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The purpose of this document is to provide a clear 

step by step work instruction on how to use the 

Manage Purchase Order App to effectively monitor 

and manage purchase orders.



8/16/2023Confidential

Innovations For Active Healing

- 3 -

Managing Purchase Order APP

The Manage Purchase order app will give access to:

 

▪ Monitor PO approval status

▪ Monitor PO balance and Consumption

▪ Make changes to a PO

➢Add or decrease dollar amount 

➢Close a purchase order line

➢Withdraw a PO from approval
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Managing Purchase Orders

• Access SAP from the 
Okta Apps home page. 
https://bioventus.okta.c
om/app/UserHome

• Select Manage 
Purchase Orders

https://bioventus.okta.com/app/UserHome
https://bioventus.okta.com/app/UserHome
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Managing Purchase Orders
The system 
will display all 
Purchase 
orders  and 
relevant 
information in 
SAP.

PO#, Supplier, 
Status, Approver, 
PO Date and 
PO $ Value
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Monitor Purchase Order Status

To monitor  
PO 
approval 
status

Filter by:
 In 
Approval
 
Select Go.
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Monitor  Purchase Order Value

To Check status of 
PO dollars invoiced.

Search by PO 
Number.

Click on PO number 
to open the po.

The PO will open up 
into SAP.
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Monitor  Purchase Order Value

Open the 
Header field in 
the PO.
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Monitor  Purchase Order Value

Select the 
Status tab

This view will 
show the dollar 
amount of the 
PO and the 
amount that 
has been 
invoiced.
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Example of an Invoiced PO

Example of a 
PO that has 
been invoiced  
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Change $ value of Purchase Orders
Open the PO in 
the Manage PO 
App.

select 
Display/Change

Change the PO 
value by 
increasing  the 
Net price 

Or add a new  
line item.

Remember to 
SAVE
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Close/ Open Purchase Orders

Display/Change

Select line item 
to close.

Select the Lock 
icon 

Remember to 
SAVE 

To reopen, select 
the unlocked 
icon 
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Search Supplier and 
select OK.

Manage PO by Supplier
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Manage PO by Supplier

Search by 
Supplier

All purchase 
orders for the 
selected supplier 
will be displayed. 
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Withdraw Approvals for Purchase Orders
Use with 
Caution!

Withdraw 
from 
approval

Select the 
PO and 
number

Select 
Withdraw 
from 
Approval 
tab.
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Withdraw Approval for Purchase Orders

Use with Caution!

This feature should be used as a last 
result to fix a PO error. ( cost center 
change, dollar amount etc.)

Remember that you must add 1 cent 
to the po value to retrigger the po for 
approval.



8/16/2023Confidential

Innovations For Active Healing

- 17 -

Who Can I Contact with help?

Global Procurement Team

• Kevin Griffin Director, Global Strategic Procurement

• Kimberly Cox, Sr. Category Manager

• Michael Rafidi, Indirect Category Manager

• Terry McNair, Purchasing Coordinator

BioventusIndirectPurchasing@BioventusGlobal.com

mailto:BioventusIndirectPurchasing@BioventusGlobal.com
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