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Introduction 
An Agency Purchase Order (APO) is a formal agreement established with a vendor to either purchase 
goods or services. 

State of Maine Policy 
An Agency Purchase Order (PO) may be created to purchase items that are valued at $5000 or less, for 
items not on commodity contract. The PO could also be used for vendors that do not accept the State 
procurement card.  The Procurement Type is APO, the Procurement document code is PO and the event 
type must always be PR07 (non-encumbering). 

NOTE: Creating the PO document is optional. You can choose to use your p-card if it is within your dollar 
limit.  

For more information on this topic, please refer to the 302 Procurement Commodities training book on 
the OSC website.  

Creating a PO document 
1. Click Procurement 

from workspaces at 
the top of page. 

2. Click Agency 
Purchase Order (PO) 
on the left navigation 
panel. 
 

 

 
 

 
3. The Document 

Catalog page opens. 
Click Create. 
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4. Enter Code (PO). 
5. Enter Department 

Code. 
6. Select the Auto 

Numbering 
checkbox. 

7. Click Create.  
 

 
The PO document page 
opens to the Header, 
General Information tab.  

8. Enter Document 
Description. 
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9. Enter Procurement 
Type ID of 3. 

Note: if you click the pick 
list, you’ll notice that “3” 
equals “Agency Purchase 
Order” 
10. Click the 

Confirmation Order 
if applicable.  

11. Click  
 

 
12. Click on Requester 

Issuer Buyer tab at 
top of page. 

13. Enter Requester ID.  

14. Click   

 

9 

10 



   
Purchase Order (PO) Quick Reference Guide 

 

State of Maine Advantage Training     4 

15. Click Vendor section 
from Navigation 
panel on left side of 
page. 

  
16. Enter Vendor 

Customer code. 

17. Click  
Verify Address. 

 



   
Purchase Order (PO) Quick Reference Guide 

 

State of Maine Advantage Training     5 

18. Click Commodity 
section from 
Navigation panel on 
left side of page. 

 
19. Click Insert New 

Line. 

 
20. Enter Commodity 

code or click the 

picklist  to search. 
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21. If selecting from 
picklist, enter Name 
of item purchasing. 
Note: use asterisk (*) 
as wildcard. 

22. Click Browse. 
23. Click Select next to 

commodity. 

24. Click . 

 
25. Please confirm 

Description (will 
infer). 

26. Enter Quantity. 
27. Enter Unit or select 

from picklist. 
28. Enter Unit Price. 

29. Click   
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30. Select 
Shipping/Billing tab.  

31. Enter Shipping 
Location or select 
from picklist. 

32. Enter Billing 
Location or select 
from picklist. 

33. Click  

 

34. Select Accounting 
section from 
Navigation panel on 
left side of page. 

 
35. Click Insert New 

Line.  
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36. Enter the Line 
Amount. 

37. Click Fund 
Accounting. 

NOTE: The Event Type field 
determines the type of 
accounting transaction that 
is performed when the 
Purchase Order submits. 
Agency Purchase Orders 
always default to PR07, 
which is a non-encumbering 
event type.  
 

 
38. Enter the following 

information: 
a. Fund 
b. Dept 
c. Unit 
d. Sub-Unit 
e. Object (or BSA - Fleet, 

Ferry, STAR and 
Facilities ONLY) 

NOTE: Advantage does not 
validate the accounting 
elements being recorded in 
this section. Validation does 
not occur until the lines have 
been distributed to the 
Commodity lines. 

39. Click Validate  
40. Click Submit. 
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