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There are several ways to efficiently search for Purchase Orders (POs) or Supplier Contracts/Catalogs in 
the ERP system.  
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Find Purchase Orders (POs) or Supplier Contracts 
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Find Purchase Orders report: 
1. Using the ERP search bar, type Find Purchase Orders and select the report.  

 

2. Use the Find Purchase Orders reports filters to refine your search. For example, you may filter 
the Status field to Issued and select OK.  

(Note: To find a specific Purchase Order, enter the Purchase Order Number in the Purchase Order 
field. Must include PO-_ format.) 

 

3. Locate the Purchase Order you are searching for. Select the magnifying glass icon to view the 
Purchase Order.  
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4. To print the Purchase Order, follow the below instructions: 
a. If an attachment was marked External: 

i. Select the Attachments tab. 
ii. Locate the file with _Merged.pdf at the end of the title.  

iii. Select the hyperlink to open the PDF file. Select the Download or Print icon as 
desired. 

 

b. If there are no External attachments: 
i. Select the Printing Runs tab. 

ii. Select the hyperlink PDF file. Select the Download or Print icon as desired.  
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ERP Search Bar: 
1. Using the ERP search bar, type the Purchase Order/Supplier Contract number and select ENTER 

on your keyboard.  

 

2. Select the toggle next to Simplified Search is Enabled. 

(Note: This process will only need to be completed once for each workstream you are searching for 
(for example, Procurement below. After that, anytime a Purchase Order/Supplier Contract is 
searched for, it will display automatically.)  

  

3. Select Configure Search. 
4. Drag and drop Procurement to your Saved Categories. Select Save.  

 

5. Once you select Save, you will see the Purchase Order/Supplier Contract you entered in the 
search bar.  
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Find Supplier Contracts: 
1. Using the ERP search bar, type Find Supplier Contracts and select the report.  

 

2. Use the Find Supplier Contracts reports filters to refine your search. For example, you may filter 
the Status field to Approved and select OK.  

(Note: To find a specific Supplier Contract/Catalog, enter the Supplier Contract Number in the 
Supplier Contract field. Must include SC-_ format.) 
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3. Locate the Supplier Contract you are searching for. Select the hyperlink to view the Supplier 
Contract.  

 

4. To print the Supplier Contract/Catalog, follow the below instructions: 
a. If an attachment was marked External: 

i. Select the Attachments tab. 
ii. Locate the file with _Merged.pdf at the end of the title.  

iii. Select the hyperlink to open the PDF file. Select the Download or Print icon as 
desired. 

 

b. If there are no External attachments: 
i. Select the Printing Runs tab. 

ii. Select the hyperlink PDF file. Select the Download or Print icon as desired.  
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Find RIFANS migrated data: 
1. To locate a RIFANS-migrated Purchase Order (PO): Use the Find Purchase Orders report or 

enter the Purchase Order number in the ERP search bar to retrieve the desired PO. 
2. To locate a RIFANS-migrated Contract or Contract Catalog (RIFANS Blanket Purchase 

Agreement): Access the Find Supplier Contracts report and apply a filter using the Supplier 
Name.  

i. Migrated Contracts and Catalogs are assigned a Supplier Contract number.  
ii. The Reference ID column will display the original RIFANS Contract or Catalog 

number for reference.    
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