Viewing Payment Information

There are 2 different ways to view Payment Information:
1) Viewing Payments associated with a PO through the PO Activity Summary Module, and
2) Searching Invoices or Vouchers associated with a specific Vendor through the Accounts
Payable Module

1) To Reviewing Payments made Against a Specific PO:

In the left hand menu, navigate as follows:

Purchasing > Purchase Orders > Review PO Information > Activity Summary.

Enter the PO number you need to research and press Search.

= Purchasing ¢—— -]
[ Requisitions
[ Request for Quotes
[ Procurement Contracts
< Purchase Orders
[> StagefSource Requests

> Wanage Changs Ordsrs

PO Activity Summary
= Enter any information you have and click Search. Leave fields blank for a list

> Reconcile POs

< Review PO Infarmation _ )
— Purchase Orders Business Unit: = = DEPM1 Q
— Activity Surmmmary PO Number: I begins with EIIEIDDUEH 4991 I
— PO Accounting Entries
e Purchase Order Date: |= =l ]
— Document Status Purchase Order Reference: | begins with ¥ |

I Reports —— r

b Budget Year End Vendor ID: | begins with 'I Q
Processing [T case Sensitive

— Add/Update POs

— Approve Amounts /-\

~ Approve CharlFlelds < search |) Clear | pasic search (B Save Search Criteria

|~ Maintain Distribitions N

The PO Information including the status, vendor name and amount will appear.

Activity Summary
This screen may be customized to
change information displayed.
Unit: DEPM1 PO Status:  Compl
POID: 0000014991 endor: LONG ISLAND SOUNDKEEPER FUND IN
Llnes Customize | Find | View Al | i First [4) 1 of 1 L*) Last
Details Receipt [ Invoice
Line item EI'I Description
CW\ Pumpout Boat Grant 06-7002 1.0000 1R 190812, 9?0) 0.0000 0.000,45D F
/ ) —
You have the ability to find additional information Open quantities/amounts represent the available balances.
regarding amounts/quantities received, invoices

and/or matched by clicking on the respective tabs.

&\ Return to Search | [=] Motify ]
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While in the Invoice Tab, click on the Invoice icon for detailed invoice and voucher information.

Unit: DEFM1
POID: 0000014991

Lines

Activity Summary

PO Status:  Cormnpl
Vendor: LONG ISLAND SOUNDKEEPER FUND INC

[ oetais | Recet T inwoice | Matched T  RIV
Line l_ item Itermn Description Order Qty UOM Amount Only Amt Invoiced ICurrerﬁ [
1 B CVA Pumpout Boat Grant 06-7002 1.0000 1R F 190812.970 USD [ >

Customize | Find | View 4l | B First 4

L Return to Sesrch | | ] Notity |

A listing of Vouchers associated with the PO will be displayed. Click on the Voucher Id for specific information
regarding the voucher. [Note, depending on your role in Core CT, this screen may be the most detail you'll be
able to obtain by drilling into detail from PO Activity Summary. You may need to go through the Accounts
Payable Module to view further voucher/payment details. See option 2 beginning on Page 4 of this handout.]

Unit:  DEPMA PO No.:000001 4991 Line 1 ftem I
Invoice e view o) | B8 First (g ora (M Lagt

1 DEPM1 1 20375.000 =
1 DEPM1 00044080 1 38455530 =
1 DEPM1 00041053 1 104836.460 =
1 DEPM1 00061975 1 27145880 =

Scroll to bottom of page by dragging the scroll bar on the right hand side of the screen.

)

(> PFurchasing
[ eProcurement
[ Services Procurement
[ Project Costing
(- Billing
[ Accounts Payable
[ Wouchers
[+ Cantrol Groups
[ Batch Processes
= Review Accounts Payahle
Infa
[ Payables Search
Criteria
= Wouchers
— Accounting Entries

—Youcher
[» Payments
[> Wendar
[ Repaors
— Accounts Payable Center

(- Asset Management
[ Commitment Cantral
(- General Ledger

[ Setlln FinancialsiSmnnl

=

Voucher Inquiry

Search Criteria

Search Name

Business Unit
Voucher ID
Invoice Id
Vendor SetlD
Short Name
Vendor ID

Vendor Location [ O -
Accounting Dt [ I

Blew Window | Help | Customize Page | (B &
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Once you see the Voucher Inquiry Results you'll be able to see the Vendor’'s Invoice Number and date. Click
on Payment Information icon for additional payment information.

