On Line Purchase Orders

Entering a Purchase Order
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You can add more than one account if by clicking save and adding the additional account number and the amount you would like to
come out of each account. If your calculations happen to be incorrect, the system will flag you and show the correct amount. If

required, correct your price information and click submit
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Click the pdf symbol at the bottom of the page
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Print out copies of the P.O. and give one to your Building Administrator so he or she knows to approve the P.O.
You can then close this tab when you are finished with it.
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Vender Search

Click on purchasing then select vender maintenance from the drop down
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Purchase Order Inquiries

Type in your known search criteria such as the req. number, date range, vender name, etc.
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Notes, Logs and Files (attachments)

Click on Notes
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To add an attachment to your P.O. select Files then
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You can view the progress of your P.O. by clicking on Log

| e o T O

Ofice 0. @ Siais Avartage 0 NS -Maonw Mo ) Myiesthbleia K. Ofice Supphes: OF.

porores Approvaliesei setto |
creatna




Logging out

You MUST log out each time you are finished using the Purchase Order System
To log out select the tab named RDS Apps and clicking Logout
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After doing an inquiry to locate the ticket and of course reviewing the order, click on the approve button
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