
Purchase Order Button
The PO Summary screen  is displayed when you click for the details of a purchase order after
pressing the “Purchase Orders” button.

1. This has been revised to show more detailed information for the purchase order. 
2. The left portion shows the details of the request.
3. On the right you may set your approval, as well as adding comments.  The comment field

has been expanded.  
4. The bottom right shows a history of comments pertaining to the P.O.  Any comment

made from this screen will be visible to the departments, purchasing agent and auditor.



Check Registers Button  
The Check Summary screen  is displayed when you click for the details of a purchase order after
pressing the “Check Registers” button.

1. This has been revised to show more detailed information for the purchase order. 
2. The left portion shows the details of the request as well as the “Audtor’s

Recommendation”.
3. There may be multiple P.O.’s tied to this check.  If there are, you will see a message in 

red indicating so.  This message is directly under the “Update” button
4. On the right you may set your approval, as well as adding comments.  The comment field

has been expanded.  
5. The bottom right shows a history of comments pertaining to the P.O.  Any comment

made from this screen will be visible to the departments, purchasing agent,
auditor and accounts payable.

6. If a payment has been denied, this will trigger A.P.  to hold the payment.  



Denied Checks Button  
View held or questioned payments as well as release those that have been held.

1. The comments that show are only those pertaining to payment denial and are not
reflective of all the comments.

2. Until Accounts Payable has sent the payment, they will appear on the screen; but if
Commission has released them, you will see the date and who released it in red at top of
the screen.

3. Pressing the Release Payment button automatically sends e-mail to the Accounts Payable
Staff to send the payment. If more than one Commissioner has denied a check, a warning
message will be shown indicating that there are multiple denials.  This does not, however,
prevent you from releasing the payment. 

4. The user code of the Commissioner who released it and the current date is stored with the
record.

5. Once the payment is released, you will see a message asking if you want to add
comments.  If you indicate yes, the Payment Release Notes screen will be opened.  Once
comments are added, press “Save Comments” to complete the transaction.
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