&LPO]X Training Guide
PO Inquiry

The following steps will assist in locating the status of a Purchase Order, total dollar amount,
including freight and sales tax and whether receiving has taken place and if a voucher has been
created.

Navigation: Purchasing, Purchase Orders, Review PO Information, Purchase Orders

= Purchasing
[ Requisitions
=7 FPurchase Orders
=~ Review PO Information
= Pt Irders
Activity Surmmary
PO Accounting Entries
Cocument Status

> Enter the Purchase Order number and click search.

Purchase Order Inquiry
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value

Business Unit: = B [sLcmP Ql
Purchase Order: | hegins with j |%B43

Contract SetiD: | beging with =] QJ
Contract ID: [ begins with > || Ql
Release Number: = =

Purchase Order Date: |= =] | B

PO Status: [= = |
Short Yendor Name: [ begins with =] | Ql

wendor ID: [ begins with =] | al

Buyer: |begins Withj| Q)

PO Type: = = =

Purchase Order Reference:l hegins with j |

[ Case Sensitive

Search | | Clear | Basic Search [ Save Search Criteria

Search Results

Business Purchase Contract Contract Release Purchase PO Short Wendor

Vendor ID Nan

IUnit Order SetlD ID Humber Order Date Status Hame
SLCMP 2003200943 5LCHWMP (blanky 0O 10M 2003 Compl DOOL ENTE-001 Q000009104 Dioig
SLCMP 2003202943 5LCMP (blanky 0O 055232003 Compl ATAS FORD-001 Q000007827 ATA:

» If alist displays, click on the PO you want to inquire on.

Contact: Suzanne LaCaro slacaro@cal poly.edu -1- 10/19/04
Business Process Owner: C&PS
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{ Form Y Schedule \I

Unit: SLCMP  PO: 2003200943
Vendor: DOOLEMNTE-001 MO0 Qo0ooo0a104 Wendar Details Buyer:  Patricia Mcknight
PO Date: 10/16/200€_ PO Status:  Compl Receipt: Received Backorder Status: Mone
Budget Status: alid Doc Tol Status: “alid 1to3of3
Custormize | Find | Yiew Al | ] First (4] - 3
Sel Line Htem ttem Description Category PO Oty UOM Amount Status
¥ 1 #RAL0T 1000 rounds of 180 gr G000 1.0000 UMT 32500 USD Closed
- 2 #RAL5T 1000 rounds of 230 gr J 8000 1.0000 UMT 34000 USD Closed
- 3 #03131A 5000 rounds of 55 ar F G8000 5.0000 UNT 4900.00 USD Closed
B — S —
%1585.00 Adj Amit: 113.480 & Total: 167846 US 3of3
Header Details  Matching Header VAT  AIRTY Header Comments... Line Details  Line Comments  Document Status
L Return to Search | [4E Nextin List | E T hatify 7| RelatedLinks

Farm | Schedule

» View PO Status and total dollar amount. Click = to view Adj Amt

Adjustment Breakdown

Purchase Order: 2003200943 Currency:  USD

Freight: 0.00
SalesUse Tax: 11348
Miscellaneous: n.ao
VAT: 0.0o
Total Adj Amt: $113.46

Rieturn |

> View Header Comments... and Line Details

» Click BotumentStalus and the PO Document Status page will display in a new window.

Contact: Suzanne LaCaro slacaro@cal poly.edu -2- 10/19/04
Business Process Owner: C&PS
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{” PO Document Status |

Business Unit:  SLCMP PO ID: 2003200343 Status: Carmpl

Document Date: 10/1 62003 Document Type: Purchase Order Budget Status:  Valid

Currency: USD Amount: 1565.00

Buyer: Patricia Mcknight

Associated Document Customize | Find ‘ 1-4 af 4 Last

i Documents '|: Related Info ".

SetlD ?l::iﬂ DOC ID Document Type Status Document Date  Vendor ID Location
SLCMP 2003100802 REQ Complete 10/ 552003 D
SLCMP 2003300608  Receipt Received 11/05/2003 0ooooog104 AMAHEIM DI
SLCMP 0001082 YWoucher Posted 10M 712003 0000009104 ARNAHEIM B

SLCMP 0000074974 Payment Posted 110062003 0000009104 ARNAHEIM B

» Close the window when you have completed viewing.
To continue viewing the Purchase Order inquiry information, click on the Schedule page.
To view distribution information for each schedule, click the select box on and click Ristribution

[ Eorm Y Schedule |

Unit: SLCMP  PO: 2003200943
PO Schedule ind | view All First 1oi2 O Last
Custamize | :
Sel\Sched DueDate TimeDue ShipTo PO Oty Price Amount Revision Status
< ¥ 1 105242003 07o_108 1.0000 325.00000 325.00 USD Closed
Amount: 32500 USD POGhs 1.0000 UOM:  UNT

Schedule Details ShipTo Comments.. Sched Salesilse Tax Schedule Freight Distribution
Ship To Address Walue Adjustnent Miscellaneous Charges Schedule VAT Eeqg Detail
) Return to Search | (45 NextinList | [+ Enatity |

> Access requisitiondetails by clicking E22LetEll Retyrn by clicking Lok |
Requisition Details -- DOOL ENTE-001

Business Unit: SLCMP Purchase Order: 2003200943

Requisition Details Requestar Details

; it BeEguest Req Req Req .
Line Sched Dist BU Req ID Line Sched Distr PO Oty Amount Reqg Amount Reqg Oty Final
1 1 1SLCMP  zoozioo202 B 1 1 1 1.0000 348 560 6000 10000 T
PO Inquiry is complete.
Contact: Suzanne LaCaro slacaro@cal poly.edu -3- 10/19/04

Business Process Owner: C&PS



