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This step-by-step guide is designed to help vendors understand how to access Purchase Orders (POs) and 
Change Orders sent to them in the State of Arizona’s e-procurement system, ProcureAZ. PO and Change 
Order notifications will automatically be sent to the primary email address associated with the vendor’s 
profile, not to individual vendor users. If your entity has received a notification about a PO or Change Order 
via email, follow the steps in this guide to access and review the document. 

 
Login to ProcureAZ 

 
1. Go to https://procure.az.gov and log in by entering your Login ID and Password into the Login Box. You may 
need to scroll down to see the login box: 

 

 
 

If you need assistance with your login ID and password call the Help Desk at 602-542-7600 (option 3). 
 
 
Finding and Viewing a Purchase Order (PO) or Change Order 
 
1. Once logged in make sure you are in the Seller role, indicated by the “Seller” tab in the upper right of 

your screen (when selected it is copper-colored): 
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When you are in this role you will see a set of tabs underneath the Home - Welcome Back gray bar: 
 

 
 
 

2. Click on the PO tab. The Purchase Orders/Change Orders (Un-Acknowledged) section lists the last five 
POs and change orders you have not yet viewed/acknowledged. The Purchase Orders-Sent section 
shows the last five total POs Sent to you: 
 

 
 
NOTE: If there is a View more… link at the bottom of a section it means you have more than five POs to list. If 
the PO you are searching for is not listed, click the View more… link to see the complete list: 
 

 
 

  

POs/change orders you 
need to acknowledge. 

All POs/change 
orders sent to you. 
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3. Click on the PO number link in the Purchase Order # column on the left side of the screen: 

 

 
 
The Summary tab of the PO will display with the Purchase Order number prominent in the upper left hand 
corner of the document: 
 

 

 
 

  

Click this link to view the PO. 

The Item Information section lists 
the products/services ordered. 

Changes to the items/services 
ordered will be listed here. 

Contact, ship-to and 
bill-to information. 
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4. Be sure to check the Attachments and Notes tab for extra information regarding the order. Change 

orders may also be viewed on the Change Order tab: 
 

 
 
Attachments will also be listed on the Summary tab at the bottom of the Header Information: 
 

 
 
Click on the links to download and view the attachments. 
 
 

Acknowledging a Purchase Order 
 
1. Follow steps 1-3 above. 
 
2. Check both of the check boxes on the left: 

 
Acknowledge your receipt of the PO and its Change Orders.  
 
Notify the requestor at the State that you have received the PO. 

 

 
 

3. Click the Proceed button. The PO will display. 
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Printing a Purchase Order 
 

All POs issued to you will stay within ProcureAZ indefinitely, so you do not need to print it out. However, to 
print a paper copy of a PO, use the following instructions.  
 

 
 

1. Click on the Print button on the bottom of the screen while looking at the PO.  
ProcureAZ will preview the PO on the screen and you can then print the PO to the printer of your 
choice or save it to your computer 
 

Finding, Acknowledging and Approving a Change Order 
 

You will be notified of Change Orders if an agency has made changes to a PO they’ve previously sent you. 
 
NOTE: Notifications of Change Orders will also be sent to the primary email address associated with 

the vendor’s profile, and not to individual users established for the vendor’s profile. 
  

1. Click the gray PO tab located below on the Seller home page. Change Orders are accessed in exactly 
the same way as the PO, and are visible on the PO document in the Change Orders section of the 
gray PO tab on the Seller home page. 
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2. Just like POs, you will be asked to acknowledge receipt of Change Orders. Upon selecting the 
Purchase Order  # to view. Check both of the check boxes on the left and click on the Proceed to view 
the PO and its Change Order(s). 

 

 

3. Once you are viewing the PO, the section for Change Orders appears in the middle of the page on the 
PO. Click the number in the Change Order # column to view it.  
 

 
 
Finding Bilateral Change Orders 

 
Some Change Orders require your approval before they are applied to the PO. These are referred to as 
“Bilateral Change Orders.” These are primarily used when an amendment is needed to a term contract you 
have with an agency or the State. Notifications of approval requests for Bilateral Change Orders will be 
sent to individual user accounts established for your vendor profile. 
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4. After you have received the notification, you must log into your ProcureAZ account. The Change Order 

is visible within ProcureAZ Seller Homepage by clicking the PO tab. There is now a section titled 
Change Orders Pending My Approval. 

 

  
 

Approving Bilateral Change Orders 
 

Follow the steps below to take action toward the Change Order in question: 
 

1. The Change Order Disclaimer screen will appear.  Click Continue button to accept and proceed 
forward. 

 

 
 

2. Review the Change Order onscreen. 
 

NOTE: If you want to review the entire PO, click the Cancel and Exit button. This will return you to 
your homepage. Select the PO tab again, then click on the PO# from the Purchase 
Orders - Sent section. 
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3. Select to “Approve” or “Disapprove Change Order” in the Approval Actions  section. Selecting 
“Approve” will date and timestamp your approval of the Change Order. Selecting “Disapprove 
Change Order” will send the Change Order back to the state agency. 

 
 

NOTE: If you select “Disapprove Change Order,” you must provide a Comment field with the reasons 
for the disapproval. 

 
 

4. Select the Save & Continue button. You will be asked to verify your selection. To do so, click 
OK. You have now responded to the approval request. 

 
 

 


