Yale Shared Services Quick Guide to
Procurement Inquiry

Procurement Inquiry

* Procurement Inquiry is a web-based tool that allows University employees to query and
view the status of a requisition, purchase order, invoice, check request, VIP or supplier.

* Loginto www.yale.edu/start or open the START menu, click on “Yale Admin Menu”

* Click the “Financial, Procurement & HR Applications”
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Yale Shared Services Quick Guide to
Procurement Inquiry

If you have an recently upated machine, please login by going to your START Menu

¢ Click the “MW Assistant”

PW Assistant

sl
= microsoft Outlook 2010 >
——
V4 rsicrosoft visio 2010 >
<« Internet Explorer >
= e
® Mozilla Firefox >
.’ Getting Started >
~ Connect to a Projector
*@ Remote Desktop Connection
Sticky Notes
-
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Calculator

Paint

i, XPS Viewer

< Windows Fax and Scan

% Magnifier

> All Programs

* (lick the “Financial, Procurement & Human Resource”
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Yale Shared Services Quick Guide to
Procurement Inquiry

* A Dialog Box will appear - Click the OK button to Login.

Microsoft Internet Explorer

9 By choosing OK, I accept and agree to abide by all
. Yale University policies at: http:/fwwey.yale. edu/policy/admin/,

Click OK to agree or click Cancel to review Yale University policies,

7 Yale Central Authentication Service - Microsoft Internet Explorer 9=
Fle Edt View Favortes Tools Help I

@ Yale University
Tz Central Authentication Service

CAS Logout Login required

Eeedback

Help You have requested access to a site that
requires Yale authentication

For security reasons, quit ) |

your web browser when you NetlD: [

are done accessing services X

that require authentication! Password: l

| O] Wam me before logging me in to other
sites.

PLEASE NOTE .
Before entering your NetlD and
password, verify that the URL for
this page begins with

//secure.its.yale.edu”.
You may also wish to click on
the VeriSign logo to the right to
help verify the authenticity of
this page. If you have any
questions or concems, click the
help link above.

&) Done. 8 @ Trusted sies

* Select Procurement Inquiry

ORACLE" E-Business suite

B2 Favorites ¥ Diagnostics Logout Preferences Hel

Logged In As DMZ*
Oracle Applications Home Page

Personalize

8 0 Human Resource Seff Service

@ B procurement Inuiry
@ I START Maintain Lists

(8 B3 START Procurement Vendor Setup Approver
Workist

B0 yuap phase 2 Query Only

E3YUHR phase 2 Update Basic People

B DVULD Department Grant Approver

B3 uLD sTUCAS Department Grant Approver
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Tips to

Search

Yale Shared Services Quick Guide to
Procurement Inquiry

Select Specific Search in Procurement Inquiry

* By Invoice, Check Request, Advances and Replenishments

i Navigatorv B Favorites v Home Logout Preferences Diagnostics

[ Requisition Inquiry | Purchase Order Inquiry | Invoice Inquiry | VIP Inquiry | Supplier Inquiry

Yale Invoice Inquiry

Enter search criteria to find invoice and click Go.

Recommended practice is to search by Supplier and Invoice Number (e.g., Supplier Name is DELL MARKETING L P and Invoice Number is XJ1234567).

TF you know the exact value you are looking for, using "is" or "starts with” will return results more quickly than "contains."

If Invoice Number is not known, look up the Supplier by Supplier Number or Supplier Name and select a Creation Date or Invoice Date parameter (e.g., Supplier Name = DELL MARKETING L P and Creation Date after 30-APR-2013). Dates must be in DD-MON-YYYY format with month being in capital letters (e.g., 15-MAY-2013).
When searching by Supplier Name, % serves as  wildcard. For example, searching for %OASIS wil return both AUDIO & VIDEQ LABS INC DBA OASIS CD MANUFACTURING and OASIS MEDICAL INC. Enter Supplier Name in ALL CAPITAL LETTERS

Supplier Name Q

Invoice Number v startswith v
[9]Match Case
dea|

Helpful Tips:
v" Enter search criteria to find invoice and click Go.

v" Recommended practice is to search by Supplier and Invoice Number (e.g., Supplier Name is
DELL MARKETING L P and Invoice Number is X]1234567).

v' If you know the exact value you are looking for, using "is" or "starts with" will return results
more quickly than "contains."

