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Paving Vendors: Using the Voucher Inqui

OVERVIEW

Use the Voucher Inquiry page to retrieve as much information about a voucher as possible

in the search result.

STEPS

1. To navigate to the Voucher Inquiry page, start by clicking on Nav Bar > Main Menu
> Financials > Accounts Payable > Vouchers > Review Accounts Payable
Information > Vouchers. Finally, click on Voucher.

2. The Voucher Inquiry page contains many search parameters. This page works best
when used with a unique parameter such as:

e VVoucher ID

e Purchase Order ID

¢ Invoice Id

Example 1

Searching by several search fields at once:

¢ Always use Vendor ID and Accounting Date with other search field
combinations to narrow down the search results, for example:
o Vendor ID = 0000000009 for DELL
o Acctg Dates from 01/01/2011 to 01/30/2011

Voucher Inquiry

Search Name ALL @,
From To
Business Unit UFLOR @, UFLOR @,
Voucher ID @, @,
Invoice Id @, @,
Vendor SetlD UFLOR @,
short Name @ @,
Vendor Name 1 @, @,
Vendor Name 2 Q@ @,
| vendor ID 0000000003 @, 0000000003 ] @,
Vendor Location @,
Entry Status -
|_Accounting Di 01/01/2011 E] 01/31/2011 | H
Invoice Date Bl Bl
Due Date Bl Bl
Entered Date B B
Origin Set 1D 8 a
Origin 4 W
Control Group ID @, @,
Contract ID
Lease Number @,
PO Business Unit @,
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For this example, search by Department. Enter "16180100" in the Department field.
e Click the Search button.
e The results for this example show vouchers for:
o Department 16180100
o Vendor ID 0000000003 (DELL)
o For the month of January 2011

Example 2
Searching by Voucher ID only:

For example, enter the Voucher ID number "03036649" in the Voucher ID field
The type-ahead feature will display information about the voucher, such as
Invoice Number and Vendor information.

e Click the Search button.

Viewing S hR it
The results contain voucher information in four tabs:

Voucher Details
Amounts

More Details
Vendor Details

ao oo

You may also click the drilldown buttons to view:
¢ Click the Match Workbench button to check the Match Status of the voucher.

Customize | Find | Visw /| =
BTt [ Amounts || More Details Vendor Details
Business  Voucher . Invoice Match Match Scheduled
Unit D Invoice Number Date Vendor ID  Entry Status Status WorkBench Payments Short Vendor Name
UFLOR 03036649 8945671 01/04/2011 0000000007 Postable Matched B B MISTERPAPE-001
ZINew Window (Z)Help [ Customize Page [ http

Matched Vouchers

Business Unit: UFLOR UF Voucher: 03036649 Invoice: 8945671

Vendor: 0000000007 Vendor SetiD: UFLOR Vendor Location: 003

Vendor Name Mister Paper Inc Match Due Date: 01/04/2011 Invoice Date: 01/04/2011

Updated By: TOD_AP_Originator Due Date: 02/03/2011 Matched Date: 01/04/2011

Terms: 30 Net 30 Origin: ONL | match status: Matched |

Gross Amt: 328.970 usD Control Group: Match Type: Auto - Matched

Document Details

Line Details Find | View Al First ) 1 0f2 I | as

Voucher Line Number: 1 Rule:

PO Business Unit: 1606 PO Number: 1100073649

Line Number: 1 Schedule Number: 1

View Document: Purchase Order
Line Document Details Document Id: 1606 1100073649 Go
Details Match Rule Voucher paic e Receiver
Order
Life to date voucher amountis greater than PO amt 14.27 14.27
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e Click the Scheduled Payments button. This will take you to the Scheduled
Payment Inquiry page. Here you may view information on payment such as:

a. Payment Method
b. Scheduled to Pay
¢. Payment Amount

Voucher Inquiry Results
Voucher Getails Amounts More Details

Customize | Find | Visw AEEE e B g op g T ot

Vendor Details =

4
Business  Voucher . Invoice Match Match Scheduled
Unit D Invoice Number Date VendorID  Entry Status Status WorkBench Payments Short Vendor Name
UFLOR 03036649 8945671 01/04/2011 0000000007 Postable Matched F‘% [11] MISTERPAPE-001

S(;neglqled Payment Listing

ST ( Voucher Details

hdenies
Customize | Fing | View Al B | 38 irst I g op g 1 L5t

Business Pymnt Payment Scheduled to Hold frans
|Unit Yauches Nbr Method Pay Payment Sross Amods urrency Kame
02/03/2011 Gl Mister Paper Inc

|UFLOR 03036649

Total Gross Amount: 32897 USD

e Click the More Details tab. Click the Detail Lines button

Voucher Inquiry Results
| Voucher Details || Amounts | [LECe-ETS  Vendor Details

Customize | Find | View 24| B | #

Busi Vouch Vendor  Detail  Post Approval  Close adaet

Unit D Style Foe Tonea Status Statusa Status Origin Due Date Basis Date Acctg Date Entered on Islaa‘::r Budge
UFLOR 03036649 5:3;’;2; 003 E%  Unposted Pending Open  |ONL  02/03/2011 |01/04/2011 01/0412011 01/04/2011 Valid  ValidE

Voucher Details A
Business Unit: UFLOR Gross Amount: 328.97
Voucher ID: 03036649 N
Misc Ch z
Invoice No: 8045671 sc Lharges 0.00
Invoice Dt: 01/04/2011 Total VAT: 0.00 Attachments (0}
Vendor ID: 0000000007
Name: MISTER PAPER INC Transaction Currency: usD Comments(0
Invoice Lines Find | View All First - 4 of 2 I Last
Line: 1 Description: Porelon BRE0C-6 Red/Black Repl Merchandise Amt: 14.27
Item ID: Quantity: 1.0000 uom: PAK Unit Price: 14.27000
PO Business Unit: 1606 PO Number: 1100073649 PO Line: 1 PO Schedule: 1
Receipt Unit: I Receipt Number: I Receipt Line: schedule:
Distributions Customize | Find | view A | BV | 3 Fist K 401 O Last
E::Lrih Merchandise Amt GL Unit  Account Reference  Source Dept Program Bud Ref CRIS PC Bus Unit  Project Activi
1 1427 UFLOR 732100 16060100 1100 CRRNT
< m ] r

For further assistance, please contact University Disbursements at 392-1241 or our
contact form.
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