
Purchase Order System Quick Start Guide 
 
To take a look at the PO system, login op4ons are:  
execsigner: full administra4ve privileges, ability to approve POs for costs over $500. 
progsigner: full administra4ve privileges, approvals for staff you supervise. 
staff: make POs, upload receipts and references. 
 
The password for all three accounts is !password1 
 

 
 
The staff account will list the POs created by the staff member and sort them by POs that need 
approval in one box, and POs that have been approved and are ready for purchasing in another 
box. Staff users will be able to search their POs with a search func4on in the lower part of the 
naviga4on panel on the leG. 
 

 
 



 
 
The admin accounts will have a search bar with more op4ons than the staff account.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
The purchase order requires payee name, grant expense descrip4on, department, project, 
expense code, amount, payment type, and requires that you choose an approver. If the PO is 
over $500, you will need to assign an execu4ve approval. If any of these are not filled in, you will 
get a page that lists the fields you need to fill out. There is a buLon that says “back to PO.” 
 

 



 

 
 
When you conduct a search with the quick search box, it will bring up a page with the results. 
You can sort the results by clicking on the column headers (ie. PO#, Entered, Approved, 
Purpose, etc.) 
 

 
 
Users with admin accounts can search all POs: 



 
 
 

 
 
All users can change their password by choosing SETTINGS->Your Account 



 
 
 
 
 
To change your password, type the new password in twice. 
 

 
 
Admin users can add or deac4vate department codes, program codes, expense codes, payment 
methods, and credit cards. 



 

 
 
 
 
 
 
Simply add a new code by entering the informa4on and hi[ng the submit buLon. If you need 
to deac4vate a code, uncheck the checkbox and hit the submit buLon. 
 

 