v' If Invoice Number is not known, look up the Supplier by Supplier Number or Supplier Name
and select a Creation Date or Invoice Date parameter (e.g., Supplier Name = DELL
MARKETING L P and Creation Date after 30-APR-2013). Dates must be in DD-MON-YYYY
format with month being in capital letters (e.g., 15-MAY-2013).

v When searching by Supplier Name, % serves as a wildcard. For example, searching for
%OASIS will return both AUDIO & VIDEO LABS INC DBA OASIS CD MANUFACTURING
and OASIS MEDICAL INC. Enter Supplier Name in ALL CAPITAL LETTERS
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Yale Shared Services Quick Guide to
Procurement Inquiry

Scenario: Department is looking for the status of an invoice that was to be paid to Star
Distributors. On the copy of the invoice they have for their records, only partial invoice number is
showing.

* Be sure you have chosen the “Invoice Inquiry” tab at the top of the page
* Type Vendor Name in Supplier Name Field, Click on the Flashlight

ORACLE'

M Naigator v 8 Faiortes v Home Logout Preferences Diagnostics

Requisition Inquiry | Purchase Order Inquiry | Invoice Inquiry | VIP Inquiry | Supplier Inquiry

Yale Invoice Inquiry

Enter search criteria o find invoice and click Go.

Recommended practice is to search by Supplier and Invoice Number (8.9, Supplier Name is DELL MARKETING L P and Invoice Nurmber is XJ1234367).,

If you know the exact value you are lnoking for, using "is" or "starts with" will refum results more quickly than "contains."

If Invoice Number is nat known, ook up the Supplier by Supplier Number or Supplier Name and select a Creation Date or Invoice Date parameter (8.g,, Supplier Name = DELL MARKETING L P and Creation Date after 30-4PR-2013). Dates must be in DD-MON-YYYY farmat with month
being in capital letters (2.0, 15-MAY-2013).

\ihen searching by Supplier Name, % serves as a wildcard, For example, searchipa-for %0ASIS will refurn both AUDIO & VIDEQ LABS INC DBA OASIS CD MANUFACTURING and OASIS MEDICAL INC, Enter Supplier Narme in ALL CAPITAL LETTERS
Supplier Name |STAR DISTRIBUTORS Q

Invoice Number v contains v
v v
v v

[IMatch Case

* List of Vendor Names will appear.
* (lick on Vendor Name, “Select”

~
& https://ebizits.yale.edu/?_t=fredRC&enc=UTF-8&_minWidth=7508_minHeight=5508:configName=0AConfig - Windows Internet ELEEIE

Search and Select: Supplier Name

Cancel | Select ]

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By Supplier Name - ISTAR DISTRIBUTORS Go
\
\felect Quick Select \Suppl’ler Name \Suppl’ler Number Supplier Type
) =1 STAR DISTRIBUTORS INC 103932 VENDOR

About this Page

Cancel Select
< | " | »
~ Trusted sites | Protected Mode: Off fa ¥ H|100% ~
e ——— = 4 — — S B il ME|
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Yale Shared Services Quick Guide to
Procurement Inquiry

* Select “Contains” in the middle box drop down list
*  Put the partial number of the invoice in the field.
* Select “GO” and the information will populate

ORACLE'

n Navigator ¥ & Favorites v Home Logout Preferences Diagnostics

Requisition Inquiry | Purchase Order Inquiry | Invoice Inquiry | VIP Inquiry | Supplier Inquiry

Yale Invoice Inquiry

Enter search criteria to find invoice and click Go.

Recommended practice is to search by Supplier and Invoice Number (e.g., Supplier Name is DELL MARKETING L P and Invoice Nurnber is XJ1234567).

If you know the exact value you are looking for, using "is" or “starts with" will return results more quickly than "contains."

If Invoice Number is not known, look up the Supplier by Supplier Nurmber or Supplier Name and select a Creation Date or Invoice Date parameter (.., Supplier Name = DELL MARKETING L P and Creation Date after 30-APR-2013). Dates must be in DD-MON-YYYY format with month
being in capital letters (2.0, 15-MAY-2013).

