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1.Track Purchase Order App 
 

 

1.2 Screen Layout 

Click the Track Purchase Order Tile. 

The Track Purchase Order screen is broken up into three areas.   

• Left Panel – Displays purchase orders, is searchable by purchase order number or 
company name and can be filtered 
 

• Header – Shows company name, amount, and graphical representation of the 
process flow. 

 
• Details – Shows the purchase order information and status  (Material, Delivered, 

Invoiced, Paid) 
 

 

1.1 About 

The Track Purchase Order app allows you to view 

important purchase order information, including overall 

order fulfillment status with the quantities and values at a 

bird’s eye view.  

The app also displays a graphical view of the process flow 

(Ordered, Delivered, Invoiced, and Paid). 
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1.2.1 Left Panel (Purchase Order Listing) 

                                     

Search purchase orders by company 
name or purchase order number. 

 

Purchase order information 
  

Company Name 
  

Amount  
 

PO Number 
  

Number of items 
  

Created on/Sent On 
  

Status 
 

Filter by 

Default – Last 7 Days 
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1.2.2 Header 

 

 

 

                                                      

 

            

 

 

                                                                     

 

 

Company Information 

 

 

The quantity and value of an item or service requested from 
the vendor. 

 

The quantity and value of goods or services received and 
accepted from the vendor. 

The invoice receipt amount that has been posted and is due to the 
vendor based on the acceptance of goods or services delivered. A 
posted invoice does not necessarily indicate that a payment has 
been released to the vendor. Typically, payments are released to 
the vendor based on the vendor’s payment terms. 

Indicates whether the amount Invoiced has been Fully Paid, 
Partially Paid, or Not Paid.  

o Fully Paid means the amount paid to the vendor 
equals the amount Invoiced.  

o Partially Paid means the amount paid to the vendor 
is less than the amount Invoiced.  

o Not Paid means no payment has been issue to the 
vendor for the amount Invoiced. 
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1.2.3 Details 

The details section shows each line item, amount ordered, delivered, invoiced and paid per the 

descriptions on the previous page. 

 

 

Something cool!  - The icon on the lower right  will allow you to create a tile on 
your home page that will take you directly to this Purchase Order everytime.  When you 
are done tracking it, you can simply delete the tile via the edit home page. 

 

1.2.4 Save as Tile 

 Click the icon and press the Save as Tile option.   
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The title will automatically be defaulted to the PO number.  Add a subtitle and extra information as 

needed.  Then select the group the tile should be assigned to. 

Click Ok to save the tile. 
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Click on the home icon  in the upper left corner. 

 

Your new tile has been added to your My Home Group. This will provide you easy access to PO’s 

you are currently tracking.  To delete the tile go to the edit of the home page and delete the tile. 
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2. Approve Requisitions 
 

 

 

2.2 Screen Layout 

Click the Approve Requisitions Tile. The Approve Requisition screen is broken up into four 

main areas.   

• Left Panel – Displays the purchase requisitions approval queue for the approver. 
 

• Header – Shows purchase requisition initiator, amount and date 
 

• Details – Shows the purchase requisition detail, header note, and attachments 
 

• Approve and Reject 

 

2.1 About 

The Approve Requisition app allows you to view 

pending requisitions and approve or reject them. 

You will only see requisitions that require your 

approval. If you reject a requisition, the app lets 

you enter a rejection reason for the initiator.  
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2.2.1 Left Panel (Purchase Requisition Approval Queue) 

 

Search purchase requisitions by number, 
initiator, amount, date and item count 

 

Purchase requisition information 
  

Initiator 
  

PR Number 
  

Number of items 
  

Created on 
  

Amount 
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2.2.2 Header 

 

 

 

 

 

 

 

  

 

Initiator Information 

 

 

 

Information about the purchase requisition 

 

Purchase requisition header note 
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2.2.3 Details 

 The details section shows each line item description, item category, quantity and subtotal. 

 

 

 

 

Purchase requisition attachment list. 
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2.2.4 Approve Purchase Requisition 

 

After you have reviewed your Purchase Requisition you can approve it by clicking the 

approve icon on the lower right side of the screen.  

 

After you click approve, the Purchase Requisition will leave your queue and move on to the 

next approver in the release strategy. An email notifying them will be sent to their LAWA email 

address. (Effective January 8th, 2018) 

 

2.2.5 Reject Purchase Requisition 

 

After you have reviewed your Purchase Requisition you can reject it by clicking the 

reject icon on the lower right side of the screen.  

 

After you click reject, a rejection prompt will be displayed, allowing you to enter notes for the 

initiator as to why it was rejected. These notes will appear in SAP under the a new area in the 

header (Approve/Reject comments) 

 

Click OK and the purchase requisition will leave your queue and return to the initiator. The 

initiator will receive an email notifying them that the purchase requisition was rejected. 


