
PO approver 
APPROVE PURCHASE ORDER

1 	 Search for purchase orders with a status of 

Entered. Using the left hand results panel, 

click on supplier to expand list of purchase 

orders, click on PO to view.

2 	 Review invoice document by clicking on the 

attachments button. 	

(Refer to next page for steps 2a, 2b, 2c.)

3 	 To view lines in detail click anywhere on 

the line

4 	 View comments and history if required

5 	 Reject PO back to originator if necessary

6 	 Click Approve when finished reviewing details
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PO approver 
APPROVE PURCHASE ORDER

2 	 Review PO documents if there are any by 

clicking on the attachments button. 

a 	 Click the paperclip icon next to the document 

you wish to view. 

b 	 The document will load in a new window 

(you can leave this window open). 

c 	 To return to the PO screen click back to 

PO document button. 
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