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REVIEW PAYMENT INFORMATION 

 

The Review Payment Information section of the system will allow the Vendor User to search for 

and view payment information by various search criteria including the Vendor’s Invoice Number, or 

a check number.  Also available are “open balances” or Vendor invoices that have been received and 

entered into the system, but not yet paid. 

 

The term payment “Reference” is used to represent CU’s payment identification number, such as a 

check number. 

 

Invoices 

 

From the Menu, click on the Review Payment Information hyperlink. 

 

 

 

 

Doing so will expand the Menu in the left hand window pane with icons on the right hand side of the 

page.  Click Invoices.  Either hyperlink may be selected. 
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The Review Invoices – Filter Options page will be displayed. 

 

This page allows the Vendor User to define any combination of Search Criteria to retrieve Invoices 

for the Vendor organization. 

 

Available as Search Criteria or Filter Options are the following fields: 

 

1. From Invoice Number; To Invoice Number:  If the Vendor invoice number is known, enter it 

here.  If searching for a single invoice number, enter that same invoice number in both the From 

Invoice Number and To Invoice Number fields.  Alternatively, use a range of invoice numbers to 

retrieve multiple invoice data. 

 

2. Item ID -- This field can be used if the CU Inventory ID number is known and will search for 

Invoices for that Item ID. 

 

3. From Date; To Date;  enter a range of invoice dates to search for payment information.  

Typically the invoice date is the Vendor’s invoice date. 

 

4. From Amount; To Amount:  use to search for payments by amount.  Enter a from and a to 

dollar amount range. 

 

Click the                  button to execute the search to find invoices matching the Search Criteria. 



City Utilities of Springfield, Missouri  86 of 100 

Strategic Sourcing On-Line Bidding Vendor Manual 

 

The Review Invoices – Invoice List page will be displayed. 

 

This page will display invoices matching the Vendor Users search criteria and show Invoice 

Number, Invoice Date, Gross Amount, payment Due Date and Voucher number. 

 

Click the                     hyperlink to go back to Review Invoices – Filter Options page to change the 

search criteria and retrieve a different set of invoice information. 

 

Or, click on any Invoice Number hyperlink to review the Invoice Details. 

 

 

 

 

 

 

 



City Utilities of Springfield, Missouri  87 of 100 

Strategic Sourcing On-Line Bidding Vendor Manual 

 

The Review Invoices – Invoice Details page will be displayed.  This page displays all detailed 

invoice and payment information for a particular Vendor invoice.  Sections on the page include 

Invoice Line Details, Payment Schedule, Payments Made and Purchase Orders with each 

section containing key data elements. 

 

 

 

Click the                           hyperlink to return to the Review Invoices – Invoice List page to select 

another Invoice. 
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Available on the Invoice Details page is a section labeled Payments Made.  The Reference number 

is CU’s check number.   

 

 

Clicking on the Reference number hyperlink will open the Review Invoices – Payment Details 

page. 

 

This page shows payment details of the payment made on the Vendor Invoice(s) by this payment 

Reference Number. 

 

Click the                               hyperlink to return to the Invoice Details page.
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Payments 

 

These pages will allow the Vendor User to search for payments by the Vendor Invoice number or 

CU Payment Reference number (check number). 

 

From the Menu, click on the Review Payment Information hyperlink. 

 

 

 

 

Doing so will expand the Menu in the left hand window pane with icons on the right hand side of the 

page.  Click Payments.  Either hyperlink may be selected. 
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The Review Payments – Filter Options page will be displayed. 

 

Available as Search Criteria are the following fields. 

 

1. Invoice Number – If the Vendor invoice number is known, enter it here to search by Invoice 

number. 

 

2. Payment Reference – This is CU’s check reference number. 

 

3. From Payment Date, To Payment Date –  Enter a range of dates that the payment date would 

fall within. 

 

 

 

 

Click the                  button to execute the search to retrieve payments matching the Search Criteria. 
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The Review Payments – Payments Made page will be displayed. 

 

The Payment Reference, Vendor Invoice Number, Payment Date and Amount are displayed in 

the list. 

 

Click the                      hyperlink to return and search for different payments. 

 

Click the payment Reference hyperlink to view additional payment details. 

 

 

The Review Payments – Payments Details page will be displayed. 
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Account Balances 

 

Vendor Account Balances, or outstanding invoices, can be viewed in the system.  A Vendor 

“Account Balance” represents vendor invoices that have been received by CU, input into the sytem, 

but not yet paid. 

 

From the Menu, click on the Review Payment Information hyperlink. 

 

 

 

 

Doing so will expand the Menu in the left hand window pane with icons on the right hand side of the 

page.  Click Account Balances.  Either hyperlink may be selected. 
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The Account Balances – Invoice List page will be displayed.  Displayed is a list of Vendor Invoices 

pending payment. 

 

The Vendor Invoice Number, Invoice Date, Amount, payment Due Date, Status and Voucher 

number will be displayed. 

 

 

Select an Invoice Number hyperlink to open the Account Balances – Invoice Details to view 

additional details for the selected invoice. 

 

 

 


