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Overview 
ONESolution provides a screen that allows users to view information about 
purchase orders and purchase requests for vendors. Use the Purchase Inquiry 
(POIQ) screen to view purchase order details. This is a display-only screen, and 
you can use the different sections to view the specific details associated with 
the purchase request or purchase order.   
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Accessing the POIQ Screen 
There are several ways that users can access this screen once logged into the 
ONESolution application. 

Using a Link 

On the Department General workspace, select the Purchasing Task Center. 
From the inquiry component, select the link for POIQ.  

 

Using a Search Bar 

This screen can also be loaded using information entered into the Search field in 
the top-right corner of any screen or on the Workspace tab. In the search field 
enter the menu mask for the screen, PEIQ, or enter the name of the screen as 
shown below and select the link to load the screen. 
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Using the Main Menu  

Another navigation option is to use the Main Menu option found below the Task 
Lists.  Click on Main Menu, and then scroll down to find the section for 
Purchasing.  Click on Purchase Order Inquiry (POIQ) to open the screen. 
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Searching for PR/PO Information 
After the POIQ screen loads, complete any of the search fields in the top panel 
to locate a record. The more fields that are populated, the few results will be 
returned.  

 

PR Number – Enter the purchase request number. 

PO Number – Enter the purchase order number. 

Contract Number – Enter the contract number associated with the purchase 
request. 

Requisitioned by – Enter the name of the user who created the purchase 
request. 

Approved by – Enter the name of the user who approved the purchase request. 

Buyer – Enter the ID associated with the buyer. 

Vendor ID – Enter the person entity (PE) ID of the vendor. 

Vendor Name – Enter the name of the vendor. 

PO Status – Enter the status of purchase order. Prior to approval, it remains in the 
"PR" status. After it is approved, the status changes to "PO." 
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PO Type – Enter the type of the purchase order. You can specify blanket, 
contract, or standard. 

In this first example, a search will be made for all the POs for a vendor.  First type 
in the vendor name.  This will bring up a list of all purchase requests and orders 
for vendors with a matching name.    

 

In this next example, the vendor name and requestor name will both be used to 
produce results limited to those entered by a specific person. 
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Searches can also be made for a specific purchase request or purchase order 
number as shown in the next two screen shots.  The system applies the trailing 
wildcard to the end of search criteria.  In the below case, it finds all purchases 
request that start with a PR number “PR000030”. 

 

When a record is selected in the Results window, the remaining information on 
the POIQ screen will be related to that result.   

Purchase Order Summary 

This panel is populated with data from the Purchase Requests (POUPPR) screen. 
Information on any of the related tabs in this panel can be viewed by clicking 
on the tab. 
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Items 

This tab is populated with data from the Items tab in the Purchase Requests 
(POUPPR) window.  

 

Encumbrance 

This tab is populated with data from the Direct Update of EN Transactions 
(ENUPTR) window. A record with an EN Type of EN is created for each 
combination of PR Item # and GL Account when the record is created. Records 
are also created when payments are entered against the PO or the PO is 
cancelled or disencumbered. These records will have an EN Type of PP, FP, CA, 
or DE. 
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Distributed Invoices 

Invoices that have been entered in the Accounts Payable system and that have 
been posted appear in this section. 

 

Not Distributed Invoices 

Invoices that have been entered in the Accounts Payable system but that have 
not been posted appear in this section. 

 


