PEOPLESOFT FINANCIALS — SEARCH FOR VOUCHER PAYMENT STATUS BY VOUCHER ID

Access the Financial Production database: https:/my.uh.edu/fs Remember to use
ALL CAPS

Or, See the SignOn Financial Production job aid.

NAVIGATION / PATH

Under Menu click on:
P Accounts Payable | @

» Review [* My Favorites
[ Business Processes

» Vouchers [» Custam Reports

» Voucher |nquiry [> Computer Operations
[» wendors
= Accounts Payahle

[> vouchers
= Rewview
= fouchers

Woucher Inguiry

Woucher Accounting
Entries
Unbalanced Accounting
Entries
Journal Drill Dawen
Document Status
Document Tolerance

Be sure to add
to “Favorites”!

Option:
In order to have more viewing of
Voucher panel, minimize the Menu by
clicking on the red minus sign.

[ My Favarites
[> Business Pracesses
[> Custom Reports
[» Computer Operations
> wendors
7 Accounts Payable
[ wouchers
~ Rewiew
= Youchers
= Vaucher Inguiny
Youcher Accounting
Entries
Unbalanced Accounting
Entties
lonrnal Dl Dot From vendor ID:

It will then appear as an Expand
button |Ell ¥ |if needed again.
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PEOPLESOFT FINANCIALS — SEARCH FOR VOUCHER PAYMENT STATUS BY VOUCHER ID

] Note: If students,
INSTRUCTIONS - to find by Voucher IDs Business
Unit=SA765
STEP 1: Under the Voucher Inquiry tab, {Voucher Tnquiry |
Search Criteria section: ~ Search Criteria
- - From Business Unit: ~ To Business Unit: From VYoucher ID: To Voucher ID: “Voucher Style;
»From/To Business Unit: (Defaults to [ou7es &l foores Q| [lvouhers ]
00765)' From Imwoice: To Invoice: Post Status: Approval Status: ‘foucher Balance:
| Q| al | d o [
»From Voucher ID: Enter Voucher
Number |f knOWﬂ. SetiD: From Vendor Short Name; To Vendor Short Name: Voucher Date Type:
’ forer Q| a alll E
»Tab to To Voucher ID: same Voucher ID From Yendor ID: To Vendor ID; Vendor Location: From Date: ToDate:
A . IDBJ’ZSIQDM Bl [oar25i2004 | ]
will populate as you have entered in the | o I q o .
From Voucher ID: field. 'y T
*Amourit Rule: voucher Gross Amount:  Transaction Curre @
.
. Ty 7] a i
»Click | Zearch '| ! |
[Sort Criteria
*Sort By: I\-’uucherID i *Bort AsciDesc: | Ascending M Sort |
¥ Display Currency Criteria
5T e
Then, at the bottom of the screen S

Voucher Inquiry Results appears,
which contains the results of your

i Vionacha

Dusiness T i) i Vendor Voucher Detall Scheduled Trangaction Gross immice

search T | Vouchet 10 (mwice bt e - Momdo D ShorMomdoHamt | oe © Sge  Lines Payments Curency ooy L
00765 Q0025611 0BME04 RN SI004 000005 T894 SEGURAPER-00T W Reagular F.! v uso e E-RL

STEP 2: Under the Voucher Inquiry

A \foucher Inquiry Results
Results section:

Voucher Details | Mare Detals

>If the voucher has been paid, then, Eﬁmess Voucher D Invoice Nuthher :% Vendor ID ShunVendnrName% ‘%

there will be a icon under Payment | |l
Information column.

etail Payment  \Scheduled T)
ines Information Payments G

00024507 T7410H 0511412004 0000052094 SEGURAPER-0M v Regular

-To view the payment information, click . . /
- ack To Youcher Inguiry
On ICOﬂ Business Unit: 00768 Voucher ID: 00024507 Imvoice Number: Tr41021
Vendor Name: SEGURA, PERRI Vendor Location: W
Gross Invoice Amount; 337.81 Trahsaction Currency: UsD
First (4] 10t 1 [} Last
Payment Reference ID: = the||pak sak sak [ pament \ 88 gy payment Payment Payment  Voucher Paid Payment
Setid  Code Account| Reference ID uLn— VoucherID  Date Amount Currency Amount Status
check number. 00765 CHASY  DISB 0001032752 070812004 337.81 USD 33781 Paid
p—
»If the voucher has not been paid, then, | EREEIIEEIS
) ) r Voucher Details | ore Detis
there will be a icon under o " S .
usiness ) nvoice endor  Voucher Defai cheduled T
Scheduled Payments column. Unit Youcher ID Invoice Number Date Vendor ID Shurt\n'endurﬂamem Syle  Lines Inforrfation Payments ¢

-To view the Scheduled Due Date | [ o g 090152004 0000052004 SEGURAPERDDT ¥

Regular F'Eﬁ
(when the voucher will be paid), click
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