Suppliers: View a Purchase Order and Payment Status Suppliers

OVERVIEW:

Use this guide to help you use Workday to View a Purchase Order and View a Payment Status. This guide
will walk you through the following steps in Workday:

e Adding the POs and Catalogs app to your Menu
e View a Purchase Order
e View Invoice Payment Status

ADD APPS / VIEW A PURCHASE ORDER / PAYMENT STATUS

ADD THE POS AND CATALOGS APP TO YOUR MENU
1. From the Workday home page, select Menu. @ = MENU

2. Click the Add Apps button.
. (@ Add apps
3. Type POs and Catalogs in the search bar.
4. Click the plus sign beside the app name to add to your
main menu. € Back to Menu X
5. Repeat this same process for the Invoices and Payments Add Apps
app, which will allow you to search, find, and track the C-\Pem"a“zew menu with useful Apps.
status of invoices and payments in Workday. ".’TQ 208 and Catalogs ®
@ POs and Catalogs e
VIEW A PURCHASE ORDER

6. From the Workday home page, select Menu.

= MENU

7. Select POs and Catalogs.

Menu X

Apps Shorteuts

Your Saved Order @

Contact and Banking

Catalog Loads

POs and Catalogs

Invoices and Payments

Most Recent Invoice Requests

o & m R

Most Recent Invoices

(@ Add Apps ) <_=y Edit )
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8. View key information on POs and Catalogs. Note: To view a list of all Purchase Orders,
select Find Purchase Orders > OK.

4 POs and Catalogs

Uninvoiced POs @  Most Recent Purchase Orders @ 12 Catalog
. CataioD Losa Recusst for Supprer
4 44 Purchase Order Docarmert e St e
PoTco0em oavzirzmes closes 1200 View il Cataiog Loads
Partially Invoiced Unimoiced
Po1004S oartovanas - 125000
{0 Purchase Order
Po1000081 ourterame - 18500
367,044.92
Po1ce0s0 oartarzaas o 850 Create wehase Onder
nnnnnnn 4 Amount
Log Time and Tasks
snen d
cumency  Us0 Poz00as oarnarame - 2500

Most Recent Catalog Loads ]

me | e o caraiog

Lol ElfeciveDatz | Supplir Catalog
Po o824 00 Q anwEms | AmCasmnel Casle
Por1200 oanzms ot 0000

VIEW PAYMENT STATUS

1. From the Workday home page, select Menu.

= MENU

2. Select Invoices and Payments. Note: If you do not see Invoices and Payments, select Add Apps, and
search for Invoices and Payments.

Menu X

Apps Shortcuts

Your Saved Order @

Contact and Banking

Catalog Loads

POs and Catalogs

Invoices and Payments

&\ 0 B

Most Recent Invoice Requests

Most Recent Invoices

(@ Add Apps ) <.=y Edit >

3. View your Most Recent Invoices and Payments. Select View More Details>OK to see all Invoices and
Payments.
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Invoices and Payments

Most Recent Invoices @ Mast Recent Payments @
Supoier Pament Tranascr
Reference  Totalovice Paymeen View Amcurt | Cureocy  PaymesiOste  Referenc
Iwoice Hrter Amout | Curency  DueDie ke St
Suppler Payment: 460 — 2000 | uso oertoranzs
Sv0moe s 130000 | usp nProgess ASPHALE-ING - RemaTo 0. | S
BRGHTON: 06/ 1%
Tovicss 10000 | uso [em— _
Sugplar Paymant: 48C ™ 000 | s osrta2n24
ASPMALT-NE - e To 001
vomeo | us PR — BRGHTON: D6/ 1972024
. Suppler Payment. 48C Vew ) 5000200 | UsD oerta2e
s10me sonce | usD Canceled friel g i N
BRGHTON: 06/11/2024
Swv10m08s 785000 | USD pr—
Suppler Paymere: 486 Tew ) Ss0a00 | us oertianze
ASPHALFINC - et To: O
SMAOB e s 8202 Onh BRGHTON 0&/11/2024
SO0 sseassas uep w2 inProg Susplir oy ABC —ew ) 00200 | vso oenanas
an-
Swvaomost @soam) | uso wneamee | onk
Vew ) 400000 | UsD osrmzms
svr0m 2000 U0 v
swvtomens 5000 | usD N | dpwoves = —— —
Suppiler Poymenn. 4BC Vew ) 500200 | s oz
‘ . ASEHALT-INC - Fem Tar 001 |
BRGHTON: 06/11/2024
Suspler Payment: A8C Ve ) sam | um oen
promivisri A G
BRGHTON: D&/11/2024
‘Supplier Payment: ABC View ) 5000000 | USD 061172024
et G,
BRGHTON: 08
Supplir Payment. ABC o s | v osraaran
ol G )
BRIGHTON. 05/28/2024 -
View More Detads.
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