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Entering a Purchase Order – Process Steps:
1. Type “4” for Purchasing and press “enter”
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2. Type “2” and press “enter”.  (Note: ALWAYS use option 2 for keying in new PO’s)
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3.  Go to “Vendor Number Lookup” for next step if you don’t know the vendor number.

4.  Vendor Number:

a.  Once you have selected your vendor number from the “Vendor Number Lookup” you will be brought back to this 
screen with your vendor number listed.

b.  OR if you know the vendor number, Type the Vendor number.
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5.  Type the Batch ID and press “enter”.

NOTE: The Batch ID should consist of “Your School Code Number” + “Current Date” or “Your Initials” + 
“Current Date” (Example:  Bell Fork Elem is code 304 and the date you are keying in the PO is 2/21/07, you 
would use “304022107” or by your initials “DAH022107”). 
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6.  This Screen will only appear if the vendor you selected is a Registered E-Procurement Vendor.   

7.  Disregard this “POPUP” screen.  Entry of orders through the E-Procurement Website has not 
been implemented in this initial phase in Onslow County Schools.   Additional training will be 
provided prior to implementation of the next phase.   Note: This popup screen will only show 
if the vendor is a Registered E-Procurement Vendor. 

8.  “Enter” to get the next screen
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9. This screen will automatically show the vendor name and your default “Deliver To” and “Ship To” information.  
Verify that this information is correct.  Note:  If the order needs to be shipped to “Fixed Assets” for tagging 
purposes, change the “Ship To” code to “000”.
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10.  Acct: Type “your budget code” and press “Tab Key”. (Note: You don’t have to key in the decimals as the system 
will automatically show the decimals)

11.  Desc: Type “Funds or Supplies” (i.e. “Instructional Supplies”, “Instructional Funds”, etc) and press “Tab Key”
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12.  Reference #1: Type “X” and press “Tab Key” (NOTE: This is a “X” required field)

13.  Reference #2: Type “Your Initials” or “School # or Initials” and press “Enter”
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14.  NOTE: DO NOT use the “F6 Key” for Header Comment, and the “F7 Key” for Line Comments on the 
Entry/Adjustment Screen. Registered E-Procurement vendors DO NOT receive any information that is keyed on 
these screens even though it prints out on your purchase order. ALL comments must be keyed in on the “F5” detail 
line screen using the “F7 Key”. 


