PO-06 View Purchase Orders

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step explanation of how to View
Purchase Orders in the North Carolina Financial System (NCFS).

Introduction and Overview

This QRG covers how to view purchase orders in NCFS which will enable you to view the purchase order.

View Receipts

To view purchase order in NCFS, please follow the steps below. There are 16 steps to complete this process.
Step 1. Log in to the NCFS portal with your credentials to access the system.
Step 2. On the Home page, click the Procurement tab, and then click Purchase Orders app.
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Step 3. The Overview dashboard displays, click the Tasks icon, and then click Manage Orders.

Image



Overview Requisitions
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Step 4. The Manage Orders page displays. On the Headers tab, enter the Purchase Order number in the
*Order field.

In this example, we choose NC471962 and click the Search button.

Note: Remove the Buyer field before searching as it defaults to the login username.
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Overview Manage Orders x

Manage Orders @ m

Headers Schedules

4 Search Advanced | Manage Watchlist Saved Search Al My Orders v
et AL oot ors b o
** Keywords ** Order | NC471962
Procurement BU v ** Requisition
** Supplier Q Status v
** Buyer v Include Closed Documents No ~

Search | Reset Save...

Step 5. The Order is displayed in the Search Results section. Click the Order link to view details.
e Click the small arrow button beside “View” and then choose “Columns > Show all” to view all PO data.
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Overview Manage Orders x Purchase Order: NC471962 x

Manage Orders @ m

Headers Schedules

4 Search Advanced | Manage Watchlist Saved Search  All My Orders w

** At least one is required

** Keywords ** Order | NC471962
Procurement BU ~ ** Requisition
** Supplier Q Status v
** Buyer v Include Closed Documents | No v

Search | Reset | Save...

Search Results

Actions w View v Formatwy J# F B Freeze [a' Detach Wrap
Order Description Supplier Ordered Currency Status Life Cycle Change Order Creation Date
NC471962 Entity 30 Inventory Test 2 CENTRAL POL... 10.00 USD Closed for Rece... - 1127123

Step 6. The Purchase Order: NC471962 page is displayed. Validate the Purchase Order details and click the
View Details button.
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Step 7.

Overview

Manage Orders x

Purchase Order: NC471962 x

Main

4 General

Procurement
BU
Requisitioning

Sold-to Legal
Entity

Bill-to BU

Order
Status

Funds Status
Buyer

Creation Date

Purchase Order: NC471962 (@

3000 DHHS MENTAL
HEALTH

3000 DHHS MENTAL
HEALTH

NC DHHS
CONTROLLERS
OFFICE

3000 DHHS MENTAL
HEALTH

NC471962
Closed for Receiving

Liquidated
FRAN DIXON
17127123

Supplier

Supplier Site

Supplier
Contact
Communication
Method

Email

Bill-to Location

Ship-to
Location

CENTRAL POLY
BAG
CORPORATION

0.3000.08

aaaaqaabhe y
aaliuadifc

E-Mail

sandmail-test-
discard@oracle.com

3000DHHSNI-2019
MAIL SERVICE
CENTER

JOMAIN-1003 12TH
ST

Ordered

Total Tax
Total

Description

Requisition

Source
Agreement
Supplier
Order

10.00
usD
0.00
uspD
10.00
usD
Entity 30
Inventory
Test 2
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View the Order Life Cycle details.

Order Life Cycle

Ordered

Received

Delivered

o

2 4 6 8 10
B Amount (USD)

View Details |
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Overview  Purchase Order: NC471962 x Manage Orders x  Purchase Order: NC471962 x

Order Life Cycle: NC471962  oone |
Sold-to NC DHHS .
Legal Entity CONTROLLERS OFFICE Order Life Cycle Ordered 10.00 USD
Order NC471962 1
Shipped 0.00 USD
_ CENTRAL POLY BAG i
Supplier  -4RPORATION
Supplier Site " 0.3000.06 = 8 B Ordered Received 10.00 USD
. @ rdere
Supplier . = Shipped
Contact | 2a3agaabhe y aaliuadic = . = i e
Ordered 10.00 USD 2 M Delivered
Tz 4 M Invoiced Invoiced 0.00 USD
Funds il
Sat i Liquidated

s ]

e Step 7a. The invoiced amount shown here is the total amount of the PO that has been invoiced.
Step 8. Scroll down to view In-Transit Shipments, Receipts, and Invoices section.

