BZ2P@MIT Find Regs, POs, or Invoices

Buying + Paying. Simplified.

Find a Requisition, Purchase Order, or Invoice in B2P

To locate a B2P requisition, PO, or invoice, use the Requests, Orders, and Invoices tabs.
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What do you need?
1. Select the tab based on what you are looking for:
=  Requests - Find Requisitions (MIT)
= Orders - Find Purchase Orders (MIT)
= Invoices - Find Invoices (MIT)
2. Click Advanced and select the desired search criteria,
then click Search. Select your View:
- On the Requests tab, Find Requisitions (MIT)
ﬁ Requests Orders Inveloes - On the Orders tab, Find Purchase Orders (MIT)
- On the Invoices tab, Find Invoices (MIT)
REq uisitions
viow - ) EEE—
Rag & - | is - . (=R +
PO Mumber L B -+
Use the
Suppller w || containg - Advanced search X+
to add or remove
Created Date = bobwesn L= =1 and 5 search criteria '& O
Account =  gontains L8] '=‘ ﬂ
GL CostOt| FundCr  Sponsar
Aaply Al s of thess condtions Cancal  Bearch
Drill down:
Req & PO Humber = SAP Requisition
- Into the req or PO from
I sl e the Requests or Orders tabs
A0 ane - Into the invoice from the
2510 ag7 Invoices tab 2510:0012001558
Tip: Tip
To search by cost object or department, use To view invoices for a certain PO:
H H “ H ”
search criteria “Account contains »  Locate and open the PO
=  Enter cost object number, name, or = |nthe PO Line Items, locate the Invoiced
supervisor/Pl name in the CostObj field column
=  Enter fund center number or department = Click the invoiced dollar amount to bring up

qualifier (D_) in the FundCtr field a list of invoices against that PO
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