When searching by Supplier Name, % serves as a wildcard. For example, searching for %0ASJS will return both AUDIO & VIDEO LABS INC DBA OASIS CD MANUFACTURING and OASIS MEDICAL INC. Enter Supplier Name in ALL CAPITAL LETTERS

Supplier Narre |STAR DISTRIBUTORS IN( &,

Inwoice Nurrber v containg v |%506%

. s

[VIMatch Case

ﬂl Clear

ORACLE

M Navigator ¥ B aoies v

Requisition Inquiry | Purchase Order Inquiry | Invoice Inquiry | VIP Inquiry | Supplier Inquiry

Yale Invoice Summary

Yal Invoce Sunmary

Refine Query | New Search

Supplier Supplietagier Supper Site Invoice Number Invoice Date Invoice Amount Description Aux Number
STAR DISTRIBUTORS INC 103932 NEW HAVENO1 502619 20-Mar-2013 15297 MGB02041813-Y55100_00065

Requistion Inquiry Purchase Order Inuiry veice Inquiry VP InguirySupplier nquiry Home Logout Preerences Diagnostics
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Yale Shared Services Quick Guide to
Procurement Inquiry

* To get detailed affiliated with the invoice, click on the invoice number

ORACLE

N Naigator ¥ B Fauies v

Requisition Inquiry | Purchase Order Inquiry | Invoice Inquiry | VIP Inquiry | Supplier Inquiry

Yale Invoice Summary

Yale Invoice Summary
Refine Query | New Search
Supplier Supplier Number Supplir Site Invoiceroice Amount Description Au Number

STAR DISTRIBUTORS INC 103932 HEW HAVENO1 502619 20-Mar-2013 15297 INGB02041813-Y55100_00065

Requition Inquiy Purchase Order Inqury Invoice Inqury VP Inquiry Supplier nquiy Home Logot Preferences- Diagnostics

*  This screen will provide further information and links to view the image, check number
and if there are any active holds. Click on that specific blue link.

ORACLE

N Naigaorv B Fanies v Home Logout Preferences Diagnostics

Requisition Inquiry | Purchase Order Inguiry | Invoice Inquiry | VIP Inquiry | Suppier Inquiry

Yale Invoice Detail

lew Search

Supplier STAR DISTRIBUTORS INC Pay Site NEW HAVEND
Supplier Number 103932 Invoice Date 20-Mar-2013
Invoice Number 502619 Invoice Amount 152.97

Batchlame. YPPSSCO4251327459-1 Amourt Pad 15297

Pajment Terms NetCasr/ Aoproval Status APPROVED

Vitheld Amourt 000 Puted MM
Image / Active Holds

Check Number Vendor Hold ? N

Line Number Line Type Amount Account Expenditure Item Date Description PO lumber Ref. Number Inv. Approver Initiator Preparer
11 TTEM 152,97 1047943,0120175C.0061AG.873000.780120,02.20-MAR-2013 10 GRENNAN A24636DRASCH Hennighausen, Mathilde Foyd (Molly)
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Yale Shared Services Quick Guide to
Procurement Inquiry

* To view check number, date of payment and amount. Click on the check number.

Requisition Inquiry | Purchase Order Inquiry | Invoice Inquiry | VIP Inquiry | Supplier Inquiry

Yale Invoice Payments Summary

| Refine Query | New Search I

Payment Number Check Nummm Supplier Name Supplier Site Total Check Amount
1 3512781 30-Apr-2013 STAR DISTRIBUTORS INC NEW HAVENO1 152.97

In this screen you are able to view detailed information pertaining to the payment of the
invoice
o Supplier Name
Invoice Number
Invoice Amount
Payment Amount

o
o
o
o Payment Date

ORACLE

n Naigatorv B Favorites ¥ Home Logout Prefer

Requisition Inquiry | Purchase Order Inquiry | Invoice Inquiry | VIP Inquiry | Supplier Inquiry

Yale Invoice Payments Detail

Refine Query | New Search

Check Number 3512781 Supplier Name STAR DISTRIBUTORS INC
Payment Date  30-Apr-2013 Amount 152.97

Invoice Number Invoice Amount Amount Paid
502619 152.97 152.97

Requisition Inquiry Purchase Order Inquiry Invoice Inquiry VIP Inquiry Supplier Inquiry Home Logout Preferences Diagnostics

About this Page ~ Privacy Statement
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Yale Shared Services Quick Guide to
Procurement Inquiry

Type of Payments identified in the “Check Number” Field in Procurement Inquiry

% Payment Number Begins with:
i.  1- ACH/EFT (electronic) payment
ii. 3 - Actual Check has been cut

iii. 4 - Single Use Account (SUA)

