RHIT/BANNER 2000

HOW TO IDENTIFY THE ORIGINATOR
OF A  PURCHASE ORDER
An automated lookup is available to buyers when it is necessary to identify the requisitioner of a purchase order.  
This lookup tool is needed, for example, when an invoice is received with no identifying department.
The user must have a Kerberos password to utilize this online tool.  

1. The user should access this web address: http://www.rose-hulman.edu/Users/groups/AdminSvcs/html/purchasing/PO%20Lookups.htm  A link to this site is available through the RHIT web site, under Administration, Administrative Services, Procurement Services.  The link is on the left identified as, “Purchase Order Lookups”. 
2. Reminders will be displayed to the buyer about this lookup tool.  The buyer should select “Click here for PO Lookup”.   

3. A screen will be displayed, prompting the user to enter the purchase order number.  It should be entered in the displayed format, with an upper case ‘P’, followed by the appropriate 7 numerals.  Hit, “enter”. 

4. The name and phone number of the buyer will be displayed.  
Only completed P.O.’s in Banner may be accessed.  If a purchase order is still in ‘incomplete’ status in a buyer’s folder, it may not be accessed.  
Only the originator’s name and extension will be displayed to the user.  The contents of a purchase order are considered proprietary.  
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