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PO Inquiry Quick Reference Guide 

Purpose:  To give end users the ability to look up their information based on their EREQ 
number or Purchase Order number. 
 

 Purchasing 
  Purchase Orders 

 Review PO Information 
   Activity Summary 

 

1)  Enter the EReq number 
in the Purchase Order 
Reference field 

2)  Click Search button 

 

 
 

 

 

3)  The search results will be 
listed below the search 
fields. 

The columns can be 
formatted in ascending or 
descending order by 
clicking on the column 
header. 

4)  Click on the appropriate 
information to see the 
corresponding PO. 
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5)  Click on the Item Description to read 
the full description of the item  

 

 

 

 

 

 

 

 

 

6)  Click Ok to return 
 

 
 
 

 

 

 

7)  Click on the Receipt link to 
view the receipts to view 
the items received. 

Click on the Invoice link to 
view the invoices paid 
from this PO. 

Click on the Matching link to 
view the items that were 
matched on this PO. 

Note: Items will only be links if there 
is information to view. 

 

 

 

 

 

 

 



  

FIN84 PO Inquiry  
Finance 

 

 

FIN84 PO Inquiry  Page 3 

Finance 

 

 

 

8)  In the Invoice screen, select 
the Voucher ID to view by 
clicking the box. 

Once checked the Voucher 
Inquiry link will highlight at 
the bottom. 

Click on Voucher Inquiry to 
open a new window and 
view the voucher. 

9)  In the Matching screen, 
select the Voucher ID to 
view by clicking the box. 

Once checked the Voucher 
Inquiry link will highlight at 
the bottom. 

Click on Voucher Inquiry to 
open a new window and 
view the voucher. 
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 Purchasing 
  Shipments 
   Receipts 

 

10)  Enter the PO number in 
the Purchase Order field. 

A Search can be 
conducted on any of the 
fields listed if you know 
the information. 

You may need to look 
the PO number up first 
on the PO Inquiry 
screen. 

 

11)  Click the Search button 

 

 

 

 

 

 

12)  Select the appropriate receipt 
from the search results 
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13)  Look up additional information on 
any field that is a blue link. 

 

 
 

 


