
Purchasing – How to Verify Invoice Payment 

 

PO Voucher (Invoice) Payment Inquiry  
 

Vouchers (invoices) that post to a purchase order will either match with no issues or match with issues.   

 A voucher that posts to PO with no issues = Matched 

 A voucher that posts to PO with issues = Matched Exceptions exist 
 
Voucher(s) that are “Matched” will pay once Workflow approvals and/or receiving has been processed 
Voucher(s) with “Matched Exceptions” need additional review to determine issue.  Fiscal may assist with these. 
 
 

To verify the voucher details applied on a PO, follow this navigation. 
 
FMS Navigation:   
Main Menu > Purchasing > Purchase Orders > Review PO Information > Document Status 
Enter PO# > Search 
 
Associated Documents 
All documents will be listed in this section - requisitions, receipts (receiving), vouchers (invoices) and some 
payments will be listed. 
 
Locate and Verify Voucher (Invoice) 

a. Select hyperlink for voucher = DOC ID  
 

 
 

b. Voucher Inquiry screen will open 
c. Voucher Inquiry Results – will display 4 different tabs of information  

i. Voucher details tab – voucher id#, invoice #, status, supplier 
ii. Amounts tab – voucher id#, gross amount, voucher unpaid balance, net amount paid 
iii. More Details tab – voucher id#, supplier location, approval status, approval history, date entered  
iv. Supplier Details tab – voucher id#, supplier id#, supplier name 

 

d. Select > Actions (drop-down link)  
i. Each posted voucher will need to be viewed separately 
ii. Click > Actions 
iii. Select > Payment Information (will show you the payment details, check or EFT number) 
iv. *Optional* - Select > Payment Reference ID link for check# or EFT#  
v. Payment Inquiry Results – shows payment amount, date paid, reconciled date (date 

cashed/deposited by vendor) 

Merchandise Amt – Vouchers = PO Balance Available 

Be certain all the values are being viewed  



 

 
 

 
 

 

 
 
 

 


