
Purchase Order Status Report 

 
 

 
You have the ability to run a report in WinCap to find out the status of all of your Pending PO’s for a 
specified period.  This is much easier than using the “Go To” button and keying each of your Pending 
numbers in and looking at the status of the PO and is a very useful tool when closing PO’s at year end.  
You can run the report below, and then, if you want further detail, you can use the “Go To” button on the 
Purchase Order Maintenance screen and right click on the history button for dates and times others have 
approved or disapproved your request. 
 
1. Go to Reports, Purchasing, Purchase Order Status report. 
2. Leave the dates blank-it will automatically give you all PO’s for this fiscal year.  Note: If dates are 

entered your report will NOT contain any pending PO’s. 
3. Under Pending Orders select All.  You may change this setting to suit your needs based on the types of 

PO’s you are looking for. 
4. Under Issued Orders select Open.  You may change this setting to suit your needs based on the types of 

PO’s you are looking for. 
5. In the bottom left put a check in the box for Show Budget Code and in the Show Status box 
6. In the lower left under Document Detail, select the fund and Coser/Budget code you would like the 

listing for. 
7. In the lower right there is a field that says Budget Type, this should normally be set to R. 
8. You also have sort options in the lower right corner.  Whatever options you choose to sort by will be 

subtotaled.  Example:  If you sort by Vendor Name, you will get a subtotal of open PO’s to each 
particular vendor. 

 
   
Below is a sample of the report you will get: 

         


