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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.
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Step 2. Enter purchase order search criteria and click SEARCH

Purchase Order Inquiry
Enter any inforrmation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Wfalue

Business Unit: = % LIhdAmiH Q

PO ID: heging with  ||0001200035

Contract SetlD: hegins with

Contract ID: hegins with

Release Number: = b

Purchase Order Date: | = v

PO Status: = v v

Short Vendor Name: | begins with
Vendor ID: hegins with

Buyer: hegins with

<< ||=|=
R L L L

Buyer Name: hegins with
PO Type: = w w

[[Jcase Sensitive

Search | Clear | Basic Search Save Search Criteria
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Step 3. Purchase order inquiry page opens

Purchase Order Inquiry
Purchase Order

Unit: UmaniH PO Status: Dispatched
POID: 0001200035 Budget Status:  Valid

PO Date: 01/232007

Vendor: POLSFRNAT-001 Lld UL EA L T (EH
Vendor ID: 0000038447 vendor Details Receipt: Mot Recvd

Hold From Further Processing

Buyer: Burns,Diane Amount Summary

PO Reference: Merchandise: 175.00

Header Details Al RTY Matching FreightTaxMisc.: 0.00

Header Comments  Document Status Total: 175,00 USD

Change Otder PG Snanshat

ze | Find | view 20 | BB First [0 1 r 1 ] Last

1 ) REMNTAL OF A COOLER AMD PURCHAS 735300 1.0000 EA 175.00 USD Active O[5

ELReturn to Search | [=] Matify |

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
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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

PO Document Status
Business Unit:  UnAMH PO ID: Q001200035 Status: Dispatched
Document Date: 0152272007 Document Type: Furchase Order Budget Status: Walid
Currency: LISD Amount: 175.00
Buyer: Burns,Diane

Associated Document Custarmize | Find | * B Fist [ sors [P Laxt
l Documents I Related Info

LIMAMH RO00000154  REQ Approved 0142342007
LItdAnH 70534027 Woucher Posted 0111202007 0000038447 o
LiAMH FO8TAS0S Youcher Posted 021 32007 0000035447 oo
LMASE 0000987949 Payment Posted 022242007 oooon3gda7 oot
LIMASS 0001018142 Payment Unposted 03729i2007 0000038447 oo

S\Return to Search

Document ID is the id of the particular Document Type
e REQ is the requisition this purchase order came from
e Voucher are the vouchers entered against the PO
e Payment is the check cut from the vouchers
NOTE: The doc id for payments is not the check number

Step 6. Toview 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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Voucher Inquiry

Search Criteria

Search Name \ALL Q

From Te
Business Unit UntAMH G W Q
Voucher ID 70534027 O [foszanz7 '@
Invoice Id ‘ Q [ Q
Vendor SetlD Unass C
Short Name ‘ Q | Q
Vendor ID Q [ &
Vendor Location Q
Accounting Dt [+ l— [+1]
Invoice Date I I
Due Date [ = [ =
Entered Date = &
Origin Set ID
0ri3in [ a [ a
Control Group ID Q Q
Contract ID I [
POBusiness Unit | QL
Purchase Order ’7 ’7
Post Status v
Voucher Balance N
User ID

GL Business Unit
Account
Department

Match Status ‘

v
|
Max Rows 200 m Clear

e

The search fields are already filled in for you, so just click SEARCH

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

[Sort Criteria

*Sort By: [oucher 1D ¥|  'Sort Asciesc: SorbiSnlay

} Display Currency Criteria

[Voucher Inquiry Results i ind | * oy | B First El 1 of 1 El Last
[ 'oucher Details T Amounts

UntabiH 70534027 07AD045793338 0101202007 DDDDD3844T|_—||§ matched [ POLSPRMAT-001

Step 8.  Youare on the Voucher Details tab. To find the check number, click the icon on the
Payment Information column
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Step 9.

Step  10.

