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Purchase Order Inquiry 

Audience: Procurement agent, Requester, Supplier 

Purpose: You can search for and review purchase orders as a procurement agent. Managing the 
purchase order life cycle enables the procurement agent, the requester, and the supplier to track and 
monitor the execution cycle of the order and initiate and manage changes to the order including 
cancellations. 

The information you can view on the Document History is organized into three tracking levels: 

1. The header and status information for the original document. 
2. Actions taken on the original document. For example, Request Acknowledgment, or Change 

Order. 
3. Actions taken on change orders. For example, Submit. 

History information you can view for a document includes: 

• Document header information, such as: buyer, supplier and supplier site, procurement 
business unit, document number, and status. 

• Action performed. 
• Performed by party and name. 
• Action date. 
• Additional Information. 

Document history actions you can view include: 

• Approvals (For example: Submitted, Approved, Rejected) 
• Changes (For example: Change Submitted, Pending Change Approval, and Change 

Approved) 
• Other Actions (For example Canceled, Returned, or Reassigned) 

This job aid will assist you within inquiring purchase order data via Order Lifecycle screens.  

 Step Action 

1 Log in. Home ->Procurement -> Purchase Orders –> Tasks icon. 
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2 Click on Manage Orders. 

 
3 Use Basic or Advanced Search to narrow down search. Enter partial number in the Order 

field. Click Search. 

 
4 Click the row selector to highlight the Purchase Order. 
5 Click on Order Life Cycle -> View Details. 

 
6 Click on any Receipts links, if any. Click Done to return to Order life Cycle. 
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7 Click on any Invoice links, if any. Review and then click the Done button to return to Order 

Life Cycle. 
 

 
 

8 Click the Done button to return to Manage Orders. 
9 Click an Order Link (Select an Order that has Change Orders) 
10 Click on Actions -> View Document History/View Change History/View Revision History. 

 

 
View Document History. Click the Done button to return to Order details. 
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View Change History. Click the Done button to return to Order details. 

 
 
View Revision History. Click the Done button to return Order details. 

 
 

11 Click on the Funds Status link. 
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12 Click the Done button. 
13 Click the Details link.  

 
14 Click on the Requisition link. 

 
15 View Requisition Lines. Click the Done button. 
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16 Click the Done button to return to the Purchase Order details page. 
17 Review Lines/Schedules/Distributions. 

 

 
18 Click on Notes and Attachments. 

 
19 Click on View PDF. 

 
20 Click the Done button. 

 


