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Creating Express POs 
 
 

Concept 
 
It is assumed that if you are entering an Express PO you are familiar with the fields associated 
with Requisitions and Purchase Orders. With this in mind this document will not provide detailed 
information or definitions for every field associated with a Purchase Order. If you require detailed 
information about specific fields please refer to the Creating a Requisition Document and its 
associated attachments. 
 
An Express PO is structured in MaineStreet to streamline and expedite the entry of purchase 
orders without the need to enter a Requisition first. The structure combined with the default 
hierarchy speeds up the process of creating a purchase order. Only staff with the Express PO role 
can enter Express PO’s, usually Campus Admin or Super Approvers.  
 
Like Requisitions, Express PO’s consist of four basic elements: headers, lines, schedules, and 
distributions. The same fields that default on a Requisition will default on the Express PO pages 
and may be changed as needed. The PO Defaults page and Header Details page is where you 
enter information that will apply to the entire purchase order. You can also change information at 
the Line level.  
  
This topic covers how to enter an express purchase order and purchase order defaults. 
 
It is highly recommended that you find the vendor ID and Location information before you 
navigate to the Express PO screen. Refer to the “Vendor Inquiry” document for instructions.  
 
Please refer to: http://www.maine.edu/pdf/VendorInquiryforRequisitioners.pdf 
 
 
 
 
 
 
 



Process Document 
Financials 9.0: Creating Express POs 

 

  

 

Page 2 Last changed on: 3/31/2009 12:45 PM 
 

      
 
 

Procedure 
 

Step Action 

1.   From the Financials menu, click the Purchase Orders link. 

 
2.   Click the Add/Update Express POs link. 

 
  

 

 
Step Action 

3.   On the Express Purchase Order Add a New Value page, click the Add button. 
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Step Action 

4.   Use the Express Purchase Order page to enter PO information. 
 
Enter the Vendor ID into the Vendor ID field or click the Vendor Search icon to 
lookup and select a Vendor. 
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Step Action 

5.   Next, click the Vendor Details link. 
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Step Action 

6.   On the Vendor Details page, click on the Location look up icon to find the 
appropriate location for your Business Unit. 

 
7.   On the Look Up Location page, click on the vendor location for your campus. 
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Step Action 

8.   Click the OK button. 
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Step Action 

9.   Notice that your EmplID and name should appear by default in the Buyer field. If 
your EmplID does not enter by default, enter it. 
 
Click the Header Details link. 
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Step Action 

10.   On the PO Header Details page, change the PO Type, Billing Location, and 
Dispatch Method, if necessary. 
 
Click the OK button. 
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Step Action 

11.   Back on the Purchase Order page, click the PO Defaults link. 
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Step Action 

12.   Use the Purchase Order Defaults page to enter default values for the entire PO.  
 
Enter or use the look up icons to search for and select the Category, Unit of 
Measure, and Ship To codes, to enter a One Time Address, to enter a Freight 
Terms Code and Distribution(s). 
 
NOTE: If using only one distribution, enter it here. If using more than one 
distribution, it’s easier to enter it at the line level. 
 
Click OK to return to the Purchase Order page. 
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Step Action 

13.   Back on the Purchase Order page click the Expand All link near the bottom of 
the page to open up the Schedule & Distribution lines so you can see the Line, 
Schedule & Distribution all on one page. 
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Step Action 

14.   In the Line section of the page, enter the item description in the Description field.  
 

  



 

Process Document 
Financials 9.0: Creating Express POs 

 

 

Last changed on: 3/31/2009 12:45 PM  
 
 

Page 13

 

 
Step Action 

15.   Enter the quantity in the PO Qty field.  
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Step Action 

16.   In the Schedules section, enter the unit price information in the Price field.  
 
Note: If you entered the Distribution on the PO Defaults page, it will already be 
here. If not, you will need to enter the appropriate chartfield values in the 
Distributions section. 
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Step Action 

17.   If you need to enter additional Lines, click the Collapse All link  
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Step Action 

18.   Then click the Add a new row icon at the end of the Line just entered.  
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Step Action 

19.   Enter the number of rows needed in the prompt box. "1" enters by default. 
 
Click the OK button when ready. 
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Step Action 

20.   Click the Expand Schedule Section button (small triangle) to expand that row. 
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Step Action 

21.   Then click the arrow in the Schedules section to expand all sections for line 2. 
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Step Action 

22.   Enter the data for the new line like you did for line 1 in steps 15 - 18. 

  



 

Process Document 
Financials 9.0: Creating Express POs 

 

 

Last changed on: 3/31/2009 12:45 PM  
 
 

Page 21

 

 
Step Action 

23.   When finished, click the Save button. 
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Step Action 

24.   The PO Dispatch Routing page determines to whose worklist the pdf of the PO 
will go. If it needs to go to someone other than the person named, you can change 
the User ID before clicking OK. 
 
Click the OK button. 
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Step Action 

25.   End of Procedure. 

 
  


