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

LEWlSﬁRCLARK

STATE COLLEGE

1  Navigate to Jaggaer

2 From the left side menu, select "Orders", "My Orders" and click "My Purchase
Orders"

I TEST

Shop * Shopping Dashboard

Orders

Search My Requisitions bcoming deadlines. It can also contain links to us:

My Purchase Orders
My Orders

My Invoices

Approvals My Receipts
My Change Requests
Draft Change Requests

My Procurement Requests




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.

Al v Search (Al+Q) Q D.00USD W v Il -L_.@]L
M savess - # PinFilters 2 ExportAll
Q, @ AddFilter +  Clear All Filters ?
& 20 PerPage v
Gonfigure Columns
sition Shipment Matching Cost Object AP
er PO Owner Status Status Total Amount ™  Center Code Status Receipt Status
67 Jessica Sent To No Matches 500.00 UsD 905101 55720 Open No Receipts
Waddington Supplier
86 Jessica Sent To No Matches 1,231.20 USD 905101 55720 Open Mo Receipts
Waddington Supplier
86 Jessica Sent To No Matches 729.19 USD 905101 55720 Open Mo Receipts
Waddington Supplier

4  Inthe text field, type in "receipt".

Configure Column Display

Reflects the columns defined for the current search. Customizations will apply to the lifetime of the current search
unless the search is saved. Columns marked with an * are custom defined data elements

Type to Filter Available Columns... O Pin Columns as my dei

Business Unit

O Accounting Date > PO Number 1
«/ AP Status ‘2 Supplier t+ +
[ approval Actions :: Created Date/Time + 4
[0 Approval Steps 2 PO Status + 4
[ Bank Code* :* Requisition Number + +
[ &illTo 2 PO Owner + 4
| t +

:: Shipment Status



5  Click "Receipt Status"

Configure Column Display

Reflects the columns defined for the current search. Customizations will apply to
the search is saved. Columns marked with an * are custom defined data element:

receipt
[ Receipt Mumber 2 PO Number
+/ Receipt Status :* Supplier

:: Created Date/
:: PO Status
-2 Requisition Ni
:: PO Owner
:: Shipment Stat

:: Matching Stal

6  Click the "Type to Filter Available Columns..." field.

Configure Column Display

Reflects the columns defined for the current search. Customizations will apply to the lifeti
unless the search is saved. Columns marked with an * are custom defined data elements

Type to Filter Available Columns... O
(] Accounting Date ** PO Number
/" AP Status :> Supplier
] Approval Actions :: Created Date/Time
[] Approval Steps '* PO Status
[] Bank Code* ** Requisition Number
] gillTo - PO Owner
[] Business Unit :: Prepared By



7  Click "Invoice Status"

Configure Column Display

Reflects the columns defined for the current search. Customizations will apply to
unless the search is saved. Columns marked with an * are custom defined data el

invoice stat

\/ Invoice Status :: PO Number
. Supplier
*° Created Date/T
:: PO Status
.2 Requisition Nur
= PO Owner

:: Prepared By

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

the columns defined for the current search. Customizations will apply to the lifetime of the current search unless
ch is saved. Columns marked with an * are custom defined data elements

[ Pin Columns as my defaults

ipt Number :> PO Number t+ +
ipt Status 1 supplier + 4+ @
i1 Created Date/Time + + T
: PO Status +t + T
:3 Requisition Number + + @
‘1 PO Owner +t 4+ T
:: Shipment Status + + @



9  Click "Apply"

:: Shipment Status +t + 0T
‘1 Matching Status + 4+ @
:: Total Amount t 4+ 0
‘! Cost Center* + 4+ @
2 Object Code * t 4+ @
i1 AP Status +t ¥ T
‘! Receipt Status + 3

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

Fisaveas w  APinFiters v ZExportal w

Q, @ | AddFilter +  Clear All Filters

=2

ﬁ- 20 Per Page =

sition Shipment Matching Cost Object AP

er PO Owner Status Status Total Amount ™  Center Cade Status Receipt Status

‘67 Jessica Sent To No Matches 500.00 USD 905101 55720 Open No Receipts
Waddington Supplier

86 Jessica Sent Te No Matches 1,231.20 USD 905101 55720 Open No Receipts
Waddington Supplier

86 Jessica Sent Te No Matches 729.19 USD 905101 55720 Open No Receipts
Waddington Supplier

130 Jessica Sent Te No Matches 250.00 USD 905101 55720 Qpen No Receipts
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The Purchase Order queue now shows the Invoice Status column.

o
Qo

Matching
Status

Fully

Matched

MNo
Matches

Fully
Matched

Note: Payment Request, Check Request and Team Travel Advance Request

Add Filter »  Clear all Filters

Total Amount ¥

4,931.92 USD

97.89 USD

88.32 USD

Cost
Center

973902

905101

975901

Object
Code

55720

55720

55720

Current
Workflow
Step

AP
Status

Closed

Open

Closed

(Athletics) PO's do not require a receipt.

