Tracking a Purchase Order

November 1, 2001

Tracking a Purchase Order

Go to the CF application click File-Run and type PINQ.  To narrow your search, type the name of the person who initiated the requisition (for example “;in cheryl wolfe”) in the LookUp box.  To view ALL PO’s, type “…” in the LookUp box.  Then choose from the resolution screen what you want to view by either typing in the SEQ number at the bottom of the resolution screen or highlighting the SEQ number and clicking the disk icon at the bottom of the resolution screen.

When the PO comes up on the screen, the current status of the PO is displayed in the header block, along with the date that status became effective. A PO's status changes as it passes through the system. Colleague assigns one of the following status codes automatically at various stages in the process:

U - In Progress (Unfinished)

The buyer has saved the purchase order in an incomplete state. No funds are encumbered.

N - Not Approved

The PO has been completed and sent out for approval, but has not yet received all the necessary approvals. 

O - Outstanding
The purchase order has been approved. Funds are now encumbered.

A - Accepted
All items on the purchase order have been received and accepted at the College.

B - Backordered

Some, but not all, of the items on the PO have been received and accepted at the College. Some items remain outstanding.

P-Paid

Finance has printed a check for the invoiced items on the purchase order.

You can F2 (detail) into any screen highlighted in blue for more information.

If the PINQ screen shows the item has been “accepted” and you have not received the item, you need to call Steve Duncan in Physical Plant.

PINQ Screen
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F2 (Detail) into PO Date field
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