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1. Introduction 
 
This guide will inform suppliers on how to use the Invoice Status Portal, use the look up single invoice 
function and how to set an account up for the display multiple invoice status and optimise usage. It 
will also help users understand the different invoice status. 
 
 
 

2. Using the Invoice Status Portal to look up a single invoice 
 

 
The Invoice Status portal allows suppliers to view a single invoice without requiring an account to be 
set up to view the status and details of your invoices at any time. 
 
You will receive an invite to the invoice status portal by email for the first three invoices, which will 
contain a URL link to the portal. 
NOTE: if you do not sign up within the first 3 invoices you will receive no further emails. 
 
 

1. To open the invoice status portal click on the URL link. 
 

 

  
 

 

 
 
 
 
 



 
 
 
 
ST QRG 12  Using the Invoice Status Portal 

 
ST QRG 12 Page 4 of 11 Version 1: 10/01/2025 

 
Uncontrolled if Printed 

2. Either log in/create an account or click Look up single invoice. The next steps will assume 
that you have selected Look up single invoice. 

 
 

3. Input the required information in the asterisked fields: 
Supplier vendor ID: This can be found in the notification email you have received 
Invoice number 
Invoice Date 
Email: This has to be the email address we have been given 
 
Once the required information has been input, click Search. 
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4. A verification code will be sent to the email address. Input the verification code and click 

Continue.  
 

 
 

5. You will be able to review the invoice details, including: 
Invoice status 
Invoice Amount due 
Payment net due date 
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2.1. Different invoice status’ 
 

Status Explanation 

Received The invoice has been received and is waiting for approval and 
payment  

Approved The invoice has been approved and is waiting for payment 

Paid The invoice has been paid 

 
 

3. How to set an account up 
 

1. Go to the Log in page and click Register now. 
 

 
 

2.  Input the required information in the asterisked fields: 
Supplier vendor ID- This can be found on the invite email you receive.  
Email- Use the email address Yorkshire Water maintains for sending Purchase Orders 
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3.  A verification code will be sent to the email address. Click on the link in the email to do so. 

 
 

4. Scroll down and click Create new account. 

 
 

5. Input the required information in the asterisked fields: 
Your Company (legal) name 
Country/Region 
Company Address 
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6. Input the required information in the asterisked fields 
First and Last name of the account administrator 
Email 
Password 
Business role 
 
Once you have completed this, click create account to create the Administrator account 
and use the credentials to login to the Invoice Status Portal 
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Appendix 1: Receive Notification for Invoice Status Updates 
 
1. Click on Account Settings > Settings > Notifications 
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2. Click the Network tab to view the different notifications you can receive. 

 
3. Select the check box for the notifications you want to receive and populate the email address 

you want the notifications to go to. 
NOTE: You can add up to 5 comma-delineated email addresses. 
 
Once you have made the desired changes, click Save to return to the Ariba Business Network 
homepage. 

 
 

4. Click Save and close to return to the main screen. 
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4. FAQs: 
 

How do I know my supplier ID? 
The supplier ID can be found on the invite email sent; however, if you cannot locate this email, 
contact P2PSystemsTeam@yorkshirewater.co.uk, requesting your company’s supplier ID. 
 
Can I still sign up for an Invoice Status Portal account if I didn’t do so with the first three emails? 
Yes; please contact P2PSystemsTeam@yorkshirewater.co.uk and we will be able to trigger another 
invite email to be sent. 
 
How do I know what email I can sign up with? 
You will need to use the email address Yorkshire Water maintains for sending Purchase Orders. 
 
Can I use my existing SAP Business Network login credentials? 
Yes, if you already have an SAP Business Network account you can use the same log in details on the 
invoice status portal. 
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