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[bookmark: _GoBack]Reserving a Purchase Order ID (PO Number) 1.0 
Supplemental Job Aid

Date: 06/30/14

Target Audience: Advanced PO Buyer

Purpose: This Supplemental Job Aid provides Advanced PO Buyers the instructions for reserving a PO ID (PO number) in FI$Cal.  

Title: Reserving a Purchase Order ID (PO Number)
In this example, we need to reserve a PO ID (PO number) in FI$Cal.
Step 1: Navigate to the Purchase Order Reservations page:
· Navigation: Main Menu  Purchasing  Purchase Orders  Reserve PO IDs 
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Step 2: On the Purchase Order Reservation page, enter the appropriate Business Unit, leave “NEXT” in the PO ID field, and then click the Add button.
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Step 3: Enter the Number of PO’s you wish to reserve, select a Vendor, and click the Save button. 
Note: The PO Reference field is optional and may be used to capture relevant information such as the name of the user requesting the PO ID or a general description of the items being purchased.
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Step 4: The PO ID (PO number) “0000000732” is now reserved.
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You have successfully reserved a PO ID (PO number) in FI$Cal.
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