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Open PO Report 

Throughout the year Departments can view their open Purchase Orders.  
 
From the Purchase Order Inquiry screen click Search.      PO Inquiry Find, click Query    

                 

Query Wizard: PO Inquiry opens. Click the LOAD and select POs not in Closed Status. Click Load Query.  

                         

Change the Fiscal Year. Click Excecute button. 
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Confirm Record Set box opens, select Yes, Continue.  

 

 

 

The PO Inquiry screen will open with the first of your open Purchase Orders list.   

 

 

Click Browse or you can send to Excel. 
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From Browse, you can sort by column. Review the balances on each Purchase Order. To see detail, 
select the PO to review and click Accept. This opens to PO Inquiry screen where you can check notes, 
payments, attachments, lines, etc. of that Purchase Order. 

 

If the PO has a 0.00 balance send an email request to __Purchasing for the Purchase Order to be closed. 

If the PO has a balance and no additional invoices are expected from the Vendor, send an email to 
Accounts Payable to verify that no payments are being processed before requesting the PO be closed. 
By closing POs with a balance, the remaining money will return to the Department’s Budget.   

If you are expecting to receive the remainder of the order from the vendor, contact the Vendor for 
Delivery date. When the order is received complete, use the receiving stamp to let A/P know that the PO 
is complete, and they will finalize and close the Purchase Order. 

 

 

 

 

 


