23/2004 Dispatched DELL MARKE-002
741912004 Dispatched DELL MARKS
5000017516 07/21/2004 Dispatched DELL MARKE-002
7/23/2004 Dispaiched DELL MARK]
5000017588 DB/02/2004 Dispatehed DELL MARKE-002
7/21/2004 Dispalched DELL MARKS

4/26/2005 Approved  DELL MARKETING 0000002473 Dell Marketing
5000017362 07/08/2004 Dispatched DELL MARKE-002

0000016114 Dell Marketing LP
0000016114 Dell Marketing LP.

HOLBROGK, KL ENE BUYER General

Weh,Req Buyer General
Wieh,Req Buyer General
Weh.Req Buyer General

HOLBROOK, KYLEME BLIYER General
HOLBROOK, Kl ENE BUYER Genetal

0000016114 Dell Marketing LE.

HOLBROCK, K/l ENE BUYER General

0000016114 Dell Marketing LP
0000016114 Dell Marketing LP.

HOLBROOK, KYLEME BLIYER General
HOLBRODK, Kl ENE BUYER General

0000016114 Dell Marketing LP.

HOLBROOK, I/l ENE BUYER General

0000016114 Dell Marketing LP
0000016114 Dell Marketing LP

HOLBROOK, KYLEME BLIYER General
HOLBROOK, Kyl ENE BUYER General

0000016114 Dell Matketing LE

HOLBROOK, Kyl ENE BUYER Genetal

0000016114 Dell Marketing LP
0000016114 Dell Marketing LP.

HOLBROOK, KYLENE BUYER General
HOLBRODK, Kl ENE BUYER General

0000016114 Dell Matketing LE

HOLBROOK, Kyl ENE BUYER Genetal

0000016114 Dell Marketing LP
000016114 Dell Marketing LP
0000016114 Dell Matketing LE

HOLBROOK, KYLENE BUYER General
HOLBROOK, KYLENE BLIYER General
HOLBROOK, Kyl ENE BUYER Genetal

000016114 Dell Marketing LP.

HOLBROCK, KfLENE BUYER General

you have searched for.
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The Maintain Purchase Order panel appears. Click the hyperlinks to view
additional PO information. Depending upon security, all pages and hyperlinks

may not be the same.
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