PEOPLESOFT FINANCIALS — PAYMENT STATUS BY VENDOR SHORT NAME

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 | go)
» Vouchers [+ My Favorites
» Voucher Inquiry [» Business Processes

[ Custom Reports
[ Computer Operations
[> vendors
= Accounts Payahble
[* vouchers
= RHeview

~FWouchers

= Youcher Inguiry
Voucher Accounting
Entries
Lnbalanced Accounting
Entries

Journal Dl Dawen
Cocument Status
Docurnent 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 Favorites
[> Business Processes
[* Custom Reparts
[ Computer Operations
[» Vendars
=7 Accounts Payable

[> Vouchers
7 Review
=7 ouchers

It will then appear as an Expand button = Youcher Inguiry Mirimize
h Woucher Accounting SetiD:
if needed again. Entries -
g Unbalanced Accounting [oore7 @
Entries
Jourtial Dirill Daven From Yendor ID: To Vendor ID:
Document Status | Ql |
Document Tolerance
Civerride

[> Payments *Amount Rule: Voucher Gross Amount:
[» vendor [in 2l

her Inguiry

Noria

To W

Q[
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PEOPLESOFT FINANCIALS — PAYMENT STATUS BY VENDOR SHORT NAME

INSTRUCTIONS — to find by Short Vendor Name /~ Note:_If students,

Business
/ Unit=SA765

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

From Business Unit: " To Business Unit: From Youcher ID: To Youcher ID: “oucher Style:

|o0765 @l [oores QJ | Q| @ [Anvouchers |
SearCh bv Vendor ShOI’t Na.m e From Imvoice: To Invoice: Post Status: Approval Status: “oucher Balance:

| Q| a | Ei H | [

>Fr0m ShOI"t Vendor Name: If Voucher SetID: From Vendor Short Name: To Vendor Short Name: voucher Date Type:
ID nor the Vendor ID are not foorer| B Jeevre ol d
known, enter the Short Vendor Flrnm\lendnr ID: N Tln\mnunr Dz gTandm Location: o Flm TI%
Name or partia_l Short Vendor 7 S
Name, then, CI|Ck on ﬂ tO SeleCt ,TrAn;um Rule: d \iuucher(imss Amount: Ilransaclmn currency: a — | Rgsgtcmenal

the appropriate Short Vendor —
Name. “Sort By: W *Sort Asc/Desc: lm Sort

} Display Currency Criteria
} Late Interest Analysis

Look Up From Vendor Short Name
Search by: |Shortvendor Name x| begins WithISEGURAP

»Click once anywhere on the line of
the Look Up From Vendor Short
Name panel.

Look Up | | Cancel | Advanced Lookup

Search Results
1 of 1

me Name 1 Vendor ID Default Location

SEGURAPER-00

I
1 SEGLRA, PERRIOOOO052994 Y

{ Voucher Inquiry |

¥ Search Criteria

From Business Unit: To Business Unit: From Voucher ID: To Youcher ID: “oucher Style:
|00785 Q)  [oo7es QJ | Ql @ [Arvouchers =
From Invoice: To Invoice: Post Status: Approval Status:  \foucher Balance:
— Py ) - 3
SetiD: From Vendor Short Name: To Vendor Short Name: \’ Woucher Date Type:
[oo7e7 EGURAPER-001 @ [sEcURAPER-001 |
This will take you back to the Voucher —— To VoD, M FromDate:  ToDate:
. . . B Ed
Inquiry panel and will automatically put | = =l Q] [ foemerone] Ellowzeraoes 1
the Same Short Vendor Name In the TO *Amount Rule: Voucher Gross Amount:  Transaction Currency: ax Rows e
Vendor ShOI’t Name |Any j | [ =8 Search I esetCmerial

>Click = Search I *Sort By: Voucher 1D -] sortascmese: [Astending = Sort

} Display Currency Criteria

} Late Interest Analysis

Voucher Inguiry Results
Vouschas Detals | Mors Datads | |77

Business Imnice Vendor  Woucher Detall Payment Scheduled Jransaction Gross invoice
- VuCher I e Hunies endor I Ehort Vendor Mame h

Unit Date Loc Shde  Lines Information Payments Cusrency Amount

00785 00024507 TT41021 051477004 0000057994 SEGURAPER-DD1 v Regular [ UsD 3378

10765 0D0Z5E11  DRNADA UENSI004 00DDD5I984 SEGURAPER-001 ¥ Reguiar [ B usD 3819
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PEOPLESOFT FINANCIALS — PAYMENT STATUS BY VENDOR SHORT NAME

w Under the VO_UCher Ianiry Voucher Inguiry Results
Results section: Unucher Details Y More Detals
H Business . Imoice Vendor  Voucher Detzl Payment \| Scheduled T|
> |f the voucher hs been paid, then, Ut VoucherD inoiceNumber p = VendorD StortVendorName ) ™l o \oamen G
there will be a icon under Payment | lums  oosor o 051412004 0U0D05299¢ SEGURAPERODI Reguar |
Information column. 00785 00025611 08904 08182004 0000052994 SEGURAPER-0D ¥ Regular

-To view the payment information, click
on |- icon.

Back To Youchet Inauiry

Business Unit: 00785 Woucher ID: 00024507 Imvoice Number: 741021
Vendor Name: SEGURA, PERRI Vendor Location: y
Gross Invoice Amount: 33T Transaction Currency: UsD
Payment Reference ID: = the check i Customize | Eing E First (4] 1ot1 [P Last
number. Bank Bank  Bank [ Pament \ADEEU - pie Payment Payment Payment  Voucher Paid Pawment
um . Setld  Code Account| Reference ID T YoucherID  Date Amount Currency Amount Status
00765 CHASY  DISB 0001022752 07/03/2004 337.61 USD 337.81 Paid

>If the voucher has not been paid, then,

) Voucher Inquiry Results
there will be a

r Voucher Details V More Details
Scheduled Payments column. puses _ e R

U_mt— oucher ID Imvoice Number Date Vendor ID  Short Vendor Name L_? ﬂ\LT
-To view the Scheduled Due Date

. . . 10784 [oozds07 - TIA0N 0511412004 0000042884 SEGURAPER-O0T Regular

(when the voucher will be paid), click

1784 00025611 08404 081972004 0000052884 SEGURAPER-O0T Regular
on the icon.
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