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- Jesnther ¥

Procedure

In this topic you will learn how to find a Purchasing Order Number (P.O)

FIU

Personalize Content | Lavout

Menu

Search:

)

- My Favorites

> Employee Self-Service
[ Manager Self-Service
[ Supplier Contracts

[» Customer Contracts

[> Vendors

> Purchasing

[- eProcurement

[+ Services Procurement
[- Grants

[ Project Costing

[ Travel and Expenses
1> Billing

[ Accounts Receivable
> Accounts Payable

- Asset Management

[ Commitment Control

[ General Ledger

I Set Up Financials/Supply Chain
[- Worklist

> Tree Manager

[+ Reporting Tools

- PeopleTools

— Change Iy Password
— My Systemn Profile

|~ Wy Dictionary

Home | Workist | AddtoFavortes | Signout

Help

Done

[

€ mternet

0% -

Step

Action

Click the Purchasing link.
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FIU

Search:

— .
) @@ Purchasing
[ My Favorites
[~ Employee Self-Service

[- Manager Self-Service Requisitions

[+ Supplier Contracts Create, maintain, reconcile or review
[- Customer Contracts sitions information.

(> Vendors B Update Reguisitions

o Reuston ot
I Requisitions Reports
> Request for Quotes

[» Purchase Orders Receinls

[ Project Costing

[ Travel and Expenses

[+ Billing

[- Accounts Receivable

> Accounts Payable

- Asset Management

[- Commitment Control

> General Ledger

[+ Set Up Financials/Supply
Chain

[ Worklist

[ Tree Manager

[~ Reporting Tools

[+ PeopleTools

— Change Wy Password

— My System Profile

— My Dictionary

Re Receipt Information

lanage reguistions, purchase orders, rceipts, contracts, and related data

iving data, generate

[» Receipts and report on receipts
[ eProcurement [ £ddilod: eipts
I Services Procurement =) Maintain Delivery Information
(- Grants B aintain Activity and Comments

Add to Favorites.

Purchase Orders
/Add, maintain, and dispatch purchase orders.

Request for Quotes
Create requests for quotes (RFQs), enter
vendor responses, or award RFQs,

Review RFQ information

[ [ [ @ mtemet 0w - |

Step | Action

2. Click the Requisitions link.
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FIU

Search: Main Menu > Purchasing >

) Requisitions
[ My Favorites

> Employee Self-Service Create, maintain, reconcile or review requisitions information.

[- Manager Self-Service AddiUpdate Requisitions Review Requisition Information
(- Supplier Contracts Add or medify reguisition header, ling,
[- Customer Contracts schedule, and distribution information
(> Vendors K]
[~ Purchasing Document Status
Blchange History
> Review Requisition
Information
I* Reports

— Add/Update Requisitions
[ Request for Quotes
[> Purchase Orders
> Receipts
[- eProcurement
[+ Services Procurement
[- Grants
[+ Project Costing
> Travel and Expenses
[+ Billing
[- Accounts Receivable
[+ Accounts Payable
(- Asset Management
[> Commitment Control
[ General Ledger
[ Set Up Financials/Supply
Chain
(- Worklist
> Tree Manager
[+ Reporting Tools
[+ PeopleTools
— Change My Password
— My System Profile
— My Dictionary

ition reports for detall cross-
and template information

| _Add to Favorites

I I

0% -

Step

Action

Click on Add/Update Requisitions

Click the Search button.

Search

Make sure that the field for Hold From Further Processing Enter By is blank

Click an entry in the Business Unit column.
FILU0A
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FIU

Search:

(]

[ My Favorites
[~ Employee Self-Service
> Manager Self-Service
[+ Supplier Contracts
[- Customer Contracts
[- Vendors
- Purchasing
< Requisitions
> Review Requisition
Information
> Reports
> Request for Quotes
[» Purchase Orders
> Receipts
[- eProcurement
(- Services Procurement
[ Grants
(- Project Costing
(- Travel and Expenses
> Billing
[+ Accounts Receivable
> Accounts Payable
- Asset Management
[- Commitment Control
[ General Ledger
[+ Set Up Financials/Supply
Chain
[ Worklist
[ Tree Manager
(- Reporting Tools
(- PeopleTools
- Change hlv Password
— My System Profile

— My Dictionary

Home |

Your operater profile indicates that you do not have authority to change approved requisitions. (10100,53)

workist |

Ask your system administrator to give you the proper autherity. Click ‘0K to transfer te Inquiry. Click ‘Cancel to Return

