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PURPOSE AND DESCRIPTION 
 

Purpose 

This document explains the key activities involved in managing eSupplier Portal Inquiries. It 
provides an overview of the sub-processes involved, as well as step-by-step procedural 
guidance to perform the activity. 
  

Description 

The key activities for performing a Payment Status Inquiry and Invoice Inquiry. 
  



INFORMS Job Aid: eSupplier Portal – Payment & Invoice 
Inquiries    

 

3 

PAYMENT INQUIRY 

Step Action 

1.  
Log in to the INFORMS eSupplier (Vendor) Portal. 
 
For Payments made in INFORMS, the new supplier portal is located at: supplier.miamidade.gov 

2.  

 
• Select the Sign In tile. 

3.  

 
• Enter User ID and Password. 
• Select Sign In. 



INFORMS Job Aid: eSupplier Portal – Payment & Invoice 
Inquiries    

 

4 

4.  

 
• Select the Payments tile. 
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5.  

 
• Enter a payment date range to see all payments within the select range. 
• Select Search. 
NOTE: The earliest date is April 5, 2021 – INFORMS Go-Live. 
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6.  

 
The results display the Payments Made and provide details and information such as  
 The Reference (Check/ACH) number* 
 The Invoice Number 
 Payment Date 
 Amount ($) 

• Select the Reference number blue hyperlink to view payment details. 
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7.  

 
The Payment Detail page displays Payment information including: 
 Invoice Number 
 Payment Date 
 Payment Method 
 Pay Status 
 Payment Amount 

 
The Payment Advice section highlights the invoices paid by date and amount. 
 
Note: One or many Invoices may be paid on a single Reference (Check/ACH) number. 
Thus, the Amount ($) will total across the Invoices referenced on the Payment Advice 
section. 

8.  • Select the Return to Payments Made hyperlink to view additional payments or, 
close the browser to exit the eSupplier Portal. 

9.  • End of Process. 
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INVOICE INQUIRY 

Step Action 

1.  
Log in to the INFORMS eSupplier (Vendor) Portal. 
 
For Payments made in INFORMS, the new supplier portal is located at: supplier.miamidade.gov 

2.  

 
Select the Sign In tile. 

3.  

 
• Enter User ID and Password. 
• Select Sign In. 
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4.  

 
• Select the Invoices tile. 
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5.  

 
• Enter information in the applicable Search Criteria fields to view desired results. 
• Select Search. 
 
NOTE: The earliest date is April 5, 2021 – INFORMS Go-Live. 
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6.  

 
The results display the Invoices received and provide details and information such as  
 Invoice Number 
 Received Date 
 Gross Amount ($) 
 Approval Status 
 Due Date 
 Voucher Number 

• Select the Invoice number blue hyperlink to view Invoice details. 
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7.  
 

 
The Invoice Details page displays additional information in the following sections: 
 Invoice Total Details 
 Invoice Line Details 
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 Payment Schedule 
 Payments Made 
 Purchase Orders 
 Receipts 

Note: Select the Reference, Purchase Order, or Receipts Received Date hyperlinks to 
veiw additional details. 

8.  
Select the Return to Invoice List hyperlink to view additional invoices or, close the 
browser to exit the eSupplier Portal. 

9.  End of Process. 
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