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How to Check Purchase Order Receipt 
Status and Save a Favorite Search 

1 Navigate to Jaggaer 

2 From the left side menu, select "Orders", "My Orders" and click "My Purchase 
Orders" 
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3 Your Purchase Order queue will display. To edit the columns of data that are 
displayed, click on gear icon on the right side of the page. 

4 In the text field, type in "receipt". 
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5 Click "Receipt Status" 

6 Click the "Type to Filter Available Columns..." field. 
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7 Click "Invoice Status" 

8 Click "Pin Columns as my defaults". This will save the column layout. 
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9 Click "Apply" 

10 The Purchase Order queue now shows the Receipt Status column. 
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11 The Purchase Order queue now shows the Invoice Status column. 

Note: Payment Request, Check Request and Team Travel Advance Request 
(Athletics) PO's do not require a receipt. 
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12 In the left side Quick Filters menu, navigate to the Form Type section and click 
"Show More". 

13 Click "General" 
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14 Click "No Form Types" 

15 Click "Apply" 
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To further filter the My Purchase Order queue results, you can select a date range 
and filter to only see the PO's with no or partial receipts entered yet. 

16 Adjust the Created Date filter if desired. 
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17 You can select "All" or a specific date range. 

18 Click "Apply" 
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19 Add a filter, to see only the PO's that still need a receipt. Click on Add Filter. 

20 Type "receipt" 
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21 Click "Receipt Status" 

22 Click "No Receipts" 
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23 Click "Partially Received" 

24 Click "Apply" 
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25 The PO queue will now display only the PO's in the date range selected and with a 
no or partial receipt status. 

Tip! Save this search for easy access later. 

26 Click "Save As" 
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27 Add a name in the Nickname field. 

28 Select a Personal Folder to save the search to 
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29 If you have not created a personal folder before, click the Add New button to 
create one. 

30 Click "Top level personal folder" 
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31 Create a name for your personal folder and click "Save Changes" 

32 Click "Save" 
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33 Your search has been saved. To access your saved search, follow the next steps. 

34 Navigate to Orders, My Orders and click "My Purchase Orders" 
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35 Click "My Searches" 

36 Select your search. 




