
Procure it, Process it, Pay it! 

Procurement and Payment Services Information Bulletin 

P&PS Info Bulletin PPS64_Invoices.docx    Page 1 of 3 
  

 Vendor Invoice Information 

 Save the date! 

 

 Supplier / Vendor Invoice Status  

can be checked in PaymentWorks  

(Cardinal Suppliers) 
Payment Status for a supplier / vendor’s invoice can be tracked by both CUA 

employees and Suppliers / Vendors using PaymentWorks! 

For CUA Employees: 

1. From Cardinal Station, click on:   Cardinal Suppliers  and enter your CUA single sign on 

(SSO) credentials. 

 

 

 

 

 

 

 

 

2. In PaymentWorks, enter the Supplier Name at the bottom in:   

Invoice Lookup  to search for that 

supplier’s invoices or click on: 

Setup and Manage Supplier 

Portal 

to search for the supplier to obtain that 

supplier’s invoices. 

 

  
 
 
 
 
 

 

Procuring Catholic’s Promise, together.  

It is that time of year again! Can you 

feel the excitement? I can! 

Seems simple enough, …pilgrim. 
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3. From Setup and Manage Supplier Portal, click on: Invoice Records 

 
 
 
 
 
 
 
 

4. Search for the Invoice Record by Vendor Number  or  Supplier Name  or Invoice Number 

(from the Supplier) or Purchase Order (PO# in Cardinal Financials).  

 

 

Date = the date of the Invoice    Amount = total of the Invoice     Paid Amount = total money to be 
paid on the invoice    Status = paid or pending    Scheduled Pay Date = date of payment 
 

 

 

 

 

 

 

 

 

 

Remember…CUA Payment Policy is we pay “Net 30” - thirty days from the date of the invoice. 

For Suppliers / Vendors: 

Remind …Suppliers to monitor their invoice’s payment status in their PaymentWorks account.  

1. From their PaymentWorks Home Page, they click on  Invoices 
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2. Suppliers can then see their invoice’s payment status and information from CUA. 
 

 

 

 

 

 

 

 

 

 

 

 

Save the date!.... 

Roadshow ‘24 
Wednesday March 20th  2:00  –  3:00pm 

Friday March 22nd  1:30 – 2:30pm 

Tuesday March 26th  2:00 – 3:00pm (Live and on ZOOM) 

The Roadshow is open to anyone in the university community. Locations and further details 
will be sent out in the next couple of days. Stay tuned! 

 

We hope to see you at the show!
 

 


