
Transaction References 
 

Has a PO created from my RQS? 
1. Open the RQS in the Transaction Catalog 
2. Click on the 3 dots on the top right of the screen and select Transaction 

References 

 
3. Click Forward 

 
4. If a PO has been created the PO number will be listed.  You can click on the PO 

number to open the PO and view it.  
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If a PO has not been created, the screen will only show the original RQS. 

 
If a PO has not been created and you feel it should, contact the Purchasing 
Department. 

5. Click the Back button until you return to your transaction 

 
 

Has a RC been entered against my purchasing transaction? 
There are several ways to see if a RC has been entered against a purchasing 
transaction.  One of the easiest ways is to use Transaction References from the 
Transaction Catalog.  

1. Search for the transaction in the Transaction Catalog and open it.  
2. Click on the 3 dots on the top right of the screen and select Transaction 

References 
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3. Click Forward 

 
 

4. If a RC has been entered it will be listed.  You can click on the transaction 
number to open and view it. 

 

 
5. To view details of the RC, open the RC and then go to the Commodity Tab in the 

transaction.  You can then compare the Received Quantity with the Ordered 
Quantity, or for a service line, compare the Received Service Contract Amount 
with the Ordered Service Contract amount.  You can also view Shipment 
Indicator.  If it is Final, that means that a final RC has been done for the 
commodity and no other Receivers are necessary. 

 

 
 

 

 

 



Another way to check on a receiver is to view the commodity lines of the purchasing 
transaction.  All purchasing transaction have a Matching tab in the Commodity tab with 
receiver and invoice information.   

1. Open the transaction from the Transaction Catalog 
2. Click the Commodity Tab 
3. Click the drop-down arrow on the commodity line to view details 
4. Click on the Matching Tab 
5. Invoice and received amounts will be listed 

 
 

The first row in the matching tab displays invoice information.  If an invoice has been 
entered, the Invoiced Quantity, Invoiced Contract Amount, and Invoice Amount fields 
will be populated.  If the invoice has been finalized, the Invoiced Final will have Yes 
listed.  

The second row in the matching tab displays receiver information.  If a receiver has 
been entered, the Received Quantity or Received Contract Amount field will be 
populated.  If the receiver has been finalized the Received Final flag will be checked. 

The third row in the matching tab is the paid row.  When fields in this row are populated, 
it does not necessarily mean that the vendor has been paid.  These fields are populated 
when the transaction is ready to be paid.  

When looking at the matching tab, you must look at each commodity line in the 
purchasing transaction separately.  The view another commodity, click on the drop-
down menu next to the commodity you wish to view. 
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Has my transaction been paid?  
 

1. Search for the transaction in the Transaction Catalog and open it.  
2. Click on the 3 dots on the top right of the screen and select Transaction 

References 

 
3. Click Forward 

 
 

4. If an AD, MD, EFT, or EPY transaction appears, a check or electronic payment 
has been created 

 
 

5. If a PRM transaction appears, and you want to see if a check has been created, 
highlight the line with the PRM and click Next Reference Step 
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6. If an AD, MD, EFT, or EPY transaction appears, a check or electronic payment 
has been created for this transaction.  

 
 

7. You can click on the AD, MD, EFT, or EPY to get more details of the payment, 
such as the check number or issue date.   

 
8. Click Close to close out of the transaction, and then click Back until you return to 

your original transaction. 

 

 


