How to run the PO Status Report in PS 8.4
Navigation:  Custom Reports/ PO/ PO Status Report
[image: image1.bmp][image: image2.bmp][image: image3.png]Search:

[
b y Favorites
D Business Prosesses
~ Custom Reparts
> oL
[
<o
Pint PO Receiing Copy
PO Stalys Report
> Computer Operatons
b vendors
b Putchasing
D Accourts Payable
b Asset Hanagement
b Commitment Contral




[image: image4.bmp]
The following appears:
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Enter any informatian you have and click Search. Leave fields blank fr a st af all values.
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Change the Search by field to Purchase Order by selecting the drop down arrow.  Enter your PO number and click on the [image: image6.png]Search



 button.

The following should appear:
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Search by: [Purchase Order ] begins with 0000006458
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[Burchase Order Business Unit Purchase Orer urchase Order Reference Vendor ID

0000006458 00730 0112372003 Online Sourced from Req 0000012127
0000006458 00759 0618/2003 Online Sourced fom Req 0000009005
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Click on the link for your Purchase Order.  The following will appear:
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Business Unit: 00730

Purchase Order: 0000008458 POStatus:  Complete

When printing the repor, please use the "Landscap:
1. Selestthe Report Type

2. Clickthe button below to generate the report

3. File--=Print..-=Layout Tab--»Landscape-»Print Button
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Select either Detail or Summary depending on which report you would like to run.  Click [image: image9.png]View Report



.
A new box will pop up with the report.
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PO Status Detail Report

Business Unit: 00730
PO D: 0000006458
POStatus:  Compl

0612212004
09:06:14 AN

[Acct RealD Req VoucherlD VendorlD  VendorName Req Fi

Pre-Encum  Encumbered  Expended

ne Status PO
POLINE: 1 DistribLine: 1 CostCenter: 00730/2065/H0201/B0778INA Budget Reference: BP2003
53510 839829 1 0000012127 VERISIGNING  Cormpl 6,950.00 00 00
53510 839829 1 0000012127 VERISIGNING  Cormpl -6,95000 000 000
53510 839829 1 0000012127 VERISIGN INC 00 6,950.00 00
53510 839820 1 00232026 0000012127 VERISIGN NG Y 000 6,950.00 000
53510 00232026 0000012127 VERISIGN INC 00 000 695000
SubTotal 000 000 695000

Grand Total: 00 000 695000




