
Instructions to View Your Purchase Order Details  

This section will cover viewing the details of your Purchase Order, finding balances, and matching 
invoices. 

1.  Log in to your Banner Account 

2. Type FGIENCD in the Go To… Field and press enter. 

 

3. The Detail Encumbrance Activity Form will open. Type the PO# in the Encumbrance Field. 

 

 



 

4. Go to the Next Block 

Control/Page Down 

OR 
 

 

5. The Vendor Details, Date Established, Account Information, Encumbrance, Liquidation and any Balance 
Remaining will open. You can also view the transactions by date and amount. You navigate through this screen 
using next block and the arrow keys.  

 


