
How to Resolve Scheduled Payment Holds 

You can go directly to each invoice regardless of the batch. Or you can go a specific batch one at a time. 

1. Going directly to the invoice regardless of the batch. 

• Responsibility: DISD AP Liaison 

• Navigation: Invoices → Entry → Invoices 

• Enter the Invoice Number 

• Click the Find button at the bottom of the form 

 

• Go to the Scheduled Payments tab 

• Uncheck the Hold box  

• Save 

 

• To find the next invoice, click the Find icon on the tools bar. Enter the next invoice number 

 



2. Working on invoices within one batch. 

• Responsibility: DISD AP Liaison 

• Navigation: Invoices → Entry → Invoice Batches 

• Query the batch of interest 

• Then click the Invoices button 

 

• Go to the Scheduled Payments tab 

• Uncheck the Hold box  

• Save 

 

 

• To find the next invoice in the batch, click the on next invoice number. 

• Uncheck the Hold box  

• Save 

 


