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Supplier Portal Quick Reference  
Overview 
Supplier Portal quick reference describes the main functional areas of the Supplier dashboard. 
For additional assistance or questions about using the Supplier Portal, contact 
utswaccounting@utsouthwestern.edu. 
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UTSW Supplier Homepage 

 

 

Add Users / Change Password 
Navigation:  Click on User Registration Tile & Register Now.  Follow appropriate prompts. 
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Review Payment Information 
Description 

• Entering an invoice number will provide the payment reference that paid the invoice 
in question or status of the invoice if it’s pending payment. 

• Entering a specific payment reference number such as check number, ACH number 
or SUA number will provide you with a list of invoices paid by that reference 
number. 

 

 

 

 

 

 

 

 

 

 

A. Enter Invoice Number OR/AND 
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B. Enter Payment Reference.  
Note:   Make sure From and To Payment Date is blank. 
            Leaving invoice number blank returns results of all invoices on record. 

 

 

 

 

 

Review Invoice Information 
Description 

View detailed information about invoice payment status, amount paid, and/or payment 
reference ID number. 

Navigation 

Click in menu bar under UT Southwestern Logo - Main Menu>Review Payment 
Information>Invoices  
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A. Enter To and From Invoice Number (you may leave To Invoice Number blank) 
B. Enter dates if desired.   
C. Click Search. (This may take some time to populate information.  You will see a 

“spinning wheel” while the information is being processed). Screen shot of results on 
next page.        
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A. Click Invoice number to view specific invoice detail. 
B. Click ‘grid’ symbol to download results into a spreadsheet.  You can then sort by date or 

invoice number to further analyze your information. 
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A. Payment status. 
B. Amount of invoice paid. 
C. Payment reference ID. 
D. Method of payment. 
E. Total of payment (may include additional invoices paid on same payment). 
F. Click hyperlink on reference ID to see additional invoices paid with same reference ID.  

See example below. 
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Review Purchase Order Information 
Description 

Clicking on Purchase Orders tile then the > under PO Details will provide the status, all 
invoices associated with that the PO, and the related payment reference ID. 

 

Tips and Tricks 
1. Spinning Wheel – Indicates the system is retrieving the data you requested. 

 
2. Download Grid – This button allows you to download your search results into a 

spreadsheet.  Once downloaded you can sort your data in whatever manner you need, you 
may add columns for notes or additional information. 

 

3. Find Feature – This button will allow a search feature within the on-line results.  Helpful 
when search returns with a large number of transactions. 
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4. Search by date range: - Do not enter an invoice, enter range of dates.  This search will 
provide a list of all invoices on record between dates entered. 

5. Invoice numbers are case sensitive.  Generally invoices are entered into our system with 
all caps. 
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