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Payment Inquiry Training Document As of 16 November 2005
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Suppliers Select Payments - clickence - there will.
Grants be a delay while the Java applet
IDC Distribution (dInitiator) loads

Invoices
Invoices

The “Find Payments” form shown below will open.

Voucher Number/Check
Number: Do not include
the leading “V” or leading
ZEros.

Bank

Payment Method |

Supplier Voucher Audit

Marne

Murnber

r 1D Murnber Frarm
Mumber Ta

Rermit to Accour Supplier Name is the
emit ta Account Vendor’s Name.

Status

There are two ways to search for a payment, either by Payment information or Supplier
information. When searching by payment information, enter the Voucher Number, in the
Numbers box and click Find. When searching by Supplier Information, enter the Vendor
Name (or part of the Vendor Name) in the Name box and then press the “TAB” key, as
shown below.

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

Mumber From
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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 -

Al five STAR %

Supplier Mame Mumhber Taxpayer D Tax Registration Mumber
§| FIWE STAR SPEAKERS & TRAIMNERS 481172098
i 3 480 3

| Highlight the Supplier name you are looking for, and then
i press the “OK” button located below. (You may also press
i the ‘Enter Key’.)

Payment

Document

Pa | Batch

Supplier Youcher Audit

Mame

Verify that this is the Supplier you want,
and then press the “Find” button at the
bottom of the dialog box.

Site
Paid To Mame
Remit to Accoun

Status
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The following Payment screen will appear, showing ALL payments to that particular

supplier.
Type | Bank Account Document Document Mum Payment Date Payment Amount || Curr [ ]||Batch Mame Acc
| |B2 State Topeka ll]ﬁ GRANT APV-TF|703032 24.AUG 2005 392.3ﬁlusn 582 AP 0824200511 B usp
Ba State Topeka ll]ﬁ APY-TRY 14131 06-0CT-2005 340.33]usn 980 AP 1006200517 UsD
Batch te Topeka II]ﬁ GRANT APV.TH|707125 - IIJZ.NOVQIJIJS 2?2.2nlusn 1260 AP 1102200506 B usnD
The Blue highlight indicates the active The document number is the Voucher

line. Number/FIS Check Number. :

B 15191 04-AUG-2005 392.35 [24 AUG-2005 392.35

A\ Click on the Payment Overview

The Number is the eForms
Document Number (DocNo).

button to get more detailed
payment information.

Yes

e Processes FPayment Overview

To select a particular payment, click anywhere on the payment line you are interested in.
The ‘BLUE’ highlight should then be at the start of the payment line you selected.

As you select a Payment on the top half of the screen, the Invoice information on the
bottom half of the screen will change to reflect the proper invoice that goes with the
Payment.

To see additional information about this particular payment, click on the ‘Payment
Overview’ button.
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When clicking on the “Payment Overview” button, the following screen will give you
detailed information about the payment.

15]1 FIVE STAR VENDING

usp 480687753

392.35 480687753 0o
24-AUG-2005 PO BOX 535
582 AP 0824200511 B MARYSVILLE, KS 665080535
Negotiable .

State Treasurer

State Topeka
06 GRANT APV.TRV
Check

| ¥

. 15191 392.35 124 -AUG-2005

4|

Irwoice Owerview EBank Supplier Payments

To see more information regarding the Invoice (eForms
Document), click on “Invoice Overview”
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If you need to see more information regarding the Invoice (eForms Document), click on
“Invoice Overview”. The following Invoice Overview screen will appear:

AR ) 0o

480687793 480687753

15191 Standard 04 -AUG-2005

582 AP 0824200511 usp 392.35
15191 0.00

Yes

Yes .

Validated
Not Reqguired

|'¥

1]

| ¥

. usp 392.35 0.00 04-AUG-2005 703032 - Check |24-AUG-2005

1]

Fayment Dyemniey iew Receipt e [P supplier Imvoices

Click ‘Invoices’ to see distribution lines of the invoice

This screen gives you the basic overview of the Invoice and when it was paid. If
distribution lines of the Invoice (eForms Document) need to be viewed, click on
“Invoices,” and then click on the “Distributions” button. The following screen will
appear:
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Murm || Type Armaunt

Tax Code

GL Date

Account

39
39

[ 1| Includes Tax || Description

I lltem

392.35

24-AUG-2005

GOBC527313.1340.20050.E369(

13 15191

4

Validated

Yes

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

g PO

iew Receipt

Allozate

All of the Funding lines that were on the eForms document will be shown here.

If the Payment Number is not known and the Invoice (eForms Document Number) is

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