¢ Click the small arrow button beside View and then choose Columns > Show all to view all shipment,
receipt and invoice data.
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4 |n-Transit Shipments

Actions v View v Formatw 2 [ Freeze |w| Detach Wrap

Shipment Ship Date  Tracking Number Packing Slip Expected Receipt Date Shipped Carrier Bill of Lading _,
L] ¥

Columns Hidden 2

4 Receipts
Actions v View v Formatw 72 [y Freeze [g| Detach Wrap
Receipt Receipt Date  Shipment Ship Date  Packing Slip Returned Received Delivered Invoiced
2 1127123 2:52 PM 0.00 10.00 10.00 0.00 _

Columns Hidden 3

4 Invoices
Actions v View v Formatw 58 [y Freeze |m | Detach Wrap
Invoice Invoice Date  Status Invoice Total Paid Matched Amount Receipt Packing Slip

Step 9. Scroll up and click the Done button which will redirect you to the Purchase Order page.

Image



Overview Purchase Order: NC471962 x Manage Orders x Purchase Order: NC471962 x

Order Life Cycle: NC471962

Sold-to
Legal Entity

Order
Supplier

Supplier Site

Supplier
Contact

Ordered

Funds
Status

NC DHHS
CONTROLLERS OFFICE

NC471962

CENTRAL POLY BAG
CORPORATION

0.3000.06
aaaagaabhe y aalivadifc

10.00 USD

Liguidated

Amount (USD)

s

12

10

L=

o

L8]

Order Life Cycle

B Ordered
M Shipped
Received
M Delivered
M Invoiced

Ordered 10.00 USD
Shipped 0.00 USD
Received 10.00 USD
Delivered 10.00 USD

Invoiced 0.00 USD

Step 10. Optionally, you can click the View PDF button to export and view the Purchase Order details in a PDF
format. The Downloads pop-up appears, click the Open button.
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Overview Purchase Order: NC471962 x Manage Orders x

Purchase Order: NC471962 @

Main

4 General

Procurement 3000 DHHS MENTAL
BU HEALTH
Requisitioning 3000 DHHS MENTAL
BU HEALTH

Sold-to Legal ggmnﬁggums
Entity  oFFicE
3000 DHHS MENTAL
HEALTH

Order NC471962

Bill-to BU

Supplier

Supplier Site

Supplier
Contact
Communication
Method

Email

CENTRAL POLY
BAG
CORPORATION

0.3000.06

aaaagaabhe y
aalivadifc

E-Mail

sendmail-test-
discard@oracle.com

Ordered

Total Tax

Total

Description

Downloads

B Q

-a What do you want to do with PO_30000000800...

Open

See more

10.00
usD
0.00
usD

10.00
usD
Entity 30
Inventory
Test 2

Step 11. The Purchase Order NC471962 details are displayed in the PDF format.
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Received
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View Details

10

Y

12



Purchase Order NC471962

Supplier Details:

Company CENTRAL POLY BAG CORPORATION
Contact Andrew Hoffer

Address 123 MAIN ST
RALEIGHNC
276090000
WAKE
us

Submit your response to:

Company NC DHHS CONTROLLERS OFFICE
Contact Test Ariba Buyer 3000
Address 2019 MAIL SERVICE CENTER

RALEIGHNC
276992019
WAKE
us

Phone

Fax
E-mail ncep.alerts@accenture.com

This document has important legal consequences. The information contained in this document is proprietary of NC DHHS
CONTROLLERS OFFICE. It shall not be used, reproduced, or disclosed to others without the express and written consent of NC
DHHS CONTROLLERS OFFICE.

