
Activity Summary – Tracking Your Purchase Orders 
Follow the steps below to track details about your Purchase Order including what has been received, invoiced, paid, and 
reasons why line items have not been paid. 
 

1. From the NUPortal log into NUFinancials and navigate to: Purchasing > Purchase Orders > Review PO Information > Activity 
Summary. 

 

 



 
 
2. Enter PO number in Purchase Order Search field and click the Search button. 

 

 
 
 
 



3. The ordered information will be displayed on the Details tab. 
 

 
 
 
 
 
 



4. Click on the Receipt tab. 
• The Receipt tab shows the amount/quantity that has been received for each line as well as the amount/quantity that is 

still open (not received). 
 

 
 
 
 
 



5. Click on the Invoice tab. 
• The Invoice tab will show the invoiced amount and quantity for each line. 
• Click on the icon to the right of the Currency field to view the voucher number(s) associated with each corresponding 

line. 
 

 
 
 



6. The voucher number(s) entered for the chosen line will be displayed.  Click on the voucher number to view invoice and 
payment.  A new window will open. 

 

 
 
 
 
 



7a. Scroll to the bottom of the page to see the invoice number and date. 
• The Match Status field will indicate if an invoice can be paid or not.  It will appear as either “Matched” or 

“Exceptions.” 
• If the order is matched, there are no errors.  Scheduled Payments field should have a dollar sign. 

 

 
 
 
 
 



 
 
 

• Click on the Dollar sign under Payment Information to see check information. 
 

 
 
 
 
 
 
 
 



7b. Scroll to the bottom of the page to see the invoice number and date. 
• If the Match Status field appears as “Exceptions,”  

 

 
 
 
 
 
 



• Click on the icon in the Match Workbench field to determine what they are.  A new window will open.  You may 
receive a message that says “You do not have the authority to Override Match Exceptions.”  Just click OK and you will 
be able to view the match exception error(s). 

 

 



• Under the Match Rules section the reason for the Match Exception will be found. 
- The example below indicates “Life to Date > Sched Amt + % ext tol.”   This means that the invoiced amount 

exceeds the amount of the original line.  A Change PO Request needs to be submitted to increase the amount. 
- Be sure to make note of the blue “Line Details” bar.  If there are multiple lines with match Exceptions, click 

View All to see them on the same page. 
 

 


