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Guide Overview

» This guide covers:
» How to verify your Jaggaer role
» How to locate your Procurement items
» Workflow status for items submitted

» Associated documents on a requisition, invoice, and/or Purchase Order




Viewing Your Assigned Rolls

» View your assigned roles in Jaggaer to verify you are a requester or an
approver.

» Click on the upper-right profile button, select View My Profile, and select
Assigned Roles under User Roles and Access.

m All ~ Search (Alt+Q) Q 0.00USD W (VA

My Profile » Assigned Roles Mary Grace Held

Ua poard

User Name 108018342 Assigned Roles
Bulk Invoice Uploads Manage Searches

Contract Requester
Requester Manage Search Exports

User Profile and Preferences Set My Home Page

Default User Settings

Search Help For A Solution
User Roles and Access

Assigned Roles JAGGAER Service Privacy Policy

My Recently Completed Requisitions

Ordering and Approval Settings

My Recently Completed Purchase Orders
Permission Settings

Notification Preferences Logout
User History

Administrative Tasks




Finding Your Procurement
Documents

» Select the page icon on the left-hand navigation menu to open My Orders.

» My Orders contains your purchase orders, invoices, change requests, and draft
documents.

» Use this page as the primary location to locate and manage your procurement
activity.

Quick search
My Requisitions
My Purchase Orders

My Orders
My Invoices

My Change Requests

Draft Change Requests

My Requests




Finding Purchase Orders

» Open My Purchase Orders to view Purchase Orders you have submitted or
have access to.

» Use the date filter to expand your search beyond the default 90-day view.

» Search by Purchase Order number or supplier name to quickly locate a specific

order.
Created Date: Last 180 days ~ [Quick search < Qo doEilter = Clear All Filters ?

oAl
Within | Last 180 days v £ 20 PerPage v
) Between and
Created Date/Time ) PO Status ¥ Requisition Number PO Owner Shipment Status Matching Status Total Amount ¥
more options >
5/18/2026 3:16:02 PM (" Completed 215752032 Mary Grace Held (Nu Shipmems) (Fu”y Mamhgd) 8460.75 USD
Apply Cancel
5/4/2026 1:39:41 PM (" Completed 215032709 Mary Grace Held (sm To SUPPHQ,) (F””y Matched) 19,200.00 USD
PAY00101579 On Location Parent LLC @ 4/27/2026 4:27:34 PM Completed 215284228 Mary Grace Held (Nu 5h|pmem5> (Ful\y Ma(ched) 8,411.75 USD
PAY0D099823 On Location Parent LLC (D) 4/6/2026 72834 PM (" Completed 214204158 Mary Grace Held (Nu Shlpmerﬂﬁ) (Fu”y Matched) 8477.75 USD
PO0128721 Velacity Procurement, LLC (D) 3/16/2026 7:3812AM (" completed 205758233 Mary Grace Held (Sem To 5upp\igr) (Parlially Malched) 54,500.00 USD
PAY0D096930 On Location Parent LLC (D) 2/24/2026 3:27:07 PM ( Completed 212331852 Mary Grace Held (N‘, Shipmeme;) (Fu”y Matched) 8,495.75 USD
PAY00093939 Tealbook Inc (D 1/16/2026 1:42.04 PM (" Completed 210930081 Mary Grace Held (N‘, shipmems) (Fu”y Matched) 15,000.00 USD
PO0120016 Smith Temporaries dba CornerStone Staffing (D 1/8/2026 8:08:59 AM (" completed 210570413 Mary Grace Held (sm To sUpp\,E,) (Pania"y Matched) 50,000.00 USD
P00119862 Jaggaer LLC (D 1/7/2026 111717 AM (" Completed 210649867 Mary Grace Held (gem To gupp\,e,) (Pama"y Mamhed) 3,300.00 USD

1-9 of 9 Results 20 Per Page




Understanding Matching
Status

» The Matching Status indicates whether supplier invoices have been manually
applied to the Purchase Order.

» No Match means no invoices have been uploaded.

» Partially Matched means invoices have been applied but do not equal the Purchase
Order total.

» Fully Matched means all invoices equal the total Purchase Order amount.

» If no additional invoices are expected, completed Purchase Orders should
ideally display a Fully Matched status.




Understanding Matching

Status

Created Date: Last 180 days ~ | Quick search

PO Owner: Held, Mary Grace v

-9 of 9 Resulis

PO Number ~

PAY00103644

P00135320

PAY00101579

PAY00099823

PO0128721

PAY00096930

PAY00093939

P00120016

PO0119862

-9 of 9 Results

Supplier

On Location Parent LLC (1)

Concur Technologies Inc (1)

On Location Parent LLC (1)

On Location Parent LLC (1)

Velocity Procurement, LLC (D)

On Location Parent LLC (7)

Tealbock Inc (D

Smith Temporaries dba CornerStone Staffing (D

Jaggaer LLC (D
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5/18/2026 3:16:02 PM

5/4/2026 1:39:41 PM

4/27/2026 42734 PM

4/6/2026 7:28:34 PM

3/16/2026 7:38112 AM

2/24/2026 3:27:07 PM

1/16/2026 1:49:04 PM

1/8/2026 8:08:59 AM

1/7/2026 111717 AM
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Completed

