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Purchase Order Inquiry 

On occasion, you may need to review the information for specific purchase orders. The Purchase Order Inquiry 

allows you to look up purchase order information, schedules, line item details, distribution chartfield 

information and much more. It answers the question, “how do I find out what chartfields go with an invoice?”  

1.  Open your Internet Explorer by clicking the   icon 
on your desktop.  
 

 In the address bar, type the following: 

 

http://www.csub.edu/cms 

 

2.  
From the CSUB webpage,  
 

 Click the Faculty / Staff link. 

 

 

3.  
Under the Login To heading, 
 

 Click the CSU Portal link 

 

4.  On the CSU Portal page, perform the following 
tasks: 
 

 Select Bakersfield from the Campus drop down 

menu 

 Click the  button 

 

5.  On the CSU Bakersfield authentication page,  
 

 Enter your Net ID and Password 

 Click the  button 
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6.  On the CSYOU page, click the CFS Login link. 

 

7.  CFS opens to your home page. 

 

8.  Navigate to Purchasing > Purchase Orders > Review PO Information, Purchase Orders 

9.  On the Find an Existing Value page, 
 

 In Business Unit, enter the business unit, 

such as BKCMP, or use the  icon to 
search for one.  

 In PO ID, enter the purchase order 
number, such as 1001007805 

 Click the   button  

10.  The page opens showing the summary information about your purchase order. 
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11.  In the Lines section, click the  icon 

 

12.  In the Schedules section, click the  icon 

 

13.  The Distributions for Schedule 1 page appears. It shows your PO information, such as status, schedule 
quantity, merchandise amount, document base amount, etc. In the Distributions section, you will find 
the associated chartfield values for fund, department, program, and class. 
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