This agreement between NC DHHS CONTROLLERS OFFICE and CENTRAL POLY BAG CORPORATION is authorized for binding
commitment. The parties hereto have read and executed this agreement as of the day of _

Step 12. Back on the Purchase Order: NC471962 page, click the Actions drop-drown choice list to view the
actions that can be performed on the Purchase Order.
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Overview

Purchase Order: NC471962 (@

Main

4 General

Procurement
BU
Requisitioning
BU

Sold-to Legal
Entity

Bill-to BU

Order
Status

Funds Status
Buyer

Creation Date

Step 13.

Manage Orders x

Purchase Order; NC471962 x

3000 DHHS MENTAL
HEALTH

3000 DHHS MENTAL
HEALTH

NC DHHS
CONTROLLERS
OFFICE

3000 DHHS MENTAL
HEALTH

NC471962

Closed for Recaiving

Liquidated
FRAN DIEXON

127123

Supplier

Supplier Site

Supplier
Contact
Communication
Method

Email

Bill-to Location

Ship-to
Location

View PDF | Actions ¥ Refresh m

Withdraw

CENTRAL POLY
BAG
CORPORATION

0.3000.06

aaaaqaabhe y
aalivadlfc
E-Mail
sendmail-test-
discard@oracle.com
3000DHHSNI-2019

MAIL SERVICE
CENTER

39MAIN-1003 12TH
5T

View Document History {

View Change History

View Revision History

UTaeETew

Total Tax

Total

Description

Requisition

Source
Agreement
Supplier
Order

Scroll down and validate the information in the Lines section.

usb
0.00
uso

10.00
uso
Entity 30
Inventory
Test 2

e Click the small arrow button beside View and then choose Columns > Show

Image

Order Life Cycle

Ordered

Received

Delivered

o0 2 4 B g 10

Bl Amount (USD)

View Details

all to view all line data.
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Lines Schedules  Distributions

Actions w View v Format w _,_ By Fri '=" Detach
Line Item Description Quantity UOM Price Ordered Status Funds Status Details
1 3000879 1 Inventory Item 1 1 EACH 10.00 10.00 Closed for... Liguidated i

Step 14. Validate the information in the Schedules section.

e Click the small arrow button beside View and then choose Columns > Show all to view all line data in
the following steps.

e Step 14a. Click on the Life Cycle circle to view detailed information about a specific PO line.

Image

Lines | Schedules [Distributions

Actions v View w Formatw 53 [y reez " Detach
. . . Requested Promised .. UOM Life .
Line Description Location Delivery Date Delivery Date Quantity =g Status  Funds Status Cycle Details

1 1 Inventory Item 1 39MAIN-10... 2/3/23 1 EACH Closed... Liquidated 3

.
1T

e Step 14b. The invoiced amount shown here is the quantity that has been invoiced for the PO line.
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Schedule Life Cycle: 1

Sold-to Legal
Entity

Order NC601668

NC DHHS CONTROLLERS OFFICE

Supplier FLOWERS BAKERIES SALES OF MID ATLANTIC LLC
Supplier Site " 0.3900.03

Line 1

11FB 30-25013 - CRH - Flowers Bakery - Blanket PO -

Line Description (1, 17 54 10.16-24)

Ship-to Location
Ordered 7,000 EACH

Funds Status Partially Liquidated

4 In-Transit Shipments

Actions w View v Format » _,E 5 Freeze :m_ Detach

Shipment Ship Date  Tracking Number
No results found.

Columns Hidden 4

=
&}
<<
]
£
=
®©
S
a
Wrap
Packing Slip

8K

7K

6K

5K

4K

3K

2K

1K

Schedule Life Cycle

W Ordered

M Pending Fulfilment Action
In Transit

M In Receiving

M Delivered
Invoiced

Expected Receipt Date

Ordered 7,000 EACH

Pending Fulfillment Action 0 EACH
In Transit 0 EACH
In Receiving 0 EACH

Delivered 7,000 EACH

Invoiced 548.62 EACH |

Shipped Carrier Bill of Lading

e Step 14c. Scroll down to see receipts and invoices that have been paid to the PO line.
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Actions v View v Format v _,_ LTr
Receipt Receipt Date
10 10/27/251:10 .

