
Page 1 of 4 
  7/8/2011 
 

Purchase Order Pages 
 

The following screenshots are provided to supplement the ASSIST step-by-step 
procedures to create a purchase order in the Financial System.  Be sure to sign up for 
the Purchasing Experience course to gain access to the training database and practice 
with the pages to “experience” the process.  The facilitator can also assist you with your 
specific questions. 

 

 
 
 

 

PO Sign-On Page 

PO Page 
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PO Defaults Page 

PO Schedule Page 
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PO Header Comments Page 

PO Matching Page 
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PO Header Details Page 

Vendor Details Page 


