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Order Status Report

DGSOM Procurement Portal

As a purchaser or queue manager of the DGSOM Procurement Portal, you have access to a variety of
reports, including the Order Status Report. The Order Status Report shows how long orders took to
process through each step of the procurement process.

To access the Order Status Report,

1. Log into the Procurement Portal https://orders.dgsom.ucla.edu/ using your Mednet AD account.

Use multifactor authentication through Duo to access the portal.
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Place your orders here.

The David Geffen School of Medicine Procurement Portal is where you can create and send purchasing

requests. Please log in below to view your account and to begin placing orders. o
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2. From the portal, click the “Reports” tab to view all report.
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3. Select the Order Status Report from the list of reports.
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To run the Order Status Report, select your criteria and click the “Filter” button.
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5. Click the “Export to Excel” button to download the report into a spreadsheet.

Order-Status-Report (1).csv - Excel
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1 Requestor Submission Operational Approval Financial Approval Purchaser Assigned Sent to Corporate Finance Order Placed Partial Order Received Full Order Receive|
2 4/1/2020 15:23 4/1/2020 16:20 4/1/2020 0:00 4/2/2020 14:40
3 4/1/2020 14:43 4/1/2020 14:58 4/1/2020 0:00 4/1/2020 18:28 4/1/2020 18:31
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Questions?

Contact your department procurement administrator for questions about assigning orders.
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