M save As

Receipt
Status

No
Receipt
s

No
Receipt
3

No
Receipt
s

- # PinFilters

Invoice
Number

2 ExportAll

£ 100 PerPage «

Invoice Total

DO0001678 4,931.92 USD

DO0001314

0.00 USD

88.32 USD

Invoice
Pay
Status

Paid

Mo Pay
Status

Paid

Invoice
Status

Fully
Invoice
d

No
Invoice
5

Fully
Invoice
d



12 In the left side Quick Filters menu, navigate to the Form Type section and click

"Show More".

ﬁ‘} T e 27000000 (Facility
Maintenance=General

Maintenance, Tools, and
‘ ’ Equipment)
Setup * Ses More

Form Type

No Form Types
Check Request

General

Invoice Pay Status

No Pay Status
Open

Paid

13 Click "General"

PJ000641

S

1 8how More PJ000640

e PJO0D63Y

e PJ0O0DG3S

900 .

3 Shiow More

e PJO0D637

we PJ000636

000 .

we PJO00DG3S
D show More

<

we PJO00G34

Form Type Quick Filter

Select All
I:' Check Request (34)

D General (21)

D No Form Types (135)

NW Engraving Services LLC
e

Hahn Supply @

ODP Business Solutions

Lce

Dell Marketing LP ©

B & H Photo ®

Happy Day Catering &

Amazon Capital Services

Inc @

Staples Inc &

5M11/202:

5M171/202:

5/11/202:

5/11/202:

5/11/202:

5M11/202:

5/M171/202:

5/3/2023




14  Click "No Form Types"

Form Type Quick Filter

Select All

D Check Request (34)

\/' General (21)

D No Form Types (135)

15  Click "Apply"

dl

fno:
™

Request (34)
il (21)

m Types (135)



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.

TEST

» Search ¢ Purchase Orders

My Purchase Orders

k Filters My Searches

ier

1graving Services LLC
as Window Washing LLC
I. Swift-Raymond
soncrete LLC

t Fire Protection Inc

Maore

atus

leted

g

00000 .

T Show More

00 .

Created Date: Last 90 days = | Quick search

PO Owner: Waddington, Je.. v

<

[

>

PO

MNumber

PJ000643

PJ0O0D638

PJ0O00637

Page | 1

of & 1-20 of 112 Results

Supplier

MW Engraving Services
LLC®

Dell Marketing LP &

B & H Photo @

Created
Date/Time €

5/16/2023
11:16:53 AM

5/11/2023 1:39:26 PM

5/11/2023 1:39:26 PM

PO Status

Requis

Numby

37752

37705

37705



17  You can select "All" or a specific date range.

Palmers Window Washing LLC
Vikki J. Swift-Raymond mare cptions >

Knox Concrete LLC

00000 .

Patriot Fire Protection Inc

V¥ See More D) Show More

e PJO00638
PO Status ~
Completed [ 93 ] e PJOD0637
Pending m

18  Click "Apply"

Created Date: Last 90 days = | Quick search

55 A

Q Within | Last 90 days v

more options >

26 J
9 O Between and
O
(7 ]

< =N -
dore

we  PJO0DG33 Dell Marketing LP @ 5/11/2023 1:39:26 PM
R
we  PJO00637 B &H Photo @ 5/11/2023 1:39:26 PM
e we  PJODD636 Happy Day Catering © 5/11/2023 1:13:48 PM
v
e PJ000634 staples Inc @ 5/3/2023 10:51:57 AM

Ie TEST
Orders » Search » Purchase Orders
= My Purchase Orders
Quick Filters My Searches Created Date: Last 90 days = | Quick search
Supplier o
@ Within | L ast 90 days ~
NW Engraving Services LLC
O Between and

