EMAT Guide for Publishers

How to Process Print Purchase Orders

How to View an Order Summary

Step 1

Go to your EMAT vendor start page and click “Purchase
Order Listing.”

Step 2

Search for a specific purchase order or generate a
complete list of your dispatched purchase orders:

To search for a specific one, enter the order number in the
“PO Number” field.

To view all dispatched orders, select “Dispatched” under
the “PO Status” dropdown.

Click the “Search” button. Results will appear below in the
“Purchase Order List” table.
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Step 3

View the order summary.

Use the “Select Output Type” dropdown to choose between
PDF or Excel format. (If PDF is selected, the document
opens in a separate window. Make sure pop-up blocker is
turned off.)

Click on the “PO ID” number (left column) of the purchase
order you would like to view. A “Complete Order Summary”
document will open.

Step 4

Find the shipping information for the order under the
“District Contact” heading. Use this information to physically
or electronically send the order to the district.

If additional district contact information is needed, return to
the vendor start page and click on “View District Contacts”
or “View District Addresses.”
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How to Mark an Order as Shipped

An order must be marked as shipped in EMAT before
the payment process can begin. Payments are handled
electronically through EMAT. Mailed invoices are

not necessary. Most amounts under $5,000 are paid
immediately; amounts over $5,000 are paid in 30 days.

Step 1

After a dispatched purchase order has been physically or
electronically sent, log back into EMAT to find the order
and click “Ship Items” (far right column) on the row with the
corresponding “PO ID” number.

Step 2

Select “Shipping Method” from the dropdown menu.
(Note: The dropdown menu will soon include “Other” as a
selection, but for now choose the option that seems most
appropriate.)

Enter the appropriate information in the “Quantity
Shipped,” “Invoice Number” (publisher generated), and
“Shipping/Tracking Number” fields.

Click the “Save” button.

To return to the “Purchase Order List” search results, click
“Go back to PO List For Depositories.”



