PEOPLESOFT FINANCIALS: Look Up Purchase Orders

Remember to use
ALL CAPS

Access the Financial Production database: https://my.uh.edu/fs

Or, See the SignOn Financial Production job aid.

NAVIGATION PATH

Under Menu click on:
»Purchasing
P Purchase Orders
»Review PO Information
- Purchase Orders

(Can minimize menu by clicking on the

red minus sign.) ——— |

Search:
)

[= hly Favorites

[+ Business Processes

[ Custom Reports

[ Computer Operations

[ %endors

~ Purchasing
[* Reguisitions
[» Procurement Contracts
= Purchase Orders

[ Build f Source POs

[ Change Orders

[» Reconcile POs

= Review PO Information
— FPurch arders

— Activity SurmtEty
— PO Accounting Entries

— Document Tolerance
Exceptions

=aac Toloratog

Menu =]
[ Procurement Contracts

= Purchase Orders
b Build f Soureg PO (O
[ Change Orders

Be sure to add to
“Favorites”!

INSTRUCTIONS

In the Purchase Order Inquiry panel, Find an
Existing Value tab:

STEP 1: To look up an existing purchase
order.

NOTE: When entering search criteria, you
can enter a full or partial value for
any key field. Based on what you
enter, the system uses the search
record to present a list of possible
matches, or, display the purchase
order.

»Enter the PS Purchase Order number
that you are searching for (whether
it is the complete or a beginning
partial number).

»Click = Search |

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

/ Find an Existing Value |

Business Unit: = |w 00765 a
Purchase Order: hegins with  ||0000001777

Contract SetlD: hegins with Q
Contract ID: hegins with Q
Release Humber: = £

Purchase Order Date: = v [&]

PO Status: = w ~
Short Vendor Name: hegins with a,

Vendor ID: hegins with Q

Buyer: hegins with &)

PO Type: = N ~
Purchase Order Reference: | begins with

[Jcase Sensitive

Clear

Search | Basic Search Save Search Criteria
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PEOPLESOFT FINANCIALS: Look Up Purchase Orders

STEP 2: Display Purchase Order. Search Results
I i Business Purchase Contract Contract Release Purchase Short Yendor
>CIICk aner\]/here Og the Ilne for the Unit Order Setib D Number Order Date i Name il S
p.UrC ase oraer yOU want to 07685 0000001777 00765  (hlank) 0 121022004 Disnatched SARGENT-WE-001 0000035228 SARGENT-WELCH SCIENTIFIC €O
display. |
ReSUItS Form Y Scheduls
Unit: 00765  PO: 0000001777
PurChaSE Order IS d|3p|ayed- Vendor: SARGENT-WE-001 ID: 0000035228  Yendar Details Buyer:  HUBER LYDIA
PO Date: 12022004 PO Status:  Dispatched  Receipt: Mot Recvd Backorder Status: MNone
Budget Status: Valid Doc Tol Status: Valid
Customize | Find| 18 First 4 g ora ! Last
Sel Line ftem ttern Description Category ~ POQty  UOM Amount Status
1 SCIENCE COURSE MODULE: IPC." 78532 2.0000 EA 901.98 USD Active
| SCIENCE COURSE MODULE: IPC." 78532 2.0000 EA 1239.98 USD Active
o 3 SCIENCE COURSE MODULE: IPC." 78532 2.0000 EA 1581.98 USD Active
o 4 SCIENCE COURSE MODULE: IPC." 78532 2.0000 EA §29.98 USD Active
Merch.: 4553.92 Adj Amt: Total: 4553.92 UsD
Header Details  Matching HeaderWAT  AILRTY Header Camments. Line Details  Line Camments Document Status
S RetumtoSearch | =] Notify 5 Related Links

Form | Sthedule

To Lookup another purchase order: Header Detalls Matthing — HeaderVAT  AIRTY  Header Comments.  Line Defalls — Ling Comments  Docurment Htatus
O i = ;
»Click on | <+ Retum to Search | ot bottom HRetumlnSearch‘ ] ot ‘ A RelaedLin
of Form tab to return to Inquiry Fom| Schede
panel. —

To scroll through alist:
If a list appears in Search Results:

HeaderDatals Matching — HeaderVAT AILRTY  HeaderComments.  LneDstalls Line Comments  Document Status

SQRetimtnSeanh | B NedinList ‘fﬁ Previaus inLis ‘ B Nty ‘ £ Related Links

i + Mextin List
»Click on | *E or Fomm | Schedule
+E Previous in List

at the bottom
of the Form tab to scroll back and
forth thru list.
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