
Look up Purchase Orders in PeopleSoft

Looking up a Purchase Order (PO) in PeopleSoft will help you

• Find the PO’s status, including payment status

• Know if the PO is in active status
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Obtain Purchase Order number

If you have the purchase order (PO) number, skip to the next slide.

If you need to find the PO number, you can log in to Rowdy Exchange and 
scroll down to My Purchase Orders to find the PO number. 

https://www.utsa.edu/financialaffairs/services/purchasing/faculty-and-staff-resources/rowdy-exchange.html


Review Purchase Order tile

Log in to PeopleSoft (you can find a link to PeopleSoft on myUTSA). 

On the landing page 

• Select Employee Self Service > Review Purchase Order 

• Or, instead of Employee Self Service, you can select Procurement 
Operations > Review Purchase Order 

https://my.utsa.edu/


Purchase Order Inquiry (1)

This takes you to the Purchase Order Inquiry screen. 

Ensure the Business Unit field shows UTSA1.  



Purchase Order Inquiry (2)

In the PO ID field, enter the full PO number. 

If you want to enter a partial PO number, from the drop-down menu, you must 
select contains instead of the default begins with. 

Note: This job aid uses dummy 

information (such as this dummy PO 

number) for the purposes of 

demonstration only. 



Purchase Order Inquiry (3)

Select the Search button. 



Purchase Order Inquiry (4)

The Search Results now show the relevant PO. Select the PO.  

Note: If the Search Results show no matching values, that means

• An incorrect PO number was entered, or

• The PO is closed/inactive



This displays the PO Status. 

If the PO Status here differs from the PO’s known status, contact 
purchasing@utsa.edu. 

Purchase Order Inquiry (5)

mailto:purchasing@utsa.edu


You’ll also see the PO’s Receipt Status. 

Purchase Order Inquiry (6)



You’ll also see the Encumbrance Balance. This is the balance remaining. 

Note: An amount of 0.00 USD here means there is no further balance available. 

Purchase Order Inquiry (7)



On the same screen, select Document Status. 

View payment status (1)



This displays the Document Status Purchase Order screen. 

View payment status (2)



If needed, select the Show All button to display the next screen. 

View payment status (3)



This displays any vouchers/payments. 

Vouchers are documents your department enters to record payments.  

View payment status (4)

Note: If you see no documents listed, or an empty table, this means no 
payments have been made yet. 



To view the details of a voucher/payment, select its DOC ID. 

View payment status (5)



This displays the Voucher Inquiry screen. 

View payment status (6)



View payment status (7)

Go to Voucher Inquiry Results > Actions > Payment Information



View payment status (8)

This takes you to the Voucher screen, which shows the payment status. 



Further information

Disbursements & Travel Services (rather than the Purchasing department) is 
your home for university vendor payments. 

To learn more about payment processes, visit the Disbursements & Travel 
Training webpage to see the courses available to you. 

https://www.utsa.edu/financialaffairs/training/disbursements-travel.html


Contact Us

If you have questions about this job aid, you can contact us at

Purchasing department

Website

Email: Purchasing@utsa.edu 

Phone: (210) 458-4060 

https://www.utsa.edu/financialaffairs/services/purchasing/index.html
mailto:Purchasing@utsa.edu


Thank you

utsa.edu/financialaffairs


