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Purchase Order Pay History and Encumbrance Report 
 
 

1. In iVisions go to Purchasing & Payables > Reports > 
Vendors/Purchase Orders  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. When the Vendors/Purchase Orders window appears select the following and click OK 
A. Selection Criteria 

i. PO Status:  Open 
ii. DAC:  Defaults to current DAC 

B. Report Options 
i. Select PO Pay History and Encumbrance 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. The report displays at the bottom of the screen.   

4. Click on the report to open. 
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5. The report displays the Purchase Order Pay History and Encumbrances sorted by Purchase Order including the 
following information  

A. PO No 
B. Name of Vendor 
C. PO Date 
D. Req Number 
E. Original Amount 
F. Order Type 

 
 
 
 

 


