
Screen 201

This screen shows the Purchasing Main Menu.  You may access screens from the manus or by directly typing the screen number 
you need into the “Screen:  _____” prompt located at the upper left of the screen. 



Screen 2QM

This screen shows the Purchasing Inquiry Menu.  This screen is a nice reminder of the different screens available for Inquiry.  
You may access screens either from the menus or by directly typing the screen number you need into the “Screen:  _____” 
prompt located in the upper left of the screen.



Screen 202

This screen is used to search for a vendor number when only the vendor name is known.  For more information on how to use 
this screen, see the notes for Screen 102 in the FRS - Accounts Payable Training.



Screen 203

This screen displays all vendor information on file, just as Screen 103 in A/P, except that the Remit To (Payment) Address and 
the Order From Address are displayed on this screen.  Screen 103 only displayed the Remit Address.

You may search for a vendor (similar to the search done on Screen 202) by entering the vendor name or part of a name at the 
“Vend:  _______________” field.  Once the proper vendor is chosen from the display list, you will return to the screen you 
entered the search from (in this case, Screen 203). 



Screen 250

This screen displays the Requisition header information for a specific requisition.  The Purchasing department enters requisitions 
from forms sent by departments on campus.  If you need to change something (vendor, quantities, price, etc) on a requisition 
after it’s been entered, you must contact the Purchasing department to process a change.

If a PO has been created for this requisition, the number is listed in the “Ref No:” field on this screen.  Once a PO has been 
created, a PO change order must be entered by the Purchasing department for any changes that need to be made.



Screen 258

This screen displays the Requisition detail/line information for a specific requisition.  The Purchasing department enters 
requisitions from the forms submitted by departments across campus and they are the only people on campus who have the 
authority to change anything on a requisition once it’s been entered.



Screen 220

This screen displays the PO header information for a specific existing PO.  The Purchasing department creates PO’s and they 
are the only people on campus who have the capability of changing anything on a PO (vendor # or amount).

To access information on this screen, a PO number must be entered on the context line and then hit the “Enter” key and the 
remaining information will be displayed.

PO Header information includes, but is not limited to, the vendor with which this PO is for, the buyer who entered the PO, the 
date of the PO and the type of PO.



Screen 228

This screen displays the PO detail/line information for a specific existing PO.  The Purchasing department enters PO’s and the 
are the only people on campus who have the capability of changing anything on a PO (vendor # or amount).

To access information on this screen, a PO number must be entered on the context line and then hit the “Enter” key and the 
remaining information will be displayed.  Up to 3 lines of detail will be displayed at a time.  To see additional line items, hit the 
“Enter” key to take you to the next 3 lines.

PO Detail information includes, but is not limited to, each item ordered from this vendor on this PO and the quantities and 
details regarding those items.


