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All ePro end-users have the menu option PO Inquiry.  This PO Inquiry option allows the end-user to view all 
purchase orders (including those orders that have a status of “complete”) funded by any department.  The end-
user has the ability to search by purchase order number, purchase order date, vendor name/number, or various 
other options. 
 
Pathway:  ePro > PO Inquiry 

 
 
 
To view a specific purchase order, enter the appropriate Business Unit and PO Number:  
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Then click the Search button to display the following PO Inquiry detail page: 

 
Note:  There are numerous hyperlinks that will provide additional details regarding this specific purchase. 
 
 
To locate the Requestor and Requisition number, the end-user will need to drill down to the distribution line by 
clicking the Schedule icon: 
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On this page, the end-user can view the unit price and where the merchandise will be shipped (Ship To field).  
To display this distribution line, click the Distributions/Chartfields icon: 

 
 
 
On this page, the end-user can view the funding / chart fields associated with this line item.   

 
 
 
Then by clicking the Req Detail tab, the end-user can display the Req ID, Requester, and the Requester’s 
phone/fax numbers: 
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To exit this distribution line, click the Return button: 

 
 
 


