January 2021
			Finding Payment Status for Invoices on a PUR PO
Departments have access to look for invoices against any Purchase Orders charged within their cost center. Access to that Cost Center is needed in order for the reports below to be available. If you still have questions after following these instructions, contact the Procurement Service Center for help. 
Several ways to look for an invoice are available, 3 of which are listed below: 
1) Search for the invoice in Workday by entering the invoice # in the Search Box then clicking on All of Workday under Categories. 
a. [image: ]If the invoice number has any special characters, spaces, or preceding 0s, omit them when entering the invoice number. 











b. Click on the Search Result, then on the next screen refer to Payment Status across the top of the screen. 
c. If it says Unpaid, look at the due date to see when the invoice is due. If it’s not due yet, you will not be able to see payment information until it is due.
d. Accounts Payable settles check payments 1 day before their due date, ACH payments 2 days before their due date, and AMEX BIP payments always have Net 1 payment terms. 
e. If it says Paid, refer to the steps below. 
f. [bookmark: _GoBack]From the View Supplier Invoice screen, click on the Activity Tab for payment details.
[image: ]
· ACH Payments: 
· ACH payments are usually received within 2 days of the payment date.  
· Check Payments: 
· The Transaction Reference number is the check number. 
· The Payment Date is the date the check was printed and mailed out. 
· Reconciliation Status will be reconciled if they cashed the check. If they didn’t cash the check yet, the status will be unreconciled. 
[image: ]

· If it has been more than 3 weeks since the check was mailed, and it is still unreconciled, the supplier’s remit-to address is within the US, and they confirm they have not received the check, email Accounts Payable (accountspayable@finance.rochester.edu) and ask that we submit a stop payment due to the check being lost. A form will be available to use in the future, and it will be accessible via the Accounts Payable website.  
· AMEX BIP Payments: 
· The Transaction Reference number will be blank. 
· AMEX BIP payments are ones that we pay via AMEX, and the supplier should receive within a few days of the payment date. 
· If the supplier says they didn’t receive the payment, refer them to AMEX Customer Service # 1866 735 9402, Option 2. 
· EFT Payments: 
· The Transaction Reference number will be blank. 
· EFT Payments are issued by Cash Management. 
· The payment date is the date the EFT was sent. 
2)  Search for the invoice by looking up your PUR PO using the Search Box in Workday, or by going to the Related Actions of that particular PUR PO and opening it from your UR Procurement Dashboard. 
a. This method of searching for invoices is not efficient for PUR POs that have a lot of invoices paid. 
b. [image: ]If you use the Search Box, enter the full PUR PO, click All of Workday under Categories, then on the Search Result that lists just the PUR PO as shown below.
 









c. If you use your UR Procurement Dashboard, click on UR Procurement under Applications, then click on View More under My Requisitions. 
[image: ][image: ]




d. On the next screen, choose Closed for Requisition Status and click OK. 
i. You have the option to also limit your search by Company and Organization if you prefer to do so and know this information. 
[image: ]



e.    The next screen will show the report generated. You can either scroll down the report to look for the PUR PO you need, or filter for it by clicking on the Purchase Orders box as shown below, and filtering for that particular PUR PO. 
[image: ]









f. Click on the PUR PO, then on the next screen, labeled Purchase Order, go down to the Goods Lines or Service Lines tab (it will always be the first tab), and then scroll over to Business Document Lines. If any invoices were paid using this PUR PO, they will be listed as “Supplier Invoice: SPIxxx or JAG”. Click on the corresponding Supplier Invoice. 
[image: ][image: ][image: ]





g. [image: ]On the next screen, click on Supplier Invoice Document, then follow the instructions listed on page 1-2 of this document.




3) You can also search for an invoice by running the URF0992 Report in Workday. 
a. [image: ]Type URF0992 in the Search Box, click All of Workday, and then click on the Search Result.




b. Pick the Organization (FAO) used on the PUR PO, which would be the FAO that the invoice was charged against. 
[image: ]


c. You can also filter by Supplier Name, PO Number, or Invoice Number if you have this information in order to further limit your search. There are other filters for this report that are available, if you wish to use them. Click OK. 
[image: ]



d. The next screen will show the report generated. You can filter the report using the instructions provided on page 3-4 of this document, then look for payment status for that particular invoice by following the instructions provide on page 1-2 of this document. 
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