Back To Youcher Inguiry /

Business Unit: UbdAkiH Voucher ID: 70534027 Iivoice Number: 07ADD46793338
Vendor Name: POLAND SPRING NATURAL SPRING WATER  Vendor Location: o1
Gross Invoice Amount: 52.00 Transaction Currency: UsD

ank Payment
fank Code A::ount Reference ID

UMASS  FB CHCK 1466331 0212212007 52.00 USD 52.00 Paid

The payment reference id is the check number

Click “Back to Voucher Inquiry” link

The Amount tab contains the vouchered amount for this voucher.

[Sort Criteria

‘SortBy: | ouEhEHID) 4 | ‘Sort AsciDesc: W Sort DiSpla\’|

} Display Currency Criteria

Customize | Findd

TotalHon-| Entered | Gross Amount
Merch VAT Paid

70534027 USD 52.00 52.00 52.00

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

i Customer Contracts
[ N

b\:nmu

i Purchasing

Kl Fevietn voucher lonmstion.

[ Enraces Procuniment | Axcosnting Cotrles "1(! o el Entew Drill Down 'ﬁwcuwﬂ Status

© Grasts 8 R vinscher Entry Evert Jourrad Ertry Cril Dorem ‘o oCumeLs SESOCialed wlh 8 Vot
[ Project Costng

[t Billg
& Accaunts Recehable -—100: el Telorance Overtide -—|Jvul|..l Dl Degary '-—|M-Fc|-Wv|hb¢|~:l|
—kcuuﬂs Fayatle Rt douments for T rnew Winichers by malich Staus, un malching, hands mach
b hers -
¢ comu roups
“ -1 Pl
 Raview fe courts Payatia ] Rt it o of o s vinschor LES o ool 0 e oo ermtens 1 emarch or s bl avcsicos:
[
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Step 11 Voucher Inquiry

Search Criteria

Search Name ALL a

From To
Business Unit UhdamH G LInanH O
Voucher ID Q Q
Invoice Id a Q
Vendor SetiD Umags G
Short Name a Q
Vendor 1D
Vendor Location
Accounting Dt
Inveice Date
Due Date

E@@@pp
& [ [
H7

Entered Date

Origin Set ID
Origin Q Q

Control Group ID Q Q
Contract Il

PO Business Unit Q

Purchase Order

Post Status h

Voucher Balance b

User ID

GL Business Unit

Account

Department
Match Status v

Max Rows 300 Search | Clear |

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.

Voucher Inquiry

Search Criteria

Search Name |ALL Q
From To
Business Unit UntanH G [UmamH @
Voucher ID [ & [ &
Invoice Id | Q | Q
Vendor SetiD Umass G
Short Name | Q | Q
Vendor ID [ = [ &
Vendor Location | @
Accounting Dt ’7 E‘J ’7 E‘j
Invoice Date ’7 Eﬂ ’7 Eﬂ
Due Date ’7 E‘j ’7 E‘j
Entered Date il £
Origin Set ID
0rigin '_ Q l_ Q
Control Group ID Q [ &
Contract ID |
PO Business Unit  [JMAMH CL
Purchase Order (0001200035 [ ]
—Post-Status T
Voucher Balance M
User ID
GL Business Unit l_
Account ’7
Department
Match Status | Z |
Max Rows [ o0 Searcw Clear |

All the vouchers entered against this purchase order appear in a list at the bottom of
the page.

Max Rows | 300 | Search | Clear |

Ascending v Sort Display|

| Youcher D v|

‘Sort By: ‘Sort Asc/Desc:

} Display Currency Criteria

Voucher Inquiry Results

[ Voucher Details T Amo T More Details

ol
UnAMH 70534027 07ADD45793338 01122007 0000033447 |_—|‘§| Matched [ POLSPRMAT-001
UMAMH 70876508 O07B0045793338 02013/2007 0000038447 Matched POLSPRMAT-001
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Step 14. Click the Amounts tab to view the voucher dollar amounts.
‘Sort By: [voucher D v SortAschesc: | Ascending v Sort Display|
} Digplay Currency Criteria
Results 3 d
[ Amounts T Mare
iness v her ID ion| Gross Invoice Total Non- Entered | Gross Amount
Unit oucher Amount Merch VAT Paid
UMAMH 70534027 USD 52.00 52.00 52.00
UMAMH 70276508 USD 24.00 24.00 24.00
—
Step 15.

Step  16.

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.

End of Procedure
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