VIEW CHECK NUMBERS

Enter Organization PO Search in the Search field. Located upper right corner on the purple ribbon.
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SEARCH RESULTS
Organization PO Search
You will see the Purchase Order Search screen
e Enter PO number
e C(lick Search
Selected Position: Role Mame: Specizlist - Business and Finance (Support)
Purchase Order Search Purchase Order Search Results
Purchase Order Criteria
Number: 22002728 Vendor: [==]
Req. Type: Status:
Create Min: 09-01-2021 m Create Max: 11-02-2021 m

Hover over the Total Paid Amount
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$212.08

= Purchase Order Detall Lines 1 Record w
Quy ~ Tlem Unit Leng Descriplion Short Ext Unit Ext Disent Freight Ext Tax Ext Install Tolal Accounl Code(s)
Num Cost Description Amt Amt Amaunt Amit Amt Amaunt
® ar Allcaling By
(e [ smnimssassmiass




VIEW CHECK NUMBERS

Check Details will pop up showing ALL invoices that were paid on that check, you will see the Check
Number, Check Date and Total Invoiced Amount.

If multiple payments were made you will see the other check numbers and invoices.
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Invoice Number:

Invoice Number:

Invoice Number:

Invoice Number:

Invoice Number:

Invoice Number:

Invoice Number:

Invoice Number:

Trvnice Numher:

I Check Number: 70001506 I
Date Paid: 10-27-2021

1MWM-ND74-76HR

1P4AT-63]M-FMHK

11TQ-YNNF-3RT1

1WQC-CYV1-MGR&

1R36-N3WR-C16H
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Check Details b4

From: AMAZON.COM LLC
Type: * Traditiona
Amount: 5212.08
Paid Amount: $212.08
Accrua
0.0
nt:
* Ext Unit “ Ext Discnt
Amt Amt
212.08000

.00

| Check Number: 70000870 |
Check Date: 10-13-2021
Date Paid: 10-13-2021
Invoice Number: 2820025
Invoice Number: 2320151
Invoice Number: 2820154
Total Invoiced Amount: $518.26
Check Number: 70001616
Check Date: 10-27-2021
Date Paid: 10-27-2021
Tnvnire Numher: FR7NAZA e

Order From:

Req. Type:

Total Amount:

Total Paid Amoun

Total Accrual

Amount:




VIEW CHECK NUMBERS

Click on the Requisitions tab — this give you more information
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Under the Requisitions tab you can see Received Qty, Check Number(s) and Invoice(s) etc

Display Requisitions

Selected Puaibicn. Rode: Marmie: Specinlrat - Bisursess and Financr [Sipport

Purchave Order  Requisitions  History

= Requisitions t Reeord w
Vendor Ordered * Stock Long Description Received * [Cancelled * Cancelled * Expected © Tvaiced " [Check  © Tnvolces “lstage Status
Quantity  Number Quantity  [Quantity  Reason Quantity  Quantity |Number
+ 1 AMATON.COMLLE 4.0 BOSHASYGA] ACDwlen 200-Count ARS Batteries, Mavimum Power Super Allaline Baktery, 10-vear Shelf Life, Recns.. J4.0 0.0 KV
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	You will see the Purchase Order Search screen

