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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

7 Purchasing

[* Reguisitions

[ Reguest for Guotes

[ Procurement Caontracts

= Purchase Qrders
[ StagefSource Reguests
[ Manage Change Orders
[ Reconcile POs
= Revigw PO Information

— FPurchase Orders

> Enter the Purchase Order number and click search.

Purchase Order Inguiry
Enter any infarmation you hawve and click Search. Leave fields blank for a list of all values.

Find an Existing WYalue

Business Unit; = | SLCMP QL
PO ID: heging with EEII:ITEEﬂiElil
Contract SetlD: begins with QL
Contract ID: begins with QL
Release Number: = v
Purchase Order Date:| = w El
PO Status: = w Approved W
Short Vendor HName: | hegins with &)
Yendor 1D: bedins with i
Buyer: bedins with i
Buyer Name: begins with QL
PO Type: = w L
[[]case Sensitive

Search | Clear | Basic Search Save Search Criteria
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» View PO Status and total dollar amount. Click the amount next to Freight, Tax or Misc Amt

. . Ret
to view breakdown. Once reviewed select il

Purchase Order Inquiry
Purchase Order

Init: SLCMP

W0 1D: 2007201292

PO Status: Approved
Budget Status: Walid

10 Date: 0512712008 Doc Tol Status: YWalid
fendor: DELL COMP-001 Backorder Status: Mone
fendor ID: 0000000655 wendor Details Receipt: Mot R eyl
Hold From Further Processing
huyer: Brenda Tesch Amount Summary
10 Reference: Online Src From Reg 2007100958 Merchandise: 499500
deader Details ATV Matching Freight/TaxMisc.: 362.15
deader Comments... Docdment Status TOT T S0

zhange Order Select Lines To Display

ze | Find o | B irst (4] 3 as
r kem ftem Category W Amount ’7 ’7
Des
1 mouse pads 20700 50,0000 EA 176.00 USD  Active [
2 Fé. lap top cases 20700 55.0000 EA 4,070.00 USD  Active [
3 B, webcam 20700 5.0000 EA 760.00 USD  Active [
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Purchase Order Inquiry
PO Total Amount Details

Unit:  sLCmP  POID: 2007201292 Vendor: DELL COMP-001

PO Total Amount

Merchandise: 499500
Freight: 0.00
Miscellaneous: 0.on
SaleslUse Tax: 36215
VAT: 0.on
Total Adj Amt: 36215
Total Amount: 535715 LSD

Return |

> Click DocumentStatus 54 the PO Document Status page will display in a new window.

Document Status

Business Unit:  SLCMP PO ID: 2007201292 Status: Approved
Document Date: 05/2712008 Document Type: Purchase Order Budget Status: Walid
currency: usD Armount: 498500

Buyer: Brenda Tesch

Associated Document
[ Documents T Relsted Info

]
Customize | Find | Wiew Al |

Bu.s'ﬁ Document Type |DOC 10
Unit

SLCMP REG 2007100858 Approved 0&r27r2008

» Close the window when you have completed viewing.

» To view the schedule ES icon. This is found at the right of the line description.

mize | Find | : -
’Kr ltem ttemn Cateqory anuum Fstatus ’7’7
Description
mouse pads 20700 50.0000 EA 175.00 USD  Active -
2 F.% lap top cases 20700 55.0000 EA 4,070.00 USD  Active C} '=-@.
3 B weeh carm 20700 5.0000 EA 780.00 USD  Active 2 [
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» To view distribution/Chartfield strings information for each schedule, click on = . Thisis
found at the far right of the line details.

Eeturn to Main Page

Finet [ view & First [ 4 o 3 B Last

Line: 1 mouse pads POQty:  50.0000 EA Amount: 175.00 UsD

P
Customize | Find | “iew &1 | 28

D T stetus
Sche: ’_Due Date me Due  (Revision [Ship To l_ PO Oty Price Amount

E 08172008 0700010800 (=1 50.0000 3.50000 175.00 USD Active T @ B4

> To access requisition details by clicking E23DetEl tah - Return by clicking Lok |

Purchase Order Ingquiry

Distributions for Schedule 1

=l
PO ID: 2007201292 Line: 1 Sched: 1 hem: mouse pads Elg
Status: Active Sched Qty: 50.0000
Distribute by Gluantity Merchandise Amt: 175.00 USD
Doc. Base Amount: 175.00 UsD

Distributions
[ chartfields THBetsils)

X ormatio ai
Dist |Status | Percent Amou G)_Jdnit  |Account Oper Unit Fund Dept Program |Class

1 Open 100.0000 50.0000 175.00 USD SLCMP 660003 5L001 122300
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