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1.  Type “21” for the Vendor PO Inquiry and press “enter”
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2.  Choose the option of how you want to lookup the purchase order and press “enter”

Note: Always use the default “C” for Current Purchase Orders.
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3.  Type the Vendor Number and press “enter”

NOTE: If you don’t know the vendor number, press “F6 Key” for Vendor Lookup.
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4.  Type the first part of “Vendor Name” and Press “enter”
Note: 
“Y” is the default for “On Hold” , “Registered”, and “Unregistered”
“M” is the default for “(M)aster File” (NOTE: “(S)taging File” will not have any  PO’s)
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5.  Select the vendor, type sequence number and “enter”
6. Press “enter” again to view the purchase order numbers for the vendor you chose 
7. Select the PO number you wish to view and enter the corresponding sequence, press “enter”.  Use the “F1 Key” to  

view the next set of purchase orders for that vendor.
NOTE: The “Stat” shows the status of the PO (i.e. INVD = Fully Invoiced, OPEN = PO open, CANCE = PO has been 

cancelled)
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8.  To view the PO details, press “F5 Key” for PO Lines, Press “F5 Key” for a view of Po line item details and press 
“F7 Key” to view additional comments. 

9.  Use the “F9 Key” Previous Screen to move back to the previous screen and the “F3 Key” to exit the purchase order 
view completely.