Account _

Department

[
VAT No [
I

Process Instance

N
Max Rows il Search | Clear |

‘SortBy: [Vaueher® =] sorascmesc: [Astendng <] Sort Displa]

} Digplay Currency Criteria

} Late Interest Analysis

—————
Youcher Inquiry Result= Customize | Find | “iew A

l Voucher Details I

i irst (214 of 1 L2 Lasi
:ounlmu Match Payment.
Voucher 1D | Vendor ID - Stltu: Worl(ﬂen:h lie~cemation Short Vendor Name

;ysrﬁt”i; 7002 ggnaiznos 00000230725‘5 Matched [ 061224585F-001 [

The following screen will appear which shows Payment Reference Id (check or wire #) and date. Click on
Payment Reference Id link for additional information.

Back To Youcher Inguiny

Business Unit: DEPM1 Voucher ID: 00041133 Invoice Number: PS2007-7002 pymt#2

Vendor Name: LONG ISLAND SOUNDKEEPER FUND INC Vendor Location: MAIN

Gross Invoice Amount: 20,375.00 Transaction Currency: UsD

Details First 51 1 of 1 La:

Ba Bank Applied Payment | Payment Voucher Paid (Payment

SetlD Hank Code Account lu:f-r-nl:e 1D u" es Voucher ID Payment hate Amoum Currency Amount (Status

OTTM1  FLEE2 VEN1 11 440223 DBIEEI!ZDUE 20,375.00 USD 20,375.00 Paid
S~S— S—

Scroll to the bottom of page to view Payment Inquiry Results.

Pay Cycle Q

Seq Num Q

Payment Status I i I

Remit SetlD STATE

Remit Vendor [ Q

Settle by [ -]

Settlement Status | | Payment date indicates

Single Payment Vouchers [ the date a check has

Max Rows 300 Search | Clear | been mailed.

[~ Show

| Bar Chart 'I

The Payment Method
tells how payment was
made (check, wire, etc.).

[Sorting Criteria

IF'\frnm Ref —l ™ Degcending

1st sort:

Payment Inquiry Result
[ Payment Details 7 Adcitional inn. | ¥endor Details T Einancial Gateway

Amount |Currency |Creation Date |Payment Date :‘:::A"’

20,375.00 USD 0872812006 08/29/2006  Paid Unrecon

114402323

Check
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2) Reviewing Invoices and Vouchers for a Vendor using the Accounts Payable Module:

From the left hand menu, navigate as follows:

Accounts Payable > Vouchers > Add/Update > Regular Entry

In the Name 1 field, select “contains”, enter a known part of a vendor’'s name and press SEARCH.

If the name is very common, you may receive multiple vendors. Once you get the initial results, you can then
narrow the search by locating your desired vendor and adding the corresponding vendor number in the Vendor
ID and press SEARCH again.

Once you get the list of vouchers for a specific vendor, you will be able to sort by invoice number by clicking on

the heading in the dark blue heading line (the invoice humber is assigned by the vendor and should appear on

the bill).

Click on the desired invoice number to view the information regarding a specific invoice.

)

[> Time and Lahor
[» Customer Contracts
[ ltems
[ Wendors
[+ Purchasing
[ eProcurement
[+ Services Procurement
[» Project Costing
[- Billing
= Accounts Payahle
= Wouchers

A

=

Voucher
Enter any information you have and click Search. Leave fields hlank for a list of all values.

- Addilpdate

[> Maintain
[> Control Groups
[> Batch Processes
[> Review Accounts Payahle
Inf
> Repors
— Accounts Payahble Center
[ Asset Management
[ Commitment Control
[- General Ledger
[+ Set Up FinancialsfSupply
Chain
[ Browse Content
[ FIN Worklist
[» HRMS Worklist
[ Warklist
[ EPM Reporting Tools
[+ FIN Reporting Toals
[ HRMS Reporting Tools
[ Reporting Tools
[- EFM FeopleTaools
[ FIMN PeopleToals
[ HRMS PeopleTools
[» PeopleTools
[ EPM Tools - Hidden
[ FIN Toals - Hidden
— Chanoe by Password

— Ny Personalizations

Mew Window | Help | nsh =

Business Unit: = - |DEF'M1 Q.
Voucher ID: |begins weith j|

Invoice Number:  |begins with - | Q

Short Vendor Name:| heging with j |

Wendor I0: i ith - Q.

