PeopleSoft Financials 9.0 Quick Reference Guide

PeopleSoft Finance 9.0 — Accounts Payable
Looking up Purchase Order Information for
Travel.

1. Purpose: You want to find purchase order
information about your travel authorization.

Navigate to the Purchasing Page.

Purchase Orders -> Review PO Information -> Purchase Orders

ORACLE
Menu o

Search:

- My Favorites
I Supplier Contracts
I tems
~ Purchasing
- Requisitions
I Procurement Contracts
— Purchase Orders
= Review PO Information

SRS Purchase Orders
— Activity Summary
— PO Accounting Entries
— Print POs
— Document Status
I Reports
I Receipts
- Accounts Payable
- General Ledger
- CSU Administer Integration
> Set Up Financials/Supply
Chain
- CSULB Custom Objects
I Reporting Tools
I PeopleTools
— Change My Password
- My Personalizations
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2. Depending on the information available, you may inquire using the
following fields:

» Purchase Order

» Purchase Order Date (use “not=" parameter and use any
date, except one that may be valid-this will search for
every date, except the one you entered)

» Short Vendor Name (Use “contains” and the first part of
the travelers last name)

» Vendor ID

« Be sure to use LBTRYV as the Business Unit

Enter: Welch (traveler's name) in ShortVendorName field.

Purchase Order Inquiry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Business Unit: H' |LBTRV Q

Contract SetlD: | Q

Contract ID: | Q
Release Number: - |
Purchase Order Date: = | ¥| | El

PO Status: = M | M
Short Vendor Name: |contains |« I|WELCH
Vendor ID: |
Buyer Name: |
PO Type: |= M | M

[1Case Sensitive

£ 0 00

Search | Clear | Basic Search [E Save Search Criteria

Click 2= to view and select from a list of possible POs.

3. Search the results:

Search Results

4] 1200120 [} Lag

ct (Contract Release  |Purchase

D Number ~|Order Date PO Status |Short Vendor Name Vendor ID  Name 1

ILBTRY 00000028
ILBTRV 00000038
ILBTRV 00000055
ILBTRV 00000059
ILBTRV 000000638
LBTRV 0000006814
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0 07152002 Compl  WELCHCHRIS-001 0000008369 WELCH. CHRISTINE FCHANG

0143/2003  Compl  WELCHCHRIS-001 0000008369 WELCH, CHRISTINE FCHANG  General 0282243

110032003 Compl  WELCHCHRIS-001 0000008369 WELCH. CHRISTINE FCHANG ~ General 104014
I
/

01/20/2004  Compl  WELCHCHRIS-001 0000008369 WELCH, CHRISTINE FCHANG ~ General 0283050
04/2/2004  Compl  WELCHCHRIS-001 0000008369 WELCH, CHRISTINE FCHANG ~ General 104027
10042004 Compl  WELCHCHRIS-001 0000008369 WELCH, CHRISTINE FCHANG ~ General 104224
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Click on the Purchase Order 0000002881 link to access the document.
Or select which PO you wish to view.

Purchase Order Inguiry

Purchase Order

Unit: LBTRV PO Status: Compl
POID: 0000002881 Budget Status: Valid

PO Date: 07/15/2002

Backorder Nane
Vendor: WELCHCHRIS-001

Status:
Vendor ID: 0000008369 Vendor Details Receipt: Received

Hold From Further Processing

Buyer: CHANG-JIMENEZ, FRANCISCA AmoTTeS

Po 714811 )

Reference: Merchandise: £50.50
Header Detalls Al RTY Watching Freight/Tax/Misc.: 0.00
Header Comments Document Status Total: 650.50 USD

Lines Customize | Find | View All | 2 First 4] 1071 [ Last

1 & 714811/ WEL CH/SANTA BARBARA 08/ 96200 650 5000 DLR 650,50 USD Closed &> [3

ERetum to Sear(l +EPrevious in L sl +EMext in L\El ElNulifyl

Utilize the various links to access applicable information per your needs.
Please review the purchasing section of the training manual for further
explanation of the various links.



