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Purchase Order Document Status Inquiry

Use the Document Status inquiry to find out all of the documents associated with a purchase order.
These transactions include receipts, requisitions, vouchers, contracts, payments and events attached to
a purchase order. It also provides information about the accounting entries associated with it. You can
also access the Document Status inquiry from within each individual transaction.

This guide describes the steps to use the Document Status page. It also lists the actions or items you can
view when you select a document associated with an individual purchase order.

Steps to complete

e Step 1: Navigate to the Document Status page for the selected purchase order
e Step 2: Review the Document Status page for the selected purchase order

Steps to use the Document Status page

Step 1: Navigate to the Document Status page for the selected purchase order

1. Navigate to the Document Status page.

Navigation Option Navigation Path

Navigation Collection Procurement, Purchasing, Purchase Order. Left menu, PO Inquiry section,
Document Status, Purchase Order Document Status page

2. On the Purchase Order Document Status search page, use the Find an Existing Value tab to
enter or confirm your Business Unit and enter other search criteria (e.g., PO Number). When
ready, press the Search button.

I Maintain Purchase Orders v
Purchase Order Document Status

f “ Enter any informaticn you have and click Search. Leave fields biank for a list of ail values.
Purchase Orders
Activity Summary ¥ Search Criteria
Business Unit | = [%] G001 Q
| [+
PO Accounting Entries . rcer Dot = 3
| Stage/Source Requests v Origin | begins wih ] [+}
Purchase Order Reference | begins with 7]
O case Sensitive
Clear | BasioSearsh B Save Searoh Critera
3. SWIFT displays the Search Results section. Select the PO Number of the purchase order you wish to
view.
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['.-'iaw All

| Saarch | Clear Basic Search

Search Results

3000004706 | 09/DT/2HME

= -
& Save Search Criteria

Business Unit] PO Numbe{ Purchase Order Date Origin Purchase Order Reference!

14

1-10f 1[]

SPOHEN INTERPRETATION

SWIFT displays the Document Status page for that purchase order.

Step 2: Review the Document Status page for the selected purchase order

The Document Status page shows you associated documents such as a purchase order, voucher or
payment. On Document Status page, you have several actions you can take. They are described below.

Supplier Contacts

Purchase Order Inquiry

Contract
Receipt
Voucher

=

Actions

Associated Document

Q
(o]

SetlD Business Unit

¥ Actions

¥ Actions

¥ Actions

¥ Actions

SHARE

G1001

G1001

G1001

Return to Search

Document Type

Contract

Receipt

Receipt

Voucher

Doc o Status
Approved
0000015045 Recsived
0000015048 Recsived
00024533 Unposted

Document Date

052172011

08/07/2018

0072018

11/26/2018

-4 of4[v] View Al
Supplier ID Location
0000253379 [F]
0000253378 oo [
0000253379 oo [F]
0000253378 oo1 B

When you select a Document ID, SWIFT opens up a new window. Close that window when you are
done with it.

1. Supplier Contacts

Each line on the Document Status page has an Actions tab. If you select the Action for the document,
SWIFT opens up a new window that brings you to Supplier Contact page, which lists the supplier
contact(s) with the document.

Supplier Contact

SeflD SHARE

Supplier ID 0000253279

Supplier Contact

ContactiD 1

Description ANNA ESAIBEGYAN

Short Supplier Name  ALL IN ONE-005

Q

Supplier ALL IN ONE TRANSLATION AGENCY

10f1[¥] View All
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o Ifyouselect the PO ID, SWIFT opens up a new window that brings you to the Purchase Order
Inquiry page for that purchase order. You can navigate sections as needed.
e Aninquiry page means you can view it but cannot edit it.

Purchase Order Inquwry'

Purchase Order

Business Unit  G1001

* Header

Buyer

FOID 3000004708

PODate D/O7/2012

Supplier Name  ALL IN ONE-DO5

Supplier ID (000253378

Billing Location  G1D4THFLOO

Header Details
Al RTV
Matching
Lines
Line Item ID

Supplier Details

Respanse Documentation

PO Reference  SPOKEN INTERPRETATION

Billing Address
Activity Summary
Header
Document Status
View Printabla
¥ Actions

Q

Ftem Description Category

SPOKEN INTERPRETATION

SERVICES 52112000

Origin 514 Mansgement Services

PO Status  Dispatched

Budget Status g4

Doc Tol Status  ygjig

Backorder Status Mot Backordered

Receipt Status  Received

Hold From Further Processing

Document Type  BPC

Agency Reference

Amount Summary

Merchandise
FreightTax/Misc.
Total

Encumbrance Balance

FO Gty UOM

1.0000 EA

Blanket Purchs Agnst A Controt

1,000.00

0.00

1,000.00 USD

000.00

Merchandise

Amount

1.000.00 USD

1-1af1[¥]

Status

Approved Q

Wiew All

3. Contract

e If the purchase order was created by referencing a contract, there will be a contract document.
On the Documents tab, select the Contract ID.

Q
o]

Actions SetiD
¥ Actions SHARE
¥ Actions
¥ Actions

¥ Actions.

Return to Search

Business Unit

G1001

G1001

G1001

Document Type  DOC ID Status

Cantract Approved
Receipt Received
Recaipt Recaived
Voucher 00024533 Unposted

Document Date

052172011

080772018

08/07/2018

11/28/2018

Supplier ID

0ooD2523789

0000252379

0000253379

0000252379

o]
Location

oo

om

oo

View All

e SWIFT opens up a new window that displays the Contract Events page
contracts that agencies created from the original contract.
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e Check the Sel (Select) box and scroll to the bottom of the page and press either the View
Contract ID Line or the View Contract ID Category links at the bottom of the page.