OK Cancel

Add to Favorites

| _sign out

Dane

I o

& miernet

0% -

Step

Action

Click the OK button.
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rlu Home | Workist | AddtoFavories | Sianout

Search: Mew Window | Help | Customize Page | 5,

- My Favorites { Reauisitions |

[~ Employee Self-Service
> Manager Self-Service
[> Supplier Contracts Status
[> Customer Contracts Unit Requisition S Requester Req Date Total Amt

P FIUD1 0000765764 Approved Patty Panther 07/27/2009 66,504.00 USD
- Purchasing

< Requisitions
> Review Requisition
Information
I Reports [=] wetify
> Request for Quotes
[» Purchase Orders
> Receipts
[- eProcurement
(- Services Procurement
[ Grants
(- Project Costing
(- Travel and Expenses
> Billing
[+ Accounts Receivable
> Accounts Payable
- Asset Management
[- Commitment Control
[ General Ledger
[+ Set Up Financials/Supply
Chain
[ Worklist
[ Tree Manager
(- Reporting Tools
(- PeopleTools
- Change hlv Password
— My System Profile
— My Dictionary

First 4] 1 011 [H Last

Customize | Find | View Al

Search

Done [ [ [ [@mtemnet 0w -

Step | Action

7. Click the Status tab.

8. Click the Document Status button.
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Sign out

Window | Help | Customize Page | \&,

oo HEF
———
{ ~. = |&] https: ipsprod.fiu.edu: 8700 psppsfspre ™ || = *r Google 2|~

ugravon | 5 & [ee] pitpsiipsp fespipstsprcr]| & || 42| % | [sooo
¢ Employee | ge  Edi  View Favortes Toos Help | Links
> Manager
b Supplier € 5% gr @ nocment Status J T B - - hPage v Tock - @ L 3
(- Customer .
[- Vendors
> Purchasit | | » | o

< Requisi _Home | Workist | Add to Favories | _Sian out

[ Revie
Infor} < Review Requisition =l New Window | Help | Customize Page | &, A1
I* Repo Information
Add — Requisitions [—\
Req DOC S

> Reques jocument Status =q $

[+ Purcha — Change Histon

1> Receipt I Reports Document Status
> eProcure — AddiUpdate Requisitions N
[> Services | [ Request for Quotes Business Unit:  FIU01 Req ID: 0000768764
[ Grants [» Purchase Orders
> Project Ci > Receipts Document Date: 07/27/2009 Document Type: Requisition
(> Travel ani |- eProcurement . .
> Billing > Services Procurement Currency: usD Amount: 66,504.0
[+ Accounts |- Grants .

Requester:

> Accounts |[- Project Costing = Patty Panther
(- Asset Ma |- Travel and Expenses (Associated Document
> Commitm | [ Billing Documents Y _Related Info
[~ General L |- Accounts Receivable Business
[> Set Up Fir | Accounts Payable SetlD unt Document Type DOC ID Status Doc

Chain [ Asset Management - .
- Worklist |& Commitment Control FIUo1 Payment 0000258454 Unposted 031
[ Tree Man |- General Ledger FIU01 PO 0000058882 Dispatched 07
3 (- SetUp Finar - . i
- PeopleTo | Chain '| <| FIUO1 Receiot | 0000140485 Received 7:‘
| Change Iy I wimeiics .
L v Svsten iavascript submitaction_wint(document.wint, HOR_| [ [ [ [ [ @ Intemet 0% -

Use
On Voucher ProCard Status

Y B £ @

Document Approval
History

— Ly Dictionaiy

m
&'start| [ & @ > 8snaglt

| (€ AddiUpdate Requisitions. .. | & Document Status - Wi...

Step

Action

Click the Maximize/Restore button.
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ocument Statu dows Internet Explorer |

