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MANAGE ORDERS 

 

The Manage Orders section of the system will allow the Vendor User to view and print Purchase 

Orders issued by CU.  Also, the Manage Orders section will provide receiving information related to 

shipments from the Vendor organization to CU. 

 

The Manage Orders feature shows Purchase Orders when they reach the “Dispatched” status within 

CU’s system.  Therefore, only Purchase Orders that have been approved by CU and issued to the 

Vendor will be available to the Vendor User.  Likewise, the system shows receiving information 

only when the “Receipt” has been completed in CU’s system. 

 

There are various methods for the Vendor User to search and retrieve Purchase Order and Receipt 

information.  An illustration of these features is described below. 

 

View Purchase Orders 

 

From the Menu, click on the Manage Orders hyperlink. 

 

Doing so will expand the Menu in the left hand window pane with icons on the right hand side of the 

page.  Click Purchase Orders.  Either hyperlink may be selected. 
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The Purchase Orders – Filter Options page will be displayed. 

 

This page allows the Vendor User to define any combination of Search Criteria to retrieve Purchase 

Orders for the Vendor organization. 

 

Available as Search Criteria or Filter Options are the following fields: 

 

1. From PO ID, To PO ID – if the CU Purchase Order ID number is known, populate this in 

the search field.  If searching for a single PO number, enter that number in both the From and 

To PO ID fields.  These fields can be used to search for a range of Purchase Order Numbers, 

or for a single PO Number.   

 

2. Item ID – This field can be used if the CU Inventory ID number is known and will search for 

POs that contain that Item ID. 

 

3. From Date, To Date – using these date fields the Vendor User can search for POs that have 

been issued within a desired date range. 

 

4. Buyer – search for POs issued by a specific CU Buyer. 

 

5. Contract ID -  search for POs that were issued through a CU Contract with the Vendor 

Organization. 
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After entering the Vendor User’s desired search criteria, click the                button to retrieve 

Purchase Orders that meet the entered Search Criteria. 

 

 

Once the Search Criteria has been provided and the Purchase Orders have been retrieved, the 

Purchase Order List page will be displayed. 
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The Purchase Order List page has two tabs – the PO Details tab and the Header Details tab. 

 

The PO Details tab displays the Purchase Order number, Status, Dispatched Date/Time, number 

of PO Lines, and the PO Total Amount.  Also the ability to View a PDF copy of the PO is 

available from this tab. 

 

The Header Details tab displays the Purchase Order number, the Purchase Order Date, the 

Buyer and the Payment Terms. 

 

 

 

 

Click on the Purchase Order number hyperlink to view more details about a specific PO.  This 

action will display the Purchase Order Details page. 
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The Purchase Order Details page shows general Purchase Order “Header” information, as well as 

Purchase Order Line and Invoice information. 

 

The top portion of the page displays general information about the PO such as the PO number, PO 

Date, Payment Terms and Total Amount. 

 

 

 

The middle portion of the page displays the Purchase Order Line information.  This information is 

spread across three tabs:  Line Information, Line Details and Contract Info.  The information 

contained on each tab is summarized below. 

 

Line Information tab:  Line number hyperlink, Inventory Item ID, short Description, Quantity 

ordered, and total line Amount.    The full item ordering description can be viewed by clicking on 

the Comments icon        . 

 

Line Details Tab:  Brand and Part number ordered 

 

Contract Info:  if the PO is associated with a Contract, the Contract ID and Line Number will be 

displayed on this tab. 

 

The lower portion of the page contains the Invoice List box which contains a listing of Vendor 

Invoices that have been issued against the Purchase Order.  The Vendor User will only be able to 

view invoices that have been received by CU and entered into the system. 

 

The Invoice number hyperlink, Invoice Date, invoice Amount, Due Date and CU’s Voucher ID 

will be displayed in the Invoice List area.   Voucher is CU’s identification number that represents the 

claim to pay the invoice.  This is not the check number. 
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From the Purchase Order Details page, if the Line number hyperlink is selected, the PO Line 

Schedule information will be displayed. 

 

 

The Purchase Order Schedule page displays the schedule or shipping information for the PO Line.  

