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Inquire on Payment Status of an Invoice 

Audience: Accounts Payable Specialist 

Purpose: Check the payment status and payment information of an entered invoice. 

 Step Action 

1 Go to navigator and click on Payables. 

2 

Click on Invoices. 

 

3 

Click on the Task menu on the right side and select Manage Invoices OR click the Search Icon 

below the task menu. 

            OR 

 



Job Aid AP-026 

2  Last Updated 12/5/2019 

4 

If in Manage Invoices, to create a saved search, click Advanced

 

5 

Then, click Add Fields and select Paid Status and if you belong to more than one 

department, additionally select Invoice Group 

  

6 

To track one or multiple invoice groups, enter the department numbers/invoice groups, and 

click Save… 
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7 

In the popup window, enter a name for the search, select it as default, and optionally, set to 

run the search automatically when opening manage invoices then click OK

 

8 

Now invoice group selection is set as default, select Paid Status as Fully Paid and press 

Search 
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9 

The search results will show the payment status of an invoice such as below.

 

10 

If, you do not see the paid status as an available column, click View and then Columns.

 

 

11 

Click the box that says Paid Status and ensure it has a checkmark. 
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12 To move the column, click to highlight, and drag to the position desired 

13 

Click on the Invoice Number from the search results to view the invoice information in 

depth. 

 

14 

Click on the Payments tab to view Check number, Payment Status, Payment Date, and other 

information.

 

 


