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PO.060.020 - Inquiring on PO Activity Summary
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to review the activity summary on a Purchase Order. The PO Activity Summary page contains receiving, invoicing, and matching information for any Purchase Order in the system. 

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify the information on the PO Activity Summary page.
- Access the Activity Summary page for a Purchase Order. 



	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

In this topic, you will access the Activity Summary page on a Purchase Order and review the receiving, invoicing, and matching information. 

	Step
	Action

	1. [bookmark: ID0x000001A7] 
	Begin by navigating to the Activity Summary page.
Click the Purchasing link.


	2. [bookmark: ID0x000001A8] 
	Click the Purchase Orders link.

	3. [bookmark: ID0x000001A9] 
	Click the Review PO Information link.

	4. [bookmark: ID0x000001AA] 
	Click the Activity Summary link.


	5. [bookmark: ID0x000001AB] 
	Click in the PO Number field and enter the PO Number. 

For this activity, the PO Number will be filled in for you.


	6. [bookmark: ID0x000001AC] 
	Click the Search button.


	7. [bookmark: ID0x000001AD] 
	Use the Activity Summary page to view the receiving, invoicing, matching, and returning activities that have been performed on the selected purchase orders to date.

	8. [bookmark: ID0x000001AE] 
	You can view the receiving details for your item.
Click the Receipt tab.


	9. [bookmark: ID0x000001AF] 
	The quantity received on the Activity Summary pages reflect the purchase order quantity. For example, if you order an item in one unit of measure, the received quantity will also reflect that same unit of measure. 

	10. [bookmark: ID0x000001B0] 
	You can view invoice information.
Click the Invoice tab.


	11. [bookmark: ID0x000001B1] 
	The Quantity Invoiced field displays the quantity of the line that has been dispatched.

	12. [bookmark: ID0x000001B2] 
	The Amt Invoiced field displays the amount of the line that has been invoiced.

	13. [bookmark: ID0x000001B3] 
	You can view details about the matching status of the selected PO.
Click the Matched tab.


	14. [bookmark: ID0x000001B4] 
	The Qty Matched field displays the quantity of the line that has been matched. 

	15. [bookmark: ID0x000001B5] 
	The Amt Matched field displays the amount of the line that has been matched.

	16. [bookmark: ID0x000001B6] 
	You can view the return to vendor information for the selected PO.
Click the RTV tab.


	17. [bookmark: ID0x000001B7] 
	The Qty Returned field displays the quantity of the line that has been returned.

	18. [bookmark: ID0x000001B8] 
	The Amount Returned field displays the amount of the line that has been returned.

	19. [bookmark: ID0x000001B9] 
	Click the Details tab.


	20. [bookmark: ID0x000001BA] 
	Another way you can view the information by line is to view the line details.
Click the Line Details button.


	21. [bookmark: ID0x000001BB] 
	Click the Expand All link.


	22. [bookmark: ID0x000001BC] 
	Click the Return button.


	23. [bookmark: ID0x000001BD] 
	Congratulations. You have just completed the Reviewing PO Activity Summary topic. The PO Activity Summary allows you to review receiving, invoicing, and matching activity for any Purchase Order in the system.
End of Procedure.
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