
9.2.38 eVerify Information on PO 
Header 

 

 
 This document outlines the process the PO Buyer uses to update the PO header with the 

eVerify information for an applicable Service PO. 
1. eVerify information can be added to any existing PO that is accessible through the Add/Update POs 

page. That means that the PO is not closed or cancelled. On the Home Page, click on the Purchasing 
tile. Then click on Add/Update POs. 

2. There is a question on the PO header that asks if it is a Service PO or not. By default, it is set to No. 
The buyer will need to select if it is a service PO or not. 

There are 3 possible selections (N/A, No, Yes). See chart below for details. 
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3. If the eVerification information is required, the buyer will select the eVerify link that is located 
beneath the Service PO question. 

 

 

 

4. The eVerify Details page will load and the buyer will be able to enter eVerify information. 
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5. Depending on how you answer the questions, some fields may or may not be required. See table 
below for details. 

**If there is no related contract, then the contract id field can be used to store the PO id for 
reporting purposes. Format for PO should be <BU>.<10 digit PO id> (ie. 40300.0000004752). 

 
 

 
 

6. Once you have entered the information, you can save the page. The information will be stored. 

7. If an eVerify affidavit needs to be attached, it can be added to the header by clicking on the Edit 
Comments hyperlink (or Add Comments if no comments exist). 
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8.        Select the Use Standard Comments hyperlink. 
 

 

9.        Select PO as the Comment Type and EVFY as the Comment ID. Click OK. 
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10.        Add Attachment and click OK. 
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11. There is a query that can be run to get a list of POs that have eVerify information. That query name 

is 0PO091_EVERIFY. 
 

 
12.         Enter the BU and date range that you want to search and click View Results. 

 

 
 
 Results will be displayed. 
 
 
 
  
 
 



 

 
 

  
 


