Purchase Order by Our Reference


Purpose

To provide a process for programs to find a Purchase Order (PO) number for Agreements, Grants and IAS commitments using the “Our Reference” field. APHIS populates the “Our Reference” field with the agreement number; the IAS feeder system populates the field with the contact number.

Roles Required

Purchasing Reporter and Purchasing Evaluator.

Process:

· Click on the Purchasing tab
· Click on the Purchase Reports tab 
· Click on the Purchasing Reports on the left hand side of the screen, will list reports available.

[image: ]

· Click on List Purchase Orders
· Click on Dynamic Selections 
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· Click on the drop down arrow (   ) by Purchasing Document Header
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· Scroll down the list until you find “Our Reference”, it is about half way through the list. 
· Double click on Our Reference
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· Enter an agreement number in the Dynamic Selections, i.e., 1294190061CA.  You can also use an IAS contract number; do not enter the “AG” and remove all spaces and dashes.
· Click on Execute  
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· The PO will be shown for the requested agreement/contract number
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· Double click on the Purchasing Document (Purch…) document
· You will receive the following screen.  There are three parts to the information provided here (explained below)
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· Header – this section is closed when the screen comes up, the various tabs show fields that were required at the time the PO was created.  This information is not typically needed.
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· Items Overview – shows the obligation information.
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· Item Detail – Provide costs and payment information.  Click on the different tabs to see what they contain.  The Purchase Order History tab to see the payment and the Account Assignment tab to find the accounting information.  You can also drill in the payment document.

· If you have a purchase order showing more than one line of accounting you can move to each line.    
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