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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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The Purchase Order panel appears.  Click on the Find an Existing Value tab. 
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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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Once the known information is entered, Click on Search to lookup a Purchase 

Order. 

 



Purchase Order Inquiry 

Revised November 2005 7 

Slide 7 

 

 

 

The search results are displayed.  Click the PO number that matches the R # that 

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. 

 

 


