Document Status

The Document Status page will pull all documents (regs, warehouse receipts, vouchers, payment checks)
in PeopleSoft Financials related to the Purchase Order in question.

To reach the Document Status page, click on the Budget Reports and Lookup tile on your homepage.

Budget Reports and Lookup

In the left-hand column, click Document Status Purchase Order. Search for your PO by typing the PO# in
the “PO Number” field as pictured below. Then click the blue Search button at the bottom.
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The system will take you to a summary page that shows all documents related to the PO. Be sure to click
View All if there are multiple lines to view.

If the items purchased are received in multiple shipments, the Warehouse will check in and create a new
Receipt each time, and there will be multiple Receipts in the system. In the example below, there are 9
receipts because the Warehouse received this order in 9 separate shipments.

If the vendor sends multiple invoices, each of those invoices will be paid with a separate voucher and
check. In the example below, a total of 13 vouchers were created to pay invoices related to this
requisition.
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Document Status Requisition

Business Unit LBCCD ReqID 0000048940
Document Date  02/16/2022 Status  Approved
Currency USD Document Type  Requisition
Requester  Gaven Ariel Palagonia Merchandise Amt  12,627.02

Budget Status  Valid
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to see more details for each line.
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Actions SetlD Existiness Document Type | DOCID Status Document Date  Supplier ID Location oo D?::mfym Stalls
¥ Actions LBCCD g‘:;‘;’:a“ 0000089194 |Dispatched 05/03/2022 0000010112 EFT B
¥ Actions LBCCD Receipt 0000019930 |Received 05/10/2022 0000010112 EFT B
¥ Actions LBCCD Receipt 0000019933 |Received 05/11/2022 0000010112 EFT B
¥ Actions LBCCD Receipt 0000019941 Received 05/11/2022 0000010112 EFT B
¥ Actions LBCCD Receipt 0000019976 |Received 05/24/2022 0000010112 EFT B

Return to Search

To view more details for each document (Purchase Order, Receipt, Voucher, or Payment), click on the
blue text hyperlink in the DOC ID column.




