PEOPLESOFT FINANCIALS — PAYMENT STATUS BY VENDOR SSN |

Remember to use
ALL CAPS

Access the Financial Production database: https://my.uh.edu/fs

Or, See the SignOn Financial Production job aid.

NAVIGATION / PATH

Under Menu click on:
P Accounts Payable I @
P Review
» Vouchers
» Voucher Inquiry

[* My Favarites
[* Business Processes
[* Custom Reports
[» Computer Operations
[» vendors
7 Accounts Payahble
[ Vouchers
=7 Revien

A Wouchers

Youcher Inguirg
Voucher Accaunting
Entries

Lnhalanced Accounting
Entries

Journal Drill Davwh
Document Status
Document Tolerance — O

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 Favorites

[> Business Processes

[ Custom Reparts

[ Computer Operations

[> vendors

=7 Accounts Payable

[> vouchers

7 Review From |

=7 YWouchers
oucher Inguiry

Youcher Accounting

her Inguiry

]

Mlirimiza

It will then appear as an Expand button

if needed again.
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PEOPLESOFT FINANCIA

LS — PAYMENT STATUS BY VENDOR SSN

INSTRUCTIONS —

To Find by Vendor SSNs

STEP 1: Under the Voucher Inquiry tab,
Search Criteria section:

/| Voucher Inquiry

~ Search Criteria

From Business Unit:  To Business Unit: From Voucher ID: To Voucher ID: *Voucher Style:

[po7es @ |oo7es Q) \ al | Q)  [anvouchers
SearCh bV SOCiaI Secu rltv Num ber (SSN) From Invoice: 'I|'o Invoice: F"ost Status: Approval Status:  Voucher Balance:
Y a : : ]
> Fro m/TO B u SI ness Un It Change to SA765 NN SetlD: From Vendor Short Name:  To Vendor Short Name: Voucher Date Type:
e @ | a al |1 3
> From Ven d or ID: Enter SS# \ _From Vendor ID: To Vendor ID: Vendor Location: From Date:  To Date:
( lont112222 al | [ @ | Ioerz1i2004 [l [oast2004 B
»>Tab to the To Vendor ID: field, the same — _ J— 5
SSN Wl” populate as you ha.Ve T:;:lml Rule: j \‘foucher Gross Amount: Transaction Currency: pw— ‘ p—— |
entered in the From Vendor ID: field.
“Sort By: “oucher 1D 7| *SortAsc/Desc:  |Ascending @ Sort

| R
»Click = Search |
Then, at the bottom of the screen

Voucher Inquiry Results appears,\
which contains the results of your search.

> Select the appropriate Voucher by ID or

Ewmwﬁ1maw&z [l

Business i Vendor  Veucher Detsil Payment  Seheculed [EANSSCtiON  GIOSs Imoice
unn Voucher 10 UnoiceMumbier pp Mendorld) ShotVendorMMNE o Snge  Lines information Payments Currency ‘Amount
00785 00024507 TT41021 05N 47004 0000052994 SEGURAPER-001  V Regular ﬁ m uso ks

amOU nt Or |nV0|C€ number from the I|St In 00765 00025611  ORM904 02NA7004 0000057998 SEGURAFER-001 v Regular m\ D‘I usD 3819
the “Search Results” that will appear at
the bottom of the screen.
w Under the VO_UCher Ian|ry oucher Inquiry Results
Results section: Unucher Details Y More Detals
> If the voucher has been paid, then, 3:;iness Voucher ID Imvoice Number % Yendor [D ShuﬂV&ndurName% w D
there will be a icon under Payment 00765 00024507 T7410H 051412004 0000052984 SEGURAPER-00T ¥ Regular
Information column. 00765 OOO25611  OGGH04 08192004 0000052004 SEGURAPER-DDT v Requiar
-To view the payment information, click
on [-2] icon. _
Back To Woucher Inguiry
Business Unit: 00764 Voucher ID: 00024507 Ivoice Number: T741021
Vendor Name: SEGLRA, PERRI Vendor Location: W
Gross Invoice Amount: 33781 Trahsaction Currency: UsD
Payment Reference ID: = the check AT
Bank Bank Bank Applied Payment Payment Payment Youcher Paid Payment
/]L/mbe/"' SetlD Code Account, VoucherID  Date Amount Currency Amount Status
007gs  CHASY  DISB 07/08/2004 337.81 UsD 337.81 Paid
>If the voucher has not been paid, then,
there will be a icon under [Voucher Inguiry Results
Scheduled Payments column. | Voucher Detais | hore Dets —
. Business 5 Inwoice Yendor  Voucher Detail Paymeyl Scheduley T]
_TO view the Scheduled Due Date M Voucher ID  Invnice Nutiber m Vendor ID  Short Venilor Natha @ M Lines Informéi E\Q
(when the voucher will be paid), click 00785 DDDSOT  TT41021 051472004 0000052094 SEGURAPER-00T v Regular B
on the icon. 00785 DONZSE1T 08N B4 08152004 0000052094 SEGURAPER-00T v Reguar B\ B
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