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Inquiry – Invoices 
 
You can find invoices to respond to supplier inquiries, including questions regarding invoice payment status, 
invoice payment date, reasons an invoice has not been paid and total balance due for a supplier or supplier site.  
 
In the Find Invoices window, you can enter a variety of criteria, including invoice status and ranges for invoice 
amounts and invoice dates. You then choose Find to navigate to the Invoices window, where BEN displays all 
invoices that match your search criteria.  
 
From the Invoices window, you can navigate to other windows to review or adjust scheduled payments, 
distribution holds, related payments, and more. 
 

 You can quickly open an invoice you have saved as an icon on your Navigator. When you have the 
invoice open click on File>Place on the Navigator.   Later, if you choose the icon in the Documents 
region of your Navigator, you will automatically open the invoice. 

 
To find an invoice using the Find Invoices window select the PO Manager responsibility from the BEN 
Financials Homepage.   
 
• Click on Inquiry>Invoices navigational path 

 
• Click on [Open] or double click on the path’s end 
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Inquiry - Invoices (continued) 
 
• Enter search criteria using one field or a combination of fields.  For example you 

can use:  
 

1) PO # or  
2) Supplier and Invoice # or  
3) Supplier and amount range 

 
• The Invoices form opens  

 Note the paperclip with the piece of paper on the toolbar 

• To review an image of the invoice, click on the Attachments  icon on the Toolbar to invoke 
MarkView software. Accounts Payable creates an electronic image of supplier invoices and C-368 forms and 
the attached 
invoice.  
 

 Items not 
imaged include: 
C-1, C-1A, and C-
368 forms (when 
used for travel 
purposes), petty 
cash 
reimbursement 
requests and 
supporting 
document 
(contracts, 
competitive bids) 
for Purchase 
Orders. 

Tip: It is not 
recommended that 
you use Supplier as 

the only search 
criteria
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Inquiry - Invoices (continued) 
 
• Enter your BEN Financials User name and Password to 

retrieve the invoice 

• View the invoice below  

  

  

  

  

 

 For more information regarding ‘Invoice Images’ see the ‘BEN Pays Invoice Imaging User Guide’ 
http://www.finance.upenn.edu/ftd/documentation/benpays.pdf  
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Inquiry - Invoices (continued) 
 
• In order to view the PO from the Invoice Inquiry menu path, click on [Overview] or [Distributions] 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

[Invoices] takes you 
back to the form 

above
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Inquiry - Invoices (continued) 
 
The Invoices form will list all invoices charged against the specified purchase order.  Your first indication as to 
whether or not a payment was processed is the Amount Paid field.  If no payment is reflected in this field the 
invoice may have been placed on ‘Hold’.   

Holds 

 
The Holds field will indicate the number of holds against a particular invoice.  Click on the Holds tab to 
ascertain the type(s) of hold against the invoice. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 For more information regarding ‘Holds’ see the ‘BEN Pays Invoice Imaging User Guide’ 
http://www.finance.upenn.edu/ftd/documentation/benpays.pdf  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Holds 
Tab 
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 Inquiry - Invoices (continued) 

View Payments  
 
If a payment has been processed click on the Payment Tab to access detailed payment information, such as 
the payment method, check/document number and payment date, etc. 
 

 Note: Payment Terms - Checks are produced based upon the payment terms that are 
assigned to the supplier.  
 

a. Employees are created with terms of ”Net 2" which means that a check will be generated 
two days after the invoice date that is entered in 
the Accounts Payable system when the particular 
form is processed.  

b. Most suppliers are created with payment terms of 
“Net 30" which means the payment will be made 30 
days AFTER the invoice date.  However, some 
suppliers have a payment term of immediate due to a prompt pay discount offer with the 
supplier. 

 
 

 
• Click on [Payment Overview]  

View 
Payments 
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Inquiry - Invoices (continued) 
 
View Payments (continued) 
 

• The Payment Overview form has more information about the check, Supplier address and Bank 
 

 
• Click on [Payments] for more information regarding the payment  

Date check cashed 
appears here when 

Supplier cashes 
check 

List of all invoices 
paid on check 

 

Supplier address 
where check is 

mailed

University’s bank 
information 
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Inquiry - Invoices (continued) 

View Credit Memo w/Image 
 

• Below is a sample of a credit memo with the corresponding invoice image in the Invoices form 
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Inquiry - Invoices (continued) 

Sample Cancelled Check 
 

• Below is a sample of how a ‘cancelled’ check appears in the Invoices form 
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Inquiry - Invoices (continued) 

Sample Cancelled and Reissued Check 
 

• Below is a sample of how a ‘cancelled’ and ‘reissued’ check appears in the Invoices form 
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