
 
 
 
  

 

Sodexo Vendor Portal: 
Invoice Status Lookup 

Tool 
 

 
11/4/2016 
 



Sodexo Vendor Portal: Invoice Status Lookup Tool 
 

 1  

 

 

Contents 
Accessing the Tool ........................................................................................................................................ 2 

Creating a New Account ............................................................................................................................... 2 

Vendor Portal Landing Page .......................................................................................................................... 4 

Invoice Status Lookup Portal Landing Page .................................................................................................. 4 

My Profile Tab ............................................................................................................................................... 7 

 
  



Sodexo Vendor Portal: Invoice Status Lookup Tool 
 

 2  

 

Accessing the Tool 
Log into the Sodexo Vendor Portal with existing account credentials OR click the Create Account link 
to create an account.  The URL for the portal is:  https://vendors.mysodexo.com 
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Creating a New Account 
1. Click the Create an Account link 
2. Complete Vendor User Registration fields: 

a. In the Corporate Email field enter your business email address.  Only the following free 
email domains will be accepted:  

i. Gmail.com 
b. Password Rules status – Red Xs will turn to Green checkmarks when you have met the 

password rule requirement  
c. Add at least ONE Vendor Number then click the Add Vendor button.  Additional vendor 

numbers can be entered, click the Add Vendor button after each number.  
d. Click Register button and you will receive a Registration Confirmation email.  Once the 

registration is approved, you will receive an activation email.  Follow the steps to 
complete your profile set up. 
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Vendor Portal Landing Page  
1. Click Applications menu and select the Invoice Status Lookup Tool from the drop down list. 
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Invoice Status Lookup Portal Landing Page 
1. Enter ONE of your vendor numbers in the Sodexo Vendor Number/Name field 
2. Complete any one (or more) of the remaining fields: 

a. Invoice Numbers – enter up to 500 invoice number separated by a comma OR use the 
Import button to import a list of invoices via an Excel file. 

b. Invoice Date Range – click the text box and select a starting date from the calendar.  
Repeat the process in the To: text box to select an ending date. 

c. EDI Load Date – will return any electronically submitted invoice. Click the text box and 
select a load date from the calendar.   

d. DCID Number – if you use UIPS to submit invoices, you can enter your Distribution 
Center Identification (DCID) number to search for invoices. 

e. Cost Center Number(s) – enter a cost center number if you wish to only search for 
invoices related to a specific Sodexo Cost Center. 

f. Check Number – enter the check number if it is known, but the invoice(s) it pays is not 
known. 

g. Payment Date – click in the text box and select a payment date from the calendar.   
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3. Click the Search button to view your results:  

a. Use the Show drop down arrow to change the number of entries displayed. 
b. Use the column sort arrows to sort as needed. 
c. Use the page selector below the results window to move to different result pages. 
d. Export your results to Excel, if desired. 
e. Click Reset to conduct another search. 
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My Profile Tab – use this tab to update your information, , contact information, such as your 
name and/or phone number,  and to request the addition of more vendor numbers for your 
organization 

1. To update your information or add a vendor number:  click the Edit button to open the 
profile edit screen. 
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2. Click the Add button in the Add Vendor Number area and complete the requested 

information.  
3. Fields that are grayed cannot be edited. 
4. Click Save to submit the request.  While the request is pending, it will appear in the 

Waiting for Approval line.   
 


