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QUICK REFERENCE GUIDE 
November 1, 2019 

Use the Maintain Distributions Search 
Use the Maintain Distributions search page to find the distribution information on an individual 
purchase order in your Business Unit.   You can update the ChartField information if you have 
permissions. This guide describes the steps to use the Maintain Distributions page.   

Steps to complete 

• Step 1: Navigate to the Maintain Distributions page  
• Step 2: Enter selection criteria to get results.  

Steps to use the Maintain Distributions search page 

Step 1: Navigate to the Maintain Distributions page  
1. Navigate to the Maintain Distributions page. 

Navigation Option Navigation Path 

Navigation Collection Procurement, Purchasing, Purchase Order, Left menu, Maintain Distributions 
page. 

2. On the Search Criteria page, enter values in the search fields such as Buyer ID. Then, press the 
Search button. 

 



 

2 | P a g e - Q u i c k  R e f e r e n c e  G u i d e  

 

Step 2: Review the search results 
1. SWIFT opens up the Search Results section at the bottom of the page. Press the PO ID of an 

individual purchase order you wish to view. 

 

 

2. SWIFT opens up the Maintain Distributions page for that purchase order. Review and update 
the ChartField information as needed.  

• Press the Save button if you update the purchase order. 
• Select the Return to Search button to get back to the Maintain Distributions search page. 

You have successfully reviewed the Maintain Distributions page. 
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