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COUPA GUIDE:  

Look Up Payments & Retrieve DGC (Digital Checks) 
 
On the homepage, click on the ‘Payments’ button to check if a Digital Check is available 
and begin the retrieving process. 
 

 

 
 
You will see the ‘Payment #’ and the ‘Invoice #’ that is being paid 
Be mindful of the ‘Expiration Date’, as the payment will expire if it is not retrieved 
before the expiration date.  
Notice the ‘Status’ of your payment, as it will indicate if the payment is ready to be 
downloaded, has already been downloaded, or if it has expired. If payment has expired 
before deposited, please reach out to AP@nhcare.org or call (760) 737-6934 for further 
assistance. 

 
If you see that a payment # or invoice # has the status ‘Ready to Download’, hover 

cursor over the ‘Actions’ icon ( ) to download your digital check. 
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The following prompt will generate, read carefully, then click ‘Ok’.  
 

 
 
This Digital check has 4 allowed times to view and download, so please be sure to 
complete the full payment downloading process. 
 
The digital check will then populate, along with instructions the various ways you can 
deposit this check.  
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