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Reviewing Payments, Purchase Orders and Invoices in eSupplier 

Description:  

eSupplier is a system that allows suppliers to maintain information pertaining to their addresses 
and contacts. It can also be used to review information related to Purchase Orders (PO), 
invoices and payments.  The vendor must be registered in eSupplier and must have at least one 
user with a valid user ID and password in order to perform the below searches.  See the Vendor 
Guide to New York State’s Centralized Vendor Management process for more information on 
registering and logging in to Vendor Self Service.  
 
This job aid describes the steps to review: 

 Payment information 

 PO information 

 Invoice information 
 

How Do I View Payment Information (Invoices, Payment Info, and Account Balances)? 

 

1. Click the Review Payment Information link on the left-side. 

 

  

2. From here you can review invoice information, payment information, and account balances. 

 

 

3. Click the desired link: Invoices, Payments, or Account Balances.  For this scenario, 

Payment information will be reviewed. 

http://www.osc.state.ny.us/vendors/vendorguide/guide.htm#address
http://www.osc.state.ny.us/vendors/vendorguide/guide.htm#address
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4. For this scenario, the Review Payments search screen is shown.  Enter the desired search 

criteria.  It is not necessary to enter search criteria into all the available fields.  For this scenario, 

only dates were entered.    

   

NOTE: It is best practice to search by dates first.  The Payment Reference can also be used as 

search criteria.   

 

FIELD NAME DEFINITION 

Payment Reference Check or ACH number 

The Invoice Number This invoice number is usually the vendor’s 

invoice number, but can also be assigned by 

New York State.   

 

5. Click the Search button. 
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6. The search results display. Click any available links in the search results to see more 

information. For this scenario, the Review Payments search results screen is shown.  The 

Reference link can be clicked to view additional information.   

 

The invoice number is usually the vendor’s invoice number, but can also be assigned by New 

York State.  The reference number is the payment number, check or ACH identifier or 

number. 

 

NOTE: One or more invoices can be included in one payment. 
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7. If the Reference link is clicked, the user can view the payment details, such as associated 

invoice, payment method, etc.   

 

NOTE: One or more invoices can be included in one payment. 
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How Do I Review Purchase Order Information? 
 

Step Action 

1. Click the Manage Orders link on the left-side. 

 

  

2. Click the Purchase Orders link. 
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Step Action 

3. Enter the desired search criteria.  It is not necessary to enter search criteria into all the available 

fields.  For this scenario, only dates were entered. 

 

NOTE: It is best practice to search by dates first.  The other available fields can be used as 

search criteria.  

 

FIELD NAME DEFINITION 

PO ID Purchase Order ID number assigned 

automatically by the Statewide Financial 

System (SFS). 

Buyer New York State Agency identification 

information of how the PO was entered into the 

system. 

Contract ID Contract number assigned by New York State. 

PO’s Waiting 

Acknowledgement 

This feature is not currently used. 

 

4. Click the Search button. 
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Step Action 

5. The search results display.  The Purchase Order links and Header Details tab can be clicked to 

view additional information.  The A PO with a status of “Dispatched” indicates this PO has been 

approved by the State Agency.  

 

NOTE View PDF button is not currently functional. 

 

6. If the PO link is clicked, the user can view the PO details, and related documents such as 

associated invoices, as shown in the example screen shot below.  Additional detail can be seen 

in the Extension, Line Details and Contract Info tabs. 

 

 

 
 



 

 
Job Aid # JAO-VN201-025 

 

Last Revised: 05/24/2012   Page 8 of 10 

How Do I View Order Summary Information? 
 

Step Action 

1. Click the Manage Orders link on the left-side 

 

2. Click the Order Summary link. 
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Step Action 

3. Enter the desired search criteria.  It is not necessary to enter search criteria into all the available 

fields.  For this scenario, only dates were entered. 

 

NOTE: It is best practice to search by dates first.  The other available fields can be used as 

search criteria.  Item ID is the Statewide Financial System item ID.   

 

FIELD NAME DEFINITION 

Include PO Data 

check box 

This box should always be checked. 

The PO Status Open – PO has been entered by the Agency in 

SFS but not submitted. 

Pending – PO has been submitted by the 

Agency in SFS. 

Approval - PO is in the approval process in 

SFS. 

Approved – PO has been approved by the State 

Agency in SFS.  

Dispatched- PO has been approved by the State 

Agency. 

Item ID The SFS Item ID. 

Vendor Item ID This field is not currently used. 

 

4. Click the Search button. 
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Step Action 

5. The search results display. 

 

  


