Directions to Access the Confirming PO report 

(as well as others) on the IUIE
1. Log on to ONE START
2. Choose UNVERSITY SYSTEMS
3. In left hand box, select box titled IUIE
4. Access the IUIE
5. Choose tab titled Catalog (Drill down to the following folders)
6. Select Financial
7. Select EPIC-Purchasing Back Office
8. Select Purchase Orders
9. Select Purchase Order Summary with Spend
10. Specify on the following boxes on the Values Chart 
11. Confirming Order-Select from Pull Down
12. Delivery Campus-Select BL Campus from Pull Down Tab
13. Choose Requisition Chart
14. Choose Requisition Organization
15. Select from Columns section:    
· Select PO Number 

· Select Requester Email Address 

· Select Vendor Name 

· Confirming Order 

· Initiator of PO 

· Select PO Trail 
16. Select from Output Format section:
· Select MS Excel
17. Select from Number of Rows to Return:
· Select No Limit
18. Scroll to bottom of the page and select “Run”
 
If you have any questions on accessing this report, send an email to Steve Riggins or call at 6-6715.