% Payment Number is a 5 Digit Number beginning with:

iv. 4 -1is a Wire Payment

v. 1-isa travel advance payment
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Yale Shared Services Quick Guide to
Procurement Inquiry

Select Specific Search in Procurement Inquiry

* By Supplier/Vendor

o Be sure you have chosen the “Supplier Inquiry” tab at the top of the page

o Can be searched by Supplier Name or Supplies Number (if known) by selecting your
chose in the dropdown list next to Supplier Name.

o When searching by Supplier Name, % serves as a wildcard. For example, searching for
%OASIS will return both AUDIO & VIDEO LABS INC DBA OASIS CD
MANUFACTURING and OASIS MEDICAL INC. Enter Supplier Name in ALL
CAPITAL LETTERS

ORACLE

Mo Bt o Legct Prerces Dgrsts

Tips to

Requition quiy | Purchase Oder gy | Invece gy | VIP nquiry | uple nguiy
Search

Yale Supple gy

sefch e o uple and ek o
fy kovh Stgple Ner, st ez
(thevis, e Suple N st it o *Spple e o and et ey poron ot nme i ALLCAPTAL LETTERS

fihen searchmgby Uppler e, o e s a i, or el sercing o FHER il et EHERSCIENTIFICCOMP YL, JORN FISHER, and W F FEHER D SONC
et 25 supples e e, eNeZ onhe it ahove or el e e, Youmay e sl i e )

ﬂ
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Yale Shared Services Quick Guide to
Procurement Inquiry

Example of Searching Supplier by Partial Name

Requisition Inquiry | Purchase Order Inquiry | Invoice Inquiry | VIP Inquiry | Supplier Inquiry

Yale Supplier Inquiry

Enter search criteria to find supplier and click Go.

If you know the Supplier Number, set criteria to “"Supplier Number is” and enter the value.

Otherwise, use 'Supplier Name starts with” or "Supplier Name contains” and enter a key portion of the name in ALL CAPITAL LETTERS

When searching by Supplier Name, % serves as a wildcard. For example, searching for %FISHER will return FISHER SCIENTIFIC COMPANY LLC, JOHN FISHER, and W F FISHER AND SON INC.
If more than 25 suppliers are returned, click the Next 25 link on the far right above or below the results. (You may need to scroll right to see the link.)

Supplier Name v contains v |%STAR%DIST%

v -
v -
v -
v -

Match Case
Clear

Results

Supplier Details

Yol upper ity

Refine Query | Nlew Search

Site Badkground Pay PO Vendor
Suppler Site ~ Address Address Address On  Supplier it Site Suppler Payment Payment Walker/ORBIS Awx ~ Check  OSHA10 Site Site Hold
Supplier Name Number Code 1 2 3 Cty StateZP ProvinceCountryHold ? Contact Telephone Fax Type  RequestedBy ApprovedByTerms  Method Number  Number Comphance Certified (Y/N) (Y/N) Reason
STAR 103932 NEW  POBOX NEW T 06505 U VENDOR NET CASH CHECK  STARL01001 N Y
DISTRBUTORS HAVENO1 1200 HAVEN
IiC

Redquistion Inquiry Purchase Order quiry Ieice Inuiry VIP Inquiry Suppliernquiy Home: Logout Preferences- Diagnostics

ght (¢) 2006, Oracle. All g
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Yale Shared Services Quick Guide to
Procurement Inquiry

Example of Searching by Supplier Number

ORACLE

™ Navigator v e

Requisition Inquiry | Purchase Order Inquiry | Invoice Inquiry | VIP Inquiry | Supplier Inquiry

Yale Supplier Inquiry

Enter search criteria to find supplier and click Go.

If you know the Supplier Number, set criteria to "Supplier Number is” and enter the value.

Otherwise, use "Supplier Name starts with” or "Supplier Name contains” and enter a key portion of the name in ALL CAPITAL LETTERS

When searchmg??dame, % serves as a wildcard. For example, searching for %FISHER will return FISHER SCIENTIFIC COMPANY LLC, JOHN FISHER, and W F FISHER AND SON INC.

If more than 25 suppliegs/re returned, click the Next 25 link on the far right above or below the results. (You may need to scroll right to see the link.)

