LOCATING KUALI PO NUMBER USING SCIQUEST & FRS PO #'S

1) Main Menu — Custom Document Searches — Purchasing/Accounts Payable — Purchase Orders

meW“ selacted Tab s - Kuall Portal lndex - Windows intornet Explorer
| Fuali
financial systemsas Al

actian e | (5 doc sewrch |

Meszage Of The Day

July Month-End close has been changed by one day - processing begins at 6:00pm A t 6. The Sy will be down S
Mumtenance - Operating System Upgrade.

Capital Asset Management
e izzer Hartsrance
Financial Processing

Purchasing / Accounts Payable

fmooes Irimoe Setas

Zaxiners BACNEsla
Surshase Orders
Lmcwivmg
e~

ercior Credt Mesos

Purchasing / Accounts Payable

e Syl Seceiving
Sulk Saceeing

a Festenct Maranes bow e

2) Organization Document Number — Enter the Sciquest or FRS PO number (Sxxxxxx,
Pxxxxxx) — Press enter or click the search button at the bottom of the screen - AFE’s will
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here, they did not transfer to Kuali and will need to be paid with a Disbursement voucher
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3) The PO information will appear at the bottom of the screen — the Kuali PO number is in the
fourth box from the right and begins with a 2 — write this number on your invoice and send
the invoice to AP for processing — If nothing shows at the bottom of the screen, the PO did not
transfer from FRS and will need to be re-created in Kuali or paid on a disbursement voucher

Tutal Amuumt:
Searih Reault Typa:  *
Hame tiis swassh (nptinmal |

Ducement/Notification. Oecumest  IERAOMANEN  pyrchoge
14 Reacription "l by Qrider ¢

are wons

b e madulaal | XML

Purchess  Cantrac) . Unireraity Lhart Accoust Qrasoigation Iotal Seute
Ordar.States Mansaer Charl/Ors Yendor Flacal Tesr Leen Code Mwmber [ Amount Log

e

¢ Tegted ey SN -



