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Use the Quick Search to locate your PO. 
Choose Purchase Order Number from the 
dropdown, enter your PO #, and click Go. 

The Status page shows whether each line 
is received and/or invoiced. (Receiving is 
required for POs over $5,000.) 

The Status page shows when and how the 
PO was communicated to the supplier. 

The Receipts page shows receipt details by line and provides access to your PO’s receipts. 

  

The Invoices page shows invoice details by line and provides access to your PO’s 
invoices (vouchers). 

 


