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How to Check Payment Status of an Invoice

This guide will help you determine the payment status of invoices in OMNI.

Steps to Find an Invoice
1. Log into my FSU and click the Financials icon under MyFSU Links.
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2. Click the Accounts Payable tab on the Financials page.
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3. Click on the drop-down arrow on Search for a Transaction. Then, select Search for a Voucher.

Accounts Payable

[ Payment Request Center

] FSU Document Management
] Search for a Supplier
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4. Enter the Supplier ID number and Invoice Number into the corresponding fields. Click
Search.
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5. After you click search above this screen will open on the summary tab. Click the
Payments tab. On the payments screen you can see the date payment is scheduled, the
remit address of the vendor, and the payment method chosen (check, EFT, etc.).

If the invoice has not yet been paid, a scheduled payment date will be on this tab along
with the payment method. Reference information will be provided if this item has been
paid.

Lasror oy Hesated Documents st inforrmaten Payments Youther ABrintes
pesiseun Unit FELOT [Pam—
Wt I fraBRANY

VouCher Syl Rpgadsr Vows e
Tomal Amourd 754375 “Fay Terma HET &%
Supper Mams

SOCIAL CATERSMG AND EVENTS LLE

Payment INboImation
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SOCIAL CATERING ARD EVENTS LLC
’ 3475 BAMHERMAN RO

STE 555 82

TALLAMASSEE, FL 133027062
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