ARIZONA

PROCUREMENT PORTAL

Finding and Reviewing Purchase Orders

This document is a quick-reference guide for users who need to view Legacy PO Data. If you have any
questions, please contact the APP Help Desk at app@azdoa.gov. Additional resources are also available on
the SPO Website: https://spo.az.gov/app/.

Purchase Order Data

1. Navigate to the APP legacy data environment.
2. Log in as a user.

3. Select the Purchase Orders hyperlink on the homepage.
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4. Once on the Browse Page, find the desired receipt by plugging in data in fields such as PO Number,
Purchaser, Release Number, Vendor Number, Organization (Agency), Department, Vendor Name, or
Fiscal Year.

a. Then, click in the PO Number data field.

b. Type ADSPO16-117110.

c. Inthe Release Number data field, type 13 and click Search.

d. Select the pencil next to the PO Number to access additional information.
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1. Now, select the Header tab on the left side panel.

2. To export the data, scroll all the way to the right of the screen and select the gear icon of any header.
a. Then, select Download in Excel format. The file should download with the bid information.

PO Information

Header

Attachments

Header Information

PO Number Release Number Short Description Status Purchaser

Receipt Method  Fiscal Year

B x

PO Type Minor Status Organizaf

Primary Vendor
Information & PO s
b ADSPO16- DES LEAN 3PCO- Gilbert Deparim
117110 1300 pronosal Closed Burgos  Quantity 16 of Econor
Receipt Security
Invoice
1 Resultfs)

ltem
Approval Path

Notes

1. Now, select the Attachments tab on the left side panel.

2. There should be a column for each of the Purchase Orders including the following:
PO Number

Release Number

Agency Files

Agency Forms

Vendor Files

Vendor Forms

PO Information

mo Q0T

Header

Attachments

Attachment Information

I PO Number Release Number Agency Files

Agency Forms

Vendor Files Vendor Forms I

Primary Vendor o ADSPO164- ; = Mapping
l{_ﬂnrmaﬂnn & PO ¢ 117110 13.00 ADES Proposal March 1 2016.doc ;
erms
7250t 13.00 POTand Cs rev 1-10-11
Receipt L
p ADSPO16- 13.00 RX 00401130 - Quote Mapping
Invoice 117110 =2 Clarification.pdf missing missing
Item 3 Result(s) =

Approval Path
Notes

Change Orders

Click on the gear icon on the bottom right-hand portion of the results
To export the data, click Download in Excel Format. The file should download with the Attachment

Information.
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Primary Vendor Information & PO Terms

Select the Primary Vendor Information & PO Terms tab on the left side panel.
Two sections will appear:
a. Vendor Information

N =

Legacy Data-Purchase Order, Rev. 3/2020 Page 2 of 4



ARIZONA

PROCUREMENT PORTAL

b. PO Acknowledgements

PO Information B X

Vendor Information
Header

Attachments
PO Number Release Number Vendor Preferred Delivery Method Remit-to Address Payment Terms Shipping

Primary Vendor Joe Murli

Information & PO pril s
Terms s 000037478~ s cx
‘;%51':1%16 13.00 The Murli [‘g;j:;?g PR et 45 Best Way
Receipt Grotp: LC [Id:] 46176 [Alternate Id:]
PO0OT

Invoice 1 Result(s)

Item

PO Acknowledgements

Approval Path

blates PO Number Release Number Document Notifications
Change Orders ADSPO16-117110 13.00 Mapping missing Mapping missing

1 Result(s)

3. To export the data, scroll all the way to the right of the screen and select the gear icon of any header.
a. Then, select Download in Excel format. The file should download with the bid information.

1. Now, select the Receipt tab on the left side panel. This shows all receipts associated with the
purchase order.
2. To export the data, go to the right of the screen and select the gear icon of the header.
a. Then, select Download in Excel format. The file should download with the receipt
information.

Invoice

1. Now, select the Invoice tab on the left side panel. This shows all invoices associated with the
purchase order.
2. To export the data, scroll to the right of the screen and select the gear icon in the bottom corner.
a. Then, select Download in Excel format. The file should download with the invoice
information.

Then, select the Item tab on the left side panel. A window with general item information will appear.
. Click the pencil icon on the items.
3. The Item Information window should appear with additional detail on the specific item.
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Contract Information 0 x

Item Information [ D 4

Item Information

Item # Description Item Status

1.00 Discipline 1 - Performance and Organizational Management; see Labor Rates in the Attachments Tab. 3PS-Sent

1 Result(s)

NIGP Class Description
918-96 Transportation Consulting

1 Result(s)

PO Number Release Number Item# Receipt Method Qty UnitCost NetUnitCost UOM Discount % Total Discount Amt Tax Rate Tax Amount Freight Total

aponT 0,00 1.00 Dollar 1.00 0.00 0.00

2pp i sirig
1719627 000 100 Dollar 100 000 pign o Ench 0.00 Mapping missing

1 Result(s)

PO Number Item # Manufacturer Brand Model Make Packaging Property Number
ADOT17-171962 1.00 Mapping missing

1 Result(s)

4. On the bottom right of each chart, select the gear icon.
a. Then, select Download in Excel format. The file should download with the item information.
Now, click the X in the corner of the Item Information window.
To export the data, scroll to the right of the screen and select the gear icon of the header.
a. Then, select Download in Excel format. The file should download with the listed item
information

oo

Approval Path

Then, select the Approval Path tab on the left side panel.
a. If an approval path is applicable to the PO being researched, the data will appear here.

Now, select the Notes tab on the left side panel.
To export the data, select the gear icon in the right corner.
a. Then, select Download in Excel format. The file should download with the bid information.

Change Orders

Finally, select the Change Order tab on the left side panel.
a. If a change order is applicable to the PO being researched, the data will appear here.
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