mmu Training Guide
PO Activity Summary

If your requisition has been processed into a purchase order, you can check the activity
by using the Activity Summary function. You will be able to see receiving and voucher
activity for each line of your purchase order.

1. Navigation:
Purchasing, Purchase Orders, Review PO Information, Activity Summary

Accounts Receivable

tems PO Activity Summary
Jendors Enter any information you have and click Search. Leave fields hlank for a list of all values.
2urchasing

[= Requisitions
[ Request far Quotes
[* Procurement Contracts

[ Find an Existing Value

= Purchase Orders Business Unit: = W 5 bil Q
[ Build f Source POs
[> Change Orders Purchase Order: begins with 2007200473

[> Reconcile POs
= Revigw PO Infarmation
— Purchase Orders Purchase Order Reference: | begins with s

Purchase Order Date: = W @

— Activity Summany
— PO Accounting Entries

Yendor ID: begins with |+ &'}

~ Brini POs []case Sensitive
— Docurment Status
[ Reparts
- Express POs Search | Clear | Basic Search Save Search Criteria

2. Enter the PO number. Click _5ach | and select the PO.

3. Review the details of the purchase order. Purchase Order Status, the lines, the gty
ordered, and the total cost of each line. If the line was an “Amount Only” line (An
“Amount Only” line is a line that will have multiple payments against it.).

Activily summary

Unit: SLCMP  PO: 2007200473 Vendor: DELL COMP PO Status: Campl
Customize | Find | Wiew All | # First 4] 1-3of3 [+ Last
Line tem ltem Description UOmM Order Oty Amount Ordered  Amount On|

1 Dptiplex GHT 45 Mini-Tower Mode EA 5.0000 4713.800

F 2 18" Litrasharp 1908FF Manitar EA 10.0000 2299.900

P 3 Erwir Fag LoT 1.0000 20.000

Oty Rowd: 5.0000 Oty Inved: 5.00 Oty Mtchd: 4.0000

Oty Accptd: 5.0000 Amt Inved: 4713800 Amt Mtchd: 4713800

Receipt Imnice Matching Open Oty p.ooon Open Amt: 0.000

Contact: Tessa Betz trbetz@calpoly.edu -1- 8/7/08

Business Process Owner: C&PS
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4. The Receipt tab will show you receiving information for each line. The paper icon
located on the right side of each line, will show you the Receiver information.

Activity Summary
Unit: SLCMP PO Status:  Compl
POID: 2007200473 Vendor: DELL COMP
T Receipt T Irevoice T Matched T
- Open
temn Description Quantity gw
i Optiplex GXT45 Mini-Tower Made EA 5.0000 5.0000 0.0000 0.000 USD
2 Fé, 19" Ultrasharp 1908FP Monitor EA 10.0000 10.0000 0.0000 0.000 UsSD
=1 Envir Fee LoT 0.0000 0.0000 0.0000 0.000 UsSD
Unit: SLCMP POID: 2007200473 Line 1 ttem 1D

Firzt L | st

0.0a0a 4713.300 LISD =]

1 of 1

Vndr Reject
Qty

Amount |Currency

1 SLCMP (2007300373 1 Received 5.0000

5. If you want to see more specific receiving information, hit the “Receipt No” icon. If
not hit S0 BackTao Activity Summary

6. The Invoice tab will show you payment information for each line. The paper icon
located on the right side of each line, will show you the Voucher information.

Unit: SLCMP PO Status:  Cormpl

POID: 2007200473 Vendor: DELL COMP

ines e | Find | Wiew i | B8
Cetails T Receipt T Invoice I hatched

ltermn Description Amount Only Amt Invoiced g_'
S Optiplex GXT 45 Mini-Tower Mode EA 500 ™ 4,713.800 USD F-‘
2 B 19" Uitrasharp 1908FF Monitor EA 1000 & 2,299.900 UsD [,
3 F% Envir Fee LoT 1.00 20.000 USD L
Unit: SLCMP PO No.:2007200473 Line 1 ttem ID

Customize | Find | view &0 | B First [ 4 o5 4

Amount Invoiced
1 SLCMP 0280175 1 5.00 4713.800 =]

6. If you want to see more specific voucher information, hit the “Voucher” icon. If not
hitGD Back To Activity Summany )

Contact: Tessa Betz trbetz@calpoly.edu -2- 8/7/08
Business Process Owner: C&PS



Training Guide

Contact: Tessa Betz trbetz@calpoly.edu -3- 8/7/08
Business Process Owner: C&PS



