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How to find your purchase order number

Once a requisition has been created, submitted to approval, and budget checked, it
is eligible to be sourced to become a purchase order. The steps below show how to
find your purchase order number from the requisition number

Step 1. Log into the e*mpac Application with your FIN Username and Password.

Navigate to eProcurement

E{' "g eProcurement

Set Up EFTOCLYSMENt, MaNaGS OF SpProve eProcLrement requistions or PO;

=3 Create Requisition ‘lg Manage Requisitions =, Approve Requisitions

=1 Creale a new requisition by browsing or searching company or Review registions, sril oylisw stalus, cancel, recsive, and | '=¥] Take aclions on requisiions that requie your appraval
external catalogs, return to vendor .

Buyer Center Receive ltems = Procurement Card Center
Crestefedit/approve purchase ordsr, source requistion; Create, edit, and process receipts and return to wenclar, Request procurement card, view transactions; maintain
process change request merchant cross-reference

= Manage Purchase Orders
Expedite Requisttions
Guick Source Reduistions
£ More.

Reports

Create a report of purchase orders, requistions, and catalog-
tem usage

Step 2. Click Manage Requisitions

The Manage Requisitions search page opens.

Manage Requisitions

~ Search Requisitions
Ta locate requisitions, edit the criteria below and click the Search button.

%siness Upit: | UhAMH Q Requisition Name:

Requisition ID: | Q Request Status: Budget Status:
Date From: o118/z007 [E Date To: 0142502007 [5)

Requester: Q Entered By: . poID: Q

Step 3. Enter search criteria:
e Requisition ID if you are looking for a specific requisition
¢ Requisition Name if the data entry person named the requisition
o Date Range
e Requestor if you want a list of requisitions put in the system by a particular
person. This is their user name.
e Requisition Status to look for all Requisitions, approved only, pos created,

etc
Search
Then click ——————— and the list of requisitions matching your criteria will
be listed
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Step 4. Find the Requisition for which you need the purchase order number and click the
requisition number

Manage Requisitions

* Search Requisitions
To locate reguisitions, edit the criteria below and click the Search buttan.

Business Unit: W Q Requisition Name: |

Requisition ID: |RODOOOODZE QL Request Status: | A plete N | Budget Status:
Date From: 0142212007 El Date To: 01/28/2007 El

Requester: l— aQ Entered By: l— . POID: l— a

Search Clear

To view the lifespan and line items for a requisition, click the Expand triangle icon: [+
Tao edit ar perfarm anather action on a requisition, make a selection from the Action dropdown list and click Go.

Reqguisition Name BU Budget
P RO0O0000036 JPetersen - Fisher Scien... UnAMH 0152352007 PO{s) Walid 2 000.00USD =Select Action.. GU|
Created

Step 5. You will be brought to the Requisition Details page

Requisition Details

Requisition Name Requisition 1D Unit
Petersen - Fisher Scientific ROOOOO0036 LInAMH 015232007 PO(s) Created 2,000.00
Line Hem Description Source Status Qty Price Total
1 BLANKET ORDER FOR LAB SUPFLI. Sourcing 1.0000 Each  2,000.000 USD 2,000.00
Complete

* PO Information

F's have heen created for this Requisition. To view the PO details for a specific Requisition line
€ clickthe triangle on the PO Details bar. Ifthere is no PO Details bar then that Reguisition line
does not have a PO created for it yet.

Eeturn to Manadge Reguisitions  Redquisition Schedule and Distribution
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Click the triangle n to expand the PO information line. The purchase order number
and the vendor will display. If you have a requisition from the Marketplace that has
multiple vendors, you will need to do this for at least one line for each vendor to find
the purchase order number since the requisition will become multiple purchase
orders. Description only will be 1 requisition, 1 purchase order.

Requisition Details

Requisition Name Requisition ID Unit Date Status Total
Fetersen - Fisher Scientific ROO0OOON36 LIM2AMH 01/23r2007  PQis) Created 2 00000
Line Hem Description Source Status Oty Price Total
1 BLAMKET ORDER FOR LAB SUPPLI. Sourting 1.0000 Each 2000000 USD 2,000.00
Camplete
= PO information Find | View &1l First [ 4 ot 4 [M] Last

PO Status Vendor Receipt Status
FISHER SCIEMTIFIC P Mot Received

PO No.
0001200052

ri L v nalion

012472007 0s 1.0000 2000.00000 LSO

Approved

P2's have heen created for this Requisition. Ta wiew the PO details for a specific Requisition line
0 clickthe triangle on the PO Details bar. Ifthere is no PO Details bar then that Reguisition line
does naot have g PO created far it yet.

Eeturn to Manade Reguisitions REequisition Schedule and Distribution

Step 6. To return to Manage Requisitions, click the “Return to Manage Requisitions” link
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