Completed

Completed

Completed

Completed

Completed

Completed

Completed

Completed

Add Filter =

Requisition Number

215752032

215032709

215284228

214294158

205758233

212331852

2109320081

210570413

210649867

Clear All Filters

PO Owner

Mary Grace Held

Mary Grace Held

Mary Grace Held

Mary Grace Held

Mary Grace Held

Mary Grace Held

Mary Grace Held

Mary Grace Held

Mary Grace Held

Shipment Status

Matching Status

(No Sh\pmen‘ls)

(Fully Matched)

(Serﬂ To Supplier)

(Fully Matched)

(No Sh\pmen‘ls)

(Fully Matched)

(No Sh\pmen‘ls)

(Fully Matched)

(Sen‘l To Supplier)

(Partially Matched)

(No Sh\pmen‘ls)

(Fully Matched)

(No Sh\pmen‘ls)

(Fully Matched)

(Sen‘l To Supplier)

(Partiall)«I Matched)

(Sen‘l To Supplier)

(Partially Matched)

L 20 Per Page «

Total Amount ~

8460.75 USD
19,200.00 USD
8411.75 USD
847775 USD
54,500.00 USD
849575 USD
15,000.00 USD
50,000.00 USD

3,300.00 USD

20 Per Page «



Workflow Status Indicator

» The status bar in the upper-right corner displays the current workflow status of
a Purchase Order or invoice.

Green “completed” indicates all workflow steps have finished
Dark blue “pending” indicates approvals are still in progress

Purple “draft” indicates the document has not been submitted

vV v v Vv

Brown or dark orange “withdrawn” indicates the document has been cancelled by
the requestor.

» Red “cancelled” indicates an approver cancelled it.

» For completed invoices, payment information such as the voucher number,
check number, and payment date is available on the Summary tab under
“‘Payment Information,” when payment has been issued.



Workfilow

Summary =

Total (21,750.00 USD) v

Shipping, Handling, and Tax charges are calculated and charged by
each supplier. The values shown here are for estimation purposes,
budget checking, and workflow approvals

ISubtotaI 21,750.00
21,750.00

Summary -
Total (520.51 USD) v

Shipping, Handling, and Tax charges are calculated and charged
by each supplier. The values shown here are for estimation
purposes, budget checking, and workflow approvals.

Subtotal 520.51
520.51

Summary

Smith Temporaries dba CornerStone Staffing

Supplier Invoice No.
Invoice Image
Invoice-501857 pdf

Payment Information

Payment Date 4/16/2026

Re-lssue Date ne value

Pay Status Paid

Payment Method Unknown

Check Mo. 00957565

Payment Note PS Voucher# 02020901

Description (This field no value
will print on check)

501857

Status Indicator

L

Summary

Total (0.00 USD) v

Shipping, Handling, and Tax charges are calculated and charged by
each supplier. The values shown here are for estimation purposes,
budget checking, and workflow approvals

Subtotal
Summary -
Total (32,000.00 USD) v

Shipping, Handling, and Tax charges are calculated and charged by
each supplier. The values shown here are for estimation purposes,
budget checking, and workflow approvals

Subtotal 32,000.00
32,000.00



Summary -

Details g

Supplier Status

Sent To Supplier

Supplier
smith Temporaries dba CornerStone Staffing

Total (50,000.00 USD) v

Shipping, Handling, and Tax charges are calculated and charged by
each supplier. The values shown her

budget checking, and workflow approvals.

Subtotal 50,000.00

50,000.00

vere are for estimation purposes,

<

Original Requisition Related Documents

» The Related Documents section displays all for this PO —— | resssten 2esmas

—> Invoice: JINVOD0149155

procurement records associated with the transaction,
Including requisitions, Purchase Orders, and invoices. All invoices e 027

F)a.I d aga] nst — Invoice: JINVOD0151738

» A JINV represents the invoice payment record that is th"slj(")”g‘e

associated with a Purchase Order and requisition.

— Invoice: JINV000145004
View All

Invoice: JINVOD0145104
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What's next? e

workflow Status & Completed

Workflow

Submitted
\/

1/8/2026 8:08 AM
@ Submitted - 1/8/2026 8:08 AM - Mary Grace Held

Create Vendor Documents
Completed

Send PO to Vendor
Completed

Flag Cost Invoice POs
Completed

PO Export to DC
Completed

Completed
1/8/2026 8:09 AM




Summary -

Details g

Supplier Status

Sent To Supplier

Supplier
smith Temporaries dba CornerStone Staffing

Total (50,000.00 USD) v

Shipping, Handling, and Tax charges are calculated and charged by
each supplier. The values shown here are for estimation purposes,

budget checking, and workflow approvals.
Subtotal 50,000.00
50,000.00

Related Documents

<

» The Workflow Steps section displays each approval o
associated with the document. R .

Invoice: JINVDD0140427 -

» Completed workflow steps display a check mark. o o °
. . . B . Invoice: JINVOD0149158 [ =

» Selecting a workflow step shown in purple will identify the -
individual or group responsible for that approval. e i .

» Workflow steps displayed in black represent automated whats next -
System actions and Cannot be Selected. workflow Status ® Completed

Workflow

Submitted
1/8/2026 8:08 AM
@ Submitted - 1/8/2026 8:08 AM - Mary Grace Held

v

\/ Create Vendor Documents
Completed
Send PO to Vendor
v Ci
ompleted
\/ Flag Cost Invoice POs
Completed
PO Export to DC
v Completed

Current Status is
Complete —»> T




o N T i
= b L E

St i UK e