~ [ https:ffpsprod.fiu.edu:B700{psp/psFsprd_1/EMPLOYEE/ERPc/PROCUREMENT_ANALYSIS,PRCR_DOCSTAT_REQ.GBLZP ™ || & | ¢4 X | [conge £~

o

| Fle Edt Vew Favortes Tools Help |tinks

TP &0 @ Document Ststus J i - B) - d=h v i Page - () Tooks - @~ & 3

[ Supplier Contracts
[ Customer Contracts

[ Vendors Req DOC Status
- Purchasing
~ Requisitions Document Status
+~ Review Requisition
Information Business Unit.  FIUO1 ReqID: 0000768764 Status: Approved
Document Date: 07/27/2009 Document Type: Requisition Budget Status: Valid
— Change History
I Reports Currency: usD Amount: 66,504.00
— AddiUpdate Requisitions .
[ Request for Quotes Requester: Patly Panther
[> Purchase Orders |Associated Document
I Receipts Documents Y _Related nie
[ eProcurement a
[ Services Procurement sstp  Susiness Document Type DOC ID Status Document Date  Vendor ID Location
[ Grants Unit
[ Project Costing FlUO1 Payment 0000258454 Unposted 08/06/2009 0000003231 = FAIRPORT B
E;’ﬁ“:f; and Expenses FILO1 PO 0000088882 Dispatched 07/27/2008 0000002231 FAIRPORT B
> Accounts Receivable Fluo1 Receipt 0000140495 Recsived 07/30/2009 0000003231 FAIRPORT B
ST DTS FILO1 Receipt 0000140499 Received 07/30/2009 0000003231 FARFORT B
> Asset Management
> Commitment Control FIUD1 Receipt 0000140500 Recsived 07/30/2009 0000003231 FARPORT B
- General Ledger FIUO1 Voucher 00231163 Posted 07/24/2009 0000003231 & FAIRPORT B
(> Set Up Financials/Supply
Chain
[ Worklist
[ Tree Manager
[ Reporting Tools
> PeopleTools
— Change Wy Password
- My System Profile -
— My Diclionary -
Done [ [ [ [@unternet
distart| (B @ 80 > 80 snagle | @ sddiupdate Requisitions... || @ Document Status - Wi...

Step | Action

10. | Click the Go To Document Status Inquiry button.
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@:\/ |+ [&] https:/fpsprod.fiu.edu:5700/psp/psFsprd_LEMPLOYEE/ERPJc/PROCLUREMENT_ANALYSIS.PRCR_DOCSTAT_REQ.GBLP: ]| & || 42| X | [sonde £~
| Fle Edt View Faunrites  Tonls Heln ] |tinks
IR 0o ot wandows nemet bporer S -Ioix] - :
W — - B - & - b Page « G Took - @ & 3
—— (e~ [&] https:iipsprod fiu.eduszaoipspipstsprex || & || 49| X | [sooae £
I | Fle Edt View Favorites Tools Help | Links
W T8 & @ Document Sstus J T - B b - hPage - O Took - @) 1 3
anager
> Supplier |
[ Custome = =
> Vendors Home | _Workist | _Add to Favories | _Sian out
I~ Purchasi
= Reauis k- accounts Payable | Mew Window | Help | Customize Page | \&, 2
“Revie} 1 youchers
‘"fé?f < Review Accounts Payable tatus: Approved
— Rel Info i
. T Payment Document Status Inquiry udget Status: valid
—Ch [: Interfaces ' . .
I Repo < Payments Bank SetiD: Fluo1 Payment ID: 0000258
— Addil Bank Codle: BOA Payment Reference: 00208384
> Reques
b Purcha Bank Account:  BOT Payment Status: Paid
I"Receid | . paports Payment Method: Check Payment Amount: 10600.00
1 @Procure |, psset Management
© Services |, commitment Control Payment Date: 080612009 || |ndor 1D Location
[ Grants
[> General Ledger
b Project C |1 Get t reoaats/Supply 0003231 FARFORT B
b Travelan | cpain Documents | _Relates nfo. 003234 FARPORT B
U Biling 7. workiist Business Unit Document Type DOC ID Status Document C
[ Accounts | traq - 0003231 FAIRPORT B
% Accounts |°. e Manager o1 FO 0000068882 Dispatched 0712712009
# |- Reporting Tools 0003231 FAIRPORT B
> Asset Ma 101 Receipt 0000140495 Received 07/30/2009
> PeopleTools
&> Commitr h 0003231 FAIRPORT B
LG )| Chanae bl Password o1 Receipt 0000140499 Received 07/30/2008
eneral L}y, system Profile I e oo s nnn 7] 0003231 FARFORT B
B (Sif\lalw-‘np Fit | 14 Dictionary
[ Worklist favascriptisubmitAction_winz(document.winz,HoR_| | | | [ [ @ Intemet 0% -
> Tree Manager _— T
[ Reporting Tools
[ PeopleTools
— Change My Password
I— My System Profile -
— My Dictionary -
Dore [IT [ [@nternet -
distart| (B @ 0 > 80 snagle | @ sddiupdate Requistions... | & Dosument Status - wind. . [ Document status - wi... [« 9, &D, as9pm

Step | Action

11.

