V1-6.Document by User FOADOCU

Document by User FOADOCU displays a list of documents originated by a specific user. This form also allows
the user to view documents by document type, specific document, certain activity date, or a range of dates and

status.

Rev. 5/15

NOTE: Checking for incomplete documents should be done on a monthly basis. During the fiscal year-end
(month of June) checking everyday would be best.

Follow the steps below:

GoTo....

Original User ID:

Enter FOADOCU [ENTER]
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Fiscal Year [15 [*| Document Type: Document:
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Type Code Sequence Submission Description

Activity Document Deny
Date Amount Document
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Enter Qriginator ID
Record: 1/1 |
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AND/OR

User ID automatically populate. [TAB]

Enter one or more of the following fields to narrow the search:

VI-6.

Document Type: Choose from the following document type codes:

Document Type Code

Document Type

REQ
PO
RCV
INV
ENC
NV
CHK
CHK

Requisitions
Purchase Orders
Receiving

Invoices
Encumbrances
Journal VVouchers
Checks

Direct Deposit/ACH

Document Reference Number  Example
Always begins with a R R1234567
Always begins with a P P1234567
Always begins with a Y Y 1234567
Always begins with an | 11234567
Always begins with an E E1234567
Always begins with a J J1234567
Always begins with 0 (zero) 00123456
Always begins with an ! 11234567
35



Document: Enter the document number [TAB]

Status: Choose one of the following: Complete, Approved, Incomplete, Cancelled
OR leave blank.

Activity Date From: Enter the beginning date, OR leave blank.
Activity Date To: Enter the end date, OR leave blank.

Next Block [Ctrl+Pg Down] to view documents associated with your User ID.
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Original User ID:  [saRPYC coa [N [*] Fiscal Year [15 (¥ Document Type: Document:
Status: [ A Activity Date From: [ Activity Date Tor =
Document  Document Change Activity Document Deny
Status  Type Code Sequence Submission Description Date Amount Document
,F PO PODDD04T o ||I'ﬂ3(:ﬂ'm1t Stationers, Inc |2|—OCT—21]1-I ‘ 106.84 @
A o PO000049 [Independent stationers, Inc [21-0cT-2014 \ 0684 (&
[« [po PODDOOTE |caroina Biciogical Supply Company [s-ocT-2014 \ s0  [#
i PO PODDO0ST [Hewtett Packard Company [18-nOv-2014 \ 136000 (&
T PO00O119 [Nsu Motor Poai [11-DEC-2014 \ s000 (&Y
[a PO PO0D0120 [nsu Motor Foal [11-DEC 2014 \ 5000  [&
T P0O000129 |agron, inc [17-DEC2014 \ ws27s (&)
,? REG ROOD0010 |Creative Carpet |20~0CT—21]14 ‘ 130.00 @
’A_ REQ RDOD0015 |creative carpet [z0-0cT-2014 \ 130.00 (&
& |rea RD000030 |aTaT [200cT2014 \ 000 [
[a REQ RO000041 [atmprint [200cT-2014 \ 500000 (&)
[+ |rea RO0000E1 [Independent Stationers, Inc [21-0cT-2014 \ 10684 (&)
,? REG ROOD0059 |Independent Stationers, Inc |21-0CT—21}14 ‘ 106.84 @
& |rea RD000070 [Independent statoners, Inc [24-0cT-2012 \ 31608 |4
a7 [rea RD0D0OT [Independent Stationers, Inc [z4-0cT2014 \ 3605 [
[ |rea R00D0072 [Independent Statoners, Inc [oa-nov-z014 \ 21833 [&)
'C'- Completed, A - Approved, 'P" - Posted (only for JV and ENC), T - Incomplete, % - Cancelled |
Record: 16/7 | | | | <0sC= J
Informational field:
Status: Indicates the status of the document
() In Process (S) Suspended
(A) Approved (O) Open
(C) Completed (X) Cancelled
(F) Final Reconciliation (V) Void
(P) Paid (H) Hold
(R) Receipt Required (T) Tagged Permanently

To see details of any given document number:

Arrow Down, or click and Highlight the document you want to view.
Choose the options you would like to view from the Options menu.
Exit [Ctrl+Q] to return to the main menu.
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