Navigation>eProcurement>Buyer Center>Manage Purchase Orders 
Enter the purchase order number that you want to pull up on the purchase order line and click the “Search” button.
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After you have pulled up the purchase order you will scroll down the page and find the “Edit Comments” link and click on it.
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The justification you entered on the Requisition will appear in the PO Header Comments box.  You will need to click on the plus button in the right hand corner of the panel to add a new header comment.
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Once you have the blank comment box, you will need to click on the link labeled “Use Standard Comments”.
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At the next panel, click on the small magnifying glass next to the box that is labeled “Comment Type”.
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At the search results pop up click on “bid terms”.
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After the Comment Type has defaulted on the line you will go to the “Comment ID” and click on the magnifying glass to open that pop-up.
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At the search results box select AOS – “Direct Deposit” by clicking on it.
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The direct deposit comment will appear in the comment box below the selections you made previously.  Click the “OK” button to return to the previous panel.
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The comment will appear as the last comment box you entered at the Header Comment panel.  Click the “Send to Vendor” check box.  This action will allow the comment to be printed on a copy of the purchase order.
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Click the “OK” button to return to the PO Form panel

At the PO Form panel finish processing the purchase order and click the “Save” button.
