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OVERVIEW: 
Use this guide to find, view and print a Purchase Order. Your purchase order includes information such as 
the order details, shipping, and billing information. This process begins with ensuring you have the POs 
and Catalogs app available on your menu. 

 

Changes to Purchase Order: To request changes to your purchase order, please contact the Buyer who 
requested your services or issued the purchase order. Buyer information can be found in the PO 
header. For additional support, please contact avbsuppliers@avalonbay.com. 
 

VIEW OR PRINT A PURCHASE ORDER 
VIEW OR PRINT A PURCHASE ORDER FROM THE WORKDAY 
SUPPLIER PORTAL 
1. From the top left corner of the Workday home page, click on 

the Accounts Payable Icon. 
2.  Select POs and Catalogs. 
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3. On the left side of the screen, select Find Purchase 

Orders. 
 
 
 
 
 

 

 

The Find Purchase Orders for Supplier Contact window displays. 

4. Use the Document Date fields to limit the results within a date range.  
5. You can also use the Purchase Order field alone to find a specific Purchase Order issued to you through 

the Workday Supplier Portal. Make sure to include the “PO- “in front of a seven-digit PO Number 
entered into this field. (ex., PO-1000000) 

6. Click Ok. 
 

 
 

 
 
 
 

To view the purchase order, click on the PO number, and you should see the PO detailed 
information. If the PO has been closed, you will no longer be able to see the PO details, but the 
summary screen will still be available. 
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7. To print the PO, hover beside the PO Number you would like to print and select the three dots. 
8. In the pop-up menu, select Purchase Order > Printable Version. 

 

 
 
9. Click Ok after reviewing the information on the  

Confirm Purchase Order Print screen.   
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10. Click Refresh on the Print Purchase Order screen. The Percentage Complete bar will 
update indicating how much longer until the printing process is complete. 
 

   

 
 
 
 
 
 
 
 
 
 
11. Once the process has completed, you will be able to download a PDF copy of the Purchase 

Order by clicking the file hyperlink. 
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