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View Invoices Paid on a Purchase Order / View the Balance of a PO 
 

1. Log in to CFS. 
 

2. At the Welcome page, select the MCCCD Inquiry responsibility. 
 

 
 

The Java applet may take several seconds to load before the Inquiry Navigator displays. 
 

 
 

3. At the Inquiry Navigator window, double-click PO Inquiry to expand the inquiry options.  
 

4. Double-click Purchase Orders.   
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The Find Purchase Orders window displays: 
 

  
 

5. In the Number field, enter the PO number and click on the Find button.   
 
The Purchase Order summary window displays: 

 

 
 
6. From the Tools menu, select View Invoices.  
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The Invoices window displays: 
 

       
 
 
•  The PO Total displays the original dollar amount for the Purchase Order.   

 
•  The Matched Total displays the dollar amount that has been invoiced against the PO.   

 
(This is the amount that has been paid out on the PO.)   
 

 
 

•  To find the balance of the Purchase Order, you have to do a little math! 
 
Subtract the Matched Total from the PO Total to calculate the dollar amount that 
has not been invoiced on the PO.     
 
PO Total – Matched Total = PO Balance 
 
Please keep in mind that this doesn’t take into account invoices en route to 
Accounts Payable nor items for which we have not yet received invoices. 
 

Find Balance 
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•  Click on an Invoice number to view the date it was paid, hold information, and 
the number of the check that paid it. 
 

•  If there are more invoices than are displayed on the screen, there is a scroll bar on 
the right-hand side of the list of invoices so you can scroll down through them. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: Special thanks to Liz Murphy and John Moll of Mesa Community College 

for providing this information! 
 


