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Looking at Purchase Invoices 

Overview 

This section explains how to look at purchase invoices. A reminder of the purchasing process is 

provided to outline the stages involved and when the invoice is available to view. 

1. Balance Sheet Report 

The purchasing process starts at the requirement or request for a purchase. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you know any of the reference numbers you are able to trace the transaction in the system. 

  

Purchase Request 

Purchase Order 

Purchase Invoice 

The purchase request goes to the cost centre approver for 

agreement to purchase the items. 

Each purchase request has a unique number. 

 

Once approved, the purchase request turns into a purchase 

order.  This has its own unique number which may be 

different to the purchase request number as not all purchase 

requests become purchase orders. 

Purchase orders can be emailed or given as a hard copy to a 

supplier. 

 

Goods are recorded as being received before an invoice can 

be paid. 

 

Purchase invoices are matched to purchase orders on receipt 

of the invoice.  A copy of the invoice is attached to the 

purchase order. 

The invoice must match to the purchase order within the 

agreed tolerance, otherwise the budget holder will need to 

approve the variation. 

 

 

 

Goods Receipts 
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2. Enquires – Invoice Submissions 

2.1. Menu 

Search – Purchase Invoices – Invoice Submissions 

This enquiry displays invoices that have been logged on the system. 

2.2. Invoice Submissions 

 

 

 

 

 

2.3. Results 

If you get no results try changing your criteria.  Failing that look back at the purchase order to see if 

there is an invoice attached yet. 

 

There are lots of options to select 

from. 

At the simplest level use the school 

and supplier name (using type ahead). 

If you know the purchase order 

number you can search on that to. 

 

2. Uncheck the ‘Only invoices 

awaiting approval’ option to 

retrieve all invoices for the 

selection 

1. Change the date to an older date 

if the invoice is before the date 

given.  The date can be removed 

completely. 

3. Search for the results 

Click on the heading to sort in order 
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The status of the invoice is important as it tells the user where the invoice is and at what stage in the 

process. 

Awaiting goods = you need to receive the goods/services if you have had them and are happy with them 

Transferred = the invoice is logged as a registered invoice but has not gone through for payment as 

there is a variation on price to the original request that is outside of tolerance.  The invoice has 

therefore gone for approval back to the budget holder. 

Approved = the invoice has been passed through for payment.  The invoice will be paid based on the 

due date.  When payment runs are run, the “up to due date” that is selected is at least 5 working days 

in the future, to allow for the time bacs takes to process at the bank. 

3. Enquires – Invoices 

3.1. Menu 

Search – Purchase Invoices – Invoices 

This enquiry displays invoices that have been logged on the system. Invoices can be searched for by 

school and/or who the person is still to approve the invoice, for example if there is a price variation to 

the order or if it is a directly entered invoice. 

3.2. Invoices 

 

 

 

The status of the invoice is important as it tells the user where the invoice is and at what stage in the 

process. 

Transferred = the invoice is logged as a registered invoice but has not gone through for payment as 

there is either a variation on price to the original request that is outside of tolerance or the goods have 

not yet been received.  If the invoice is outside of tolerance, it will have been directed to the budget 

holder to approve. 

This is an alternative enquiry for 

invoice information. 

A useful feature here is that you are 

able to search to see what invoices 

are awaiting a budget holder’s 

approval. 

Select the approver. 

You will only be displayed those items that you 

have the permissions to see. 
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Approved = the invoice has been passed through for payment.  The invoice will be paid based on the 

due date.  When payment runs are run, the “up to due date” that is selected is at least 5 working days 

in the future, to allow for the time bacs take to process at the bank. 

4. Supplier Transactions 

4.1. Menu 

Search – Customer/Suppliers – Available Suppliers 

This enquiry lists supplier invoice and the payment details.  

4.2. Selecting the Supplier 

 

 

 

 

 

Enter the supplier name. 

Use the “type ahead” function to select the 

supplier. 

Search after selecting the supplier. 

View the details or select New 

Search if it is not the correct 

supplier. 
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4.3. Viewing the Transactions 

 

 

 

Allocated payments provides the payment date and total amount paid. 

 

Alternatively you can open the document (invoice). 

Select the Transactions tab to view 

invoices and payment details. 

Outstanding = 0, implies it is paid 

Hoover over the detail line to 

show the sub menu. 
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Scrolling to the right hand side will provide details of the invoice amount and whether it has been placed 

on hold (in dispute). 

The due date is calculated based on the invoice date. Payments are made based on the due date.  

 

5. Disputed Invoices 

5.1. Payment Approvals 

It is possible that the invoice could be disputed at payment approval stage.  This may occur if the central 

team spot that the wrong supplier account is used, the invoice number is incorrect or the vat is 

incorrect etc.  If this is the case, the invoice may be put into “dispute” while it is sorted. 

If this cannot be resolved at the centre, then someone from the team will contact you to assist with the 

resolution. 

6. Payments 

There are two payment runs a week. Invoices are selected for payment based on the calculated due 

date. The criteria for the selection of the invoices to be paid is based on “due date less 8 working days”, 

to account for the time for bacs to process at the bank. 

Provided the invoices have been approved by the budget holder and subject to the above criteria, the 

first payment run (Tuesday), includes all: 

 Direct entered invoices 

 Expenses 

The second payment run (Thursday) includes invoices relating to purchase orders. Provided invoices are 

received by the previous Friday, have has goods received and been approved if there are discrepancies, 

then these should be on the payment run subject to the due date calculations. 


