Searching Document Listing (SUSF) Cheat Sheet

Searching SUSF by Document Number

Open Document Listing (SUSF) from the Navigator window. Use all or part of the document ID
and/or the document status to search for a document.

To search by complete document number, enter the 2 or 3 letter document type in the first field, the

agency number in the second field and the unique document number in the third field. Select

Display: Browse Data or (F4). The document you are searching for will be located at the top of the

list.

Organization
Eatch ID Document |0 Status Fiocess Date
FvE | 901 00000002339 | dod
Eatch Batch  Batch Doc Doc  Doc Last Laszt Frocess
Type  Agency Mumber Type  Agency Mumber Status Approvals Date Lzer Date
E] [i[iyal] 030408 [=td o
B
B PYE 901 00000002404 ACCPT - OOWYD 07 0203 CSpencer
B FYE 901 00000002405 ACCPT - OOWYD 070209 CSpencer
B RE 084  FTO4BUDGETE ACCPT  OOvYY 070303 Trempe:
B RE 084  FYO3BUDGETE ACCPT  OOvYY 071902 mrempe
B RE 084  FYOSBUDGETE ACCPT  OOWYY 07 06 04 Trempe:
B RE 084  FYOEBUDGETE ACCPT  OOvYY 071105 Trempe:
B RE 084  FYOPBUDGETE ACCPT  OOvYY 071806 Trempe:
B RE 084  FYOSBUDGETE ACCPT  OOvYY 07 0507 mrempe
B RE 084  FY09BUDGETE ACCPT  OOWYY 07 0908 trng
B RE 084  FY10BUDGETE ACCPT  OOvYY 070209 CSpencer
B RE 901 FYO3BUDGETA ACCPT  OOvYY 071902 Trempe:
B RE 901 FYOD4BUDGETA ACCPT  OOvYY 07 0303 mrempe
B RE 901 FrOSBUDGETA ACCPT  OOWYY 07 06 04 Trempe:
B RE 901 FYOEBUDGETA ACCPT  OOvYY 071105 Trempe: j
Hew ... | Open | Browse | More Data ‘ Refresh | Mew Selection ... ‘ |

To open the document, double click the highlighted document or click on Open.

Document: PYE 901 00000002399
Date of Record  [[E /[04 /J08 Accounting Perind |01 /[09 Budget Py [09 TextFlag ™
Document Tatal | 4.200.00 Calculated Total | 4 200,00

VendorCode  [PURDDOOOOE [

YendarMame  [UMITED RENTALS Payment Option

Yendor Address | Single Check, I Mo »| Check Cat [DO
|482|:| IDAHO STREET EFT Indicatar INI:I - .":"-I:Il:l T_','DE
| ELED W 29501 Scheduled Pay D ate I_ -‘"I_ -‘"I_

Line Fund Agency Org/Sub ApprUnit Actiity Function Object / Sub Rew  Job Mumber |Fvoice

[0 [1o1 [aor  [oso1 /] [326904 | | [Foe5 /[ | [9e001D0 |

Description | Amount 4,200.00 & |nc © Dec

Rev. 3/15/16



Searching Document Listing (SUSF) Cheat Sheet

Using the New Selection Button

Using the New Selection button in the Document Listing (SUSF) table allows users to search for
documents by document type, approval levels, document status, latest date, initial user or latest user.
The New Selection button is a great tool!

Select the New Selection button.

Mew ... | DOpen ‘ Browse |MoreData| Refresh ‘ Mew Selection ... ‘

b | e JZ2PM  12/26/07

Enter your required search criteria. This exgrmple is searching for PVEs.

Do a alactio Select Choices

Bgencylies] 060 Ayailable Choices Wiew by————— Selected Choices——————————————
@ MName (" Code
Document Type(s] PE lI‘ utomated Payment Youcher Easy Pagment Voucher
Cash Receipt 2
Approvals 1 T2l 2" a4 5§ Cash Receipt [Simplified [nput) $
Centralized Purchase Order »
Status(es] FEND4 lI‘ \ Check Cancellation Addal
Latest Diate / ! N [Decentralized Purchase Order ¢
» l E azy Payment Voucher l FlamiEg
Initial Uzer 1D[z] Evpare Budoet —
“
Latest User ID(z) E=penze Transfer j Rl
Find | Validate | Save | Load | Carel |
i LCancel

Click on OK to perform the search./

% Document Listing

Organization
Batch 1D Document [0 Status Proceszs Date
/ ¢
Batch Batch Batch Do Doz Doc Lazt Lazt -
Type  Agency Mumber Type  Agency Mumber Status Approvals Date |zer

PE 050 DEBTOO00G0G FEMD4  O0vAQ 100311 iponte
B FE 0E0  KT000003136 PEMD4  0OvAD 12111 irobbir:

For the search criteria entered above, the outcome would list all PVE’s for agency 060 that are in
PEND4 status. Remember that user IDs are case sensitive so if you are searching by user, you must
use lower case.
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