
HOW TO INQUIRE WHETHER A PURCHASE ORDER / INVOICE HAS BEEN PAID 

FROM PURCHASE ORDER CENTRAL ENTER YOUR PURCHASE ORDER NUMBER AND CLICK SEARCH  

 

 

 

 

 

 

CLICK ON THE ‘+MORE’ YOU WILL SEE DETAIL (Example 1 shown below) 

                                         CLICK ON THE ‘DETAILS’ HYPERLINK TO SEE ADDITIONAL DETAIL (Example 2 shown below) 

 

 

 

 

 

EXAMPLE 1 

 

 

 

 

 

 

 

 

 

EXAMPLE 2 

 

 

 

 

 

FROM THIS VIEW YOU CAN SEE THAT THE PURCHASE ORDER HAS BEEN LIQUIDATED AND CLOSED.  



CLICK                TO RETURN TO PREVIOUS SCREEN AT ANY TIME. 

 

 

 

 

 

 

 

 

 

 

 

 

YOU CAN ALSO SEE THE INVOICE NUMBER, AMOUNT AND CHECK NUMBER FOR PAYMENT.  

 

YOU CAN VIEW THE PURCHASE ORDER ATTACHEMENT AT ANY TIME BY CLICKING THE                    ICON ANYWHERE IT 

APPEARS ON THE SCREEN. 

 

TO VIEW THE INVOICE AND CHECK ATTACHMENTS: SELECT VENDOR INQUIRY FROM YOUR HOME SCREEN MENU 

 

 

 

 

 

 

 

 

 

 

 

 

YOUR SCREEN WILL APPEAR SIMILAR TO THAT SHOWN BELOW. 



CLICK THE SEARCH             ICON ON THE DASHBOARD, ENTER THE VENDOR #, THEN CLICK THE ACCEPT            ICON. 

 

 

 

 

 

 

 

 

 

 

 

YOUR SCREEN WILL APPEAR SIMILAR TO THAT SHOWN BELOW. 

TO VIEW THE INVOICE, CLICK INVOICE INQUIRY ON THE DASHBOARD RIBBON. 

TO VIEW THE CHECK, CLICK CHECK INQUIRY ON THE DASHBOARD RIBBON.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

YOUR SCREEN WILL APPEAR SIMILAR TO THAT SHOWN BELOW. 



FROM THIS SCREEN YOU CAN DEFINE THE YEAR/PERIOD YOU WOULD LIKE TO SEARCH ON, THE INVOICE STATUS 

AND/OR THE INVOICE #. 

 

 

 

 

 

 

 

 

BY CLICKING THE STATUS DOWN ARROW, YOU CAN DO AN OPEN SEARCH ON ALL INVOICES FOR THE VENDOR BASED ON 

THE INVOICE STATUS OF ACTIVE, HOLD, PAID, VOID OR BLANK FOR ALL. 

 

 

 

 

 

 

 

 

TO VIEW AN INVOICE THAT HAS BEEN PAID SELECT ‘P - PAID’, TYPE IN THE INVOICE NUMBER AND CLICK ACCEPT.  

 

 

 

 

 

 

 

 

 

 

 

YOUR SCREEN WILL APPEAR SIMILAR TO THAT SHOWN BELOW. MUCH OF THE INVOICE DETAIL IS DISCLOSED HERE. 



TO VIEW THE INVOICE CLICK THE ATTACHMENTS                 ICON.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A DIALOG BOX SIMILAR TO THAT SHOWN BELOW WILL APPEAR. SELECT AP INVOICE OR AP CHECK,  

THEN CLICK VIEW DOCUMENTS. 

 

 

 

 

 

 

 

 

 

 

 

YOUR SCREEN WILL APPEAR SIMILAR TO THAT SHOWN BELOW.  



ON THE LEFT MARGIN, YOU MAY ALSO SEE INDICATED THE AP INVOICE, THE PURCHASE ORDER AND/OR THE AP CHECK. 

YOU CAN CHANGE YOUR VIEW TO THOSE ATTACHMENTS BY CLICKING ON THEM. 

 

 

 

 

 

 

 

 

 

 

 

 

YOU CAN SCROLL THROUGH THE PAGES OF YOUR INVOICE DOCUMENT TO VIEW IT BY USING THE                      ARROWS. 

 

AP CHECK VIEW: 

 

 

 

 



PURCHASE ORDER VIEW: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CLICK CLOSE VIEWER                      TO EXIT VIEWING OF ATTACHMENTS. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


