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View My Purchase Orders
Click Financial Management, Purchasing, View My Purchase Orders

What is View My Purchase Orders?
The View My Purchase Orders screen is a listing of
the current user's purchasing activity.

It allows individuals to check the status of their approved requisitions
print their purchase orders,

and monitor receiving records for the purchase orders,
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Skyward School District
1. A listing of approved requisitions

Horme Page | Purchasing | Wiew My Purchase Orders

View My Purchase Orders
Jor Mame

Al4 Cooper

[ ion

Murmkby 0
Test Requisition

0000002285 | APP

entered by the current user displays in the browse.

Amaount

Thursday, August 21st, 2008

Back

Filter
Dptions

Print
MNotes
Attach

Entered By
543.76 | Allen, Jared

0030000031

2. Click to expand the purchase order. J
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Skyward School District

User Marme: Jared Allen

Thursday, August 21st, 2003:

Home Page | Purchasing | Wiew My Purchase Orders

View My Purchase Orders

ion
Test Requisition
Modify Details (displaying & of &)

[=] 0030000031

Expand Alf
= Master
Wencdor:

00000022585 | APP
Collapse Al

AMA Cooper
311 Trinity Blved BLDG Bldg
Grand Prairie TX 75050

Group;
Entered Date:
Fizcal Yeat:
Accounting:

{003} Jefferson Elem

08/21,2008

2008 - 2009

Account allocation by total requisition amount.

The user can view the PO master information,
detail line items, account distribution,
approval history, receiving records,
and notes by expanding the appropriate level.

This concludes the tutorial.
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=l Line kems
Line Hbr. Catalog Code Description
100 18X-377 Test tem
=l Accounts
Account
10E 103 411 120000 000
Approvals
Receiving Records
Hotes Add hotes

Back
il
Options
3 1 Print
A4 Cooper " Notes
a copy of the purchase order may be printed. checld
Ship T
MNote: The electronic signature (eSign) will not appear
e unless the eSign password is entered.
Ship Date: 08/21/2008
Ship Wia:
Ecommerce Redg HO
Orodered: HO
E-mailedPrinted: HO
Invoice To: {Default) Invoice To: School District of Bloomer 1310 17th Ave

Bloomer, Wl 54724 715-568-2500
# of Line tems: 1
# of Accounts: 1

#of Approvals 0

Completed:
Guantity Uof M Unit Cost Total Cost Co
1 54376 54376
Acct. Amit. Acct. Pct.
$543.76 100.00%
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