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Viewing Purchase Order Information


Viewing Purchase Order Information
Introduction

This documentation will guide you through the process of viewing purchase order information in the SOARFIN system.  You will be able to view requisition, voucher, and payment information.
Getting Started in PeopleSoft

The PeopleSoft sign-on panel will prompt you to enter information in two fields.  Use the tab key to move to the next field.  <Click on> [image: image1.png]


 after entering the data into the specified fields.  
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User ID:
The PeopleSoft identification name assigned to you.


Password:
The PeopleSoft password associated with the operator ID.

Viewing Purchase Order Information
Navigation:


Home ( Purchasing ( Purchase Orders ( Review PO Information ( Document Status
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Business Unit: 
Enter USMPO or choose USMPO from selection by <clicking on> the magnifying glass[image: image4.bmp]. 


PO Number:

Enter the Purchase Order Number
<Click on> [image: image5.png]Search



.

*Note:  If you do not know the Purchase Order number, you may search by date or vendor.
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You can view information about the Purchase Order by clicking on any of the hyperlinks under the “DOCID” column.

· To view information about the requisition, <click on> the hyperlink to the left of the “REQ.”  A new window will appear.
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<Click on> the hyperlink under “Requisition” to view details of the requisition.
· To view the voucher, <click on> the hyperlink to the left of the “Voucher.”  A new window will appear.
Scroll to the bottom of the page to find the details of the voucher.
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<Click on> [image: image9.bmp] to view payment information.  This will show you the check number, date of payment, and payment amounts.
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