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1. Open any document (Requisition, Purchase Order, Receipt, or Invoice) in PORT.  In this example, we 
will use a Purchase Order. 

2. Click on the History tab.   
 

 
 

3. Click on Click to filter history. 
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4. Click the Filters drop down box and choose Select Filter.  
 

 
 

5. Click the Shows history for drop down box and choose All. 

5. 
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6. Click the Apply button.  This will allow you to see all document history for the Purchase Order 
(Requisition, Purchase Order, Receipt, and Invoice if the supplier is an e-Invoice supplier).   

 

 
 
7. From here you can change the Results per page or click on the next page to see all document history.   
8. This completes the steps for this procedure.  Click on the East Carolina University icon to return to the 

home page. 
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