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How to Access and Run the PO History Report

—

This job aid will guide you with steps on how to access and run the PO History report.

1. Toview the PO’s history, from the Home tab, click on
the Reports tab.
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4. The Purchase Order History Report will open in a new
tab.
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2. From the sub-tabs, Click on Accounts Payable sub-tab.
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5. Enter the new PO number in the PO Document
Number field.
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3. Access the PC010 Purchase Order History Report, from
the Detailed Navigation, click on the report link.

The Purchase Order History Report will open in a new
tab.
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6. To view the history for the converted PO, click the OK
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7. The history for the PO will display.
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PC010 Purchase Order History Report

Disclaimer:This information s the property of the Los Angeles Unified School District and is intended solely for internal use by authorized employees with a reasonable need to utiize it in order to perform those duties assigned by their supervisors. This information is not to be reproduced in any form or viewed by non-
authorized personnel nor distributed, inciuding via any electronic means, including email, to any authorized or unauthorized person or organization. This information is subject to conditions set forth in the LAUSD Acceptable Use Policy (Bulletin 388), the LAUSD Information Protection Policy (Bulletin 1077), and relevant
Federal and State privacy laws.

[ New Analysis |[ Open |[ Save As... | Dispiayis [Table | [Info |[ Send || Print Version || Export to Microsoft Excel || Notes | Fiter Settinas
e — PO Budgeted Amount** PO Encumbered Amount=  Budget remaining in PO** PO Ordered Amont*= Order quantity* Retention in CC Cre
o T BWW: Document Humber*=  BW: Documentfem=  Document Date = Vendor = s $ $ EA
~ Rows 4500011077 1 0510912013 1000001410 AIRE FILTER PRODUCTS 50.00 9.60 960 9560 50.00 4 50.00
= BW: Document Number 2 0510812013 1000001410 AIRE FILTER PRODUCTS 50.00 240 240 240 50.00 1 50.00
= BW: Document ftem 3 05082013 1000001410 AIRE FILTER PRODUCTS 50.00 28.80 23.80 28.80 50.00 12 50.00
= Document Date 4 05/08/2013 1000001410 AIRE FILTER PRODUCTS 50.00 506 5.06 5.06 50.00 2 $0.00
= Vendor 5 051092013 1000001410 AIRE FILTER PRODUCTS 50.00 1518 1518 1518 50.00 6 $0.00
0o ETEiiies 6 051092013 1000001410 AIRE FILTER PRODUCTS 50.00 10.76 10.76 10.76 5000 4 $0.00
7 05/09/2013 1000001410 AIRE FILTER PRODUCTS 50.00 12.44 1244 1244 50.00 4 50.00
8 051082013 1000001410 AIRE FILTER PRODUCTS $0.00 152 1152 152 $0.00 (] $0.00
9 051082013 1000001410 AIRE FILTER PRODUCTS 50.00 8.80 8.80 880 50.00 4 50.00
# 0510812013 1000001410 AIRE FILTER PRODUCTS 0.00 0.00 0.00 0 0.00 0 0.00
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