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APPENDIX E – ACCESSING COST SHARE AND PAYMENT INFORMATION IN COUNSELLINK    
 
To access the cost share and payment information for an invoice in CounselLink follow the steps below:  
 

1. Log in CounselLink  
2. Click on invoice tab or use quick search to search for the invoice using the invoice number.  
3. Once the invoice opens click on the button next to Invoice Additional Information as shown below 

to expand that section.  
 

 
 

4. Once you have that section expanded you will see the cost share applicable to that invoice and 
the payment made on that invoice as shown below.  
 

  
  
  




