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Inquire on a Purchase Order to get payment information 

 
 Once your requisition is a purchase order, you can inquire on that purchase order 

and drill down to the specific vouchers and payment information. 
 
Begin at Step 1 if you want to start at the PO to review PO information and drill to 
vouchers 
 
Begin at Step 10 if you wish to go directly to voucher inquiry 

 
Step 1. Navigate to Purchasing  Purchase Orders  Review PO Information  Purchase 

orders. 

 
 

   
Step 2. Enter purchase order search criteria and click SEARCH 
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Step 3. Purchase order inquiry page opens 

 
 

 
 
Step 4. To determine payment information, the 2 links you can use are PO Snapshot or 

Document Status 
 
If you wish to determine whether a line was vouchered and/or your PO balance, use 
PO Snapshot.  (NOTE: if freight was paid on the header of the voucher, as for some 
marketplace orders, this amount is not included on the snapshot balance) 
 
If you wish to find the voucher and payment information, including check number, 
use Document Status.  This job aid will walk you through Document Status 
 

 

2



 

University of Massachusetts 
Amherst * Boston * Dartmouth * Lowell * President’s Office * Worcester  

 

 

 
Step 5. Click the Document Status link 

NOTE: This will pop up a new window so you must have popup blocker disabled on 
your web browser 
 

 
 
Document ID is the id of the particular Document Type 

• REQ is the requisition this purchase order came from 
• Voucher are the vouchers entered against the PO 
• Payment is the check cut from the vouchers 
NOTE:  The doc id for payments is not the check number 

 
 
Step 6. To view in detail any of the documents, click on the link.  Click on the voucher 

number you want to look at. 
You are transferred to the voucher inquiry page 
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The search fields are already filled in for you, so just click SEARCH 

 
Step 7. At the bottom of the page, specific voucher information is retrieved 

 

 
 
Step 8. You are on the Voucher Details tab.   To find the check number, click the icon on the 

Payment Information column 
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The payment reference id is the check number 

 
 

Step 9. Click “Back to Voucher Inquiry” link 
 
The Amount tab contains the vouchered amount for this voucher. 

 
 

 
Step 10. To review all your vouchers for a particular Purchase Order, navigate directly to the 

voucher inquiry page: 
Accounts Payable  Review Accounts Payable Information  Vouchers  Voucher 
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Step 11. 

 
The accounts payable business unit defaults in for you.  You can search for any 
combination of these fields, although the narrower you make your search the better.  
We will search by purchase order number. 
 
NOTE:  if the invoice was paid prior to 12/31/06, you must change the Vendor SetID 
field to your campus setid (ex: UMAMH) since that is how the vendors were 
maintained prior to 89. 
If the invoice was paid 1/1/07 or after, leave the default Vendor SetID of UMASS 
populated. 
 
 

   
 
 
Step 12. Enter PO Business Unit and Purchase Order and click SEARCH 
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Step 13. All the vouchers entered against this purchase order appear in a list at the bottom of 

the page. 
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Step 14. Click the Amounts tab to view the voucher dollar amounts. 
 

 
Step 15. You can click  to expand all the lines.  At whatever tab you are on or if you’ve 

expanded all the lines, you can click the spreadsheet icon, ,  to download the 
voucher information to a spreadsheet where you can sum to get your total payments 
or do any other excel functions. 
 

Step 16. End of Procedure 
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