
Guide to PO Lookup by Date 
 
This utility allows you to look up purchase order information at a selected summary level by 
fund within a date range. 
 
 
 
Step 1:  Log on to Cal Poly Pomona Finance Web Tools http://www.csupomona.edu/~psoft/
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Step 2:  Click on PO Lookup by Date  
 
 
PO Lookup by Department or Chartfield  
 

 
Step 3: Click on Department or Chartfield String 
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http://www.csupomona.edu/~psoft/


 
 
Step 4:  If Search by Department is selected: 

 
• Enter Fund 
• Click arrow and choose a level 
• Click next  

 
• Click arrow and choose a sublevel 
• Enter date range and click on Get Purchase Orders  
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Step 4 cont: If Search by Chartfield String is selected: 

 
• Fill in Chartfield String (a percent sign can be used as a wildcard for any of 
 the chartfield values  
• Enter date range and click on Get Purchase Orders  

 
  

Results of Lookup by Department 
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Results of Lookup by Chartfield String 
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All PO’s for the month of July and August are displayed for both Lookups. 
 
 
Step 5:  By clicking on any amount that is underlined you can display transaction detail.  

 
 

 
Results of Purchase Order Drilldown 

 



 
Step 6: Click on Payments to get 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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