=~

V-
Bank of
Ireland

Group

05 — Viewing Invoice
Payment Status in
CSP




How to View Invoice Payment Status

You can view your paid invoices by creating a custom view which acts like a
filter with a set of conditions.

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

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

E,acoupa supplier portal

QIE' Orders  Business Profile  Service Sheets
Invoices  Invoices Lines

Payment Receipts

Invoices
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{Example text - this is set on your Company Information s
Create Invoices ©

Create Invoice from PO
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How to View Invoice Payment Status

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 Mew Data Table View

General

Click on the View dropdown arrow and select
Create View:

Paid is Yes

Created Date  Status Total

1223725 Pendag Approval S000000220 18 484 M4 EUR N

129825 Pending Approval B000000248 1.200.00 EUR o

120929 Penang Approval 0000 ELR N = Colusmng
Crect Noses
120025 Pending Approval 4 10000 EUR Doag s i T o L T s
Dusputed Vo LU W i 91 Py T e L. Ll A - koo e BT e b L 12 b B
%00 00 EUR A S Conmy Wl T RO e SPALE I R I R T P o 0NN 10 P € v PRLE e 1 T
a0 D50 B s P ey

IR - Payment information

120625 v a 200 48 LO0QO0EUR N

included in selected
' columns

SSGN 120025 Pendng Apgroval

"Wares 000002 15,000 00 EUR

100.00 B

0000220 6.150.00 EUR

210 15882 80 EUR

§ § § &§ ¢ %8 §F &

13 1230000 EUR

11320 EUR

§

Create View




How to View Invoice Payment Status

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:

Create Invoices @

Create Invoice from FO Create Credit Mote

LU=Vl Paid inecices MBS

Exportto -

\.r . Search ,CI

Invoice # Created Date 5Status PO# Gross Total  Unanswered Comments Dispute reason

UAT_BD0000D0547-| 1100272026  Approved B0DD00054T 15233040 No

2 GBP

UAT_S0DD000548 1MAOZ2026 2 Approved 5000000548 26,158.90 No

EUR
Approved 000000549 8,.500.00
EUR
Approved 000000545 126,940.50
GBP
Approved 000000429 12,000.00
GBP

4,500.00
EUR

UAT_INVDZ1_V2_1 10022028

LAT_2000000548 OOVO22028
UAT_INVOOZ.15  DBO22028

UAT_INVOZ1_V3 05022028  Approved Mone

Payments

Payment Information

Payment# 2000377578 on
11/02/2025 for GBP 152,339.40

Payment# 2000377555 on
1022026 for EUR 26,158.90

Payment# 2001612675 on
11022026 for EUR 8,500.00

Payment# 2000377578 on
11/02/2025 for GBP 1256,949.50

Payment# 2000377578 on
1022026 for GBP 12,000.00

Payment# 2001612675 on
11022026 for EUR 4,500.00

Status Externally Paid

Paid-in-Full Date 11/022025

@«

This Imvwice has now been paid by BOI, receipt of
payment may differ depending on Supplier bank.

Payment Motes

Payment Details

Payment Reconciliation Details

|4

Status Date Type Description

Posted 1110212028 2000377578
Total Reconciled
Inwaice Total

Remaining Balance

Payment

Amount
152.338.40
152,339.40
152,339.40
0.00

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’.
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