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Accounts
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Account Type Object Code

A 1000-1999

L 2000-2999

E 6000-6999



RECEIVING
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Receiving
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● Process - Sign purchase order and upload to Q drive 

folder with required documents. Name file with PO number 

first and vendor name second. Ex.1121800008 Gateway

● Required documents - PO signed with notes if needed, 

invoice or receipt, all travel documents for travel PO’s

● Backorders, reversals, etc. - required notes written on PO 

copy indicating backorders, cancelled items, reversals, etc. 

Once PO closed/liquidated/reversed, funds cannot be 

encumber in same PO. 



● Save - Save your work before you submit, editing is not 

available after you submit a purchase order.

● Denied PO - PO’s that are denied are able to be edited 

for resubmission. Do not type another PO, not 

necessary.

● Cloning - Only if you want to make the exact order.

● CIP/DIP - Add as an attachment instead of on the PO 

description.

● Printing PO’s - You have the ability to print your PO’s

Purchasing
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Main Menu > Purchasing > Print 

Purchase Orders
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Status must be on ‘O’ for Open and the Post 

Date Range should be selected for the day 

the PO’s were batched.

Open

Date
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● Move in whole dollars 

● Verify status 

● Denied amendments will remain on system 

Budget Amendments 
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Status on Budget Amendment
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Question & Answers 
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