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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: 

• Adding the POs and Catalogs app to your Menu 

• View a Purchase Order  

• 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. 

2. Click the Add Apps button. 

3. Type POs and Catalogs in the search bar. 

4. Click the plus sign beside the app name to add to your 
main menu. 

5. Repeat this same process for the Invoices and Payments 
app, which will allow you to search, find, and track the 
status of invoices and payments in Workday. 

 

 

VIEW A PURCHASE ORDER  

6. From the Workday home page, select Menu. 

 

7. Select POs and Catalogs.  

 

  

1 

2 

3 

4 



Suppliers: View a Purchase Order and Payment Status                 Suppliers 
 

Page 2 of 3 
 

8. View key information on POs and Catalogs. Note: To view a list of all Purchase Orders, 
select Find Purchase Orders > OK.  

 

VIEW PAYMENT STATUS  

1. From the Workday home page, select Menu. 

 

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

 

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