SAo Job Aid

Searching for a Purchase Order — Hold From Further Processing

When searching for a purchase order, users have the option to search for purchase orders that are on
hold.

Navigation: NavBar > Navigator > Purchasing > Purchase Order > Add/Update POs

NOTE: As option, you may also access this page from the Purchase Orders WorkCenter tile.

Purchase Order

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

¥ Search Criteria

*Business Unit | = + 46600 Q

PO ID | begins with
Origin | begins with ~

Purchase Order Date | = v
PO Status | = v v
Short Supplier Name | begins with +
Supplier ID | begins with v
Supplier Name | begins with v

Buyer | begins with +

o L O 0 L

Buyer Name | begins with

PO Type | = . v

Purchase Order Reference | begins with +

IHoI(I From Further Processing O

[ Case Sensitive

Basic Search @ Save Search Criteria

Once on the Purchase Order landing page, notice the Hold From Further Processing option.

» To search for purchase order that are on hold select the Hold from Further Processing option.
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Purchase Order

Enter any information you have and click Search. Leave fields blank for a list of all values.

I Find an Existing Value I ‘ Add a New Value

* Search Criteria

*Business Unit | = 46500 Q

PO ID  begins with

Origin = begins with

Purchase Order Date | = v
PO Status = ~ -
Short Supplier Name = begins with v Q
Supplier ID | begins with + Q
Supplier Name | begins with + Q
Buyer begins with ~ Q,
Buyer Name = begins with + Q
PO Type = v v
Purchase Order Reference = begins with +
hol(l From Further Processing I
LI Case Sensitive
Basic Search & Save Search Criteria
» Click [Search]
sarch F
Susiness  poID Origin Purchase Order  po gippyy  Short Supplier Supplier 1D Supplier Name Buyer  Buyer Namo PO Type Purchase Order Reference g;‘::"m"‘"""

» From the search results, notice “Y” located in the Hold From Further Processing column.
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