
PO approver 
ORDERING A PURCHASE ORDER

1 	 Search for purchase orders with a status of 

Approved. Using the left hand results panel, 

click on supplier to expand list of purchase 

orders, click on PO to view.

2 	 Click the order button.

3 	 In the popup window, select order method, 

Billing Details, Delivery Details and add any 

Special Instructions.

	 –	 if Print a pdf of the PO will open in a new 	

	 window, print as you normally would.

	 –	 if Email select person from Attention	

	 dropdown.

4 	 Click save to order, cancel to return to main 

window.
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