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1. Click on the History tab.
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Ensure that the PO History and by PO No. tabs are selected.

Select the Filter check box.

Select My Orders and enter desired Start Date and End Date for the purchase orders.

Enter appropriate values for custom fields to find desired purchase orders with selected criteria. In this
example, we will search My Orders for 7/1/2010 t011/8/20010 with the follow custom fields: Fund =
111170, Organization = 230601, Account = 72110, and Special Instructions = None. Note: You
can search FOAPA values from your profile by clicking on Select from profile values... or you can
search all values by clicking on Select from all values... Important Note: When searching purchase
orders by Fund, Organization, Account, Program, and Activity, you must enter all digits for the
respective FOAPA elements. Otherwise, no results will be returned.

Click on the Search button.
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Warning! 2 x

8 The search criteria entered is likely going to yield a large number of results. It is
recommendsd that you sithar request an =xport of search rasults, or cancel this s=arch
and madify the criteria as described below.

You received this message becsuse:
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required.

P Search || RequestBuport || cancel

7. Click the Search button.

UNIVERSITY
history
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New: Search Select Query Save Query Request Export Create Qty Recaipt Ge
Results per page Number of POs Matching Search Criteria: 62 4 page of 7 b legend  ?
Workflow Status PO No = Supplier & Creation Date /Time PO Total ¥  Requisition No. Requisitioner & Supplier Setement Status Select
P - P Status r
v P1089144 El Dell Marketing LP 11/2/2010 5:51 AM  2,300.00 USD 465502 Boulineau, Sent Mo Matches r
Charles
v EC001014-TEST ECU Central Stores & Receiving (Maintenance 10/29/2010 11:31  5,000.00 USD 464412 Boulineau, Sent No Matchas r
Orders) AM Charles
v EC001008-TEST ECU Medical Storeroom 10/29/2010 11:18 70.44 USD 464388 Boulineau, Sent Mo Matchas r
\ AM Charles
v EC001007-TEST ECU Central Supply (Office Supplies) 10/29/2010 11:15  1,594.69 USD 464400 Eoulineau, Sent Mo Matches r
AM Charles
v EC001006-TEST ECU Central Supply (Office Supplies) 10/29/2010 11:14  1,594.63 USD 464279 Eoulineau, Sent Mo Matchas r
Charles
EC001004-TEST ECU Central Supply (Office Supplies) 10/28/2010 11:12  1,594.63 USD 464381 Boulineau, Sent No Matchas r
AM Charles
v EC001000-TEST ECU Central Stores & Raceiving (Maintenance 10/29/2010 11:04 242.20 USD 464352 Boulineau, Sent Mo Matchas r
Orders) AM Charles
v pi0se137 [} Alpha Engineering and Environmental 10/29/2010 9:30 AM  1,875.35 USD 464300 Eoulineau, Sent Fully Received r
Charles No Matches
v P1089135 [[1 CDWG LLC 10/29/2010 9:16 AM  2,384.31 USD 464280 Boulineau, Sent Fully Received r
Charles
No Matches
v P1089133 [[1 Express Travel 10/29/2010 6:48 AM  2,709.90 USD 464245 Boulineau, Sent Partially Received r
Charles No Matchas
Results per page 4 Page of 7 P

8. Click on the Purchase Order #.
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history

PO/Reference Ho. P1080135 Revision 0

/ Supplier CDWGE LLC Available Actions | Add Comment [+] e

10 Status H Purchasze Order” Revisions H PO Approvsls || Receipts || Comments || History
7
2 Document Status 2
Worldflow v Complated
(10/23/2010 5:17 AM)
Distribution The system distributed the purchase order using the method(s) indicated  view
below the last time it was distributed
Email [HTML Body): boulineauc@mail.ecu.edu
Manual
Distribution Date/Time 10/29/2010 9:17 AM
Supplier Sent To Supplier
sulinezuc@ecu.edu
+1(919) 328-1924
Line Item Status ?
fict Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price Receiving Invoicing Matching
AP Laserlet 2015 2] mere infou. na EA 269.00 4 EA 1,076.00 USD  Fully none No
Received Matches
2 v Olympus 7.0 Megapixal Camera [ morz info... na EA 375.98 2 EA 751.96 USD  Fully none No
Received Matchas
3 v 8 Ge sandisk Micre SD card [5]  mor= info... na 2 4895 geA 391.60 USD _ Fully none No
Received Matches
4 ' 4GB Flash Drives [2]  mere infou. na EA 32.95 SEA 164.75USD  Fully none No
Received Matches
Subtotal 2,384.31
Shipping 0.00
Handling 0.00
Total 2,384.31 USD

9. From here you can review the purchase order Status, Purchase Order, Revisions, PO Approvals,
Receipts, Comments, and History.

10. This completes the steps for this procedure. Click on the East Carolina University icon to return to the
home page.
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