Guide to Individual PO Lookup

This utility allows you to check the status of a purchase order by searching on PO
Number.

Step 1: Log on to Cal Poly Pomona Finance Web Tools http://csupomona.edu/~psoft/

-2 - QR d|AEFBB-SE-EH A&

CAL POLY POMONA [
Welcome to the Finance Web Tools home page!

Here you will find rmany useful utilities and have access to information normally only accessible through use of PeopleSoft client software

PeopleSoft Financial Information
Department Surmmary - Use to display a department financial surmmary.

Sumrnary by Charfield - Use to display a department financial summary by chartfield. From the result screen, you can drill down to display
transaction detail.

< Individual PO Lookup - Use to display a single purchase order by entering a specific PO number.

ate - Use to display purchase orders at the Departrment or Chartfield string level by a date range

University Trees \Use this to display the trees for funds, departments, programs and classes.
Forms and Documents
Download Forms - UseXhis to find and download finance related forms.

Financial Services Guide \Iniversity Financial Serices directary and ledger id reference.
Glossary of Terms Guide - A\jsting of wards and theit definitions as they relate to C5U

Guick Tips - Helpful tips and rerkinders for users

Training Material - Power Point pre§entations from training classes.

Additional Web Page References
University Budget Information
University Financial Serices

Procurerment Support Services

\Template reviged on 27-Noy-2002

Step 2: Click on Individual PO Lookup


http://csupomona.edu/~psoft/
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POMONA

Welcome to the Finance Web Tools home page!

Here you will find many useful utilities and have access to information normally only accessible through use of PeopleSoft client software.

PeopleSoft Financial Information

Department Summary - Use to display a department financial surmmary.

Summary by Charfield - Use to display a department financial summary by chartfield. From the result screen, you can drill down to display
ansacon detal 2l

Individual PO Lookug - Use to display %@ Fleaze type pour uger name and password,

PO Lookup by Date - Use to display p Site: Wk CSUPOMona.edu ange.
University Trees - Use this to display t Realm Cal Poly Pamana Intranet

Uszer Mame I‘

Download Farms - Use this ta find anc Pazsword I

Financial Services Guide - Univarsity F I~ Save this password in your passweord fist

QK I Cancel

Glossary of Terms Guide - & listing of

Quick Tips - Helpful tips and rerminders for users
Training Material - Power Paoint presentations from training classes

Additional Weh Page References
University Budget Information

University Financial Services

Procurernent Support Services
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Step 3: Enter your User Name and Password
Step 4: Click OK

fiipo_lookup, shiml - Microsaft internst Explorer

My Wats Search |

o DOOOGEEZ11

Step 5: Type in PO Number and click on Lookup




Results of PO Lookup

A cal Poly Financlal Web Tools - Microsaft Internet Explorer
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PO Lookup Result

PO Number is: 0000025211.
Po s

Mere are the resulis:

PO Datey 20060726
Wendar Igne: HEALTHY BUILORASS INTL
Buyer:

Chart Field String and PO Rec Rec tam SIIQNDQ Ship Sub-

LIn® |ing item Description Qty Gty Dats  Amt Amt  total
1 BE000GE- POMD -S5500-0707 -00000 1 1 566,00 000 000 1 566,00

FOCUSED INDOOR AR QUALITY STUDY FOR BULDING S ROOM 228 AS PER ATTACHED PROPOSAL

PO TOTAL

£

inte Exeal, eliek this link, when data appears do the fallwing, ¢
and ¢l Lk paste spocial, when |bo appuars, llit.\ on Tt thin DK If data is

Ta wxport o
chck the eds

LEU Pornona Heene | PeopleSel Project | Einance Tools Home | Dosnbesd Forms | Depar)

it by Chactfiehd | dredual PO Leabup | PO Lugkup by Date | Unsvsrsit Trees | FS Gude | Tramng

B Caenclar - Mcro... | B Guide Indvv. PO .,

Step 6: Click on Payments for detail of payments made for this Purchase Order

NOTE:
PO Date — Original date of purchase order (will not change with PO revisions)

PO Status
Dispatched — An open Purchase Order that has been sent to the vendor
Complete — Purchase Order has been closed



Results for Payments Drilldown
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Payments for

PO Number: 0000025211
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