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When you return to the Commodity/Accounting tab, fill in the Quantity and Unit Price.  
Important note:  Type in quantity of 1 and the entire dollar amount for that line item (i.e. 
do not break it down by each unit price): 
 
 

 
 
If there is more than 1 line item, click on second line of Commodity and follow through 
with the same process as above (Commodity, Description, Quantity and Unit Price): 
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Once all line items are completed, select NEXT BLOCK to continue. 
 
You will now be on the FOAPAL section of the screen.  Your default Fund, Org and 
Program will be prepopulated (if the FOAPAL does not appear, press the tab key).  If 
you have access to another FOAPAL, you can type over the FOAPAL fields that were 
prepopulated. 
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You need to fill in the correct account number.  If your department uses Activity and 
Location codes, you can also complete that information. 
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When complete press NEXT BLOCK to continue: 
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You will now be on the Balancing/Completion tab: 
 

 
 
If the In Suspense box is checked off, this means your PO has insufficient funds.  It 
would be best to check with the budget office before submitting your PO. 
 



Created: 3/9/16  Page 26 of 34 

 
If the In Suspense button is not checked, the status for all rows should state 
“Balanced”. 
 
Click on the Complete button on the bottom left hand side of the screen to finish the 
PO: 
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DON’T FORGET TO WRITE DOWN THE PO #! 
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Viewing PO Document With Signature: 
 
You will come back to the FPAPURR screen. 
 
Click on the “X” on the top of the screen to continue. 
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You will then come back to the INB home page:  
 
 

 
 
 
 
In the space next to Go To…, type FPAPORD and hit enter. 
 
On the FPAPORD screen, click on NEXT BLOCK: 
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When you click on NEXT BLOCK, default information will be filled in under Parameters.  
 
You will need to complete the following information on this screen: 
 
 

• Next to the Special Print space, type DEPT_PO. 
 

• On line 1 under Values, type the PO number you created in the previous steps. 
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Select the Submit button on the bottom left hand side of screen (Note: the button will 
already be selected but you still need to click on it). 
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Press the save icon at the top of the screen: 
 
 

 
 
 
After clicking on submit and save, most of the information on FPAPORD screen will 
disappear. 
 
 
An e-mail with the PO document you created will arrive in your e-mail. 
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When you receive this PO, you will need to: 
 

• Ensure signature on PO states “Procurement Services”. 
 

• Save a copy for your records. 
 

• Send a copy to vendor and confirm receipt of PO. 
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