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Job Aid: View Orders, Invoices and Payments

This job aid provides step-by-step instructions for viewing your Purchase Orders (POs), invoices and payment     
details within the system. Use this guide to quickly access order history, review invoice status and track payment 
progress. Following these steps will help ensure visibility into your transactions and support efficient financial 
processing. 

   If you encounter any issues during the process, please contact procurement@voya.com for assistance. 

Open your Chrome/Microsoft edge browser 

▪ Access Are you currently a Voya supplier? | Voya.com with your User ID and Password 
Once you are into Voya screen select the second point link "Use your user ID and password to access".

Go to the Supplier Portal, and within the Apps section, click on Supplier Portal to continue. 

https://www.voya.com/article/are-you-currently-voya-supplier
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Select Orders 

▪ Enter the purchase order number and select Search
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▪ Click the order number hyperlink to view order details 
▪ View the Status to determine if PO is Open or Closed 

▪ Click  to view the Life Cycle of the PO (see example below) 

▪ View Receipts (where applicable) and Invoices 
▪ Note you can click on the invoice hyperlink to see invoice details 
▪ Graphic displays life cycle data

▪ Click to get back to your Portal home page 
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View Invoices 

▪ Click Invoices 

▪ Enter Invoice Number

▪ Click 
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▪ Click the invoice number hyperlink to view invoice details 
▪ View status
▪ Status will be Incomplete if invoice has been saved but not submitted. Ensure to complete and resubmit the invoice.

• Click the Payments tab to view payment details 

• Click to get back to your Portal home page 

View Payments 

•  Click Payments
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• Enter the Payment Number and click on search
• Select the Payment Number hyperlink 

▪ View Payment Status and Payment Date
▪ View invoice information; click the Number hyperlink to view invoice details 

▪ Click to get back to your Portal home page 
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