
How to look up an invoice or search for an invoice 

 

If you know the invoice number:  You can put in all or part of the invoice number.  If you put in part of 
the number, you will get several invoices 

 

If you don’t know the invoice number, you can search by vendor.  You can put in part of the name or the 
full name – you will just get more results if you put in part of the name. 

ALWAYS HIT ENTER AFTER YOU INPUT THE VENDOR NAME OR INVOICE NUMBER.  THE MAGNIFIER 
SYMBOL DOESNT WORK. 

 

SEE SEARCH EXAMPLE BELOW 

 

 

 

 

 

 

MAGNIFIER 
SYBMOL IS 
USELESS  



example: 

 

 