Supplier Number v is v |103932

. S
. S
. S
. o

Match Case
Clear

Requisition Inquiry Purchase Order Inquiry Invoice Inquiry VIP Inquiry Supplier Inquiry Home Logout Preferences Diagnostics

Results

Supplier Details

Vo Suppter nquiry

Refine Query | New Search

Site Background Pay PO Vendor
Suppler Site  Address Address Address On  Supplier Site  Site Supplier Payment Payment Walker/ORBIS Aux ~ Check ~ OSHA10 Site Site Holl
Supplier Name Number Code 1 2 3 City StateZP ProvinceCountryHold? Contact Telephone Fax Type  RequestedByApprovedByTerms  Method Number  Number Compiance Certified (V/N) (V/N) Reason
STAR 103932 NEW  POBOX NEW CT 06505 s N VENDOR NET CASH CHECK ~ STAR101001 N L
DISTRIBUTORS HAVEND! 1200 HAVEN
INC

Requisiton Inguiry Purchase Order Inquiry Invoice nquiry VIP Inquiry Supplier nquiry Home: Logout Preferences Diagnostics

Service. Solutions. Satisfaction. Page 12 of 20

(1.1.13, rev 1)



Yale Shared Services

Quick Guide to
Procurement Inquiry

Select Specific Search in Procurement Inquiry

* ByVIP

o Be sure you have chosen the “VIP Inquiry” tab at the top of the page
o Include “VIP” as a prefix before the 7 numerical digits.

Tips to
Search

Retin iy | Prctase e gy | ok Dy VP g | Sl ey

Nl Bragis? oo Lot P Do

\YaleUlPlnquiry

e VP o ., VST o' ot e, e Vil cpsand e e o

*\B e
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Yale Shared Services Quick Guide to
Procurement Inquiry

Example

ORACLE

m Navigator ¥ & Favorites v

Requisition Inquiry | Purchase Order Inquiry | Invoice Inquiry | VIP Inquiry | Supplier Inquiry

Yale VIP Inquiry

r 10 character VIP Number (e.q., VIP1987654) and click "Go". For fastest results, type VIP in all caps and check "Match Case" box.

*VIP Number [VIP1595862]

Match Case

o] G|

Results of VIP

n Naigaorv & Faiories v Home Logout Preferences Diagno

Requisition Inquiry | Purchase Order Inquiry | Invoice Inquiry | VIP Inquiry | Supplier Inquiry
Yale VIP Results

Yale VIP Inquiry.
Refmﬁery PTAEQ Validator ‘ New Search ‘
=2

VIP Number VIP Description VIP Owner  PTAO Project Name Task Name Award Name Organization Name Last Updated By Last Update Date Inactive Date
VIP1595862 S, Crisafi for expenses for Yale Shared Services Crisafi, Susan 11058120,00.00010D.524007 YSBSC Business Operations Task 00 GA - Fin Adm Other 0001DD YSSBSC Shared Services Admin 524007 Sarmo, Robin ~~ 17-Gep-2013

Note: If the PTAEO linked to the VIP needs to be validated you can do so from this screen by
clicking on PTAEO Validator. The PTAEO Validator will appear.

o Choose Accounts Payable

o Type in the date of the transaction

o Typein full PTAEO

o Click Validate the Entire PTAEO String

Service. Solutions. Satisfaction. Page 14 of 20
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Quick Guide to
Procurement Inquiry

Yale Shared Services

T Navigator v B Favorites ¥

Requisition Inquiry | Purchase Order Inquiry | Invoice Inquiry | VIP Inquiry | Supplier Inquiry