Dell Marketing LP €

B & H Photo @

Requisition
fatus Number

3775267

3770586

3765630

3765616

3770586
[ Pending |
[ Pending |

Apply Cance

5/11/2023 1:39:26 PM I

5/11/2023 1:39:26 PM l

PO Owner

Jessica
Waddington

Jessica
Waddington

Jessica
Waddington

Jessica
Waddington

Jessica
Waddinmton

P FERT P

P

FERT

10



19 Add afilter, to see only the PO's that still need a receipt. Click on Add Filter.

Created
ate/Time €

5/16/2023
11:16:53 AM

23 1:39:26 PM

23 1:39:26 PM

PO Status

Requisition

Number

3775267

3770586

3770586

20 Type "receipt"

Q, @ | Add Filter =

PO Owner

Jessica
Waddington

Jessica
Waddington

Jessica
Waddington

Shipment
Status

Sent To
Supplier

Sent To
Supplier

Sent To
Supplier

Al =

Clear All Filters

Matching

Status

Mo Matches

Mo Matches

Mo Matches

Search (Alt+Q)

Q

Flsaeas -

Total Amount

500.00 UsD

1,231.20 USD

729.19 UsSD

Cost

Center

905101

905101

905101

0.00 USL

A pBint

Object
Code
55720

55720

55720

11



21  Click "Receipt Status"

sults

Created
Date/Time €

5/16/2023
11:16:53 AM
5/11/2023 1:39:26 PM

5/11/2023 1:39:26 PM

5/11/2023 1:13:48 PM

PO Status

37705886

Requisition
Number

3775267

3770586

3765630

22  Click "No Receipts"

‘chase Orders

hase Orders (Modified)

y Searches

@5 LLC

fices Inc

00000 .

D Show More

00 .

Created Date: All =

PO Owner: Waddington, Je... ~

£ > Page 1

wae

PO

Number

PJOCD643

PJOC0D638

PJOC0637

Q, @ |AddFilter = Clear All Filters

receipy

[] Receipt Name

M saveas -

[InReceipt Number |
PO Own [] Receipt Status ptal Amount ¥
Jessica Sent To No Matches 500.00 USD
Waddington Supplier
Jessica Sent To No Matches 1,231.20 USD
Waddington Supplier
Jessica Sent To No Matches 729.19 USD
Waddington Supplier
Jessica Sent To No Matches 250.00 USD
Waddinmtan Comnliar
Quick search
®  Receipt Status: all = X
of19 L JFully Received
[] No Receipts
I Over Received Requisition
Supplier [ Partially Received atus Number
NW Engravir pleted 3775267
LLC @& Apply Cancel
Dell Marketing LP @ 5/11/2023 1:39:26 PM 3770586
B & H Photo @ 5/11/2023 1:39:26 PM 37705886

Cost

Center

905101

905101

905101

905101

12



23  Click "Partially Received"

irchase Orders

thase Orders (Modified)

Ay Searches Created Date: All v | Quick search
PO Owner: Waddington, Je.. v > | Receipt Status: All » x
v
< 2 Page 1 of 19 i F i
ully Received
cesLLC m . y i
+/ No Receipts
m FO [T ©ver Received L
vices Inc m **  Mumber ¥ Supplier [[] Partially Received | us
- we  PJO00643 NW Engravir ploted |
[ 15 ) LLC @ Apply Cancel
1D Show More |
.  PJO00638 Dell Marketing LP @ 5/11/2023 1:39:26 PM
v
[ 278 ] we  PJ000637 B &H Photo ® 5/11/2023 1:39:26 PM
= shon ere e PJ000E36 Happy Day Catering®  5/11/2023 1:13:48 PM

24  Click "Apply"

LI TR

Created Date: All | Quick search

PO Owner: Waddington, Je... «

»  Receipt Status: All v

*

v {

o1 ) g ? Page|1  |of19 1 M Fylly Received
~" No Receipts
(21 FO O Over Received L Requisition
B ** Number ¥ Supplier |/ Partially Received | us  Number
= e PJO0DG43 NW Engravir =P 775267
Lce Apply Cancel
Maore |
w.  PJO00G38 Dell Marketing LP @ 5/11/2023 1:39:26 PM (i) 3770586

A
T we  PJO00E3T B&H Photo @ 5/11/2023 1:39:26 PM 3770586
85
Hers ws  PJOODE36 Happy Day Catering @ 5/11/2023 1:13:48 PM 3765630

'
- e PJO00634 Staples Inc @ 5/3/2023 10:51:57 AM 3765616

Requisition
Mumber

3775267

3770586

3770586

3765630

Q @ | Add Filter

PO Owner

Jessica
Waddington

Jessica
Waddington

Jessica
Waddington

Jessica
Waddington

Jessica

13



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"

