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Purchase Order Document Status Inquiry 
Use the Document Status inquiry to find out all of the documents associated with a purchase order.   
These transactions include receipts, requisitions, vouchers, contracts, payments and events attached to 
a purchase order.  It also provides information about the accounting entries associated with it. You can 
also access the Document Status inquiry from within each individual transaction. 

This guide describes the steps to use the Document Status page. It also lists the actions or items you can 
view when you select a document associated with an individual purchase order. 

Steps to complete 

• Step 1: Navigate to the Document Status page for the selected purchase order 
• Step 2: Review the Document Status page for the selected purchase order  

Steps to use the Document Status page  

Step 1: Navigate to the Document Status page for the selected purchase order 
1. Navigate to the Document Status page. 

Navigation Option Navigation Path 

Navigation Collection Procurement, Purchasing, Purchase Order. Left menu, PO Inquiry section, 
Document Status, Purchase Order Document Status page  

2. On the Purchase Order Document Status search page, use the Find an Existing Value tab to 
enter or confirm your Business Unit and enter other search criteria (e.g., PO Number). When 
ready, press the Search button.  

 

3. SWIFT displays the Search Results section. Select the PO Number of the purchase order you wish to 
view. 
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SWIFT displays the Document Status page for that purchase order. 

Step 2: Review the Document Status page for the selected purchase order 
The Document Status page shows you associated documents such as a purchase order, voucher or 
payment. On Document Status page, you have several actions you can take. They are described below. 

• Supplier Contacts 
• Purchase Order Inquiry 
• Contract 
• Receipt 
• Voucher 

When you select a Document ID, SWIFT opens up a new window.  Close that window when you are 
done with it. 

1. Supplier Contacts  

Each line on the Document Status page has an Actions tab.  If you select the Action for the document, 
SWIFT opens up a new window that brings you to Supplier Contact page, which lists the supplier 
contact(s) with the document. 
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2. Purchase Order Inquiry 

• If you select the PO ID, SWIFT opens up a new window that brings you to the Purchase Order 
Inquiry page for that purchase order. You can navigate sections as needed.   

• An inquiry page means you can view it but cannot edit it.  

 

 

3. Contract 

• If the purchase order was created by referencing a contract, there will be a contract document.  
On the Documents tab, select the Contract ID.  

• SWIFT opens up a new window that displays the Contract Events page. It shows all of the 
contracts that agencies created from the original contract.   
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• Check the Sel (Select) box and scroll to the bottom of the page and press either the View 
Contract ID Line or the View Contract ID Category links at the bottom of the page.   

 

 

 

 

 
• SWIFT opens up a new window to information about the contract line or category. 

4. Receipt  

• To view receipt information, select the Doc ID for a receipt. 

• SWIFT opens up a new window that displays any receipt lines associated with the purchase 
order. You can view information about the receipts.  

For example, if you press the Distribution link, SWIFT displays the ChartField information for that 
receipt. 

5. Voucher 

• To view voucher information, select the Doc ID for a voucher. 
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• SWIFT opens up a new window to the Voucher Inquiry Results page. Scroll to the bottom of the 
page.  You can get more information about the voucher attached to the purchase order. 

 

 

 

 

o If you select the Actions link on any of the tabs on the Voucher Inquiry page, SWIFT 
provides additional information about the voucher such as Scheduled Payment, Voucher 
Details and Review Document Status. For example, if you press the Voucher Details link, 
you can see distributions information for that voucher. 

o The Voucher Details tab on the Voucher Inquiry page shows voucher information 
associated with the purchase order such as the Invoice Number, Invoice Date, Entry 
Status and Match Status.   

o The Amounts Status tab shows you the amount that is unpaid and paid. 

o The More Details tab shows you information about the posting, approval, budget date 
and budget status. 
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o The Supplier Details tab shows you information about the supplier.  

You have now completed the Purchase Order Document Status Inquiry. 
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