Yale VIP Results

Yale VIP Inquiry \
o 2

F =
,ml PIAEQ.Vakiator | New Search ] éPTAfO Validator - Windows Internet Explorer
©]®) (&) https://www-iispl its yale.edu/onlineval/ptaeoval asp - & [ &[4[ x][Eeng o~
VIP Number VIP Description — - = —
VIP1595862 S. Crisafi for expenses for Yale Shared Servicesq |- Comvert - Fiselect
Online Validator
About this Page  Privacy Statement
Project™ ‘ Task ‘ Award Expenditure Organization
Type
058120 |00 [o00DD | 822100 524007
As Of Date (MM/DD/YYYY): 11 /6 12013
* Leading Zeroes Required for Project Numbers
Transaction Type:
JSA Non-Labor ) Labor @ Accounts Payable
Note: All PTAEO fields must be entered.
( Validate the Entire PTAEO String ]
(You may click here to validate a batch of PTAEOs.)
/ Trusted sites | Protected Mode: Off a3 v ®100% v
Results of PTAEO Validation
Online Validator
’ Project™ Task ’ Award Expenditure Organization
Type
[ 1058120 oo [ 0o001DD 822100 524007
[ As Of Date (MNMNLU/DD/YYYY): 11 7/ 6 / 2013
[ = Leading Zeroes Required for Project Numbers
Transaction Type:
> JSA Non-Labor @ Labor @ Accounts Pavable
’ ¢ WV alid Project
’ 4 Valid Task
‘ 4~ Valid Award
’ V WValid Expenditure Type
’ 4~ Valid Organization
\
[Fielas Begin End
[Project Dates: 1-JAN-2010
‘Task Dates: 1-JAINN-2010
[A‘.va:rd Dates: 1-JUL-1998 30-JUIN-2050
[Expenditure Dates: 1-JUL-1998
‘Organizal:ion Dates: 1-FEB-2010
[Project-Org Dates:- n'a |30-JUuN_2050
[Project—A\vard Dates: n'a 30-JUN-2050
‘Pre-A\vard Dates: n/a
Note: Al PT AFO fields rrrzest be entered.
[ Validate the Entire P TAEO String ] [ Reset |
(You may click here to validate a batch of PTAEOs.)
. . . .
Service. Solutions. Satisfaction. Page 15 of 20
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Yale Shared Services Quick Guide to
Procurement Inquiry

Select Specific Search in Procurement Inquiry

* By Purchase Order

o Be sure you have chosen the “Purchase Order Inquiry” tab at the top of the page

Tips to

Yile PO Iguity
\ Eteserch e o find Pt se (rde and ek o

Recommende pracie st sarch by Purches Order Muor, o (g, Purchase O umbe i 95234 D ot cude aabeic e artof O Number (., SR VP, urchese Order b is ko ook up he Suplie by Supl Number o Supl Neme and slecta Cration i pvameter
(e, SuplrName = DELLNARK ETING Pand Creton Dt afer 3-4PR-2013,Oetes must b n O0-MON Y99 format it mont being n capelleers (g, 15MAY2083),
When searefng by Suplr ame, % seve . i, Fr exempl, earctng o h0RSIS il reum b AUDIO & VIED LABS INCDBA OASIS CD NANUFACTURDNG and O4SIS NEDICL BIC

Suple hame {
Pllmber v tatwith v

v Al

v Al
WhaehCase

OE

Example

ORACLE’

M Navigator v B2 A

Requisition Inquiry | Purchase Order Inquiry | Invoice Inquiry | VIP Inquiry | Supplier Inquiry

Yale PO Inquiry
Enter search criteria to find Purchase Order and click Go.

Recommended practice is to search by Purchase Order Number, if known (e.g., Purchase Order Number is 5551234.) Do not include alphabetic prefix as part of PO Number (e.g., SNP, DKP). If Purchase Order Numt
Name and select a Creation Date parameter (e.g., Supplier N\ame = DELL MARKETING L P and Creation Date after 30-APR-2013). Dates must be in DD-MON-YYYY format with month being in capital letters (e.g., 15-
When searching by Supplier Hi&w\'és as a wildcard. For example, searching for %0ASIS will return both AUDIO & VIDEO LABS INC DBA OASIS CD MANUFACTURING and OASIS MEDICAL INC.

Supplier Name Q

PO Number v startswith v |%5896479%
- -
- -
- -
- -

[¥] Match Case

Go || Clear
Service. Solutions. Satisfaction. Page 16 of 20
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Quick Guide to
Procurement Inquiry

Yale Shared Services

Results from Purchase Order Search

ORACLE

n Navgatorv B g

Requisition Inquiry | Purchase Order Inquiry | Invoice Inquiry | VIP Inquiry | Supplier Inquiry

Yale PO Summary

Yale Purchase Order Summary
\ Refine Query [ New Search
PO Number Supplier Name Supplier Number Supplier Site Creation Date Description Amount Buyer Name Authorization Status
5896479  COMPLIANCE CONCEPTS INC 119774 WEXFORD02 03-Sep-2013  Approved by Ronn Kolbash. 8,400.00 IMPORT, REQUISITION Approved

