PURCHASE ORDER

SEARCHABLE FIELDS
	DOCUMENT
	YOUR/OUR REFERENCE INDICATOR

	
	

	Agreements
	Agreement number  (no spaces or hyphens)

	
	

	Training Documents (SF-182s)
	First (1st ) letter of first name (no space) and last name (as many letters as you can fit)  All in lower case.

	
	

	Motorpool
	Document number provided by ARS (11MP129668)  Letters in upper case.

	
	

	Telephone
	Document number provided by ARS (11FTEL37A549)  Letters in upper case.

	
	

	Security Clearances
	First (1st) letter of first and last name (no space) and last 4 digits of SSN.  Letters in lower case.


Also, enter information in the short text field that is applicable to the PO or that particular line of accounting.  For example if it is a new agreement, enter the agreement number/new in this field.
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