Approve a Purchase Order
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There are several status levels for a purchase order:

e Approved — the purchase order has been reviewed and approved by the appropriate people.
¢ Posted - the purchase order is ready to be ordered from the supplying company.

e Received - the purchase order has been processed and received, equipment that was requested is now in
stock.

To place a purchase order into Approved status open the purchase order and click the ‘Approved’ checkbox.
Permissions can be set to prevent unauthorized users from approving purchase orders. PO limits are set on a
per operator basis that determine how much a given operator is allowed to order.

Operator Max: 6,000.00 Total x
Purchase 204 Approved Amount: 4,000.00 4,000.00
Vendor minimum: 0
Details Dates Equipment Delivery Address Notes
Vendor VMCC < Assigned to
Marcel Crosby enter booking # a X
PO# | AB | 204
Region 0-EAST v enter project # Lo
Location
0 - Main ~
Status
Description
Approved Ey RP
Air bill # 0On 2023-04-26 521 PM
Invoiced
Ordered by RP o nvolce
Not Invaiced ~
Requested by Request by <

Month year filter April, 2023 8
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