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PeopleSoft Finance 9.0 – Accounts Payable   
Looking up Purchase Order Information for 
Travel. 

 
 1.  Purpose: You want to find purchase order 

information about your travel authorization. 
Navigate to the Purchasing Page. 

Purchase Orders -> Review PO Information -> Purchase Orders 
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 2. Depending on the information available, you may inquire using the 
following fields: 

 
 Purchase Order 
 Purchase Order Date (use “not=” parameter and use any 

date, except one that may be valid-this will search for 
every date, except the one you entered) 

 Short Vendor Name (Use “contains” and the first part of 
the travelers last name) 

 Vendor ID 
 Be sure to use LBTRV as the Business Unit 

 
Enter: Welch (traveler’s name) in ShortVendorName field. 
 

 
 

Click  to view and select from a list of possible POs. 

 

 

 

 

 

3.  Search the results: 
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 1. Click on the Purchase Order 0000002881 link to access the document. 
Or select which PO you wish to view. 

 

 

 
Utilize the various links to access applicable information per your needs.  
Please review the purchasing section of the training manual for further 
explanation of the various links. 

 

   

 
 
 
 
 
 
 
 
 
 
 
 
 
 


