
Supplier Payments - Common Questions 

Visa Payables Automation facilitates transactions for suppliers by providing them the following: 

 Access to view the full card account details: 16 digit account number, expiration date, 3 digit CVV

 The proper amount of available credit on the account

 The details on the invoices for which they are authorized to process payments.

o Invoice Numbers

o Invoice Dates

o Invoice Amounts

Once the supplier receives the Payment Advice Notification email from VPA, the supplier is authorized 
to process the payments as they would any other card-not-present transaction. 

A Payment Advice Notification sample email is provided below. 

The email provides a table to details 
on the invoices submitted for 
payment. 

Suppliers can also receive the same 
details in a CSV formatted 
attachment to the email. 

The email provides how many days 
until the payment expires. 

The email states the authorized 
amount and provides limited card 
account information. 

The email states that they are 
authorized by the buyer to process 
payment. 



Supplier Question – How do we receive the funds? 

Suppliers enrolled for receiving payments through VPA should currently have processing 
capabilities in place to accept Visa as a method of payment.  During the enrollment process, the 
supplier would have confirmed their ability to accept payment without a card being present. 

Once the supplier receives the Payment Advice Notification email from VPA, the supplier is 
authorized to process the payments.  This means that there is a card account for the supplier to 
use, and this card account has enough available credit to approve the authorized amount of 
payment(s). 

The Payment Advice Notification email will provide the total amount of the payment, and outline 
the details of the individual invoices to be included in the payment. The supplier will process 
payment as they would any other card-not-present transaction, meaning no different than if 
someone called them and provided the card account details over the phone. 

Supplier Question – How do we get the full card number & expiration date? 

VPA will send to a supplier the Payment Advice Notification email each time the supplier is 
authorized to process transactions on a card account.  These emails will display the last 4 digits 
of the card account number.   

The suppliers are required to click on the URL embedded in the email in order to access a secure 
portal for viewing the full card account details. 

Sample URL: 

The secure portal will be accessible to the supplier upon entering two credential values: 

 Last 4 digits of the card account number  this value is displayed in the body of the

Payment Advice Notification email

 Supplier’s payment remittance zip code  the supplier provided this value to Visa during

enrollment.



Upon correctly entering those two values, the supplier will be directed to a secure website. By 

clicking the icon on the page, the supplier will be able to view a new “unlocked” version of the 
Payment Advice Notification email. 

Once to view a new version of the Payment Advice Notification, containing the full 16 digit card 
account number, the card expiration date, and the 3 digit CVV2 value. 

Supplier Question – We have been “locked out” of the secure portal, how do we get reset? 

If a supplier enters either (or both) credential text value incorrectly three times, the supplier will 
have exceeded the number of authorized attempts.  The secure portal will display the following: 

The supplier will need to have a new copy of the Payment Advice Notification email sent in 
order to gain access.   

Please send an email to the email address on the Payment Advice Notification. A new 
Payment Advice Notification email will be sent to you.

Once the supplier receives the new Payment Advice Notification email, the old email needs to be 
considered inactive.  The supplier will use the URL in the new email to then re-attempt to enter 
the credential values. 



Supplier Question – How long do we have to process these payments? 

Once a supplier receives a Payment Advice Notification email, they are authorized to process 
the transactions on the card account.  This authorization lasts for 30 days, after which the card 
account limit will be expired and any transaction attempts made after that date will decline. 

If a vendor’s payment notification was expired by VPA, and the vendor now wishes to process the 
payments – a new file of payment instructions will need to be submitted to VPA. 

The exact number of days that a supplier has to process payment can be variable, and set on a 
supplier-by-supplier basis. 

Suppliers can also be set to receive automatic Payment Reminders within a certain number of 
days prior to expiration.  If VPA recognizes that a settled transaction has not been matched back 
to a payment instruction – then VPA will automatically deliver a new Payment Advice 
Notification email at the preset automatic reminder day. 

Supplier Question – When does the URL for the secure portal expire? 

The URL to the secure portal that is in the Payment Advice Notification email is only valid for 
the first 7 days after receiving the email. 

If the Payment Advice Notification email is older than 7 days, but the overall payment has not 
yet expired (less than 30 days) then the supplier will need a new copy of the email sent.  

VPA will also automatically send a new copy of the Payment Advice Notification on the 
automatic reminder date.  This copy of the email will contain a new, unexpired URL. 



Supplier Question – What transaction amounts do we process? 

VPA will provide to the suppliers a listing of the individual invoices for which they are authorized 
to process payment.  VPA will also provide to the Gross Amount – which is the total of all invoices 
contained in the Payment Advice Notification email. 

It is strongly recommended that suppliers process one transaction per invoice amount.  VPA will 
be able to automatically match back and reconcile the settled transactions if they match the 
individual invoice amounts. 

Suppliers can also process the full Gross Amount of all in the invoices listed in the Payment 
Advice Notification email.  VPA will be able to automatically match back and reconcile the single 
transaction to all of the individual invoice amounts. 

Suppliers should not split or aggregate transactions into amounts that do not match the invoice 
amounts or the gross amount. 



Supplier Question – Why do we get reminders for payments that were already processed? 

VPA will send to suppliers automatic payment reminder copies of the Payment Advice 

Notification email for any payment that is not reflected as “Matched” in the system.   

If a supplier has processed a transaction for the gross amount, or all transactions for all individual 

invoice amounts and all transactions have settle, then VPA will update the payment status to 

“Matched”. 

In the below scenario, the supplier ran individual transactions that could match be to the 

submitted payment instructions.  Once the transactions settle, VPA will update all invoices to 

“Matched” and the supplier will no longer receive Payment Advice Notification email reminders. 

Original Payment Instructions Settled Transactions 

Invoice A  $   50.00 Tran Ref #123456  $    50.00 

Invoice B  $   50.00 Tran Ref #234567  $    50.00 

Invoice C  $   50.00 Tran Ref #345678  $    50.00 

Invoice D  $   50.00 Tran Ref #456789  $    50.00 

Invoice E  $   50.00 Tran Ref #567890  $    50.00 

In the below scenario, the supplier ran individual transactions that could not be matched back to 

the submitted payment instructions.  Although these transactions will settle, VPA will be unable to 

match these transactions back to the original payment instructions.  Therefore, the payments will 

remain in an “Unmatched” status and the supplier will receive Payment Advice Notification 

email reminders. 

Original Payment Instructions 

Invoice A  $   50.00 Settled Transactions 

Invoice B  $   50.00 Tran Ref #123456  $  125.00 

Invoice C  $   50.00 Tran Ref #234567  $  125.00 

Invoice D  $   50.00 

Invoice E  $   50.00 




