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Monitoring the Dispatch Status of a Purchase Order 

Requisitions approved in ARC and OnBase become purchase orders.  To become a purchase order, all requisitions require 

documentation and appropriate approval(s) (which may include Departmental, Prior, and Central).  Users should monitor the 

progress of a purchase order’s life cycle in both ARC and OnBase.  The PO dispatch process will vary slightly depending on 

whether a requisition is for a non-UwPA or UwPA vendor. 

Non-UwPA Vendors 

Purchase orders for Non-UwPA vendors are created immediately upon central Purchasing’s approval of the requisition in 

OnBase and reflected in the requisition’s status in ARC. Because OnBase’s process of dispatching purchase orders to 

vendors is run each night, please note that purchase orders will be sent to vendors the evening after the requisition status has 

been changed to “PO Dispatched” in ARC (there is a small delay between the status change and the actual dispatch of the 

purchase order to the vendor). The directions that follow will teach you how to monitor Central Purchasing’s approval status in 

OnBase as well as how to confirm that a purchase order has been sent to a vendor.  

The PO dispatch process for a Non-UwPA vendor is as follows: 

 

UwPA Vendors 

The process for UwPA vendors varies slightly from that of non-UwPA vendors, as central Purchasing approval is not required 

on requisitions for UwPA vendors. As there is no central approver to verify that all required documentation has been 

submitted, the purchase order will not be dispatched from OnBase until OnBase recognizes that all required documentation 

for the requisition has been uploaded. The list of required documentation will vary based on the category, aount, and sole 

source option for the requisition, but OnBase will provide a list of documents needed in the “Core Documents” section of the 

page.  

The PO dispatch process for UwPA vendors is as follows: 

 

Because the “PO Dispatched” status in ARC does not reflect whether or not the purchase order has been dispatched to the 

vendor, you will need to monitor the status of the dispatch in OnBase. In addition, OnBase will provide the list of required 

documents for the requisition that you will need to upload into OnBase.  
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Follow these steps to monitor the status of the dispatch in OnBase: 

1. In ARC, navigate to the Manage Requisitions page (Main Menu > eProcurement > Manage Requisitions), enter the 

requisition ID, and click “Search”. 

 

2. Click the arrow next to the requisition link to expand the requisition details and click the requisition icon link. 

 

3. Click the Procurement EDM button to access the EDM website.  
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4. The “Current Status” field will display the dispatch status of the purchase order in OnBase.  When a purchase order 

has been sent to a vendor, the status will say “Order Processed”. 

 

5. For non-UwPA requisitions, you can also check the central Purchasing approval status in OnBase. If the requisition 

has been put on hold by a central approver, the status will be “On Hold”. There will also be a hold reason displayed so 

the initiator knows what additional action is necessary. 
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6. Finally, for requisitions for UwPA vendors, if the requisition is missing documentation, the status will be “Awaiting 

Documents”. The “Core Documents” section of the page will outline what additional documents need to be uploaded 

into OnBase before the requisition can be processed.  Please note: core documents are required for any requisition, 

not just UwPA requisitions.  
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