
Finding Payments  
Use the Workday task Find Payments  or ISU Find Payments  to find all types of payments. 

 

 

Use any combination of the available filters to narrow the search and most efficiently provide results. 

Common fields are Payee/Payor, Payment Category, Payment Amount and Payment Date.  

Note: Transaction Reference is the check number for checks. 
reference number. 

Payee/Payor - You may want to enter a portion of the name to allow wider range of results. If there are 
several suppliers under the same name, choose them all for more efficient searching. For multiple selection, 
click the first square beside the supplier name, then press SHIFT while clicking the square beside the last one, 
and all will be selected. 



Payment Amount- Please note that multiple supplier invoices can be combined into one payment, therefore,  
the payment amount may not match a single invoice amount.

Payment Dates- This is the date on the payment. 

no other filters will yield all payment categories, such as Payroll and 
Expense in this example: 

 

 

Payment Categories (most common): 

Payroll- Payroll payments to employees. 

Expense- Reimbursements to employees and non-employees for expenses.  

Supplier Payment- Payments from supplier invoices. 

Customer Refund- Payments processed by Sponsored Programs Accounting to refund money to sponsors.   

Ad Hoc- Typically one-time, non-tax-reportable payments, and Accounts Receivable refunds to students. 

Miscellaneous Payment- Currently only used by Campus Organizations to make payments. 

Customer Payment  A payment made TO Iowa State University. 

 

Sample screen after choosing all Univ of Iowa suppliers: 

 

 

Transaction Reference is the check number (if paid via check) or an internal number for electronic payments. 

Click the magnifying glass (if you have access) or use the related actions to see in new tab . 

The far right column is Reconciliation Status.  means the check has cleared our bank.  
it can be cancelled and reissued. 

 

 

 

 



Alternate ways to search for payment status if you know the payment 
category: 

Expense Reports    

Complete filters as desired based on the information you have.  
 

 

With the resulting list of expense reports, click on the desired expense report (if you have access). This will 
 

 

 

At the top, payment status shows . The Expense Payment tab indicates the payment date, payment type 
(direct deposit, check) and the Transaction Reference, which is the check number (if check).  Reconciliation 
Status states reconciled if check has cleared or unreconciled if the payment has not cleared the bank. 

 

 



 

 

 

  



Supplier Invoice

Due to several invoices combined into one payment for suppliers, we recommend using ISU Find Supplier
Invoices report. 

There are many filters available for your search. 

 

 

 

On the resulting screen, you can then click on the magnifying glass to view the supplier invoice (if you have 
access) or use the related actions by the magnifying glass to see in new tab. 



 

 

If Activity tab.  

 

 

 

Activity tab shows check #1103578 was paid 8/3/21 and is reconciled (cleared the bank): 

 

 

 

If you have the Workday Invoice Number, (INV-XXXXXXX) type it directly into the search bar. This will return 
that individual invoice. On the Workday Invoice page you can navigate to the Activity tab where the payment 
status will be displayed.  

  



Ad Hoc Payment 

Use any of the available filters, most commonly Payee.  Narrow by payment date or other filters. 

 

The report will return all of the items that match the specifications that were marked above. 

 

Payment status shows Complete if the payment was made.  The Reconciliation Status indicates if the payment 
has cleared our bank account (Reconciled) or not (Unreconciled). 

If you have access, clicking on the magnifying glass will go to the full payment information.

 


