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Look up Invoices by PO Number 

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

*FAIINVL cannot be used to find Bank of America credit card transactions, or Standard Business Systems and 

AT&T usage POs. 

 

 

When the screen appears, select the Paid option at the top of the page and then click on Go. 

 

 

 

 

Type the PO number in the Purchase Order Encumbrance box. Click on the Go icon to generate a list of 

invoices that have been paid.   

 

  

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

this screen.  
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Six invoices have been paid on this PO. 

To see the invoice details, click on the invoice number in the far left column, and go to Related: Document 

Query [FAIINVE] at the top of the page.   
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Next block to see the vendor’s invoice number and invoice date. 

 

Next block again to see the PO line item number(s) on the invoice and quantity paid. 

 

Use the down arrow key on your keyboard to see all line items on the invoice.  You will receive a message in 

the upper right corner “You cannot create records here” when you are on the last line item of the invoice. 
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To see if there are any open invoices (entered but not yet paid) follow the same process by choosing Open on 

the first screen of FAIINVL. 

 

In the example below, the invoices are open due to needing to be 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. 

 

 

 

 

 


