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Overview 
 
This job aid reviews how to look up the details of an invoice including its specific status, 
any holds placed on it, how it was matched across PO lines, potential cancellation 
reasons, and who to contact with questions.  

The fastest way to look up this information is with the Invoice Number. If you don’t have 
an invoice number, you can also look up a history of all invoices associated with a 
particular Purchase Order. Please review the Job Aid “How to Search for and Export the 
Invoice History of a Purchase Order” on the https://evip.nih.gov website. 

Note that iSupplier refers to all types of agreements (i.e. Awards, Contracts, TODOs, 
BPAs, IDIQs, and Orders) as “Purchase Orders”. 
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Step 1: Login to iSupplier 

To begin, go to the NIH Electronic Invoicing website (https://evip.nih.gov) and complete 
the user authentication process to log in to iSupplier (1). 
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Step 2: Search for an Invoice 
 

Select the Invoices link from the menu panel to search for information about a 
particular invoice such as its status, any holds or cancellation reasons, how it was 
matched, who to contact with questions, etc. 
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The View Invoices page displays and allows you to research invoice summary 
information. 
 

• To research an existing invoice, enter the number of the invoice for which you 
want to search in the Invoice Number (1) field. You can also search with any of 
the other fields and find your invoice number in the results. 

 
• Note: The search fields on this page are case sensitive. Oracle requires a 

character to be entered into at least one search field before it will display results. 
To view a list of ALL submitted invoices, enter a % sign in the Invoice Number 
search field. 

 
• Select Go (2). 
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Step 3: Review Invoice Summary Information 
 

• The search results will return invoice summary information: 
 

- Invoice, Description and Invoice Date show the information entered 
when the invoice was created. 

- PO Number provides a link to information about the associated PO.  
- PO Details provides a link that shows additional invoice detail such as 

how it was matched. Note the numbers in this column are internal NIH 
generated numbers. 

- Invoice Source indicates whether the invoice was a manually submitted 
paper invoice or electronically submitted through iSupplier. 

- Invoice Amount is what was invoiced. 
- Amount Due is the amount of pending payment, if it is 0 then the invoice 

has either been paid or cancelled. 
- Status shows invoice status and will say either Approved, On Hold, or 

Cancelled. Electronic invoices cannot be partially paid, so if there are any 
unpayable charges the invoice will be cancelled and must be resubmitted 
without the unpayable charges.  

- Payment Number will display for tracking purposes if the invoice has 
been paid. If it has not yet been paid, this field will be blank. 

 

• To change the way that the information is sorted, select a raised column heading. 
 

• Note: You may select Export (1) at the top or bottom of any screen to export the 
displayed information into an excel file that can be saved and / or shared. 

 
• Scroll (2) to the right of the table to view more information. 

  

NIH Electronic Invoicing | https://evip.nih.gov    5 

https://evip.nih.gov/


 
 

JOB AID: How to Search for Invoice Status and Other Invoice Detail 

Step 4: Review Invoice “Action History/Reason Codes”for Status and 
Cancellation Reasons 
 

• The Action History/Reason Codes is very helpful to view additional detail if the 
status of your invoice is On Hold or Cancelled. 

 
• Select the Action History/Reason Codes (1) icon to open the table. 
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The Invoice Action History page will open. 
 

• The Invoice Status (1) table shows where the invoice is in the review / approval 
process, including dates, the current step in the process, and the group or 
individual who is responsible for that step.  

 
• All invoices over $100,000 and a random 1% sample of invoices under $100,000 

will go through a Quality Assurance Process which, if applicable, will be reflected 
in the Action History table. 

 
• If your invoice was cancelled you can locate cancellation reasons in the 

Cancel/Disallow Reason (2) section.  
 

• Close this tab to return to the previous page. 

 
  

NIH Electronic Invoicing | https://evip.nih.gov    7 

https://evip.nih.gov/


 
 

JOB AID: How to Search for Invoice Status and Other Invoice Detail 

Step 5: Review Line Level, Payment and Hold Details 
 

• Select the Invoice Number link in the table to view detailed information for that 
invoice, such as how it was matched at the line level, scheduled payments, and 
specific hold reasons if your invoice is on hold. 

 
• Select the INV123 (1) link. 
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Review Invoice Line Details 
 

• This page shows detailed information about the invoice. 
 

• It will open to the Invoice Lines (1) tab. The Invoice Lines table shows how the 
invoice was matched at the line level. 

 
• The status field is at the line level. You can select the PO Number link or the 

Contract Officer link for additional information.  
 

• Select the Scheduled Payments (2) tab to see payment status. 
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Review Scheduled Payments 
 

• The Scheduled Payments (1) tab shows information about payments. 
 

• Check the Status column for payment status. This invoice has been fully paid. 
 

• If any of the invoice lines are on hold, select the Hold Reasons (2) tab for more 
information. 
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Review Hold Reasons 
 

• The Hold Reasons (1) tab shows historical and current reasons for invoice 
holds. If the invoice is on an active hold, then the release date field will be blank. 
If a hold has been released, then the associated dates of release will be listed. 

 
• The two holds shown in this example will be automatically applied for almost 

every invoice as it goes through the review / approval process. If other holds are 
placed during the process they will also be listed. 

 
• If you have any status questions, please contact your Contract Officer, Buyer, IC 

Vendor Specialist, or look up the specific status step of the invoice in the Action 
History Table to find the corresponding individual or group responsible. 

 
 
Need Help? 
 
If you have any issues while searching for invoice information, please contact Vendor 
Support at (301) 496-6088. 
  
HOURS OF OPERATION 8:30 a.m. to 4:30 p.m., EST Monday through Friday.  The 
office is closed each day from noon to 1:00 p.m. 
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