Go into Shop Catalogs. (Click on Shop Catalogs from the Procurement and Accounts Payable screen.)
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Click on Documents and then click on “Search” and then “Purchase Orders” on the left-hand side of the
Shop Catalogs screen.
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Type the PO number in the Quick Search field. If the PO wasn’t created in the last 90 days, be sure to
change that. Click on the magnifying glass to search or just hit enter.
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1 = Search Purchase Orders

ro Quick Filters 1

[+] Supplier
FISHER SCIENTIFIC CO

[T vim inremnaTionaL
office Depot

A7 U
COW Government LLC.

<> .

PO Status

Completed

Pending

Department

€0-1682 (C0-1682)
€0-6030 (CO-6030)
€0-1872(CO-1872)
€0-1680 (CO-1680)

€0-1620 (CO-1620)

PO Owner

David, Timothy Frank

Gostello, Kathiyne A

Click on the

Orders b Search »

to Edit Search

Search Details

Search Terms
Keyword
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Filtered by

Type:

Type

Purchase Orders

Date Range

Searcl

‘Save New Search

PO number.
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PO Number ¥ Supplier
7 office Dapot

Natl Western Stock Show

Fort Collins Winlectric

COW Government LLC.
MaMaster-Carr Supply Company
Life Science Products (COLO)
MMeaster-Carr Supply Company
VWR INTERNATIONAL
McKesson Medical-Surgical Inc.
MaMaster-Carr Supply Company
COW Government LLC.

MSC INDUSTRIAL SUPPLY
FISHER SCIENTIFIC CO

VWR INTERNATIONAL

Purchase Orders
Date Range: All Dates

Refine Search Results

Export Search

Showing 1 - 1 of 1 Results
5 Results Per Page
PO No
v 638794 5%
?

Created Date/Time @
1/13/2021 33516 PM
1/13/2021 33410 PM
17132021 3:26:09 PM
1/13/2021 31207 PM
1/13/2021 3:0223 PM
1/13/2021 3:0213 PM
1/13/2021 3:0048 PM
1/13/2021 2:47:29 PM
17132021 24400 PM
1/13/2021 2:37:41 PM
1/13/2021 2:29:18 PM
1/13/2021 22853 PM
1/13/2021 2:14:48 PM

1/13/2021 2:14:37 PM

Supplier
QUARTZY INC

ALy

Clear All Filters
PO Status Requisition Number
Completed .
Completed -
Completed .
Completed .
Completed .
Completed .
Completed .
Completed -
Completed .
Completed .
Completed .
Completed .
Completed .

Completed -

Creation Date/T
4/10/2019 1:33 PM

Search (Ait+Q)

PO Owner
Jef Phillips

Diana L Fahrenbruck
Dennis M Cyberon
Tyler J Raybum

Rustin Paul Jensen
Kathiyne A Costello
Thomas Muetterties
Timothy Frank David
Barbara A Mawlawi
Byron Fritch

Quinn Hagy Nye
Stephanie Lynn Goldin
Timothy Frank David

Timothy Frank David
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Shipment Status
Sent To Supplier
Sent To Supplier
Sent To Supplier
Sent To Supplier
Sent To Supplier
Sent To Supplier
Sent To Supplier
Sent To Supplier
Sent To Supplier
Sent To Supplier
Sent To Supplier
Sent To Supplier
Sent To Supplier

Sent To Supplier

All Dates

Q-

Total Amount ¥

3578

4400000

31388

27197

2254

53185

3962

975.86

37542

12315

17696

2141

31984

89.82

Sortby:

ime

Requisition No.

usD

usD

usp

usD

usD

Usb

usD

usb

usp

usD

usD

Usb

usD

usb

Jenna €

Click on the 3 dots ... in the top banner (see screenshot below). FYI, on this screen you can also see
where and how the original copy of the PO was sent.
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Purchase Order + QUARTZY INC - 638794 Revision 0 = = 0 [ of 1 Results » I'4
Status Summary Revisions 1 Confirmations Comments Attachments Histor Add Con nt
Add Notes to History
General Information Document Status 1 Cancel PO
Finalize Revision
PO/Reference No. 638794 A/P status Open
nt Fax Version
Revision No. 0 wWorkflow ~ Completed
4/10/2019 1:34 PM) Close PO

Supplier Name QUARTZY INC Resend to Supplier

The system distributed the purchase order using the method(s)
Pur e Order ; indicated below the last time it was distributed: view
Date 471072019 See configuration for this purchase

Email (Plain Text)  orders@quartzy.com
otz 17288 ) ) ) Total (172.88 USD)

@ Distribution optiens have been overridden for this PO
Owner Name Jenna Crowell S ‘3 y

Distribution

- 4/10/2019 1:34 PM
Owner Phone Date/Time
Owner Ema Jjenna.crowell@colostate.edu Supplier Sent To Supplier -
17

Line Details

You will now see a new tab with the PO copy. Here you can print the PO (or save it) by right clicking
anywhere on the screen and selecting Print in Chrome—for other browsers you can do Ctrl-P. (To save
it, select print and for the destination select “save as Adobe PDF”—instead of your printer name, then
click on save and save it as the PO number). Remember to also print (or save) any attachments (see

below circled in green) if you need an official copy of the PO—they will not print with the PO on their
own.
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Purchase Order * 638794 Revision0 ~ = = @ 1 of 1 Results < >

Status mma Revisions @  Confirmations Shipments Comment:

Generl informtion Document status v

PO/Reference No 638794 A/P status open Detalle v
i er Status
Revision to 0 workie ~ completed Sent To Supplier
supplier Name QUARTZY ING B
The system distributed the purchase order using the method(s) indicated below the QUARTZY INC
Sder Dt 0/ last time it was distributed: view
ase Order Date 710/
Furehase rder D2 anoizore Total (172.88 USD) v
. Email (Plain Text crders@quartzy.com
otal 172.88 eauartzy Subtotal 172.88
o Jenna Crowell @ Distribution options have been overridden for this PO Shipping 0.00
Handling 000
Qwner Phone Distribution Date/Time 4/10/2019 1:34 PM

owner Ema Jenna.crowell@colostate.edu Supplier Sent To Supplier 2.6




