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AP-PO Guide 

This guide is for the AP-PO system which is a web-based tool designed to help University of Iowa departments track and review 

procurement-related transactions. It provides a centralized way to view vendor records, contracts, purchase orders (POs), receipts, 

invoices, vouchers, and payments—all in one place. 

AP-PO also links directly to the General Ledger to support timely financial reconciliation and review. 

Access to APPO is granted on a per-user basis.  Please contact your Workflow Administrator to receive access to AP-PO.  If you check 

on your self-service personal tab, it will list your workflow administrator.  
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Accessing System 
How to Access ePro (eVouchers, PReqs/Receiving) 

1. Sign in to Employee Self-Service. 
2. Navigate to Business & Financial Systems. 
3. Click AP-PO PeopleSoft. 

You will land on the AP-PO Home Page, which includes: 

• Links to all available reports 
• A Communication Center for system updates 
• Path to Navigation shortcuts 
• User settings and preferences 

 

If you need assistance with AP-PO, please send an email to: preqs@uiowa.edu. 

 

Common Search Functions 

Vendor Search 
o Use to find active vendors in the UI system.  
o Search by:  

o Vendor Name  
o City  
o State  
o ZIP Code  

 

Purchase Order Report 
o Results include PO details, invoice links, receiving status and requisition views. 
o Search by: 

o PO Number 
o Requisition Number 
o Vendor ID or Name 
o Contract Number 

 

Receipt Status 
o Results provide a list of receipts with links to requisition records. 
o Search by: 

o Requestor or Receiver HawkID 
o PO or Preq Number 
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Voucher Report 
o Results allow you to view reports, payment status and voucher details. 
o Search by: 

o Voucher ID 
o Department 
o Requestor HawkID 
o PO ID 
o Invoice 
o Vendor Information 

 

Voucher Report Information 
When invoices are received in the Accounts Payable the invoice is compared and verified against the Purchase Order and 
vouchers are created.  
 
The following is a sample of a voucher report created for departments to review.  The requester will receive an email 
notification with a link to display the voucher's details.  
 

  Key attributes of the voucher report include:  

o Vendor name and address linked to the requisition and purchase order details  
o Link to a scan image of the invoice.  Advising accounts payable when an invoice should be paid.  
o Invoice date and amount indicate if receiving is required and payment information.  
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