=]

Click the Maximize/Restore button.
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ocument Statu dows Internet Explorer |

~ [ https:/fpsprod.fiu.edu:B700{psp/psFsprd_2/EMPLOYEE/ERPc/PROCUREMENT_ANALYSIS,PRCR_DOCSTAT_PYMT.GBLYF || & | ¢4/ X | [conge £~

o

| Fle Edt Vew Favortes Tools Help |tinks

| i - B - B e pags - Tok - @ B

S5 4 @ Document Status

FIU

g Empoyee !el!emce

> Manager Self-Service
[ Supplier Contracts
[ Customer Contracts

> Vendors Payment Document Status Inquiry
[ Purchasing
[ eProcurement Bank SetiD: Fluo1 Payment 1D: 0000258454 Remit Vendor: 0000003231
[ Services Procurement
[ Grants Bank Code: BOA Payment Reference: 00208984 Vendor Name: PAETECCOMM-001
1> Project Costing Bank Account.  BOT Payment Status: Paid Document Type:  Payment
> Travel and Expenses
> Billing Payment Method: Check Payment Amount: 10600.00 1USD Location: FAIRPORT
> Accounts Receivable .
- Accounts Payable Payment Date: 08/05/2009
D:“““"E:: — |Associated Document
N e Documents | _Relaisd Infe
> Vouchers Business Unit Document Type DOC ID Status Document Date  Vendor ID Location
[ Interfaces FIU01 PO 0000058882 Dispatched 07/27/2009 0000003231 FAIRPORT B
~ Payments FIUO1 Receipt 0000140495 Received 07/30/2008 0000003231 FAIRPORT
— Document Status
— Pavment FlUo1 Receipt 0000140493 Received 07/30/2009 0000003231 FAIRPORT B
I Veendor FIUD1 REQ G4 Approved 07127/2009 B
> Reports .
> Asset Management FIU01 Voucher Posted 05/28/2009 0000003221 5 FAIRPORT
> Commitment Control FlUo1 Voucher 00231166  Posted 06/12/2009 0000003231 5 FAIRPORT B
(> General Ledger
(> Set Up Financials/Supply
Chain
bl il Return to Search | @ Refresh
[ Tree Manager & “—I
[ Reporting Tools
> PeopleTools
— Change Wy Password
I— My System Profile -
- My Dictionary -4 [»]
Done [T [ [ [@unternet ESTR
distart| ([ @ B0 > 80 snagt | @ sddiupdate Requistions... | € Dosument status - wind. . [/ Document status - wi... [« 7 A3 3z3rm

Step | Action

12. | Click the Go To Document Status Inquiry button.
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/= Document Status - Windows Internet Explorer MEET

@i\/ |+ [&] https:/fpsprod.fiu.edu:5700/psp/psFsprd_2/EMPLOYEE/ERPJc/PROCUREMENT_ANALYSIS.PRCR_DOCSTAT_PYMT.GBL?F ]| & || 42| X | [sonde £~

| Fle Edt Wiew Faunrtes  Tools Heln : Juinks
IR - 0o ot wandows ncemet bxporer S -Ioix] - _

W — bov B - - hPage « (G Took - @ &L 3
— ~ ] https:fipsprod fiu.edu:a700fpspipstspro] | £ |49 X | [Gooole £

IJ Fle Edt View Favortes Toos Help | Links

[T 5 & oot s | B - B - = hpags - ook - @ £ B
mployee

> Manager
[ Supplier|
[ Custome

[ Vendors

& Purchasi = Review PO Information | ] ew Window | Help | Customize Page | &, =] -
> eProcure ~ Purchase Orders RemitVendor: 0000003231 7

[ Services — Activity Summary
> Grants = PO Document Status Vendor Hame: PAETECCOMM-001
> Project C > Receipts
0 Travel an |\, eprocurement Document Status
U Biling . services Procurement D Location: FARPORT
U Accounts |, Grants Business Unit:  FIUD1 PO ID: 0000068882
[~ Accounts s
[ Project Costi

[ Vouche | Tra{lei and Exr:;nses Document Date: 07/27/2008 Document Type: Furchase Order
= Review 1. ijing

