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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.



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.



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.



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



 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

 Brown or dark orange “withdrawn” indicates the document has been cancelled by 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

Workflow Status Indicators



Workflow Status Indicators



Related Documents

 The Related Documents section displays all 

procurement records associated with the transaction, 

including requisitions, Purchase Orders, and invoices.

 A JINV represents the invoice payment record that is 

associated with a Purchase Order and requisition.

Original Requisition 

for this PO

All invoices 

paid against 

this single 

PO



Viewing Workflow 

Approvals
 The Workflow Steps section displays each approval 

associated with the document.

 Completed workflow steps display a check mark.

 Selecting a workflow step shown in purple will identify the 

individual or group responsible for that approval.

 Workflow steps displayed in black represent automated 

system actions and cannot be selected.

Current Status is 

Complete
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