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Step 1 – PO Inquiry  

Click on  Financial Management then inquiry then purchase order.  Enter the PO number 

in the PO search field and click go.   Scroll down and click on Accounts Payable Invoices 

as seen below.  If invoices have been paid they will display in this section.  If you know 

the PO number you only need step 1. 

 

 

Step 2 – Vendor Inquiry Do not Know PO Number 

Click on Financial Management, Inquiry, and then Vendor. Enter the vendor name or 

number as shown below and click go.   Click on Purchase order folder to see all PO 

entered.   Click on PO number, which will bring up the screen shot above.   Click show 

details on the accounts payable Invoices line as shown above.  

  

If you have any questions, please feel free to call either Kayleen Krahn at 5-1282 or 

Linda Newton at 5-1248.   


