CREATING A FILTER FOR OPEN PURCHASE ORDERS 

Select Purchasing/Purchasing Activity.
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Set your Filter to Current Fiscal Year and select the Filter icon to the right of your screen.
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Under Status type Open in the top and bottom boxes, then select Apply Filter.
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You should see all POs in Open status only.
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Click the Excel icon to the right of your screen. Select Export to transfer 
your data into an Excel document. Sort your data.[image: ]


To save your Filter - select Filters, highlight current filter, and select Edit Filter.
[image: ]

Under Filter Name - name your filter, then select Save and Apply Filter. 
(It is optional to add Filter Details)
[image: ]


*REMINDER: Once you have finished reviewing your Open POs, click on the Filters link to change your filter status to “Current Fiscal Year.”  This will allow you to view ALL your POs in Purchasing Activity. 
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