Navigation Changes for Purchase Order search

Overview of Menu Changes

Before the change, the Purchase Agreements tile was included on the main menu.

Me Contract Management Payables Procurement Tools Hertz FAH Legacy COA Translation Others
QUICK ACTIONS

Process Requisitions

B (D

R Purchase Orders ) N )
Purchase My Receipts Negotiations Suppliers
Requisitions (New)

Purchase Agreements

__‘ Suppliers

+

Requisition Lines

Updated Navigation Process
After the change, the Purchase Agreements tile will be removed from the main menu. To access
Purchase Orders, use Quick Actions and select Purchase Orders to navigate to the PO search
screen.
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Perform your search as usual in the PO search screen.
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Search Results
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No results found

Columns Hidden 49

Search results appear on page.

NB - Once you have finished looking up Purchase Order details, to avoid getting a blank screen,
ensure you click the <Home> button to return to the Main Menu.
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If you click the@ icon to exit the page, you will get a blank screen and you will then need to
click the <Home> button to return to the Main Menu.

To perform additional PO searches, use Quick Actions > Purchase Orders to navigate back to
Purchase Order screen.
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