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Search for Invoices 

Scope 

This section describes how to use SFA FMS to Search for an Invoice. 

System References 

N/A 

Policy 

N/A 

Responsibility 

SFA Financial Partner Manager. 

Distribution 

N/A 

Ownership 

N/A
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Activity Preface 

This activity is performed whenever the Financial Partners Manager needs 
to search for an Invoice.   

This procedure continues from: 

Approve Invoice [PROG0008] 

Search for Invoices Reports-SFA Financial Partner 
Manager 

 

1. Double-click Invoices.  The Invoices submenu appears. 

2. Double-click Entry.  The Entry submenu appears. 

3. Click Invoices.  

4. Click the Open button. The “Find Invoices” window appears.  Search 
to find the invoices that you need to review and approve. 
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FYI:  The SFA FFELGA Payables responsibility can search to 
find invoices using any field or combination of fields on the “Find 
Invoices” window; however, you must select something in the 
Supplier or Invoice sections in order to limit the search by the 
other sections.  Some useful search criteria include: 

Supplier: Name  – select a specific GA Name from the List of 
Values to find all the invoices for one specific GA. 

Invoice: Number – select %MMMYYYY% to find an invoice 
from a particular Monthly Report. 

Invoice: Pay Group – select GA Pay Group from the List of 
Values to find all the invoices for GAs.  Combine this with the 
Date or Status option to narrow your search. 

Invoice: Date – select a specific date range to find invoices that 
were created in a certain time period.  This option is helpful to 
narrow your search results when using one of the other search 
options. 

Invoice: Status  – select a status from the drop-down list to find 
invoices on which you need to take action.  The status includes 
Never Approved, Needs Reapproval, and Approved.  This option 
can only be used if you have also selected a search criteria in the 
Supplier or Invoice sections. 
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5. Tab to the field in which you would like to search.  Type the invoices 
that you would like to find or click the List of Values icon to select 
from a list of valid values. 

6. Click Find.  The “Invoices (SFA FMS) ” window appears with the 
invoices that match your search listed. 

 
 
 

The Form 2000 GA Invoice numbers follow the convention: 

###Mmmyyyy 

### is the three- digit GA code 

M indicates the invoice originated from a monthly report 

mm is two-digits representing the month of the report yyyy is four–
digits representing the year of the report 
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Standard Invoice 

 
 

7. Double-click the row of the invoice that you need to review.  The blue 
box at the front of the row will indicate that that invoices has been 
selected. 

-OR- 

8. Click the row of the invoice that you need to review and click the 
Distributions  button.  The “Distributions (SFA FMS) - # name” 
window appears.  This window shows the amount and account 
mapping for each of the lines MR-1 through MR-16 of the GA Form 
2000 Monthly report. 
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9. Use the scroll bars  to review the details of each line.  Click the 
Account field and then click the List of Values icon to see the 
complete ACCS for any line.  The “SFA COA” window appears. 

 

 

FYI:  Although it is possible to make changes to the amounts and 
account mapping on the Distributions window, any changes to the 
account mapping should be made by SFA CFO on the FFEL 
Account Mapping “SFA Accounting Segments” window.  The GA 
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should make any changes to the amounts in these lines as an 
adjustment in the next month Form 2000. 

10. Click the X button to close the “SFA COA” window.  The 
“Distributions (SFA FMS) - #, GA Name” window appears.  

11. Click the X button to close the “Distributions (SFA-FMS) -# GA 
name window.  The “Invoices (SFA FMS) - #” window appears. 

 

 

12. Click the Overview button to view an overview of the invoice.  The 
“Invoice Overview (SFA FMS)” window appears with summary 
information about the invoice supplier, status, holds, payment 
schedule, and actual payments. 
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13. Click the X button to close the “Invoice Overview (SFA FMS)” 
window”.  The “Invoices (SFA FMS) - #” window appears. 

 

 

14. Click the Scheduled Payments button to see the payment due date 
and payment method.  The “Schedule Payments (SFA-FMS) - #, GA 
name” window appears.  
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15. Click the X button to close the “Schedule Payments (SFA FMS) - #, 
GA Name” window.  The “Invoices (SFA FMS) - #” window appears. 

 

 

16. Click the Payments button to view any payments made for the 
invoice. 
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17. Click the X button to close the “Payments” window.  The 
“Invoices(SFA FMS)-#” window appears. 

End of activity. 
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