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(1) Shortcut to the Workflow Dashboard & Receive PO Function

he middle section of the dashboard allows you many options of selection criteria.
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You can select the status of Pending Approval (2) then click on (3) to display all of your Open
PQO’s that are currently not Approved.
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Don’t know what the Purchase Order number is or if it is available to be received?
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From the PO Dashboard click on (4) Not Received hyperlink.

Not Received; Will display all of your Open Purchase Orders that have not yet been received.
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Locate the Purchase Order you need to Receive

(5) Click on the PO# Hyperlink to open the Purchase Order
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With the Purchase Order open on your screen, go to (6) [Data Reports and select Receive PO

This will open the same screen shortcut on the PO Dashboard — Receive PO

With the Purchase Order number selected, click on (7)
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If your purchase order total amount ends up being greater than the actual goods or services, and
you have added a memo noting the invoice is less than the purchase order, the purchase order
will be manually closed by accounting.

Accounting will only manually close purchase orders when you have set the type to be final
invoice.
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