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PO Life Cycle Report

-

@J Finance users use this job aid to obtain detailed (including cancelled transactions) information for

transactions as it flows through the purchasing and accounts payable systems. Details about requisitions,
purchase orders, receiving and or vouchers are displayed.
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Po Life Cycle Report (CSUPOO010):

Navigation:

Main Menu > Purchasing > Purchase Orders > Reports > CSU PO Life Cycle Report

Set up Run Control

First time User: CSU - PO Life Cycle Report

1. Add a New Value Enter any information you have and click Search. Leave fields blank for a list of all values.
2. Enter a new Run Control Find an Existing Vaiue |JAGdENEHVaRE
name.

) |_§I‘] Save Run Control ID:| begins with |« |CSU_PO_LIFE_CYCLE
3. Click )

[Jcase Sensitive
Returning User:

1. Click Find an Existing Value. Search | Clear ‘ Basic Search Save Search Criteria
Figure 1: Run Control
. Search
2. Click 4 -

3. Search Criteria page will

display. Run Control 1D C2U_PO_LIFE_CYCLE ReportManager Process Monitor un

Enter Search Criteria:

4. Select PO using: select
Purchase Order, Requisition ( Purchase Order ® Requisition O Voucher
of Voucher, depending on
what ID information you “Business Unit B0
know.

*Req ID: [ a

5. Process Options:
& save

S Return to Searcn| 1B | +E| Next in List E& Add

a. Business Unit — enter

Figure 2:Selection Criteria
or use look up. 9

b. Req ID — enter the Look Up Req ID
Document ID or use look
. Business Unit: MBOOOD
Up. LOO-k Up WI” Only_ Requisition |D: | begins with |
return list of respective
Document ID numbers. LookUp | clear | cancel | BasicLookup
c. Save.

Search Results
Cnly the first 300 results can be displayed. Enter more infol
View All  First |I| 1-100 of 300 J Last

Figure 3: Look up table (Similar for Requisition, PO or Voucher)
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Run Report

[ Run
Click _I

1.
} Run Control ID:  CSUU_PO_LIFE_CYCLE Report Manager Process Monitor S
2. Verify that the Server
Name is PSUNX.
: .
3. Verify that Type is Web S
and Format is XLS ) Purchase Order (*) Requisition O Voucher
k
4. Click to run the *Business Unit MB000 Q
report(s). *Req ID: [ooooopzizz @
5' CIICk Re ort Mana er B Savel S\ Return to Searchl 4[5 Previous in List | +[E| Mext in List | E'q-Addl B Update/Dizplay

from the Main Menu to
view the report.

6. Click the Administration
tab.

Figure 4: Run Report

Process Scheduler Request

User ID: frak7001 Run Control ID: CSI)_PO_LIFE_CYCLE

7' You may need to CIICk the Server Name: Run Date: ’WB
Refresh | Recurrence: RunTime: | 10:08:19AK Resetto Current Date/Time

) bUtton untll Time Zone: '—O\
the Report List indicates Process List
that the re Ort has run to Select |Description Process Hame Process Type “Type *Format Digtribution
p PO Life Cycle Report CSUPCD10 S0R Report Distribution

a Status = Posted and
the Details link is active.

8. Click Details to open the ok | cencel |
Report Details page. Figure 5: Process Scheduler - select PSUNX server

9. Click on the file name : E— :

“cppo010....PDF”.
10. The report will open. User ID: frak7001 Type: Last: [ 1[pays v| Refresh |

Status: | v| Folder:| V|Instance: | to: |

.

Report List Customize | Find | it First 41 1 of 1 [* Last
:‘fm rn’—:t"; nce | Rescrintion Request DatelTime  |Format Status  |Details
. 0715/2010 Acrobat .
PO Lite LyCle kepaort oy LDetails
Il 1073139 843446 PO Life Cycle Report 10:07-40AM (*.pdfy FPosted Details

Figure 6: Report Manager > Administration Tab

Report Detail
ReportID: 10723138 Process Instance: 543445 fiessage Log
Name: CSUFPO010 Process Type: SOR Report

Run Status: Success

P Life Cycle Report

Distribution Details

Distribution Node: FLIBSTG Expiration Date: 071712010 [+
File List
HName File Size (bytes) Datetime Created
SQR C 0 843446.10 1,585 07/M15/2010 10:08:21.000000AM PDT
(: csupol10 843445 PDF 4 456 07M15/2010 10:08:21.000000AM PDT
csupa “out 4918 07/15/2010 10:08:21.000000AM PDT

Distribute To

Distribution ID Type *Distribution ID
frak700-Cl, =

Figure 7: Report Details page
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Report Example

0: CEUPOI10 Cal Etata Univ - Montarsy Hay
Erak7001 Purchase Ordar Life Cycle Raport
: FNBSTC
Bus Unit MEDOQ change Ordsr §: oo
0000003347 change Order Data:
o7/0s/2010
vandar Id: 00003004
Vandor Hama: HEWLETT-PACEARD CORDORAT
et mmtomarion]
Rag id Lafgo/Ds Status iom Cateq cd  Eoguestor Acent /Dapt 14  /¥und /Prog /Project Id/Class Drica DOM _ QTY PO Ln/Sc/De Total Mmount
0000009183 1/1/1  Processad computers 20700 5aladlos  £16002/1005 /MBEEOD/ / £,000.00 ER 3.0 111 1a,000.00
Total REQ 1a,000.00
[po Detail Information 00ODDOEEAT - 07/05/2020
Lo/Sc/Ds Stat Descriptiom Categ Dus Date Location Accnt /Dept Id  /Fund /Prog /Projsct Id/Class Trice oM QT Total Tax Total Frg Total Msc Total Amount
1/1/1  Open computers ODOS0 07/05/2010 RECEIVING €16002/1005 /MBEOD/ i £,000.00 ER 3.0 0.0a 0.00 9.00 13,000.00
Total PO 3.0 o.0a 0.00 a.00 1@,000.00
Ecnxp: Information:|
ReceiverID Receipt Dt Line Status PO Ln/8c/Ds__ Data Received By DPack. 8lip Bill of Lading Eeceived Qty d
000000Z01Z 07/06/2010 1 Racaived 1411 07/06/2010 paruBss3 10 1.0
Total RECY 3o 3.0
[rouchar Informatien]
¥oucher ID Status Vouchar Emount Vouchar Dt Inwoica ID PO Lnf8c/Dm  Accnt /Dapt Td  fFund /Prog /Project Id/Class Chack$ Chack Dt Chack Amount
00051285  Opan §,855.00 07/05/2010 Tasting MF  1/1/1 /1008 ! 102558 07/05/2010 5, 855.00
00051286  Opan £,000.00 07/07/2010 TESTING NP 1/1/1 ! 0.00
Total VCE 12,855. 00

Figure 8: PO Life Cycle Report - Sample

Legend:

Header Information
order info., Vendor ID and Vendor name.

Requisition Information

Displays Business Unit, PO Information (1D, date, Ref., type, buyer, status), Change

Displays Requisition ID and information by Requisition line including: Journal info.,

Status (e.g. processed), Line description, Catalog code, Requestor, Chart fields, Price,

Units and Total Requisition Amount.

PO Detail Information

Receipt Information
item.
Voucher Information
and check amount is also displayed by Line.

Displays same information as Requisitions as it applies to a Purchase Order.

Selects for Status = Received and displays received by and receipt date for each line

Displays Voucher ID, status, voucher amount and voucher date. Check #, check date

Table 1: PO Life Cycle Report Legend
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