
PO Entry – “F5” PO Detail Screen

Onslow County Schools Purchasing Dept

Online Purchasing Training



1.  Press the “F5 Key” to enter the PO line details

PO ENTRY PO ENTRY –– ““F5F5”” PO DETAIL SCREENPO DETAIL SCREEN



2.  Press “enter” to get the first line item (or next line item if keying in multiple lines) 

PO ENTRY PO ENTRY –– ““F5F5”” PO DETAIL SCREENPO DETAIL SCREEN



5.  Be sure to indicate your state contract #, quote #, quotes on file, sole source document on file, not on contract, etc. 
(NOTE: This information only has to be entered on the first line item)

6. See Commodity Codes and Unit Of Measure pages for more information.

3.  Type the required information (Qty, Unit Cost, UM, Item Description, Vendor Item#, Commodity Code)

4.  Press the “F13 Key” (Shift + F1 Key) to look up the unit of measure listing

PO ENTRY PO ENTRY –– ““F5F5”” PO DETAIL SCREENPO DETAIL SCREEN



7. ONLY Press the “F7 Key” if you need more lines.

PO ENTRY PO ENTRY –– ““F5F5”” PO DETAIL SCREENPO DETAIL SCREEN



1.  Press “enter” to get the first four comment lines.  

PO ENTRY PO ENTRY –– ““F5F5”” PO DETAIL SCREEN COMMENTSPO DETAIL SCREEN COMMENTS



2.  Type your comments and press “enter.

PO ENTRY PO ENTRY –– ““F5F5”” PO DETAIL SCREEN COMMENTSPO DETAIL SCREEN COMMENTS



3.  Type your additional line item comments (Invoice Attn:, Reference State Contract #, Etc.).  When you have used all 
four comment lines or have completed your comments, press “enter”

4.  Press “enter” if you need additional comment lines.

5.  Once you have entered all your comments, press “enter”.  All additional line comments are displayed for your review. 

PO ENTRY PO ENTRY –– ““F5F5”” PO DETAIL SCREEN COMMENTSPO DETAIL SCREEN COMMENTS



6.  If you need to make any changes, type the “sequence number” in for the line that needs to be changed and press “enter”.

7.  Make the changes and press “enter”.

8.   Press the “F9 Key” Return to go back to the previous line item detail screen.

PO ENTRY PO ENTRY –– ““F5F5”” PO DETAIL SCREEN COMMENTSPO DETAIL SCREEN COMMENTS



1.  Make sure all line item information is correct and press “enter”

2.  If there are omitted items or incorrect information, the system will indicate it after pressing enter.

3.  If you receive a message at the bottom of the screen, press “enter” and correct your mistake, then press “enter again”. 
(Example: I left off the commodity code which is a required field)

PO ENTRY PO ENTRY –– ““F5F5”” PO DETAIL SCREEN LINE ITEMPO DETAIL SCREEN LINE ITEM



4.  Enter additional PO line items if needed and after all items are entered, press the “F9 Key” to update the PO Lines and 
return to the PO header page.

PO ENTRY PO ENTRY –– ““F5F5”” PO DETAIL SCREEN LINE ITEMPO DETAIL SCREEN LINE ITEM



5.  Verify all information is correct for totals and budget codes and press “F20 Key” (Shift + F8 Key) to update the 
purchase order.

6.  Type “Y” if you get the question “This PO Is Over Budget – Update Anyway?” and press “enter”.

PO ENTRY PO ENTRY –– ““F5F5”” PO DETAIL SCREEN LINE ITEMPO DETAIL SCREEN LINE ITEM


