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Enter Organization PO Search in the Search field.  Located upper right corner on the purple ribbon.  

 

 

 

 

 
You will see the Purchase Order Search screen 

• Enter PO number  
• Click Search  

 

Hover over the Total Paid Amount  
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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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Click on the Requisitions tab – this give you more information  

 

Under the Requisitions tab you can see Received Qty, Check Number(s) and Invoice(s) etc  

 


	You will see the Purchase Order Search screen

