Purchase Order Inquiry - How To Find/Save/Print
POs in DASH

1 Click "Procurement”, or click the ">" to see more options.
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2  Click "Procurement”
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3  Click "Purchase Orders"
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4  Click "Tasks" icon.
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5 Click "Manage Orders"
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6 The "Buyer" field defaults to your name. Click the "Buyer" field, and delete the
default buyer name.
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& Alert! If you do not delete your name from the "Buyer" field, then enter a search
value into another field, no search results will appear. You must remove your
name from the "Buyer" field first, then enter a keyword, supplier, PO#, Reg#, etc...

@ Tip! After removing the buyer name, you must enter a value into at least one
required search field. The standard search fields are: Keywords, Supplier (Name),
Order (PO#) or Requisition (Req#).



7 If you click "Search", with no values entered in the search fields, you will get an
error.

rom DEV7 on July 26.
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The error is a red outline around the required search fields. If you see the red
outline, you have not entered a value in at least one of the required search fields.
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In the example below, search by supplier by clicking "Supplier" and typing the
supplier's name.
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Mo results found.

10  Supplier names will populate in the drop-down menu. Select the supplier.

4 Search

o Keywords | |

Procurement BL | UT Procurement BU |
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Supplier | ABC Monograms, LLC ':L‘

X

Buyer ABC Embroidery GO00218

ABC Hospitahty, LLC 8000220

ABC Monograms, LLC 6000221 DBAABC MOMOGRAMS LLC

Search Results ABC PARTY RENTALS ING 8000222 DBA Diamaonette Farty Rental
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COrder Description ABC's of Life, Inc 000224
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11 Click "Search"
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12 All the POs for this supplier will appear in the Search Results. To review a PO, click

the "Order" number.
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13

To print or save a copy of the Purchase Order, click "View PDF"
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Tip! The PDF will download to your PC. You can then open, save, and/or print the

PDF.



14  Once you have saved/printed the PDF, click "Done".
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@ Tip! The following steps show how to use the "Order" field to search for results.



15 To start a new search, click "Reset".
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ABC Monogram.... 475,000.00 USD Open - 11252024
#BC Monogram... 475,000.00 USD Open - 1252024
#BC Monogram. .. 500000 USD Incompiete iz 12024

16 By clicking, "Reset", the "Buyer" field also resets to the default buyer name. You
will need to delete your name again.
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17 To look up a specific Purchase Order number, click the "Order" field and enter the
PO number.
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18 Click "Search"
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ABC Monogram.... T5,000.00 USD Open i 11i25:2024
ABC Monogram... 475,000.00 USD Open v 1252024

BC Monogram... 5,000.00 USD nemplete 1152172024
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19 Click the PO number, "PO010000000108"
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20 Click "View PDF"

[—'HE | |E ! QOrder Life Cycle

Pe————— -

Ordered

ipplier ABC Monograms, LLC Ordered  475.000.00 USD

Sit MARYVILLETH
er Site © ol Tax 0,00 USD
ontact "CHARLES LAYUS .

Total 475.000.00 USD
lethod N
=tho ane High-Performance Dilution Refrigesator [
Sy=stem Vi

Requisifion REQOO0G00000102

Description
cation UT System Campus

cation UT Tower_10_1048C

12



Tip! The PDF will download to your PC. You can then open, save, and/or print the
PDF.

21 Once you have saved/printed the PDF, click "Done".
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@ Congratulations! You have completed the PO Search Inquiry process. For
additional tips and instructions, see below.

@ Tip! To see a list of Purchase Orders, type the first three letters/numbers of the PO
followed by the % sign.



22  For example, enter "PO1%" and click "Search"
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23  The results will show every Purchase Order that starts with "PO1".
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¥ Search

Search Results

Actions v \iew v Format ;E Er 1 Detach Wrap

Order Description Supplier

POC100000000187 Trypsin (.25 Percent], phenol red LIFE TECHNOL ...
PO100000000135 LIFE TECHMOIL...
FO100000000185 Trypsin (.25 Parcent), phenal red LIFE TECHMOL. ..
PO100000000184 Test Description LIFE TECHNOL...
PO100000000182 Trypsin (.25 Parcent], phanol red LIFE TECHNOL...
PO100000000132 Containers: Container, 24 Size, Filterad Lid MEDLIME INDU._
PO100000000181 ACME Blockan...
PO100000000180 TRIZMAIR) BASE, PRIMARY STAMDARD AND EU SIGMA-ALDRIC. ..
PO100000000178 Catering Unlimited
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24 Click "Done"
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25 To return to the main menu, click the "Home" icon.
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Congratulations! You can now look up and save/print a Purchase Order by
supplier name, PO number, and partial PO number.
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