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Payment Lookup 

Miscellaneous Payment Request (MPR) 

1. In the Workday search bar, enter My Miscellaneous Payment Requests and select this report. 
2. Populate the search fields with information that will expedite the search and click OK at the bottom: 
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3. Review the displayed MPRs:

 
4. Select the one that you would like to lookup by clicking on the magnifying lens on the left:

 
 

 
5. On the View Miscellaneous Payment Request click on Activity: 
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6. The Activity screen will display the payment details: 
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Supplier Invoice Request (SIR) 

1. In the Workday search bar, enter My Supplier Invoice Requests and select this report. 
2. Populate the search fields with information that will expedite the search and click OK at the bottom: 

 

 
3. Review the displayed SIRs: 
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4. Select the one that you would like to lookup by clicking on the magnifying lens on the left: 
 

 
 

5. On the View Supplier Invoice Request scroll down to the Supplier Invoice hyperlink and click on it: 
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6. On the View Supplier Invoice Screen click on Activity: 
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7. The Activity screen will display the payment details: 
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Requisition (REQ) 

1. In the Workday search bar, enter My Requisitions and select this report. 
2. Populate the search fields with information that will expedite the search and click OK at the bottom: 
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3. Review the displayed REQs: 

 

4. Select the one that you would like to lookup by clicking on the Purchase Order number hyperlink: 
 

 
 

5. On the View Purchase Order Screen scroll down to the Lines section and scroll to the right to see the Business Document Lines and click on the 
Supplier Invoice that you need to lookup: 
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6. On the View Supplier Invoice Line Screen click on Activity click on the Supplier Invoice hyperlink: 
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7. On the View Supplier Invoice Screen click on Activity to find payment details 

 


