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Purchase Order Inquiry 

How do I inquire on a Purchase Order? 
 
Navigation: 
>Purchasing 
>Purchase Order 
>Review PO Information 
>Document Status    
 
You can use the menu on the left or you can use the folders on the main screen to navigate to the Purchase 
Order Inquiry. 
 

 
 
There are two preferred ways to inquire on Purchase Orders.  If you know the Purchase Order number, you 
can inquire by PO Number.  If you are not certain of the PO number, inquire by department number to identify 
the Purchase Order number.   
 
To Inquire by Purchase Order #: 
 
Enter the Purchase Order # and click “Search.” 
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Search by Purchase Order # Results: 
 

 
 
 

To Inquire by Dept #: 
 
Enter the department number in the Payment Order Reference and click “Search.” 
 

 
 
Search by Dept # Results 

 
 

Click on the PO 
Number for more 

information. 
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Purchase Order Inquiry 

From the PO Document Status search results, you are able to drill down to the documents associated with the 
Purchase Order.   
 

 
 

Clicking on the Doc ID in the Voucher line will direct you to a Voucher Inquiry with the search results displayed 
for the Voucher associated with the Purchase Order. 
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Purchase Order Inquiry 

Clicking on the Doc ID in the Payment line will direct you to a Payment Inquiry with the search results 
displayed for the Payment associated with the Purchase Order. 
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