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How do I find POs for a client? 

POs are viewable to CRPs in the “POs” tab in any client record. CRPs are able to view 
all, but not edit any information in the “POs” tab. You will see a list of all POs created 
for the client. There will be POs for your provider agency and POs for other services 
the client is receiving. By default POs are organized by date, with the newest POs at 
the top. 

1. Login to Madison. Your default role will be CRP Provider.  

Click on the Search Icon           in the top right-hand corner of your screen, type in the last  

name of the client then click the Search Button. 

2. The client’s record will open to the “Demographics” tab. Click on “POs” tab. 
3. The screen will change to the POs view. You will see a list of all POs created for 

the client. There will be POs to you for your provider agency and POs for other 
services the client is receiving.  

4. Double click on the PO you want to view. 
5. A new screen will open. From the Word Merge menu, select “Purchase Order.” 
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6. A new screen will open with the Purchase Order document you are most familiar 
with receiving. Click the Print or Save buttons                to print or save the PO 
document. 

 
Other steps to look at POs in Madison: 

1. Click on “POs” tab. 
2. The screen will change to the POs view. You will see a list of all POs created for 

the client. There will be POs to you for your provider agency and POs for other 
services the client is receiving.  

3. Click the Expand Record button  to the left of the PO you want to view. 
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4. By clicking the Expand Record button        , additional lines have appeared. For 
this example, you see one PO is for Intake and Planning (you can tell this by the 
amount of $209.16) and one PO is for 8hrs of JSA for the months of November 
and December at $71.78 per hour. 

 

5. If you’d like a closer look at what is authorized, click on the “PO Service ID” line 
that you are curious about. A new window will open and you can see the 
“Service Description,” or narrative of what has been authorized. 
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