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ABOUT PO DASHBOARD 
 

The PO Dashboard is a web based application that allows users to create, approve and receive 

Purchase Orders online. This replaces the manual/paper based Purchase Orders. 

ACCESSING DASHBOARD 
 

The PO Dashboard Application is available at http://seas.starlightinvest.com/seas . Once on the 

webpage, enter your username and password provided by the Starlight IT department. 

 

 

http://seas.starlightinvest.com/seas
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The forgotten password can be retrieved by clicking on the “Forgot Password” link. Please 

follow the on-screen instructions to reset your password. 

 

 

 

 

SEARCHING PO 
 

The PO Search page can be accessed by clicking on the “Search PO” tab on the top bar. There 

are various search options available when searching for the POs. The search page is designed 

to search by PO Number, Property List, Expense Type, PO Status, PO Date and Project Start 

Date etc. Please see the screenshot below.   

 

 

The labels shown in blue are hyperlinked and will open up new window. For example, clicking 

on the “Property List” will open the Property Search window where the desired property or list 

can be searched and selected for the PO search. Please see the screenshot of Property search 

below. 
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The search results pane returns 25 records per page and more pages will be available if the 

search results are more than 25 records. 
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The search results can be exported to excel by clicking on “Export To Excel” button. 

The “Clear/Refresh” button clears all the values from the Search fields including the search 

results pane. 

 

 

The PO can be reviewed by clicking on the PO Number. The PO Number will only be visible if 

the PO is fully approved 
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PO STATUS 
 

The PO can be in various stages from the time it is created to when it is closed. The table below 

provides detailed description of each status. 

NRE Status Status Description 

Pending Approval Not approved by any of the approver. 

Partially Approved 
Partially approved by some of the 
approvers. 

Fully Approved Approved by all the approvers. 

Partially Received The PO is Partially Received 

Fully Received The PO is Fully received 

Denied Denied by the approvers. 

Closed PO is Closed. 

Incomplete Incomplete PO, no approvers assigned. 
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CREATING PO 
 

The Create PO page can be accessed by clicking on the “Create PO” tab on the top bar. All the 

fields marked with red asterisk (*) are mandatory fields. 

 

Explaining the fields: 

VENDOR – The vendor is mandatory to create a PO. Click on the Vendor link to find and 

select the vendor the PO is being created for. The POs can only be created for the 

vendors with valid Liability and WSIB insurance. 
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EXPENSE TYPE – the expense type represents the type of work being performed.  

ORDER DATE – The date when the work was requested .This is the current date in 

most of the cases. 

EST COMPLETION DT – This is the estimated completion date of the work or the draw 

if the work is to be completed in multiple draws. This date is mandatory and important as 

the system is going to start altering the creator of the PO to receive the PO when this 

date is reached. 

HOLD BACK% – This is used for any work that requires holdback. The percentage 

entered here will be held back from the amount when the PO is received. It can also be 

claimed at the time of receiving the PO. 

PRINT ON PO – Any special instruction you would like to print on the PO. 

DESCRIPTION – The description or information regarding the PO. 

COMMENTS – Any additional comments or information regarding the PO. 

TAX EXEMPT – The system wouldn’t calculate the tax automatically if this field is ticked-

off. This can be used when there is no tax or you would like to calculate the taxes 

manually. 

NEXT BUTTON – When the above mandatory information is entered, press NEXT 

button to see more fields to be entered. The SAVE button validates the information 

entered on this screen and takes you to the page where you can enter the PO details. 
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Entering PO Details: 

 

PO DETAILS – The PO details are entered on this screen. 

 
  Attachment – Any attachment can be uploaded to by clicking on the attachment 

link. 

  Quantity Ord. – This field represents the number of items being ordered. 

  Price – The price per quantity ordered. 

  Detail Desc – The description of the detailed PO line item. 

Property – The property the PO is being created for. Please click on the 

Property link to search and select a property. 

Unit – The unit the PO is being created for. Please click on the Unit link to search 

and select a unit. 
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GL – The GL account where this expense is being coded. Please click on the GL 

link to search and select a GL account. The GL account search may be restricted 

to the Property and expense type to reduce expense coding errors. 

Charge Back – This field must be selected if it is a charge back to the tenant. 

Clear Details Button – This button will clear all the fields. 

Save Details Button – This button will save the details, show in a grid and 

allows to enter more detail lines if required (The next screenshot). 

 

Similar PO’s – After the PO information is saved, the system shows any other 

PO created for the same Vendor, Property and Unit within the last 60 days from 

this PO order date. This is to alert user and eliminate duplicate PO. 
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The information entered above can be modified by clicking on the Edit button in 

the grid. 

 

Edit Details Button - This button will save the changes made to the details. 

Delete Details Button - This button will delete the details entered. 

Copy Details Button – The details from the selected line item can be copied to 

create another line with similar details to reduce the date entry. 
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Shipping/Billing Address – The system default the shipping and billing 

information setup for each property. However, it can be updated under the 

ADDRESS tab before saving the PO. Please see the screenshot below. 
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Saving the PO: 

   

SAVE PO Button - After entering the detailed PO information, the PO can be 

saved by clicking on the SAVE PO button. This will save the PO information, 

generate TAX line and the PO Approver list. Please see the screenshot below. 
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Quick PO:  

 

A simple one line PO can be created by clicking on the “Quick PO” tab on the top bar. All 

the fields marked with red asterisk (*) are mandatory fields.  

