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As of September 30th all vendors who have access to the Traverse Systems portal will have the ability to see the status of their invoices. Vendors will have the ability to view the status of their invoices going back through March of 2019. If you need assistance with the portal, please reach out to Vendor Relations at Vendor.Relations@burlington.com. 
Attached is a help guide to viewing your invoice statuses. Below is a key to your invoice status:
1. “Matched/Unpaid” – Your invoice is matched to the units we have systematically received. 
1. “Unmatched” – Merchandise units need to be manually matched and will reach a “matched” status as soon as possible. Follow up next week for the most up-to-date status.
1. “In Receiving” – Invoices were recently submitted and are still going through the matching process. Follow up next week for the most up-to-date status. 
1. “Invoice not in system”— Contact our EDI Support team for assistance if you need to resubmit invoices at edi.support@burlington.com. All re-submissions of invoices must have a unique invoice number, or they will be rejected from EDI and cause a chargeback.  Verify if these are “Import” PO’s and are being paid by Letter of Credit; if so please contact import.treasury@burlington.com for payment inquiries.
[bookmark: _GoBack]
In addition to this, we now offer an alternative payment opportunity through our vendor portal, burl.traversesystems.com, on the Invoice Inquiry Screen. Vendors will also have the ability to electronically select invoices for early payment that are matched and approved for payment with a scheduled due date in the future.
0. AP will receive a daily extract file for vendors who have selected this option and will contact the vendor to discuss the fee and payment options  for the early payment.
0. Email confirmation will be provided to vendor with invoice and fee payment amounts; payment will be processed and mailed within 48 hours.  
0. The early payment fee is calculated at 0.05% per day. The total number of early days is calculated based off the actual system invoice due date versus the requested payment date.
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Invoice Inquiry and Anticipation 
Request Tool 


Version 1.2 – Updated 9/18/2019 







Logging in 
If this is your first time logging in 


• Go to the web portal at: https://burl.traversesystems.com/  


• Enter your User ID ( this is your email address) and Password 


• Click “Login”  


• If you are not setup please email Vendor Relations at vendor.relations@burlington.com for 
assistance  


 



https://burl.traversesystems.com/#/login
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Resetting Your Password 
If you have forgotten your password 


• On the log-in page, click “Reset Password” 


• Enter user ID  


• Click “Submit” 


• A new temporary password will be emailed to you 


– Note- when logging in with the temporary password, do not use the copy and paste function as it may add an 
unintended space.  


 







Changing Your Password 
• In the event that a password needs to be changed or it is going to expire, it can be changed in the portal in 


your user profile. 


• Click your name in the upper right hand corner and select “Profile” 


 


 


 


 


 


 


 
• Click “Change Password” 


 


USER 


USER USER 







Changing Your Password CONTINUED 


• The change password screen will pop-up requesting your new password 
 
 
 
 
 
 
 


 
 


• Confirm your new password 
 


• Click “Submit” 
 
• In the event that you have any type of login issue, please email 


vendor.relations@burlington.com for assistance.  
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Navigating Invoice Inquiry 
• Once logged into Traverse Networks platform, you will be able to access the “Invoice Inquiry” portal. 


• Click the inquiry box 


• Choose invoice inquiry 


 


Click First 


Click Second 







Field Definitions 
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Details on next page. 







Invoice Status details 
 • Please ensure the invoice numbers provided in your Excel spreadsheet match  the exact invoice 


numbers originally submitted to Burlington Stores, as this can cause an “invoice not in system” 
status. Our statement system is updated on a weekly basis. If you have any “unmatched” or 
“invoices not in our system” statuses and have recently submitted your invoices, follow up 
next week for the most up-to-date statement. Please see the legend below for status definitions: 


  
 
 
        Unpaid–  your invoice is matched to the units we have systematically received. 
 
        Unmatched–  Merchandise units need to be manually matched and will reach a “matched” status 
as soon as possible. Follow up next week for the most up-to-date status. 
 
       In Receiving– Invoices were recently submitted and are still going through the matching process. 
Follow up next week for the most up-to-date status.  
 
       Invoice not in system— Contact our EDI Support team for assistance if you need to resubmit 
invoices at edi.support@burlington.com.  All re-submissions of invoices must have a *unique invoice 
number*, or they will be rejected from EDI and cause a chargeback. 
 
 Verify if these are “Import” PO’s and are being paid by Letter of Credit, if so please contact 
import.treasury@burlington.com for payment inquiries. 







Invoice Details 
• Details listed are based on the criteria that you requested. 


If you want to search a specific invoice or vendor number/name, you can enter a search in the box just below the 
‘Results’ title. 
 
This information is also exportable to either a excel or comma delaminated file. This can be don’t by choosing the 
format button to the upper right. 







• Filtering can be changed by opening the search box and changing the criteria.  


 


• You can also enter a single invoice to look up or you can search multiple invoice numbers with a space 
separating the numbers in the invoice number box.  


 







Anticipation 
Check the box[es] next to  as many invoices in the ‘unpaid’ status [1] then click the ‘Request early payment’ 
button [2] in the upper left corner. You will then be contacted by a representative of our Accounts Payable 
department to discuss payment.  
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