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4.2 Viewing Receipt Document Status
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	Step
	Action

	1. 
	Begin by navigating to the Receipt Document Status page.
Click the Purchasing menu.
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	Step
	Action

	2. 
	Click the Receipts menu.
[image: image4.png]3 Receipts






[image: image5.png]Wome | Workist | MuChameiConsde | AddtoFavortes | Sgnout
Favorites  Main Menu
Search Menu: ® Personalize Content | Layout
3 Maryland Judiciary >
3 Employee Seff-Service »
3 Manager Seff-Service >
3 suppler Contracts ’ Review Receipt Information ,
€3 customers , Reports )
@ Products 4 Add/Update Receipts
3 Catalog Management 4 Load Receipts
€3 Promotions » Process Receipts
€3 Customer Contracts , Inspect Recelpts
3 Order Management » Maintain Delivery Information
3 Pricing Configuration » Maintain Activity and Comments
£ Customer Retums » Maintain ChartFields
£ ttems N Close Short
€3 Cost Accounting , Close Landed Costs kF
Accrue Receipts
3 Vendors >
Budget Check
€3 Procurement Contracts > o v Rouest
(3 Purchasing
& Iventory & Requistions Close Receipts
& Request for Quot Generate Journals
3 eProcurement quest for Quotes
Maintain Bill of Entry IND
= (2 Vendor Rebates
Services Procurement | o e Orders Maintain Vndr Excise Invce IND
£ soureng £ Receipts
£ Engneemg €3 Retum To Vendor 3
3 Manufacturing Definitions & Procurement Cards N
£ production Control 3 Suppler Schedules >
3 Configuration Modeler £ Analyze Procurement N
3 Product Configurations 2 GPO Contracts »
3 Qualty
3 Inventory Policy Planning 4
3 Supply Planning >
3 Grants ,
€3 Program Management »
€3 Project Costing , [





	Step
	Action

	3. 
	Click the Review Receipt Information menu.
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	Step
	Action

	4. 
	Click the Document Status menu.
[image: image8.png]Document Status






[image: image9.png]Home | Wiorkist
Favortes Main Menu > Purchasng > Recepts > Review Recept Information > Document Status.

Muichannel Console | Addto Favortes | Sign out

2 New Window B nttp
Receipt Document Status INQ

Enter anyinformation you have and click Search. Leave fields blank for a listof all values.

[ Find an Exsting vaiue |
[~ search Criteria

Business Unit: - WDJUD Q
Receipt Number: _begins with +
CaseNumber:  begins with +
Carer I begins with +
Packing Siip: begins with +
User ID: begins with +
Received Date: - 5]

Receive Source:
Receipt Status: = - -

shipToLocation:  begins with +

Vendor ID: begins with ~

Short Vendor Name: begins with +

sic Search (E) Save Search Criteria





	Step
	Action

	5. 
	The Receipt Document Status search page displays. 
Verify that "MDJUD" displays in the Business Unit field.
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	Step
	Action

	6. 
	You can narrow your search results by using any of the search fields.  Some common search fields include:
- Receipt Number
- User ID
- Received Date
- Receipt Status 
- Short Vendor Name (Vendor SSN or TIN)
- Vendor ID
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	Step
	Action

	7. 
	Enter search criteria into one or more fields.  Enter the receipt number, if known.
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	Step
	Action

	8. 
	Click the Search button.
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	Step
	Action

	9. 
	The Receipt Document Status page displays.
NOTE: If the one receipt is returned from the search criteria entered , the syste, directs you to the Receipt Document Status page.
At the top of the page, view the receipt's status, 
the date the receipt was created, the vendor, and total receipt amount.
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	Step
	Action

	10. 
	NOTE:  You can view the Receipt Inquiry pages
by using the link next to the Receipt Number field at the top of the page.
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	Step
	Action

	11. 
	In the Associated Document section, view all online documents that reference the receipt on the Documents tab.
Documents that can be associated with a receipt include contracts, requisitions, purchase orders, vouchers, and payments.
Summary information for the documents listed are shown, including the document ID, status, document date, vendor ID, and (judiciary transaction owner) location.
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	Step
	Action

	12. 
	View any document by clicking on the DOC ID link in the Associated Document section.
NOTE: You must have inquiry access to GEARS module to view inquiry pages.
Click the document link.
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	Step
	Action

	13. 
	The inquiry page displays.
Review the transaction details.  
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	Step
	Action

	14. 
	After you have finished reviewing transaction details, click the Close button to exit the inquiry page.
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	Step
	Action

	15. 
	The Document Status page for the receipt displays.
To view the Document Status of the documents in he Associated document section, click the Document Status button at the end of the corresponding row.
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	Step
	Action

	16. 
	Click the Go To Document Status Inquiry button.
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	Step
	Action

	17. 
	The Document Status page for the selected transaction displays in a new window.
Review the associated documents.  
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	Step
	Action

	18. 
	Click the Close button to exit the inquiry page.
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	Step
	Action

	19. 
	The Document Status page displays for the receipt.
Use the Return to Search button to search for another receipt to review.
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	Step
	Action

	20. 
	You have successfully completed the Viewing Receipt Document Status topic.
You have learned how to:
- Cross reference transactions associated with a receipt
- View details of a transaction form and the document status inquiry page
- Access related transaction inquiry pages from the document status inquiry page
End of Procedure.
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