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PO Inquiry 
 
The following steps will assist in locating the status of a Purchase Order, total dollar amount, 
including freight and sales tax and whether receiving has taken place and if a voucher has been 
created. 
 
Navigation: Purchasing, Purchase Orders, Review PO Information, Purchase Orders  
 

 
 
Ø Enter the Purchase Order number and click search. 

 

Ø If a list displays, click on the PO you want to inquire on. 
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Ø View PO Status and total dollar amount.  Click  to view Adj Amt 
 

 
Ø View  and   
Ø Click  and the PO Document Status page will display in a new window.  
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Ø Close the window when you have completed viewing.   
To continue viewing the Purchase Order inquiry information, click on the Schedule page.  
To view distribution information for each schedule, click the select box on and click  
 

 

Ø Access requisition details by clicking   Return by clicking  

 
PO Inquiry is complete.  
 


