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Order Status Order Summary
Order Status: AwsaitingApproval Item Total: $32.00
Order Date: 9/30/2015 1:03:42 PM Shipping: 50.00
Submitted By: Bob Shulman Subtotal: $32.00
Tax: $0.00
If ordering through the website, Total: $32.00
and using a CORE assigned The default payment method is the default setting
Purchase Order, enter the PO # of the user submitting the order.
here
\ You can change the method of payment by selecting the Override
\ . button, then changing the payment method below. -
Specify Purchase Orders & Payment Methed Override
Shert PO: | | @ Use the payment method selected on the order (Charged to account)
O Owvemide the order's payment method with the following
Additional Instructions
- ’ Payment Method
Shipping Instructions |
# Charge to Account
Special Instructions
Enter credit card information.
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You can adjust the quantity, add or delete items here
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Print Return to Pending Orders Approve Order | Deny Order

TIP: To Change an item (delete an item and add a new one), click
Add New Item first. Enter the item number and the quantity, and
then click Continue/Update. Once added, then Deny the individual
item by selecting the check box, and click Deny Items.
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Once finished, click A Ord
nce finished, click Approve Order For All Things Office