Contract Events
L
Q
Sel Version Type BU 1] Status Reference Release Amount Currency
=] 1 PO Relesse B2201 2000014407 Camplete 5211307437 7 20.00 USD A

‘iew Contract ID Line

iew Contract [D Category

e SWIFT opens up a new window to information about the contract line or category.

4. Receipt

e To view receipt information, select the Doc ID for a receipt.

et | 1

Actions SetiD Business Unit  DocumentType  DOCID Status Document Date Supplier ID Location
¥ Actions SHARE Contract Approved 052172011 0000252378 &
¥ actions G001 Reseipt Recsived 00/07/2012 0000253378 o B

e SWIFT opens up a new window that displays any receipt lines associated with the purchase
order. You can view information about the receipts.

Heneqm‘

Unit 1001 ReceiptNo  DODOD15045 Source  Onine Receipt Status  Recsived

Receipt Lines

5 i
1-1efi1[v View All
Q 2|
‘ Receipt Lines | | MMore Line Data | | Optional Input | II*
Sel Item Description Price AmtOnly  Recv Qty Recv UOM Reject Gty Device Track
o4 1 SPOKEN INTERFRETATION SERVICES 600.00000 ! 1.0000 EA
Header Details Line Details Manufacturer Info

Asset Information
o

ent Status Header Comments Disglay RV Information Line Status

‘Butaway Information Device Tracking

Return to Search Notify

For example, if you press the Distribution link, SWIFT displays the ChartField information for that
receipt.

5. Voucher
e To view voucher information, select the Doc ID for a voucher.
1-4 of 4 | Wiew All
Q
(]
Actions SetlD Business Unit Document Type DocC I Status Document Date Supplier ID Location
¥ Actions SHARE Contract Approved 05/21/2011 0000252378 =
W Actions. G1001 Receipt Recaived 08/07/2018 DD00253378 om [
W Actions G1001 Receipt Received 0e/07/218 0000253379 om [~}
¥ Actions G100 | Voucher 00024533 Unposted 117262018 0000253378 oM B
Return to Search
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e SWIFT opens up a new window to the Voucher Inquiry Results page. Scroll to the bottom of the

page. You can get more information about the voucher attached to the purchase order.

» Search Criteria

¥ Sort Criteria

» Display Currency Criteria
» Late Interest Analysis

Voucher Inquiry Results

i)
1-10f 1[+] View All
Voucher Details Amounts More Detsils Supplier Details | 11
Actions Business Unit Voucher ID Invoice Number Invoice Date Supplier ID Entry Status Incomplete Match Status Short Supplier Name
G1001 00024533 12345 117282018 0000253379 Postable
‘Scheduled Payments

To Be Matched | ALL IN ONE-005
Voucher Details

Review Document Status

o If you select the Actions link on any of the tabs on the Voucher Inquiry page, SWIFT

provides additional information about the voucher such as Scheduled Payment, Voucher

Details and Review Document Status. For example, if you press the Voucher Details link,
you can see distributions information for that voucher.

Distributions
L
Q
Details | ¥
Distrib Line Merchandise Amt GL Unit Account Reference Fund Fin DeptiD
1 400.00 MO0 430001 1000 G1031100
o The Voucher Details tab on the Voucher Inquiry page shows voucher information
associated with the purchase order such as the Invoice Number, Invoice Date, Entry
Status and Match Status.
Voucher Details Amounts More Detsils Supplier Details | 1I¥
Actions Business Unit Voucher ID Invoice Number Invoice Date Supplier ID Entry Status Incomplete Match Status Short Supplier Name
W Acsions G1001 00024533 12345 11/26/2018 0000253378 Postable To Be Matched ALL IN ONE-005

o The Amounts Status tab shows you the amount that is unpaid and paid.

“oucher Details Amounts Mare Details Supplier Detzils | |1
- Voucher
Actions Business Unit Voucher ID j=r=acuon Ip=Snyome Unpaid pany Red ToE LTTm: Entered VAT Ew Amnu[tt Net Amount Paid
Currency Amount Prepayments Merch Paid
Balance
¥ Actions G1001 00024532 UsD 400.00 400.00 0.00 0.00 o.oo 0.00 0.00

o The More Details tab shows you information about the posting, approval, budget date
and budget status.
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Vousher Detais || Amounts | [ ore Details || Sumplier Detaits | 11X

Actions Business Ut VousherD  VoucherStyle Supplierlos  Fostitatus  areo'd Approval History Soee origin DueDate  BasisDate AcctgDate  Enteredon  Set0T M0 puaget miss status
¥ Actions G1001 00024532 Reguler Voucher 001 Unposted Pending Approval History Open ONL 12112me 111262018 1282018 11262012 :‘:QEEJ::E‘ Welid Budget Check
. . . . .
o The Supplier Details tab shows you information about the supplier.
“oucher Details Ampounts IMore Details Supplier Details | II¥
Actions Business Unit Voucher ID Supplier ID Short Supplier Name Supplier Name Additional Name History Status
¥ Actions. G1001 00024532 0000253279 ALL IN ONE-DOS ALL IN OME TRANSLATION AGENCY

You have now completed the Purchase Order Document Status Inquiry.
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