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Supplier Portal – View Invoice and Payments 
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View Invoices 
1.From the Supplier Portal dashboard, click on the Invoices tile to go to the View Invoices screen. 

 

2.Search for the invoice number from the View Invoices screen by entering the invoice number in the Invoice 
Number field.  

 

3.From the Search Results area, click on the blue hyperlink to open the invoice.  

 

4.The Invoice screen will display with the details of supplier, line, tax details etc.  
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Payment Information 
1. From the Supplier Portal dashboard, click on the Payments tile to go to the View Payments screen.  

 

2. On the View Payments screen, to view payment information at least one of the two fields marked with a double 
asterisk, Payment Number or Supplier must be populated to return a search result. Populate required information, 
then click on Search.  

 

3. Payment information will appear at the bottom of the screen under the Seach Results. 

 

4. Payment information available is Payment Number, Invoice Number, Supplier Site, Payment Status, Payment 
Amount, Payee, Payee Site, Bank Account and Remit-to Account. Click on any of the blue hyperlinks to drill down for 
further information.  
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5. To go back to the previous screen, click Done located on the top right-hand corner of the screen.  

 

6. Payment information can be viewed directly from the Invoice screen in the Payments tab of the Invoice screen. The 
payment Number, Payment Document, Status, Reconciled, Payment Date, Paid Amount, Address and Remit-to 
Account fields are all displayed in this section.  

 
 

7. To go back to the previous screen, click Done located on the top right-hand corner of the screen.  
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