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Invoice Inquiry Training Document As of 16 November 2005

KSU FIS User
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Payments Select Invoices — click once — there will
Suppliers be a delay while the Java applet

%g—”[tﬁgtrihutmn (JInitiator) loads.
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The “Find Invoices” form shown below will open.
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Calculate Balance Chwed.

There are two ways to search for an Invoice (eForms Document), the first is by Supplier
and the second is by Invoice Number (eForms Doc Number). Searching by Supplier,
type in the Supplier Name or part of the Supplier Name and press the “TAB” key, as
shown below.

© Find Invoices

Supplier Enter a portion of the Supplier Name and then
hit “TAB.”

——————

PO MNum | PO Shipment: -
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The “Supplier Name” screen will appear, giving you a list of Supplier Names based upon
the information keyed in.

Supplier Mame -~

| FIYE STAR %

Supplier Mame

| FIVE STAR VENDING

S Find Invai
Supplier
Mame
te
PO Mum
Invoice
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Type
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Dates
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Calculate Balance Owed. ..
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FIYE STAR SFEAKERS & TRAINERS

Mumhber Active Taxpayer 1D
481172098 fes 481172098
480687753 Yeg AB0GETTES

Tax Registration

Highlight the Supplier name you are looking for, and
then press the “OK” button located below.

FIVE STAR VENDING

N\

Verify that this is the Supplier that you want, and

Wumber HB0687753)

=g 480667753

| PO Shipment: -

then press the “FIND” button at the bottom of the

dialog box.
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The following Invoices screen will appear, showing a list of all Invoices to that particular

Supplier.
L
=
Type Supplier Supplier Murm | Site Irwoice Date Irwoice Murn | Imeoice Curr || ivaice Amount YWyithheld Am
| |standa |FIVE STAR 480687753 |00 fo4.auG 2005  [15191 |usp 392.35
Standard IFIVE STAR |480687753 II]I] 23-SEP-2005 36471 IUSD 340.33
Standard |FIVE STAR 480687753 |00 27-0CT-2005 51933 lusp 272.20

4|

Invoice Status

3 Wiew Payments

4 Scheduled Payments

Status |‘ul’alil:lated

Accounted |YES

1 Genearal 2 Holds
Amount Paid
usp | 392.35
Description

To see the Distribution lines for
an Invoice, select an Invoice and
then click the “Distributions”

button.

\

Overview
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Select the particular Invoice that you are looking for. To view the Payment for that
Invoice, click on the “View Payments” tab. This will show the Check number, date paid,
and the day that it went to the General Ledger. If you want to see the Distribution lines
for the particular Invoice, click the “Distributions” button and you will see the screen
below.

Mum || Type Amount Tax Code GL Date Account [1||Includes Tax || Description
l litem 392.35 24-AUG-2005 GOBC527313.1340.20050.E369( 13. 15191

4 |
Validated Yes

OBC NSF PROTEIN CROSS LIN.UNIVY FED FUNDS - ESARP - .Biochemistry.PRO SCIENTIFIC SUP.DEFAUL

e PO e Receipt Allocate

All of the Funding lines that were on the eForms document will be shown here.
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The second way to look up a particular Invoice is by the Invoice Number (eForms
document number).

O Find Iny

Supplier

Marme

PO Mum

Invoice
MNurnber

Type
Amaunts - In the Invoice Number, enter
the eForms document number
[Eem—— thgt you are.looking up. Then

click the “Find” button below.

Dates

Invoice Template
Murmber

Period Type

Calculate Balance Owed. ..
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After selecting the “Find” button the following “Invoices” screen will appear, showing
that particular Invoice.

L
=
Type Supplier Supplier Num || Site Invoice Date Invoice Mum  ||Invoice Curr || Invoice Amount Withheld Amount
. Standard |SUSAN *BIL|493641093 |00 2745 E|06-JAN-2005 1111 usp 41.95
4 |
1 General 2 Holds 3 Wiew Payments 4 Scheduled Payments | & Yiew Prepayment Applications
~ Payment Methad Daocument Nu/Payment Date GL Date “oid Payment Amount Discount Ts
[ Jicheckd 03/ [13JuL200s  [13JUL-2005 o 41.95
=L I y4 I I ) [ I
Click the “View Payments” Tab to see the Payment To see the Distribution
information for that particular Invoice. lines of the Invoice, click
. : : : the “Distributions” button
i | | | below. —
( Payment Overview
Overview Distributions
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To view the Payment for that Invoice, click on the “View Payments” tab. This will show
the Check number, date paid, and the day that it went to the General Ledger. If you want
to see the Distribution lines for the particular Invoice, click the “Distributions” button and

you will see the screen below.

Num || Type Amount Tax Code GL Date Account [ ]||Includes Tax || Descript
l litem 41.95 12-JUL 2005 GHEA537098.1340.55010.E3690/ 13 111

Validated Yes
HEA KS SRS FNP.UNIV FED FUNDS - ESARP - .Dean of Human Ecology.PRO SCIENTIFIC SUP.DEFAULT.I

e IO e Receipt Allocate

All of the Funding lines that were on the eForms document will be shown here.
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When an Invoice has been selected and the Payment information is needed, click on the
“View Payments” tab to see when it was paid and the check number. If more Payment
information is needed, then click on the “Payment Overview” button as seen below.

=

Type Supplier Supplier Num || Site Invoice Date Invoice Mum  ||Invoice Curr || Invoice Amount Withheld Amount
. Standard |SUSAN “BIL|493641093 |00 2745 E|06-JAN-2005 111 uspD 41.95

4 |

1 General 2 Holds 3 Wiew Payments 4 Scheduled Payments | 5 Yiew Prepayment Applications
Payment hethod Docurnent Mum Payrment Date GL Date “oid Payment Amount Discount Ts
4195
I I —

| |
| If more Payment information is required |
[ | orneeded, from the “View Payments” |
o |
—

' tab, select the “Payment Overview *

button shown below. \I\

I: \ Bayment Owerview

[ | Check 700235 [13JuUL2005  [13JUL-2005 L]
|
|
|
|

Overviewy Distributions
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The following “Payment Overview” screen will appear.

00 SUSAN “BILDERBACK

USD 493641093

41.95 493641093 00 2745 BROOI
13-JUL-2005 2745 BROOKHOLLOW CT
183 AP 0713200500 C MANHATTAN, KS 665039785
Negotiahle

State Treasurer
State Topeka

06 GRANT APY.TRY
Check

|®

. 1111 41.95 |13-JUL-2005

4|

Irwnice Chvericw Bank Supplier Payments
The “Payment Overview” screen will give you the date paid, date it went to the General
Ledger, the bank that was used, the payment method and the check number.
If the Invoice Number (eForms Document Number) is not known and the Payment

Number is known, follow the steps in the “Payment Inquiry Training Document” to view
the information related to the Payment.
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