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QUERYING WHETHER A VENDOR HAS A PO 

STEPS: 
1. Enter FPIOPOV in the “Go To...” area. 
2. Press Enter. 
 
 

NOTES:                                                                                                                        
Use this module to find Purchase Orders for a Vendor.   
 
 

 
 

FPIOPOV 
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QUERYING WHETHER A VENDOR HAS A PO (contd) 

STEPS: 

1. Click the “Tab” next to Vendor to perform a search. 

 
 

NOTES: 
                                                                                                                          
 

1 
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QUERYING WHETHER A VENDOR HAS A PO 

STEPS: 

1.  In the “Last Name” field, enter some portion of the vendor name IN CALL CAPS followed by “%”. 
Example:  Entering “FOLLETT%” will return FOLLETT and FOLLETT HIGHER EDUCATION.   

2.  Press F8 on your keyboard to execute the query. 
 

 

 

 

                                                                                                                          

 

 

STEPS: 

1.  Double click on the Ven-
dor Name 

NOTES: 
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QUERYING WHETHER A VENDOR HAS A PO 

STEPS: 
1. In the Status field, “Open” is automatically selected.  Change to “All” if you want to view Open, Closed, 

Cancelled, and Incomplete. 
2. The current Fiscal Year is already entered; change if needed. 
3. Press CTRL and PAGE DOWN. 

 
 
 This is all of the POs for FY 

17 for Iron Mountain 

NOTES: 
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QUERYING WHETHER A VENDOR HAS A PO 

Example of the Query for all POs for Follett Higher Education Group 
 
STEPS: 
1. To see information about a specific PO, highlight the Purchase Order number. 
2.  Select Options from the Menu at the top of the screen and then select Query Purchase Order Information. 

 

 

 

STEPS: 

1.  Click CTRL and PAGE 
DOWN from this screen to 

display PO information. 

NOTES: 
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QUERYING WHETHER A VENDOR HAS  BEEN ISSUED A PO (contd) 

Example of the Query for a Purchase Order 
 
STEPS: 

1. Press CTRL and PAGE DOWN to move through the different screens. 

 

NOTES:    

                                                                                                                          

 

End of “Querying Whether a Vendor Has a PO” 
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QUERYING WHETHER A VENDOR HAS  BEEN ISSUED A PO (contd) 

Example of the Query for a Purchase Order 
 
STEPS: 

1. Press CTRL and PAGE DOWN to move through the different screens. 

 

NOTES:    

                                                                                                                          

 

End of “Querying Whether a Vendor Has a PO” 
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QUERYING WHETHER A VENDOR HAS  BEEN ISSUED A PO (contd) 

Example of the Query for a Purchase Order 
 
STEPS: 

1. Press CTRL and PAGE DOWN to move through the different screens. 

 

NOTES:    

                                                                                                                          

 

End of “Querying Whether a Vendor Has a PO” 
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QUERYING WHETHER A VENDOR HAS  BEEN ISSUED A PO (contd) 

Example of the Query for a Purchase Order 
 
STEPS: 

1. Press CTRL and PAGE DOWN to move through the different screens. 

 

NOTES:    

                                                                                                                          

 

End of “Querying Whether a Vendor Has a PO” 


