
Create a Purchase Order in ServTraq 
 

To create a Purchase Order in ServTraq go to: Inventory>Purchase Orders>Click New Purchase Order 

 

 

Select the Vendor from the drop down menu. 

If the vendor is not in your dropdown menu, you will need to add them first. More information can be 

found here: https://support.servtraq.com/support/solutions/articles/4000130775-add-a-vendor  

 

 

https://support.servtraq.com/support/solutions/articles/4000130775-add-a-vendor


Under the Purchase Order Items, click the Addition Icon.  

 

Under the Item enter code: SUB001- 

Select the Job ID 

Use the description field to be more specific.  

Click the floppy disk to save.  

 

 
 

 

 

 

 

 

 

 



Closing a Purchase Order in ServTraq 
 

To close a Purchase Order in ServTraq go to: Inventory>Purchase Orders and click on the purchase order 

to be closed.  

 

Click on Close PO.  

 

 

 

 



After verifying this is the correct PO to close, click OK.  

 

 

The closed PO is now under the “Closed Purchase Orders” list. To view it, change the Current View to 

“Closed Purchase Orders” using the drop down menu.  

 