Info ;. accounts Receivable

[ Vouc
[~ Accounts Payable Buyer:
L Intert |, Asset Management v Patty Panther

~ Payn |(. commitment Control |Associated Document u
-EE (> General Ledger Documents Y Related Infe
— Bz | SetUp Financials/Su
b Vend| chain o setip  usiness
> Report: |- Worklist —
[ Asset Ma |i> Tree Manager FIU01 REQ 0000768764 Approved
> Commitrr |[- Reporting Tools FIUO1 Receipt 0000140495 Received
> General L |- PeopleTools
&> Set Up Fit |- Change v Password <[al FIU01 Receiot | 0000140499 Received
Chain =
© Worklist [iavaseript:submitaction_wina(dorument.winz,HOR_[ [ [ [ [ [ (@ ntemet
> Tree Manager _— T
[ Reporting Tools
[ PeopleTools
— Change Wy Password
I— My System Profile
- Ly Dictionary =4l ]

[T [ [@nternet [
distart| [ @ 80 > 80 snagt | & nddiupdate Requisi... | @ pocument status - .. | @ pocument status - .. |[@ Document Status .. |« B, gD a53pm

New Window | Help | Customize Page | [,

Home | Workiist | _Add to Favories | Sion out

Document Type:  Payment

Currency: usb Amount: 64,8000
Location

FAIRPORT
FAIRPORT
FAIRPORT

Document Type DOC ID Status Doc

22317 FAIRPORT
32315 FAIRPORT

mmmmmD m

o Sbare Drafile

Step

Action

13.

Here is your PO ID number

¢/~ Document Status - Windows Internet Explorer mEE|

g: v ] hitps:fpsprod.fiu.edur P00 psppsfsprd_2{EMPLOYEE/ERPIG/PROCLREMENT_ANALYSIS PRCR_DOCSTAT_PYMT GELTFT | #2|| % [co0ge £~
| Fle Edt view  Favarres  Todls Heln . |uinks
SESEPNE /- Document Status - Windows Internet Explorer =] 53 -~ —
W ~——— b+ B - s - 2 Page v G Took - @ & B
————— (. ~ | hitps:ipsprod fi.eduzonfpsplpssorce]| & | 49] % faoooe L|-

IJ Fie  Edt View Favorites  Tools  Help [trks

% & @ oocument status | % - B - - hpage - ook - @- & B

Mm loyee

> Manager
> Supplier |
> Custome
> Vendors
[ Purchasi = Review PO Information |«
> eProcure — Purchase Orders Remit Vendor:

. e =
E éz‘,"':fs - 1 U_l { PG Document Status Vendor Name:  FAETECCOMN-D01
> Project C i
b Travelan [, Secot Document Status
b Biling ;. senvices Procurement
523:;:3 > Grants Business Unit:  FIUD1 PO ID:
. E ?::i:f;?zg{;nses Document Date: 07/27/2009 Document Type: Purchase Order
= Review |1, gilling . :
> Accounts Receivable Currency: ush Amount: 64,8000 \Dilocanom
b vouc |, Accounts Payable Buyer: Patly Panther .. —
> Asset Management FAIRPORT
= Payn | commitment Control |Associated Document FAIRFORT
- | General Ledger Documents Y _Related Info
— Pa |- SetUp FinancialsiSupply Business FAIRFORT
b Vend| Chain. Setid Unit
[» Report: |- Worklist
[ Asset Ma |- Tree Manager Fluo1 REQ (0000768764 Approved
1> Commitm |- Reporting Tools FIUO1 Receipt 0000140495 Received
[ General L |[- PeopleTools
[ Set Up Fit |- Change Wy Password <4 FIU01 Receiot | 0000140499 Received
Chain M= 14 Cotorn Denfiln
> Worklist [T T T [@meeme & 100%
> Tree Manager p———————
> Reporting Tools
(> PeopleTools
- Chanae Wy Password
- Ly System Profile
— My Dictionary

Mew Window | Help | Customize Page | 15,

Home | Workiist | _Add to Favortes | Sian out

ndow | Help | Customizs Pans | o5, =

Document Type: Payment

P Location: FAIRPORT

Document Type DOC 1D Status

FAIRPORT
FAIRPORT

i a2 e

b

[T [ [ [ € mternet [Hmw -

djstart| & & i » mosnagh | @ nddiUpdate Requ\si‘..l /& Document Status - ... | & Document Status - .|| @ Document status ... ‘« wig, 3@ 400rm
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Step | Action

14. Click the Home link.
1 iome}

15. | Congratulations. You have successfully found your PO number.
End of Procedure.
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