Checking the Payment Status of a Purchase Order

This walk-through will show shoppers how to:

e Determine if an invoice has been processed against their purchase order
e Determine if a payment document has been created for their invoice

Access the shoppping cart in BUworks and click on the Details button
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Click on the Related Documents tab
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Click on the purchase order number that has been generated for your shopping cart.
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Once you've accessed your purchase order, click on the Details button.
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Click on Extended PO History
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If a number is listed under the Clearing Document, then a payment has been created for the invoice.
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