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Look up Invoices by PO Number 

In Banner, type FAIINVL in the Go To box, and press enter 

*FAIINVL cannot be used for US Bank pcard transactions, standing Goddess Products POs, and AT&T usage POs 

 

 

 

 

 

 

 

 

 

 

 

 

 

When the screen appears, select the Paid option at the top of the page. Then type the PO number in the 

Purchase Order/Encumbrance box. Click on the Execute Query icon to generate a list of items that have 

been paid.  
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To see the invoice details, click on the invoice number, and go to Options: Document Query [FAIINVE] at the 

top of the page.  

 

  

When the next screen appears, next block [CTL+PgDn] to the second screen. The invoice number will be on 

this screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Screen #2 
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If the invoice has more than 1 line item, those details can be reviewed.  Next block [CTL+PgDn]  to the third 

screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Screen #2 
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The third screen shows the item detail for the invoice.  

Commodity Record Count shows the total number of items paid on the invoice. The Invoice Item tells what 

record is being shown on the screen. PO Item shows the purchase order item number. Press the page down 

arrow on the keyboard to go to the next PO item on the invoice. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Screen #3, Item #1 
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Screen #3, Item #3 

 

Screen #3, Item #2 
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To see if there are any open or unpaid invoices, select the Open option at the top of the page. Then type the PO 

number in the Purchase Order/Encumbrance box. Click on the Execute Query icon to generate a list of invoices 

that have been entered, but have not been paid.  If there are open invoices, they will be listed.  Use the 

instructions above to review the open invoice(s). If there a no invoices waiting to be paid, the list will remain 

blank. 
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Invoiced not Received 

If the open invoice has been entered into Banner, but receiving has not been completed, it will show as 

Receipt Pending under the Completed column.  A payment for this invoice will not process until receiving 

has been completed in Banner. Invoices that have Yes in the Approved and Completed column will process 

in the next check run. 
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Extracting Data 

 

To extract data from this screen into an Excel spreadsheet, go to the list of Paid or Open information  

 

At the top of the screen, go to Help and then choose Extract Data No Key 
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When the message box appears, choose Save As, and name the file. After the file is saved,  open the file.  

 

 

 

 

 

 

 

 

When the file opens in Excel, it should look like the image below. The same method can be used to extract 

data on most Banner screens. 

 

 