Columns Hidden 3

d Invoices
Actions v View v Format v _,_: L_Y
Invoice Invoice Date
9052391140 4 11/3/25
9052390993 & 10/27125
9052390835 4 10/20/25
8052399799A 4 9/8/25

: Detach
Shipment Ship Date  Packing Slip

in" Detach
Status Invoice Total Paid
Validated 139.92 139.92
Validated 139.92 139.92
Validated 165.28 165.28
Validated 103.50 103.50

Currency Matched Quantity Receipt

usD

UsD

uUsD

uUsD

Received Delivered Returned Invoiced Open to Invoice
7,000 7,000 0 0 0
L
Packing Slip

Note: If you see the Invoice Total, Paid, and Matched Quantity are NOT the same amount, you will
have a price/quantity exception that will need to be corrected. See QRG AP-34 Correct PO Matched

Paid Invoices.

Image
4 Invoices
Actions v View w Format w _;: L_Y “_ Detach
| Invoice Invoice Date  Status Invoice Total Paid Currency Matched Quantity Receipt Packing Slip
Baskin Strategies LLC Invo 11/4/25 Validated 36,192.61 36,192.61 USD 83,760.94
0600 INV 1149 20251008 L 10/2/25 Validated 47,254.60 4725480 USD 47,2546
0600 INV1148 NC578682 2 9/9/25 Validated 9,219 46 921946 USD 9,219 46
0600 INV1145 NC578682 2 8/5/25 Validated 5,520.00 5520.00 USD 5,520
0600 INV1142 20250617 D 6/11/25 Validated 424500 424500 UsSD 4245

Columns Hidden 3

Step 15. Validate the information in the Distributions section.


https://www.ncosc.gov/training/ncfs-system-training/ncfs-help-documents/ap-34-correct-po-matched-paid-invoices
https://www.ncosc.gov/training/ncfs-system-training/ncfs-help-documents/ap-34-correct-po-matched-paid-invoices
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Lines Schedules | Distributions

Actions w View v Formatw §3 f
Line Description Dlinsaren
Location
1 1 Inventory Item 1 JOMAIN-10...

Step 16.
Orders page.

Image

reeze  w Detach

Quantity ::rf:e

1 EACH

Ordered

10.00

PO Charge Account

3000-135402-53420000-3001070-0000000-0 1/27/23

Budget Date

Funds

Liguidat =

Scroll up and click the Done button once the PO is reviewed. This will redirect you to the Manage

-



Overview Manage Orders x

Purchase Order: NC471962 x

Purchase Order: NC471962 @

Main

4 General

Procurement
BU
Requisitioning
BU

Sold-to Legal
Entity

Bill-to BU

Order
Status

Funds Status
Buyer

Creation Date

Wrap-Up

3000 DHHS MENTAL
HEALTH

3000 DHHS MEMTAL
HEALTH

NC DHHS
CONTROLLERS
OFFICE

3000 DHHS MENTAL
HEALTH

NC471962

Closed for Receiving

Liquidated
FRAN DIXON

127123

Supplier

Supplier Site

Supplier
Contact
Communication
Method

Email

Bill-to Location

Ship-to
Location

CENTRAL POLY
BAG
CORPORATION

0.3000.06

aaaaqaabhe y
aalivadifc
E-Mail

sendmail-test-
discardi@oracle.com

3000DHHSNI-2019
MAIL SERVICE
CENTER

JOMAIN-1003 12TH
ST

Ordered

Total Tax

Total

Description

Requisition

Source
Agreement
Supplier
Order

10.00
usoD
0.00
uso

10.00
ushD
Entity 30
Inventory
Test 2

Order Life Cycle

Ordered

Received

Delivered

0 2 4 3] 8 10
B Amount (USD)

View Details

View purchase orders using the steps above for any purchase order that needs to be viewed and validated.

Additional Resources

e Web-Based Training (WBT)

o PO0O0O1: Procurement Inquiry

o PO108: PO Buyer Close
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