
 
 
 
  

 

Quick Reference Guide 
Voucher Payment Status   

P2P allows Requestors the visibility to see vouchers (invoices) and the related payment information and details. This 
functionality gives transparency requestors did not have in CFS and allows them to see updated payment information. 

Locate Your PO   

1. Go to My Purchase Orders  

 

2. Select the PO you want to see payment information on.  

 
3. Click on the Vouchers tab.  

 

4. This screen shows the voucher number with the correlated invoice number and total. Select the Voucher number 
you want to see payment details.  
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Payment Details    

5. Under Voucher & Payment Information, you will see information related to the payment. In this example, the 
supplier (Amazon) was paid via ACH (Automated Clearing House—electronic funds transfer) on 08/29/2024.  
 
If the supplier is paid via check, the reconciliation date (date the check cleared the bank) will be provided.  
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