Instructions to Look-Up Your P.O. Number

1. Login to your Banner Account

2. Type FPIOPOV in the Go To... Field and press enter.
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3. Enter the Vender ID # in the Vendor Field or Select the drop down box to perform a search. After entering
the Vendor ID #, the name of the Vendor should appear. Make sure you select open, to search for all open
Purchase Order Numbers.
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4. Go to the Next Block
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5. The open P.0.’s should appear. You can then select the correct Purchase Order Number to submit.
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P1701213 | [Installation of slatwall an East/boakstore |p4-ocT-z011 EA | 100 | 1,710,002
P1z01215 Flooring & painting WP campus/bookstore as quoted |04-0OCT-2011  |EA 1.00 2,899.93