Al =
Q @ | AddFilter =  Clear All Filters
Types,.. ¥ X
Shipment Matching

PO Owner Status Status Total Amount ¥
Jessica Sent To Fully 300.00 USD
Waddington  Supplier Matched

Jessica Sent To Fully 400.00 USD
Waddington  Supplier Matched

Jessica Sent To No Matches 50.00 USD
Waddington  Supplier

Cost

Center

905101

905101

905101

Search (Alt+Q)

Q

0.00USD W

M Saveds | - # Pin Filters

Save As Additional options

Object

Code

55199

55199

55720

Receipt
Status

Partially
Received

Partially
Received

No Receipts

Invoice
Status

Partially
Invoiced

Partially
Invoiced

Mo Invoices

v O Oy
hd lEx;:Jort.&II -
?

$+ 20 PerPage v

Invoice Pay
Status

Open

Open

No Pay
Status

AP

Status

Closed

Open

Open

14



27 Add a name in the Nickname field.

Save Search

Step 1: Details

Nickname ¥

2 Add Description

Step 2: Select Folder Destination

4 Personal

Jess's Folder

New Personal Folder
4 Shared

IT Approvers
Month End Reports

28 Select a Personal Folder to save the search to

Add New

Step 1: Details

Nickname ¥

? Add Description

Step 2: Select Folder Destination

4 Personal

Jess's Folder

New Personal Folder
4 Shared

IT Approvers
Month End Reports

Favaorite PO Search

15



29 If you have not created a personal folder before, click the Add New button to
create one.

Favorite PO Search

Add New

30 Click "Top level personal folder"

| Top level personal folder |
Favorite PO Search Top level shared folder

Subfolder of selected folder

Add New
er Destination
‘older
orts
.|

16



31 Create a name for your personal folder and click "Save Changes"

Favorite Folder

Description

254 characters remaining

* Reures I -

32 Click "Save"

il Folder

17



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"

Ie TEST

Orders » Search ¢ Purchase Orders

= [Favorite PO Search

Orders

Search
Contracts

My Orders

Accounts

Payable Approvals

Suppliers

Reporting

Administer

Setup

My Requisitions

N My Purchase Orders
My Invoices
My Receipts
My Change Requests
Draft Change Requests

My Procurement Requests

Receipt Status: No Receipts,Pa.. -

1-20 of 254 Results

Created
Date/Time @ POS

711272023 ([

9:42:37 AM

nzizozs (R

9:36:07 AM

772023 (B

12.06:45 FM

18



35 Click "My Searches"

Ie TEST
Orders » Search » Purchase Orders
= My Purchase Orders
Quick Filters ches Created Date: Last 90 days = | Quick search
A PO Owner: Waddington, Je.. v X
Contracts Supplier b
< > Page 1 of 2 1-20 of 30 Results
Pl NW Engraving Services LLC o
Payable ) i ’ -
ODP Business Solutions LLC o PO Create
Dell Marketing LP o **  Number ~ Supplier Date/Time g
Suppliers
Ellucian Company LP o
e PJO0DGST Allen N. Mewes @ 7/12/2027
Diana L. Higgins e - -49-
Reporting 99 9:42:37 Al
% See More D show More
e PJO0DEBO Allen N. Mewes @ 7272028
Administer PO Status v 9:36:07 Al
. Completed [ 25 ] we  PJO00677 Knox Concrete LLC 7/7/202¢
stup ; o 12:06:45 P
Pending o
36 Select your search.
FO Create
Favorite Searches **  Number Supplier Date/Time g
Suppliers
905101 Search e L ! |
e PJO006GBT Allen N. Mewes @ 7/12/2028
Cost Center 881101 Search s 47
Reporting 9:42:37 Al
Fave Search oo
. we PJO00GBO Allen N. Mewes @ F2/2022
R Favorite PO Search e
Administer 9:36:07 Al
ICP Reguest Search e
= ICP Requast Search 1 e we PJO0O0GTT Knox Concrete LLC 772028
etup , o 12:06:45 P
Marty’sCost Center Search s
My Fave search L we PJOODG74 HP Inc @ FIF2028
12:05:45 Pt
we PJO00G6ES NW Engraving 6/22/202¢
Services LLC @& 10:03:48 Al
we PJO0DE62Z Diana L. Higgins & 6/20/2028
12:05:42 Pt
we  PJO00EGT Diana L. Higgins & 6,/20/2028

11:29:10 Ab