Requisition Inquiry Purchase Order Inquiry Invoice Inquiry VIP Inquiry Supplier Inquiry Home Logout Preferences Diagnostics

About this Page  Privacy Statement

If you click on the blue PO number you are able to view the PO and have the option to view
invoices attached to the PO

ORACLE
M Navigator v B Favoiites v Home Logout Preferences Diagnostics

Requisition Inquiry | Purchase Order Inquiry | Invoice Inquiry | VIP Inquiry | Supplier Inquiry

Yale PO Detail

Refine Query || New Search
PO Number 5896479 Supplier Name COMPLIANCE CONCEPTS INC
PO Prefix SNP Supplier Site WEXFORD02
Amount8,400.00 Revision Number 0
Matched Amount  2,000.00 Payment Terms MNet Cash
Ship-To Location YD 344 Winchester Ave Ship Via  BEST WAY
Order Date 03-Sep-2013 Bill-to Location D Accounts Payable
Authorization Status  Approved Invoices
Requisition Approver  Courtney, Dana L Status OPEN

Line Unit Quantity Quantity Quantity Quantity Unit of Line Match Invoice Approval Promised

Number  Description Price Ordered Invoiced Received Cancelled Measure  Status  Approval  Required Date Tnitiator
1 STANDING ORDER: One Year subscription to a Cumulative Searchable Sanctions 1.00 8400 2000 0 0Lot Open 2-Way No Sarno,

Database "SanctionCheck" Robin

Po Line Number Quantity Account Exp. Item Date Req Number Preparer/Requestor

1 8400 1058120.00.00010D.896000.524007.02 03-5EP-2013 42614150  Sarno, Robin

. . . .

Service. Solutions. Satisfaction. Page 17 of 20
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Quick Guide to
Procurement Inquiry

Yale Shared Services

Click on “View Invoices” to see invoices

ORACLE

N Naigatorv & Favor

Requisition Inquiry | Purchase Order Inquiry | Invoice Inquiry | VIP Inquiry | Supplier Inquiry

Yale Invoice Summary

Yale Invoice Summary
Refine Query || New Search ‘
Supplier Supplier Number Supplier Site Invoice Nu voice Date Invoice Amount Description Aux Number
COMPLIANCE CONCEPTS INC 119774 WEXFORD02 CL-2436539-91  29-Oct-2013 2,000.00 IMGB00131030-YSS100_00011

Requisition Inquiry Purchase Order Inquiry Invoice Inquiry VIP Inquiry Supplier Inquiry Home Logout Preferences Diagnostics

About this Page  Privacy Statement

Click on Invoice number to see all the details you would see if you are using Invoice
Inquiry

 Naigaorv & Faioes v Home Logout Preferences Diagnostics

Requisition Inquiry | Purchase Order Inquiry | Invoice Inquiry | VIP Tnquiry | Supplier Inguiry

Yale Invoice Detail

lew Search

Supplier COMPLEANCE CONCEPTS TNC Fay Site WEXFORDO2
Supplier Number 119774 Invoice Date  29-Oct-2013
Invoice Number - CL-2456539-91 Invoice Amount2,000.00
Batch Name YPPSSC11011340191-1 Amount Paid2,000.00
Payment Terms Nt Cash Approval Sttus APPROVED
Vithheld Amout 000 Posted Unposted
Image Active Holds
Check Number Vendor Hold ? N
Line Number Line Type Amount Account Expenditure Item Date Description PO Number Ref, Number Inv. Approver Initiator  Preparer
11 TTEM 2,000.001058120.00.000100.896000.524007.02.28-0CT-2013 STANDING ORDER: One Year subscripton to a Cumulative Searchable Sanctions Database "SanctionCheck” 5695470 Samo, Robin
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Tips to

Search

Yale Shared Services Quick Guide to
Procurement Inquiry

Select Specific Search in Procurement Inquiry

* By Requisition Number

o Be sure you have chosen the “Requisition Inquiry” tab at the top of the page

* Requisition is a request created in SciQuest before it has approved and
validated as a Purchase Order that is sent to the vendor.

o The requisition number is always different from the Purchase
order and both can be viewed in SciQuest.

