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Using Standard Comments in a PO 1.2
Supplemental Job Aid
Date: 10/03/2014
Target Audience: Department Buyer and Department PO Processor
Purpose: This Supplemental Job Aid provides Department Buyers and Department PO Processors with instructions for entering standard comments in Purchase Orders.
[bookmark: _GoBack]Using Standard Comments in a PO:
Navigation: Main Menu  eProcurement  Buyer Center  Manage Purchase Orders  Add New PO

This Job Aid assumes that the reader already knows how to search for an existing PO or create a new PO, and focuses only on adding standard comments to an existing or new PO.
· To create a new PO and add a comment to it, click the Add a New Value tab and complete the relevant data to create the new PO
· To add a comment to an existing Purchase Order, click the Find an Existing Value tab and complete the relevant search criteria

When Standard Comments need to be added to a new or existing Purchase Order, they must be added at either the Header level or the Line level.  

Part 1: To add a comment at the Header level:



Step 1: Click the Add Comments link on the Maintain Purchase Order page:
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The PO Header Comments page opens.  



Step 2: From this page, click the Use Standard Comments link:
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The Standard Comments page opens. 




Step 3: Click on the Comment Type Lookup Icon:

The “Standard Comment Type” List results are displayed. 


Step 4: From the ”Search Results” list, select any one of the Standard Comment Types listed:
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Step 5: Click on the Comment ID lookup icon

Step 6: From the search results displayed, select the desired Standard Comment ID:
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The comments are populated to the “Comments” box.  



Step 7: Click OK

The PO Header Comments page opens:
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The displayed comments can be modified or edited as needed.  



Step 8: To add more comments, click the “+” sign icon to the right of the Inactivate button

Step 9: Click OK in the PO Header Comments page to finalize 

The Maintain Purchase Order page re-displays:
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Part 2: To add comments at the Line Level:

Step 1: Click on the Line Comments (bubble) icon, located beside the Schedule icon:
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The PO Line Comments page opens. 

Step 2: To add a comment, click the Use Standard Comments link:
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The Standard comments page opens.


Step 3: Click the Comment Type Lookup Icon.  

The Standard Comment Type List results are displayed.  



Step 4: From the ”Search Results,“ select any one of the Standard Comment Types listed: 
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Step 5: Click on the Comment ID lookup icon
  


Step 6: From the search results displayed, select the desired Standard Comment ID:
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The comments are populated to the “Comments” box.  



Step 7: Click OK to return to the PO Line Comments page:
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The displayed comments can be modified or edited as needed.  



Step 8: To add more comments, click the “+” sign icon to the right of the Inactivate button

Step 9: Click OK in the PO Line Comments page to finalize

The Maintain Purchase Order page re-displays:
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