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Reviewing University Stores Order eDocs

Overview: In the Kuali Financial System, users can search for University Stores orders to verify the accounting string,
as well as add notes or attachments.

1. Loginto ebs.msu.edu and click the Financial System tab.

Home

8 & MICHIGAN STATE UNIVERSITY
My Time & Payroll My Personal Information My Career & Training My By

Enterprise Business Systems My Approvals & Workflow
Financial System Business Materiels Spartan U-Track Non-Stock Orders
Intelligence & Management Marketplace Campus Package (Open Orders)
 Analytics One-Stop Order Portal
Bl W ]
ih E \:I B lonl
New Window Opens New Window Opens

New Window Opens New Window Opens New Window Opens

New Window Opens,

Research Action List: Finance;

Applicant Tracking Research
System Compliance Administration Research Admin
PageUp Click™
-
g © & ®
New Window Opens

New Window Opens New Window Opens New Window Opens

2. Select the Doc Search button.

| Zuali
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3. Select the Detailed Search button.
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Document Search [Z]

4. Inthe Document Type field, enter SORD.
In the Title field, type your University Stores order number (found on the upper left corner of the pink packing list

that came with your order) with an asterisk before and after.
Note: If you placed your order via Spartan Marketplace, you can add the word “order” to your search query

< Title: [1123456° —~

Name this search (optional):

' clear || cancel |
6. Click the Search button.
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(e.g. *order123456%*).
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7. From the search results, click the Document ID to open the eDoc.
8. Under the Accounts tab, the accounting string for the full order is displayed. The Order Details tab displays the

accounting string(s) for each individual item.
Note: The eDoc will show the original order and may not match general ledger entries. For example, all

a.
items from the order document may not have been available for shipment. The ledger will only show items
that have shipped. You may have multiple ledger entries for an order if items were backordered and sent
later.
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