
PO Balance Report 
 
First time users must create a new report name by selecting the “Add a New Value” tab (report names can 
contain no spaces, hyphens or slashes) and then click “Add”.  Once you’ve saved a report, you can use it again 
by clicking to the “Find an Existing Value Tab.” 

 
 
 
Fill in required data mark by asterisks (Optional chartfield criteria may be populated as desired) 
Then click “Save,” then “Run’ 

 
 
 
 
 
 
 

POBAL 

Check buttons and insert specific 
information (highlighted in green 
boxes) to obtain desired results. 

Defaults 
to DEPM1 



 
 
When you arrive at this screen, click “OK” 

 
 
 
 
Make a note of Process Instance number and then Click “Process Monitor”. 

 
 
 
 
 
 
 
 
 
 

Process instance number 



 
 
Click refresh until run status shows Success and distribution status shows Posted and then click on Details 
 

 
 
Click on View Log/Trace to see results of search in .pdf format. 
 

 
 
 

Process Instance Number 



 
 
 
Click on PDF file 
 

 
 
 
Copy of Report can be viewed or printed.  Note:  BudRef is not displayed on report, however, a separate line is 
displayed for each row including payments or encumbrances since the date the PO was dispatched. 

 


