Purchase Order Status Report

To print a Purchase Order Status Report go to “Reports”, “Purchasing”, “Purchase Order Status Report”.
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Once in the PO Status Report, go to the blue options button and select “Shared: PO Status Rpt”.  This predefined report will give you all entry in progress, approved pending PO’s and open PO’s for all the budget codes you have access to.
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If you only want to look at a certain budget code you can type in the fund and the COSER or full budget code of the budget you want to look at.  The fund and budget code fields are on the bottom left hand side of the report selection screen.

To narrow your search you can use the drop down arrow in the “Pending Orders” field or the “Issued Orders” field.
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After you have defined your report criteria, hit the “OK” button to print preview the report.
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The PO numbers are bolded.  For 2004-05 the PO numbers start with an “05”.  If you do not see a PO number, it means that this pending order was never converted to a PO and the order should be deleted from WinCap before June 30.

To print the report, select the printer icon on the upper left hand corner of the print preview screen.
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