
Step-by-Step Instructions for Reviewing a Purchase Order

1
Log in to Ohio|Buys. From any page in Ohio|Buys, go to the main menu navigation bar, click on 

Procurement, and then select Browse Orders.

2
From the Browse Orders page, you can search for orders by Keyword. You can also conduct 

an advanced search by clicking on the Filter (      ) icon where you can search by a range of 

values such as Supplier, commodity, and/or order values. 

3

Scroll to the relevant order and click the Pencil ( ) icon to open the purchase order.

4

Information related to the entire order is located on the PO header. Information related to each 

individual item is located on the line level at the bottom of the page.

Header

Line
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5

To download and view a printed copy of the order, scroll to the top of the page and click Print 

PO to download a PDF of the order. Then click the downloaded file to open it as it will not open 

automatically.

To review information regarding invoices and payments on a purchase order, please refer 

to the job aid titled Reviewing Purchase Order Payment Tab Information.

6

Open the PDF to review the order details:

• Supplier: supplier’s address, phone, e-mail. The Supplier ID will be displayed to right of the 

text “Supplier” on the PO PDF template and will be populated based on the OAKS ID field of 

the Order Supplier, which includes the 10-digit OAKS ID and the address code of the 

associated Supplier.

• Order Number: automatically generated order number within Ohio|Buys. Order numbers 

originating in Ohio|Buys will begin with the prefix “PO”. Orders that originated in OAKS will 

still begin with zeroes.

▲For change orders, the PDF template will state "Change Order" in the top right hand 

corner and include the original PO number.

▲If a PO is in a status of "In Progress" the PO PDF template will state "DRAFT, Draft 

Orders MUST NOT be fulfilled" in the top right hand corner.

• Deliver to Address: where the items within the order are being delivered to.

• Bill to Address: where the order is being billed to. 

▲If the order is a Pcard order, the name of the Pcard holder will be displayed in this 

section. The Pcard name that populates is based on what the Pcard user has indicated 

in the Pcard Management section of their profile in Ohio|Buys, so users should confirm 

their full name is listed instead of only their initials.

• Comments: important comments relating to the order

• Items List: the Code/SKU, reference and description, quantity, due date, unit price, and 

exact amount of each item on the order
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7

▲In some scenarios, a Supplier may return a purchase order to you because they have 

questions or comments regarding the order. If this occurs, you will receive an email 

notification and the purchase order will also be displayed in your Pending Validations List.

a) Open the purchase order and then review the comments in the Supplier PO Return 

Comments field.

b) Enter your response in the Response to Supplier PO Return Comments field.

c) Click Save.

d) Click Return to Supplier to send the purchase order back to the Supplier with your 

clarifying comments.
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If you have questions or need additional assistance, please contact Ohio Shared Services Contact Center 

via email (ohiosharedservices@ohio.gov) or phone (877-644-6771).

mailto:ohiosharedservices@ohio.gov

