FRONTLINE PROCEDURES

Pasadena ISD

ENTRY POINT:
Organization PO Search

REVISED DATE: 09/2023

SUBJECT: Viewing Invoices in Frontline

Entry point, Organization PO Search
e Enter the purchase order number

e Click Search

Purchase Order Search

Selected Position: Role Name: Specialist - Business and Finance (Support)

Purchase Order Search | Purchase Order Search Results

Purchase Order Criteria

Number: 24001994 Vendor:
Req. Type: Status
Create Min: 05-01-2023 m Create Max: 05-22-2023 m

e Highlight the FIRST line of the purchase order
(Invoices will always be attached to the first line of the PO)

e C(lick View Related Requisitions

Purchase Order | Requisitions  History
Purchase Order Header
Vendor: AMAZON,COM EQUALLEVEL (520574) Order From:
Fiscal vear: 2024 Req. Type: * Traditional
Freight Amount 0.0 Total Amount: $896.50
Installation
0.0 Total Paid Amount:  $0.00
Amount:
Total Accrual
0.0
Amount:
= Purchase Order Detail Lines
Qty” Unit 7 ExtUnit  Item Num “ Long Description * Short
Cost Amt Description
Cable Management Under Desk 31.5 J Channel Cable Raceway, 2 Pack Cord Hider Desk Cable Tray, No Drilling Under
+ 1 2.0 5.59 15.58000 BOSNX3C3DB
Desk Cable Management Tray, Self Adh...
2 Pack Surge Protector Power Strip with 6 Outlets 2 USB Ports 5-Foot Lang Heavy-Duty Braided Extension Cords Flat
+ 0 29.98 59.96000 BOB2DVCCDR
Plug 900 Joules 15A Circuit Break...
Felt Cabinet Door Bumpers-Small Felt Pads for Cabinet Doers, Cabinet Bumpers Felt, 3/8" Diameter 100PCS, Smm Thick
+ 1.0 .99 6.99000 BO7YXKRTME
Self adhesive Brown
Duramont Ergonomic Office Chair - Adjustable Desk Chair with Lumbar Support and Rollerblade Wheels - High Back
+ 1 3.0 268.99  809.57000 BO7STHZBW1
Chairs with Breathable Mesh - Thick
{5 View Related Requisitions 1 Delete Purchase Order Line

AMAZON.COM EQUALLEVEL

* Ext Discy

Amt
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e C(Click the Attachments tab

e Click on the eyeball icon to view the invoice

@ Cannot maintain this requisition{other than Assets Info) because it has been released and you are not a buyer for the requisition.

® &
Overview
Indicators
X uUpload
Attachments
File Name
Favorites @ CP 22-045KN -01 Amazon updated contract 8-16-
2024.pdf

Review R

@ AmazonBusinessinvoice# 1M7M-549K-995%, pdf
Warehouse

Receiving Attachments

Asset
Returns Save and Continue

Delete

Once you click on the eyeball icon the invoice will pop up. You can then choose to

amazon business Invoice
Invcice # 1MTM-545K-0998 | Soptomber 0, 2023
For cuntomar muppon, vkt s asas
Invoice summary Payment due by November 05, 2023 oozl ATV S e
Pyt terms s B0
liem subsotal before 59959
Shipping & handing 5 000 Trarchannduie (6 fups 3028
Promos & discounts 5 000 Purchased by Etua vtz
ras 24mee
Total before tax 59959
Tax 5 000
Magasares bumnma e
Amgunt du 518998 USD Pamsadens (501
| ’
Pay by
Eluctranic funds transfor (EFTIACHWIre) Check
Arcoun nam Aemunten Caprts Barvioms, e Amasen Captal Sarvicss "
Bamk narma e " -
A 2v0003 Sasttie, WA D124.8184 Salpy
emuting # ABA) znennze - "
Bank wccoust # (Q0A) 416304 1071 05TIST T e
SWAFT code (wirs trarater)  WERILSES High 8e
2121 Enamytrock Line
Pacsaderss, T 77802
Inciude AMazen iweics fumben(s] in the descriptive hekd of your dectronic
fands ransher payme, of
Email ar-tusines: ngiam 10 SUBmE your remiance detal
Involce detalls
Ram subtotal
Dascripticn aty Unit price balors tax Tax
1 WAHARSID Elack Bockshel,3 Tier Modem Encknase wis 1 000 08 L000%
Logs Hokshatves Wood Siorage Shett,Rustic Open Bock Shetves
Cubse Crganiper Free Sianding
-

print it out or download the invoice for your records.



