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PAYMENT SERVICES USER MANUAL  

FIND PROCESSED INVOICES AND ATTACHMENTS 

INTRODUCTION 
This section of Payment Services allows agencies to view any invoice that has been “Sent 
to STARS”. 
 
Select Processed Invoice in the Payment Services main menu. 
 
Figure 1 - Processed Invoice menu selection 

 

VIEW A PROCESSED INVOICE AND ATTACHMENTS 
Select the criteria of the invoice or invoices to search by. At least one of the following 
primary search criteria is required - Batch Date, Batch #, Invoice #, Vendor #, or 
Vendor Name. For Vendor Name it can be helpful to use the wildcard (%) in your 
search, e.g., %Century% to find CenturyLink. 
 
Batch Date  Vendor Name Acct – account number 

Batch# Batch Range (date range 
in mm/dd/yyyy) 

Doc – Document number 

Invoice# Vendor Bus  - vendor’s  
business name  

PO# 

Vendor#  Group 

 
If only one of the secondary search criteria is entered - Batch Range, Vendor Bus, Acct, 
Doc, PO#, or Group -, a message will indicate that one of the primary search criteria is 
also required. 



State of Idaho Payment Services 
Office of the State Controller  
Division of Statewide Accounting  
 

Payment Services User Manual Find Processed Invoices 
Rev. Date: 03/07/2016 Page 2 
 

Figure 2 - Search criteria 

 
 

1. Click Find. If more than 100 records exist for any one of the selected search 
criteria, a message with the number of records found is displayed, and only the top 
100 records are displayed. 

 
Figure 3 - Search results 

 
 

2. Click View next to an invoice number. The details of the invoice(s) will be 
displayed, including the fiscal coding, line items etc. 

 
Figure 4 - Invoice detail 

 
 

3. Click View next a line item of the invoice to view the document history – when it 
was authorized, disbursed (coded), and approved. 
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Figure 5 - Approval history 

 
 

4. On the Invoice view, click the Attachments tab to view any scanned documents 
that have been attached to the invoice. 

 

 

GENERATE A REPORT 
Two reports are available – Invoice Reports and Audit Reports. The Audit Reports 
have the same search criteria as Invoice Reports, except that they are available only in 
PDF format and there are no sorting options.  
 

1. Click the Reports tab. 
2. Select either Invoice Report or Audit Report. 
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3. Select criteria to search by: 
 

Selectable criteria Searchable fields 

• Payment Range 
• Payment Date 
• Invoice Date 
• Batch No (batch number) 
• Batch Date (the date 

transactions went to STARS) 
• Tran Code (transaction code) 
• Index 
• PCA 

 (You can use the percent symbol (%) as a 
wildcard in the search field) 
• Invoice number 
• Approver (Approver’s name) 
• Acct (Account number) 
• Doc (Document number) 
• PO #  
• Group (Group name) 
• Vendor # and Sfx  
• Vendor name/address information 

 
Figure 6 - Search criteria 

 
 

4. Click PDF Report, TXT Report, or CSV Report. Reports are then generated and 
displayed in PDF, text, or comma separated value (CSV) format. NOTE: Audit 
reports are generated in PDF only. Audit Reports display the approval history of an 
invoice (the approver’s names, the approval levels that have been completed, and 
the dates the approvals were completed) the invoice number, invoice and payment 
dates, vendor name, document number, PO number, Group, and the disbursed and 
total amounts. 
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