
How to check whether a PO has been paid 

 

Pull up your purchase order in 

Qmlativ in either 

Purchasing/Purchase Orders or 

My Purchase Orders 

 

 

 

 

 

 

 

 

 

 

 

Enter the Purchase Order number.

 

Open the Purchase Order by clicking the circle with the arrow. 



To see if the purchase order has been paid in full, look under the General tab at the 

Liquidation Status, which will say F- Fully Liquidated; if it says Pending, payment hasn’t 

been made or only partial payment has been made. Please note that the Status at the top of 

the screen says O - Open.  You are probably accustomed to seeing your purchase order in 

History once it has been paid; however, in Qmlativ it doesn’t work that way.  So even if your 

PO shows Open, it still may have been paid; 

 

 

If you want more information on when the check was issued and the check number, go to 

the Invoices tab. (See next page for graphic) 



 

This will bring up the Vendor Name – Invoice Number – Check Date – Check # and Status 

of the invoice (this is not the status of your purchase order; remember it is still Open) 

If any of these columns are missing, you can add a column for what you want to see. 

Administrative Assistants have access to the Invoice view now that they didn’t have before. 

We hope this helps you determine whether a purchase order has been paid and why it may 

still say it is Open. 

If you have any questions, please reach out to Purchasing or the IT Help Desk. 


