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Instructions to look up invoices within MyCWU: 
 

1. Log into MyCWU 
2. Navigation: Main Menu > Financial Management > Accounts Payable > Review Accounts Payable Info > 

Vouchers > Voucher  

3. Enter the information that you have – Invoice number, Supplier (vendor) ID# or PO number. 
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EXAMPLE:  If you are looking up a supplier, you may want to use the “Advanced Lookup” to allow for you to use the 
“contains” in the supplier name search.   
 
If you only search for the initial search page, it provides limited search capabilities.  
 

 
 
 

 
 
Example: if you are looking up an invoice, to see when/if it was paid; go to the Invoice line and enter the number 
then click on the magnifying glass:  

      
 
Select the one that you are looking for. 
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Once you have done that, scroll to the bottom of the page and then click the Search button: 

 

 

 The results will show at the bottom of the page: 
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4. Click on the Actions link (see below highlighted yellow area) 

 

 

You will have a list of options:  

 

View Attachments will show you the link to any attachments. There is usually the voucher, which will be the actual 
document that AP received along with any emails or other supporting documents (see more below). 

Review Accounting Entries will show you the actual chartfields and journal information. 

Match Workbench will show you the general matching information. 

Payment Information will lead you to the actual payment information (see more below). 

Voucher Details will give you more information for the voucher, particularly PO information and a link to comments. 

Review Document Status will show you more information regarding the PO, as in receiving information. 
 

 
5. Choose the appropriate option – this will usually be either View Attachments or Payment Information. 

 
 

View Attachments:  
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Click the link shown: 

 
 
A new browser window opens up and you can see the item attached: 
 

 
 

 Payment Information: 

 
 

You will see a new page. It will show the check number or the ACH reference number: 
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This shows you the Payment date (= day check printed / day ACH was sent to bank).  For any additional 
information, please contact AP with the voucher ID (at the top of the page) and or the Payment Reference ID. 

 
To get back to the Voucher Inquiry page, click the “Back To Voucher Inquiry Link” 

 
 

 
 
 
 

If you are still not seeing what you are looking for, or need more information, please contact Accounts 
Payable, either by email (AccountsPayable@cwu.edu) or by phone: Lisa Saucier x1986; Melissa Wolford 
x1985. 

mailto:AccountsPayable@cwu.edu

