
RECEIVING (Regular POs) – once

goods/services listed on the PO have been received, 

send an email to BANNER_APP_RECEIVING 

to acknowledge receipt of goods/services.  

Depending on how the vendor renders the 

goods/services, all line items or individual lines can be 

received. 

STANDING ORDER – Receiving is not

required for standing orders. Vendors submit invoices 

directly to Accounts Payable for payment. 

CLOSING A PO – If there is a remaining

balance of LESS than $5, the PO will close 

automatically. If there is a remaining balance of MORE 

than $5 and the goods/services have been rendered, 

you must submit an email to the Purchasing Inbox to 

close the PO.  

You must include the PO number and vendor name 

when sending the request. 

CHANGE ORDER – For specific reasons, a

PO may need to be changed after it’s been created. 

Send an email to the Purchasing Inbox along with 

supporting documentation and state: 

1. what line of the PO needs to be changed

2. how it needs to be changed

3. WHY it needs to be changed




