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Emailing Purchase Orders 

Escape software supports emailing purchase orders to vendors. If the District is currently 
using the "standard" purchase order, SCOE IT can turn on this functionality as soon as the 
set up shown below is finished. 

 
Update Vendor Record with Email Address 
 
Go to Finance-Purchasing-Vendors 

• Enter Vendor Name 
• OR Enter Yes Active field to Search for ALL 

                  
 

• From the list open the record 
• Open line in Addresses 
• Add Email Address or PO Email Address if different from PO Email 
• Enter Yes in Email PO field 
• Save/Close 

        

Quick Start 
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Vendor Search 
 
After Email added and Email PO? is set to Yes, you can search for all vendors with emails 
 

• Section 2 – Vendor Address Information 
• Enter Yes in Email PO? Field 
•                   
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Vendor Requisition Attachments  
 
Additional information can be sent to the vendor by using the Attachment Tab 
 
Go to Finance-Requisitions-Vendor Requisitions 
 

• Click New to create a New Vendor Requisition 

 
 

• Enter Requisition criteria 
• Enter the Order Type 

• Blanket PO, Direct Payment, PO w/o Receiving or PO with Receiving 
• If PO with Receiving is selected, the items must be received in Receive PO 

Items before the payment can be processed  
 

Go to Finance-Purchasing-Receive PO Items 
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• Enter Items 
• Enter Accounts 
• Open Attachment Tab 
• Click New to add attachment; You have the option to include or not include 

attachment when sending email to vendor 

 
 

• Use the Browse button in File to Attach field to locate file 
• Many file types are allowed such as pdf, jpeg, word, excel, etc. 

 

 
 
 

 

 

Change “Include With Emailed PO” 
to YES to include attachment in 

email to vendor 

• Click on file in dialog 

box then Click Open 

to attach file 

•  

• Save/Close or Submit 

as usual 
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Example List of Requisitions with Attachments 

From the List you can click on the quick link in the Open Attachments column to view 

attachments without having to open each requisition. 

 

• Click on the attachment you want to view 

• Click OK to download and open 
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“Print” Original PO to Email or Print PO 
 

You still have the option to Print or Email and still print a hard copy if needed 
 
     Go to Finance-Purchasing-Print Original POs 
 

• Click Go to get list of POs that need to be printed or emailed 
• Notice the Print Option depends on vendor setup 

o Enter Email Only 
o Click Go 

 
 

• Go to Task to select Print or Email Forms 
• POs that will be emailed will be listed 

 
 

Quick Start 
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• Can still print hard copy if needed 
• Both Print Options will have the Authorized Signature.  No more waiting for original 

signature since it’s already been approved electronically 
 
Example PO with Authorized Signature 
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Receive PO Items 
   
 Go to Finance-Purchasing-Receive PO Items 
 

• Enter Reference Number or Purchase Order Criteria for one or multiple POs 
• If all items received, change Receive All to Yes or leave as No if partially received 
• Click Go to create a list of PO with items to receive 

 
 

• Click in the Rcv Now field to indicate number of items recieved 

  
 

• Go to Task to post Items 

 
 
 

Quick Start 
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How to Create a Search Favorite 
  Go to Finance-Requisitions-Vendor Requisitions 

• Enter Search criteria 
• Click Go to create list 
• If the results are as expected click on Favorites 
• Click on Manage to create favorite 

 
 

• Click +Add 
• Name your favorite 
• Auto Go means the search will automatically launch when favorite selected 
• Default Favorite will be your default every time in the screen 

o This can be helpful when in multiple fiscal years  
•  Click Apply Change 
•  Click Save 

 
 

• Your Favorite is now available to select 
•  Can make 20 Favorites per search or report 

 
 

Create Favorites 
to Save Time 
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Notifications Preferences and Proxy Setup 

*Must be on Escape Home Page to setup 

Go to Action – My Settings – Click on Notification Messages 

           

• Choose desired Notification Messages for each item 
• Use drop down to select Message Center, Email or Both 
• Default is Message Center Only setup in Org Record 

         

Go to Action – My Settings – Click on Change Proxy Approver 

If approver is out of office and Proxy Approver is needed: 

• Type the Escape User ID or use the drop down menu to select the Proxy Approver  
• Enter Expire Date:  Usually date return to office 

 
 
 
 
 

 

 


