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For more information on Purchasing vis

1. Click on the History tab.

East Carolina

NIVERSITY

as

Purchase Order Search

history

PR History | my requisitions | my purchase orders | receipt history | invoice history

Select Query

ﬂbv PO Ne. || by Requisition | by Supplier/SKU | by Receipt || by Inveice || by contract

If you know the BO No. of the PO you are searching for, please enter it below.
Purchase Order No.

F

Check Filter if you want to use the filters below.

Results per page
' Search |

Filters

To find your purchase documents quickly and easily, choose = date range to search for purchase documents placed
during a specified time frame.

My Orders ¢y My Submitted Orgers (3)  University Wide Orders ()

i - Creation Date (System) hd

Start Date

o07/01/2011 | [ (mm/dd/yyyy)

End Date 07/22/2011 E(mmﬁdd!m)

Select User

/ PO Departments E Only Include PO's From These

‘M AA Service Learning E” ] Departments

\

AA Acad Aff Region and Campus Admi ---Show All--
AA Academic Affairs Administration

2. Ensure that the PO History and by PO No. tabs are selected.

3. Click the Filter check box.

4. Select the My Submitted Orders radio button. This will allow you to see purchase orders prepared by
you.

5. Change the date range if appropriate for your search.

6. Click the Search button.
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Purchase Order Search

ast Carolina

7. \ UNIVERSITY

history

PR History | his

my . --~uisitions | my purchase orders | receipt history | in

New Search Select Query Save Query

__Create Qty Recaipt Go

w\ sults per page |1 Number of POs Matching Search Criferia: 3 4 Page of 1 | | legend | 2
N\ PO No < Supplier < Creation Date/Time ¥ PO Total ¥ isition No. = isiti 2 Supplier Status  SetHement Status Sell_ect
v 1105088 [1), Dell Marketing L 7/20/2011 5:20 AM 6,500.00 USD 607141 Boulineau, Charles  gant /%, Receipt-Required r
Partially Received
o Matches
¥ p110sog7 1), Dell Marketing LP 7/18/2011 4:32 PM 5,000.00 USD 6506258 Boulineau, Charles  gant /&, Receipt-Required r
o Mstches
v p110s0ss [y, Dell Marksting LP 7/13/2011 4:07 PM 1,000.00 USD 596221 Boulinesu, Charles  gant /i, Receipt-Required r
Ho Matches

. Note the number of Purchase Orders that met your search criteria.

7
8. There are 3 POs in this example that were prepared for another PORT user.
9. Click on the Quick View icon.

PO Quick Yiew

10.

PO Summary - P1105086

PO/Reference
No.

Supplier

P1105086

Dell Marketing LP

General Information Shipping Information Billing/Payment

PO/Reference  P1105086 Ship To Bill To
No. Attention: Bridget Brown East Carolina University
: Phone: +1 (252) 328-1008 Accounts Payable

2 No. o .

SN e Email: Happy®@ecu.edu 120 Reade St.
Total 1,000.00 USD East Carolina University Fin. Srv. Bldg.
Purchase Order 7/19/2011 VC-Business Affairs Greenville, NC 27858-4353
Date Whichard Annex United States
Supplier Name  Dell Marketing LP 227

Greenville, NC 278584353
Banner Supplier B00180625 United States Billing Options

Number Payment Terms 0% 2, Net 20

Address One Dell Way
Bldg RR3 'Ship To Address Code
Round Rock, TX ShipTo Address 005
78682-0384 Us Code
Phone +1 (800) 274-7799
Supplier Fax No. +1 (800) 313-2005  |pelivery Options
Requisition 596221 Ship Via Best Carrier-Best
Number Way
Work Order & F.0.B. N/A

Req Delivery
Contact Information

State Exempt None of the Above
Accounting Date

Requestor Name Charles Boulineau
Requestor Phone +1 (919) 328-1924
Requestor Email boulineauc@ecu.edu

10. Click on the Close button for the Quick View overlay.
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Add Iterr

EaSt C&I'Olina Purchase Order Sea:'ch Search for . | _’%

UNIVERSITY

.............................................................................................. histary

recaipt history | invaice history

PR History | my requisitions | my purchase orders

New Search || SelectQuery Save Query Create Qty Receipt Go

Results per page Number of POs Matching Search Criteria: 3 4 Page of 1 b | legend | 7
Wordflow Status = PO No = Supplier = Creation Date/Time ¥ PO Total ¥ isition Mo, = it = pplier Status Setdement Status Sell_ect

v pi10soss [y Dell Markseting LP 7/20/2011 5:20 AM 6,500.00 USD 607141 Boulineau, Charles  gant /%, Receipt-Required r

Partially Received

11 — Mo Matches

~
¥ pi1105087 1) Dell Marketing LP 7/13/2011 4:32 PM  5,000.00 USD 606258 Boulineau, Charles  gont /i, Recsipt-Required r
- Ho Matches
v 1105086 1) Dell Marksting LB 7/15/2011 4:07 PM 1,000.00 USD 596221 Boulineau, Charles  gont /i, Receipt-Required r
o Matches

ESY

11. Click on the Purchase Order #.

[East Carolina

UNIVERSITY

history s g

istnrv PR Hi isi de ¢ | invaice histary

PO/Refaranca No. P1105086 Revision 0 2

| =

13 Supplier Dell Marketing LP Availzble Actions | Add Comment =)

status || purchase Order | Revisions | PO Approvals || Receipts || nvoices Cumw‘achmerw—wstowl
% * 2
" 2

B Document Status
forreflrence Na. Waorkflow v Completed
Fevisfon Mo, (7/19/2011 4:10 PM)
Distribution The system distributed the purchase arder using the method(s) wiew

Supflier Name
indicated below the last time it was distributed

Fawxi +1 (919) 659-6118
Distribution Date/Time 7/18/2011 4:03 PM
Supplier Sent To Supplier

Boulineauc@ecu.edu
+1 (919) 328-1924

Line Item Status £

Product Description Catalog No Size / Packaging Unit Price Quantity Ext. Price Receiving Invoicing Matching
v laptop [5|  moerzinfon na EA 1,000.00 1EA 1,000.00 USD  none none m.:h
12 Matches
Subtotal 1,000.00
Shipping 0.00
Handling 0.00
Total 1,000.00 USD

12. From here you can review the requisition Status, Purchase Order, Revisions, PO Approvals,
Receipts, Invoices (if for an e-Invoice supplier), Comments, Attachments, and History.
13. This completes the steps for this procedure. Click on the East Carolina University icon to return to the

home page.
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