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How to View Invoice Payment Status

Once the custom view is created, you can access it at any time from your View dropdown 
menu.

❑Log into your CSP account (https://supplier.coupahost.com/sessions/new) and go to the 
Invoices tab:
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Invoices

You can view your paid invoices by creating a custom view which acts like a 
filter with a set of conditions.
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Click on the View dropdown arrow and select 
Create View:

Give a name to your new view (e.g. Paid Invoices), select 
the starting point view, filter by Paid is Yes, select all the 
columns you need in your report (including Payment 
Information) and click on Save:

View

Create View

Paid is Yes

Save

Payment information 
included in selected 

columns
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NOTE: The Payments section is available for all invoices created in CSP, regardless of their payment status. For unpaid invoices, you will see the Status of the 

invoice (e.g. Pending Document Approval, Ready to Pay, etc.), and the Paid-in-Full Date will be displayed as ‘None’.

The list of your paid invoices along with 
payment information will be displayed. 
Click on the invoice number:

When the invoice opens, scroll down to 
the Payments section, where you can 
view the payment date and number:

Invoice #

Payment Details
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