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Purpose: 

To explain the process for viewing Supplier Invoice Payment status through the Supplier Portal. 

 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 Log onto www.airproducts.com  

 On top right corner select <APDirect MyAccount> 

 

 
 

 

 

 

 

 Enter your Username and Password. 

 

 

http://www.airproducts.com/
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You will be directed to the Supplier Welcome Page and will only see the applications that 

you have access to on the left toolbar. Click on <Invoice Inquiry>: 
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You will be directed to the following screen. From here, select the vendor(s) you want to 

search on.  Multiple selections are allowed by checking more than one box.   

 

You can then either select a date range OR an option from the Search for Payment 

Information list.  

Note: If you select “No date Restrictions” in the Date Range field, this will only 

search on Pending Status. You cannot search on Closed Status using “No date 

Restriction”. 

 

 If you choose an option from the Search for Payment Information list, you will need to 

then provide a value in the Matching or Starting With field.  

 Options in the Search for Payment Information list are: 

 PO Number 

Invoice Number 

Invoice Amount  

Payment Amount 

 

Choose if you want to see Pending (not yet paid or processed) invoices or Closed (paid) 

invoices.   

 

Click on <Submit> 
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You will receive a listing of Invoices based on your Search criteria. This listing shows all 

the details of each Invoice. See screen below. 

 

The top line reflects: APCI Vendor Code, Invoice number, PO number, Status of Payment, 

Reason if Blocked, Payments Terms, Invoice Date, Due Date, Payment date (if paid) and 

Attachment link to the invoice copy you provided us to pay from. 

 

The second line reflects: APCI Company Code, Currency, Gross Amt, Amt Paid, APCI 

Contact Information, Balance Due, Disc Pending, Disc Taken (if any) and Tax amt. 

Note: APCI contact person is available only when an Invoice is Blocked for 

Payment.   You may contact this person to verify why Invoice has not been paid. 
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At the bottom of the screen you have the option to export this listing to excel by clicking 

on the <Export to Excel> 

 

 
 

You can now manually update columns and rows based on your personal criteria’s 

 

 

To view Invoice details, click on the Invoice number. 

 

 
 

You will see specific PO Line Item details that this Invoice was submitted for: 
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To view Payment details, click on the Payment Date: 

 

 
 

You will see details of the payment that was made. See screen below. If additional invoices 

were paid on the same payment/check, click on <Check Details> 

 

 

You will receive a listing of all the Invoices that were paid against this payment/check: 

Note: if you select the Invoice number, you can see the PO line item that this 

invoice was paid against. 

Note: You are able to export all of this information to excel for ease of view. 
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-End of Invoice Inquiry Job Aide- 

 

Example Invoice Number 1951561003 was selected. 

 

 

Example: Results shown when exported to Excel: 

 

 
 

 

To view a copy of the invoice document you sent us to process , click on the Attachment 

link. 

 
 

A pop up window will display with the document we have stored in our system.  
 


