
INSTRUCTIONS FOR 
RECEIVING INVOICES AGAINST 
BLANKET PURCHASE ORDERS 

(BPUM) IN ELLUCIAN 
COLLEAGUE



If you are connecting to the colleague system 
from on campus please go directly to the next 
slide.

If you are connecting from off campus you must first 
initialize a connection to the VPN. If you are 
unfamiliar with this process go to the link below:
https://www.lakeheadu.ca/faculty-and-
staff/departments/services/helpdesk/software/virtu
al-private-network

https://www.lakeheadu.ca/faculty-and-staff/departments/services/helpdesk/software/virtual-private-network


Log into myPortal.
Select the waffle icon menu.
Select "Web UI" from the drop-down list. 

Select Colleague – Web UI

Waffle Menu



Click the navigation menu to expand.
Select CF from the application list at the top.
Select/expand the "Purchasing - PU" menu.
Select/expand the "Blanket Purchase Order - BPM" menu. 
Select "Blanket PO Use Maintenance - BPUM."

Select CF from the Application pull 
down

Click Navigation Menu to expand

Select from the purchasing –PU menu 
then BPM then BPUM



Enter the four-digit purchase order number into the BPO Lookup field of the dialogue 
box. Click OK

Type the 4 digit Purchase Order 
number then hit the enter key.



Enter the description from the invoice in the Description field.
Enter the Quantity Ordered date and the Quantity Accepted date in the corresponding fields.
Enter the Initiator in the Initiator Field. This is your login name.
In the Actual Cost field, enter the amount you wish to be paid to the vendor; this is usually the 
balance listed on the invoice.

Enter 1

In Actual Cost Enter the amount 
you wish to be paid to the vendor 
usually the balance from the 
invoice

Enter 1



When you are done entering, click 
SAVE at the top of the screen.

In the dialogue box that opens, 
click UPDATE.




