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PO.060.050 - Inquiring on PO Document Status
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to review the document status on a Purchase Order. The Document Status page displays the current status of a Purchase Order as well as other documents associated with the PO, such as vouchers and receivers. The Doc Status pages also contain a link to the associated documents. 

Topic Objective:
Upon completion of this topic, you will be able to:
- Access the Document Status page of a Purchase Order and identify the status. 



	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

In this topic, you will navigate to the PO Document Status page and identify the status of the Purchase Order. In this case, you will find that the Purchase Order is in Approved status. 

	Step
	Action

	1. [bookmark: ID0x000001BE] 
	Click the Purchasing link.


	2. [bookmark: ID0x000001BF] 
	Click the Purchase Orders link.

	3. [bookmark: ID0x000001C0] 
	Click the Review PO Information link.


	4. [bookmark: ID0x000001C1] 
	Click the Document Status link.

	5. [bookmark: ID0x000001C2] 
	Enter "0000019149" in the PO Number field. 

	6. [bookmark: ID0x000001C4] 
	Click the Search button.


	7. [bookmark: ID0x000001C5] 
	The Doc ID column contains links to the associated document, which could be a REQ, PO, RTV, RFQ, Receipt, Contract, Voucher, or Payment, depending on the transaction you are in.

	8. [bookmark: ID0x000001C6] 
	Click the Related Info tab.


	9. [bookmark: ID0x000001C7] 
	The Accounting Entries display the accounting entries for the associated document. If the document is a payment, you can access the accounting entries for the voucher associated with the payment. The Accounting Entries link appears only if the associated document has been posted, and if accounting entries exist for at least one of the associated documents that appear. If the document is posted and then unposted, the link does not appear.

	10. [bookmark: ID0x000001C8] 
	Click the Documents tab.


	11. [bookmark: ID0x000001C9] 
	Congratulations. You have just completed the Reviewing PO Document Status topic. The PO Document Status page displays the current status of a Purchase Order.
End of Procedure.
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