Datatel Purchase Inquiries Based on Your Name

PINQ Purchase Order Inquiry
BINQ Blanket Purchase Order Inquiry
RINQ Requisition Inquiry

All of the mnemonics above can be used to find your purchases if you have
the correct PO, BPO or Requisition number. The following instructions
show how to find your purchases based on your name. The search will be
listed in reverse chronological order. The most recent purchase is listed
first.

Using either BINQ, PINQ, or RINQ search memonics
Type: *; inyour name search



Using either BINQ, PINQ, or RINQ search

Type: *; in your name
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Choose the area you want to search PO, BPO or Requisitions. For this demonstration we
have chosen Purchase Orders (PINQ).
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Searching for purchases based on your name, type command: * ; in

your name
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Choose the appropriate mnemonic for your search or you can type the mnemonic at any time: PINQ, BINQ

or RINQ
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Purchase Order Look Up (PINQ) Type: * ; in your name

These are the sample screens that you will be in to initiate your search. Note that you will enter in * ; in

your name (this is not case sensitive).
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i: POO4s026 P

0000051 Ikon Office Solutions 66.99

02/01/06 02/01/06 Dee Parker

z: PO045934 O

3078491 Ethics Point Inc

4,000.00
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2144063 Hawpton Inn & Suites 175.38
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2957623 Mail Management

01/03/06 01/03/06 Dee Parker
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01/03/06 01/03/06 Dee Parker

000O0ODO0OGQ0OGOo
»

7: PO0O45430 I

0000081 Superior Business Solutions 387.50

12/22/05 12/22/05 Dee Parker
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This is an example of what your screen will display once the search is complete.
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