 

All the field description is same as described above in the “Creating PO” section. Any 

update to the quick PO or attachment can be attached by going to review and update 

PO. 
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UPDATING PO 
  

The POs in “Incomplete” or “Pending Approval” status can be updated. To update the PO, first 

search for the PO that you would like to update under the “Search PO” tab. 

 

You can then click on the PO that you would like to update and update the information you 

would like to update on the review PO page. 
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After updating the required information, click on the SAVE PO button the save the PO. 
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CREATING CHANGE ORDERS 
 

A Change Order can be created if the total work cost more than the original approved PO 

amount. To create a Change Order PO, go to the original PO you would like to create a change 

order from and then click on “Change Order” button. Please note that the Change Orders can 

only be created from the Original PO. 

 

On the next screen, you can select either the amount or quantity of the change order. Tick the 

lines you want to create the Change Order. You can also select “Tax Exempt” if you don’t want 

to calculate the tax. The system will automatically calculate the Tax based on the Property 

address. 
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Click on the “Create Change Order” button. This will create a change order for this PO and link it 

to the original PO. It will show the Parent PO# in the change order. The Change Order PO# will 

be visible once it is fully approved. All the change order PO number will start with CO- 

When determining the PO approvers for the Change Orders, it will get the total of Parent PO 

and all the change order associated with it. 
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When you are in the Parent PO, you can click on the “List of Change Orders” under the Quick 

Links to view all the Change Orders associated with the Parent PO. 
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CLOSING PO 
 

A Purchase Order can be closed as a whole or partially. The whole PO is closed when it is 

either completely paid or work is no longer required. The PO is partially closed when the portion 

of the work is no longer required. 

 CLOSING PO in Full 

The can be closed in full when it is no longer required or fully paid. To close the PO, 

lookup the PO you would like to close and click on the “Close PO” button on the review 

PO screen. 

 

 Once the PO is closed, it can’t be reopened.  

 

 Partially CLOSING a PO 

PO can be partially closed by closing the individual line items. The close the line items, 

lookup the PO you would like to close and click on the “Close” button next to the line you 

would like to close. Only unreceived and unpaid lines can be closed. 
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APPROVING PO 
 

All the POs waiting for your approval can be found under the Pending PO on the “My Approval” 

tab. The POs can also be approved as “Higher Approver”. 

 My Approval 

To approve POs, go to “My Approval” then “Pending PO”. The “My Approval” tab color 

changes to Orange when there is a PO waiting for your approval. It also displays the 

count of POs. 

 

The list of all the POs waiting for your approval will show as below. 

 

  

APPROVE button – to approve the PO. 

 DENY button – to deny the PO. 

 PO# - You can click on the PO# link to get more information about the PO. 

Similar – all the other POs created within 60 days for the same property/unit and vendor 

can be viewed by clicking on the Similar link. The screen will appear as below: 
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 Higher Approver 

The PO can be approved as a higher approver. The “My Approval” tab only shows the 

POs that are waiting for your approval. To approve as “Higher Approver”, please go the 

“Search PO” tab, enter the search criteria and click on the “Higher Approver” link. 
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The search results will show all the POs that are not approved and you are the higher 

approver. 
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Next, click on the PO# link to go to the review PO screen. 

Under Approvers tab, select “Approve” under action and SUBMIT. 

 

This will approve the PO as higher approver. 
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RECEIVING PO 
 

The PO is received as soon as the work is completed. Some of the expenses require a sign-off 

sheet to be completed before the PO is received in the system. The others only require the PO 

receiving to be done. This is determined based on the expense types. If an expense type 

requires a sign-off, the system will take you to the sign-off sheet.  

 

 Creating a Sign-Off 

  

Only the fully approved or partially received and Open POs can be received. To create a 

Sign-Off, click on the “Receive PO” button on the PO review page or click on the 

“Rcv/Unrcv PO” tab on the top of the page. 

 

On the next screen, input all the required information and click on the “Create Signoff” 

button. This will create an approver chain for the sign-off. 
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The Sign-Off then needs to be fully approved before the PO is received from it. 

 

Approving a Sign-Off 

 

When the Sign-Off is created and waiting for your approval, it will show up under the “My 

Approval” tab.  
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From this screen, you can click on the PO link to go to the approval screen. You can 

enter comments if you have any and click on “Submit” button to approve the Sign-Off. 

When the Sign-Off is fully approved, the PO is automatically received for the percentage 

the Sign-Off is approved for. 
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 Receiving a PO 

Only the fully approved or partially received and Open POs can be received. To receive 

a PO, click on the “Receive PO” button on the PO review page or click on the 

“Rcv/Unrcv PO” tab on the top of the page. 

 

The PO can be fully or partially received based on the amount and the percentage. If 

you are received a PO based on the percentage, you can select the percentage to be 

received under the “Quick%”. This will populate all the line items with the percentage you 

would like to receive the PO for.  
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You can also receive individual PO lines based on the percentage or amount. 
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After making your selection, select the line items you would like to receive and 

click on the “Receive” button. 
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USER SECURITY 
 

It is recommended that the password is changed periodically to avoid unauthorised access to 

the application. 

My Account: 

You can change your password under the “My Account” tab on the top bar. The security 

question can also be updated on this screen. The security question is needed to reset 

your forgotten password. 

 

 

 

Log Out: 

User can log out of the NRE Application by clicking on the “Log Out” tab on the top bar. 

 


