Finding a Purchase Order Number (GCLR)

Introduction

This documentation will help you find a purchase order number in the SOARFIN system. 
Getting Started in PeopleSoft

The PeopleSoft sign-on panel will prompt you to enter information in two fields.  Use the tab key to move to the next field.  <Click on> [image: image1.png]


 after entering the data into the specified fields.  
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User ID:
The PeopleSoft identification name assigned to you.


Password:
The PeopleSoft password associated with the operator ID.

Finding a PO Number

Navigation:

Home → Purchasing → Purchase Order → Review PO Information → Purchase Order


[image: image3.png]Purchase Order Inquiry
Enter any informatian you have and click Search. Leave fields blank fr a st of al values.

nd an Existing Value

[T —
Contract setn: W:p

Release Number:

-
TR a—

[Jcase Sensitive

Seqy Clear_| Basic Search [5] Save Search Criteria





Business Unit:

Enter GCLAB or select from magnifying glass [image: image4.bmp].

________________________________________________________________________

Short Vendor Name:
Enter the short vendor name for whom the items were purchased.

OR
Purchase Order Date:
Some folks said they use this option to search for their purchase order numbers.

<Click on> the Search button [image: image5.png]Search



.
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Scroll to the right so that you can see the Purchase Order Reference column [image: image7.png]Purchase Order
Reference



 in the blue bar.  This column shows the persona actually doing the order of the items.
<Click on> the Purchase Order Reference link (shown above) to alphabetize the names for easier lookup.  The purchase order date is also included for easier identification.

Once you have found the appropriate line, <click on> any link associated with that purchase order (PO ID, Purchase Order Date, Purchase Order Reference, etc).
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Purchase Order

Unit: oeLAB PO Status: campl
POID: nnnnnnaﬁazE Budget Status:  Valid
PO Date: 1112212004

Vend FISHERSCIE-002 Backorder Status: None

VendorID: 0000000154 Vendor Details Receipt: Received
" Hold From Further Processing

Buyer: Jennifer Spring
POReference: BRELAND

Merchandise: 14212
Header Details AIRTY Matehing Freight TaxMisc: 000
Header Comments  Document Stalus Tot 14212 USD

Change Order

Select Lines to Display.

Htem tem Description Cateqory  POG  UOM Amount Status
B 70609 AMMONIUM CHLORIDE 500 GCRLR 40000 EA 2420 U8D Closed
2 B AC12384-1000 OXYTETRACYCLINE  GCRLR 20000 EA 117.92U8D Closed





This page will display purchase order information, including the PO # at the top of the page.  