Key information available on this page is Due Date, Ship to Address, Ship Via, Freight Terms, 

Unit Price and Amount. 

 

 

By clicking on the Due Date hyperlink, the Vendor User can drill into Receipt Information for 

this PO Line.  To return to the Purchase Order Details page, click                                       ...   

        

 

Additionally, from the Purchase Order Details page under the Invoice List area of the page, click 

the Invoice number hyperlink to view details regarding the Vendor’s Invoice. 
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The Invoice Details page will be displayed.   From this page, the Vendor User can view payment 

details including Invoice Number, Unit Price (payment amount) Scheduled to Pay date, Amount 

paid, and payment Method. 

 

 

 

Use the                                          hyperlink to return to the Purchase Order Details page for the PO 

you are viewing or use the                                     hyperlink to return to the Purchase Order List 

page that displays the list of purchase orders that were initially retrieved. 

 

 

 

From the Purchase Order List page, the Vendor User has the option to use the                  button to      

view a copy of the Purchase Order in PDF format.   

 

Click the                button the desired Purchase Order.  
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The following message box will appear.   

 

 

 

This message is indicating to the Vendor User the process to generate the PDF copy of the Purchase 

has been initiated and is running in the background.   The process takes approximately 30 seconds to 

1 minute to finish running.    The Vendor User should click the                      button on the message 

box and remain on the Purchase Order List page.   After waiting approximately 30 – 45 seconds 

for the background process to finish, the Vendor User should click the                 button again for the 

desired Purchase Order. 

 

 

 

Click a 2
nd time 
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The PDF copy of the Purchase Order will be displayed in a separate window.  The Vendor User can 

view, print or save the PO to a local workstation if desired. 

 

 

 

 

Use the                        hyperlink to return to the Purchase Orders – Filter Options page to use 

different Search Criteria for additional purchase order retrieval. 
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View Receipts 

 

The term “Receipts” in this manual refers to the receiving of a shipment of goods or services, from 

the Vendor organization, into CU’s procurement system. 

 

From the Menu, click on the Manage Orders hyperlink. 

 

Doing so will expand the Menu in the left hand window pane with icons on the right hand side of the 

page.  Click View Receipts.  Either hyperlink may be selected. 
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The Review Receipts – Filter Options page will be displayed. 

 

 

 

This page allows the Vendor User to define any combination of Search Criteria to retrieve Receipts 

for the Vendor organization. 

 

Available as Search Criteria or Filter Options are the following fields: 

 

1. From Receipt Date, To Receipt Date – populate the receiving date or Receipt Date.  This 

field can be used to search for Receipts entered into CU’s procurement system between the 

two dates. 

 

2. From PO ID, To PO ID – if the CU Purchase Order ID number is known, populate this in 

the search field.  If searching for a single PO number, enter that number in both the From and 

To PO ID fields.  These fields can be used to search for a range of Purchase Order Numbers, 

or for a single PO Number.   

 

3. Shipment Number – Use the Vendor’s shipment number as search criteria. 

 

4. Item ID – This field can be used if the CU Inventory ID number is known and will search for 

Receipts that contain that Item ID. 
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After entering the Vendor User’s desired search criteria, click the                button to retrieve Recipts 

that meet the entered Search Criteria. 

 

 

 

 

Once the Search Criteria have been provided and the Receipts have been retrieved, the Review 

Receipts – Receipt Lines page will be displayed. 

 

Key Receipt information such as the Receiver ID, Received Date, PO Number, PO Line Number, 

Received Quantity, and Receipt Status are displayed on this page. 

 

Click the                     hyperlink to go back to Review Receipts – Filter Options page to change the 

search criteria and retrieve a different set of receiving information. 

 

Or, click on any Receiver ID hyperlink to review the Receipt Details. 
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The Review Receipts – Receipts Details page will be displayed. 

 

This page displays receipt details such as the Receipt date and time, Packing Slip Number, the 

Quantities that were received, accepted, or rejected and related Purchase Order Details for that 

receipt. 

 

 

 

 

 

Click the                             hyperlink to return to the Receipt list to view additional receiving 

information on other Receipts. 

 


