
A few things to remember as you begin researching an invoice that has an ON HOLD 
status.

The below status should not appear on the PO for more than 48hrs from PO issuance.

● Pending Supplier Acknowledgement = acknowledging by accepting the PO. Never 
reject.

The below statuses should not appear on the PO once the Requested or Promised 
Delivery date is met.

● Open = missing ASN and missing invoice
● Closed for receiving = missing invoice
● Closed for invoicing = missing ASN

If you have issues pulling up the PO, you need to set INCLUDE CLOSED DOCUMENTS 
to YES. It’s a good habit to always do this when searching on an individual PO#.
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The first thing you should ALWAYS check is the LIFE CYCLE of the PO when you have an invoice on 
hold. This will 99% of the time give you the answer instead of having to reach out to me and wait 
for an answer.

From the Manage Orders screen, search the PO you're seeing the invoice on hold for.

All BLUE wording is a hyperlink to more in-depth information regarding the subject, ie Order/PO 
number gives you all details, Life Cycle.
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In the Life Cycle screen you can find information on the PO and all items that need to be uploaded 
to the PO in order to receive payment.

Example below - The issue here is that the invoice is for more than what was shipped based on 
the ASN submitted. The remaining ASN needs are for a line or lines  that were  missed when 
uploading the original ASN or shipped later.
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You can also search and view the PO and scroll to the lines of the PO to look for issues. See 
screenshot and notes below. LINES 179, 182 and 260 need the remaining 1 qty ASN'd.
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Additionally, in the portal select VIEW RECEIPTS.
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In the portal you can look up the ASN/Receipt to see what Lines still have open qtys. I pulled up 
some of your old POs in our test environment so you can see what the screen looks like.
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You can select a receipt number and open it to review what has an ASN.

So back in the live environment here's your PO. You can see line 260 2 were ordered and only one 
shows received because the ASN was not uploaded for the 2nd unit on the line.
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Line 182 and 179 same issue 2 ordered, 1 ASN'd.

Troubleshooting ON HOLD Invoices