Example

ORACLE

M Naigatorv & Favoites Home Logout Preferences Diagnostics

Requisition Inquiry | Purchase Order Inquiry | Invoice Inquiry | VIP Inquiry | Supplier Inquiry

Yale Requisition Inquiry

Use Requisition Inquiry to find information about Purchase Orders created via SciQuest requisitions or created based on paper requisitions submitted to Purchasing. Requisition Inquiry is useful when you know the Requisition Number but are uncertain of the Purchase Order Number.

Recommended practice is to search by Requisition Number, if known (e.g., Requisition Number is 34567890.) If Requisition Number is not known, look up the Supplier by Supplier Number or Supplier Name and select a Creation Date parameter (e.g., Supplier Name = DELL MARKETING L
P and Creation Date after 30-APR-2013). Dates must be in DD-MON-YYYY format with month being in capital letters (e.g., 15-MAY-2013).

When searching by Supplier Name, % serves as a wildcard. For example, searching for %0ASIS will return both AUDIO & VIDEO LABS INC DBA OASIS CD MANUFACTURING and OASIS MEDICAL INC.

Supplier Name Q
Requisition Number v is v 017279
v v

Match Case

(o]

Requisition Inquiry Purchase Order Inquiry Invoice Inquiry VIP Inquiry Supplier Inquiry Home Logout Preferences Diagnostics

Results

For more information click on the Requisition Number

ORACLE

n Naigatorv & Favortes Home Logout Preferences ]

Requisition Inquiry | Purchase Order Inquiry | Invoice Inquiry | VIP Inquiry | Supplier Inquiry

Yale Requisition Summary

Yale Requisition Summary
Refine Query | New Search

Requisition Number Description Supplier Name ~ Creation Date Requisition Total Preparer Name Requestor Approval Status
2017278 GOVCONNECTION INC 15-Jun-2006 34,16 PURCHASING  Naegel, Brenda Lee Approved

Requisition Inquiry Purchase Order Inquiry Invoice Inquiry VIP Inquiry Supplier Inquiry Home Logout Preferences Diagnostics

About this Page  Privacy Statement

Copyright (c) 2006,
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Yale Shared Services Quick Guide to
Procurement Inquiry

Detailed Results
* To research specific invoices affiliated with this Requisition, click on View Invoices

ORACLE

M Naigaorv & Favortes v Home Logout Preferences Diagnostics

Requisition Inquiry | Purchase Order Inquiry | Invoice Inquiry | VIP Inquiry | Supplier Inquiry
Yale PO Detail

Refine Query | New Search

PO Number 4025922 Supplier Name - GOVCONNECTION INC
PO Prefix SNP Supplier Site MERRIMACK02
Amount 34.16 Revision Number 0
Matched Amount 34.16 Payment Terms Net Cash
Ship-To Location YD 221 Whitney Ave Ship Via BEST WAY
Order Date  15-Jun-2006 Billto Location 1D Accounts Payab
Authorization Status Approved Ivoices
Requisition Approver Status CLOSED
Line Number Description Unit Price Quantity Ordered Quantity Invoiced Quantity Received Quantity Cancelled Unit of Measure Line Status Match Approval Invoice Approval Required Promised Date Initiator
1 5412776: Wireless Notebook Optical Mouse 3000 - Winter Blue 20,82 1 1 0 0 Each Closed  2-Way No
2 5113442: Wheel Mouse Optical 1.1 - Black 1334 1 1 0 0 Each Closed ~ 2-Way No
Po Line Number Quantity Account Exp. Item Date Req umber Preparer/ Requestor
1 10029363.00.000108.821500.955032.02 15-JUN-2006 2017278 Naegel, Brenda Lee
2 10029363.00.000108.821500.955032.02 15-JUN-2006 2017278 Naegel, Brenda Lee

Invoice Information
* Click on Invoice number to see all the details you would see if you are using Invoice Inquiry

ORACLE

m Navigator ¥

Requisition Inquiry | Purchase Order Inquiry | Invoice Inquiry | VIP Inquiry | Supplier Inquiry

Yale Invoice Summary

Yale Invoice Summary
Refine Query | New Search
Supplier Supplier Number Supplier Site Invoice ber Invoice Date Invoice Amount Description Aux Number
GOVCONNECTION INC 190778 WOBURNO1 39692619 15-Jun-2006 34.16 IMG741061770169008

Requisition Inquiry Purchase Order Inquiry Invoice Inquiry VIP Inquiry Supplier Inquiry Home Logout Preferences Diagnosticg

About this Page  Privacy Statement
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