Name 1: |cunﬂns - | Soundkeeper |

Voucher Style: |: -l | =l
Related Voucher: |begins weith j|

7 Case Sensitive

Search

| Clear | Basic Search Sawe Search Criteria

Search Result

Click on any heading name to change sort order. |

—

Youcher |Irrwi:e Humber

= |

Arnannt

Invoice
Dite

0000023072 LOMNG [SLAND SOUNDKEEPER

0000023072 LOMNG ISLAMD SOUMNDKEEPER

0000023072 LOMNG [SLAND SOUNDKEEPER

0000023072 LOMNG [SLAMD SOUNDKEEPER

0000023072 LOMNG [SLAND SOUNDKEEPER

0000023072 LOMNG [SLAMD SOUNDKEEPER

DEP M1 06-F229-PMT#3 1000 1000 D?H 0/2007 061224 565F-001
DEPM1 00054446 PB#EDDT—?M 3-PMT#2 320829 320829 0B8/07/2007 0f1224565F-001
DEP M1 PE#2007-7313-PMT# 115500 115500  OFF24/2007 061224565F-001
DEPM1 00051975 PS2007-7004-FIMAL 2714598 2714598 05/30/2007 061224565F-001
DEPM1 00050446 2006-F229-PWMT#2 000 1000 0411 7i2007 D612 34565F-001
DEPM1  0O042569 2006-6223-PWTH# 28550 28550 Q22772007 DE12245665F-001
DEPM1 00044080 PSA 2007-7002 pyrmt 23 3845553 3845553 1100172006 0f1224565F-001
DEPM1 00041133 PS2007-7002 pyrmt #2 20375 20375 082472006 D612245665F-001

0000023072 LOMNG [SLAND SOUNDKEEPER

-

0000023072 LOMG ISLAND SOUNDREEPEF
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You will be brought to the Voucher's Summary Tab which will show general information such as Voucher Id,
Invoice No., Invoice Date, Vendor Name & Address. Selecting the Invoice Information Tab will bring you

specific information including Chartfield distributions associated with the payment.

Summary

B Save | | S Return to Search | +[E| Previous in List | +E] Mext in List | [=] Motity | L Refresh

Business Unit: DEPM1 Invoice Date: nei07i2007
Voucher ID: Invoice No: PS#F2007-7313-PMT#2
Voucher Style: Regular Invoice Total: 3208280 USD
Contract ID: Receipt Date: narozizoo7
Vendor Name: LOMNG ISLAND SOUNDKEEPER FUND INCPay Terms: Due Mow
PO BOX 4058 Moucher Source: Online
MNORWALK, CT 06855
Entry Status: Postahle Origin: H41
Match Status: Matched Created: 08082007
Approval Status: Approved Created By: calejen
Post Status: Posted Modified: nefnes2007
Modified By: colejen
ERS Type: Mot Applicahble
Budget Status: Walid Close Status: Open
Budget Misc Status: Walid
"View Related [Paymentingury <] ©°

Summary | Invaice Information | Payments | Voucher Attributes | Error Summary | Enerdy Consumptioh

hew Windaw | Heln | Custormize Pace | B

Selecting the Invoice Information Tab will bring you specific information including Chartfield distributions

associated with the payment.

Imwoice Information

Invaice Number:
Invoice Date:

Business Unit:  DEPM1
Voucher ID: 00054446
Voucher Style Regular

Copy from a Source Document

Q0R0T2007

chase Order:

Copy PO |

PO Unit:

|»

PS#2007-7313-PMTH*Z

Receipt Date: 08022007

Worksheet Copy Option: [[NGHER]

Vendor: 0000023072 ‘Pay Terms:
Name: 061 224565F-001
Location:  |MAIN Accounting Date; |08/0812007
"Address: 1 advanced\Wendor Search  ‘Currency: JsD
LONG ISLAND SOUNDKEEFER FUND ING Total:

Difference 0.00

PO BOX 4058

NORWALK, CT 06855 Packing Slhip:

Cuantity UOM
1.0000 1R

Description
WESTERM LOMG ISLANLC

Line ‘Distribute by Hem

1
Ship To
0640000176

SpeedCl ¥ Amount Only

=

Comments

Maon Merchandise Summary

Calculate | Retainage Penalty Details

Unit Price
32,082.90000

™ use One Asset ID
ratenis

Basis Dt Type Inv Date

Extended Amount

32,082,580

Calculate |

~ Distribution Lines

[ GL Chart T =

ange Rate

Amount

55050

First E 1 af 1 |I| Last

omize | Find | %/

20082 MOMPC

1 32 082.90 1.0000 STATE 12060 DEF4 3760 20954 54012
Inveice Lines 1208290 E
4 | p[ |
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Selecting the Payments tab will bring you to a screen where you can view information regarding payment

status.

Business Unit:  DEPM1

Invoice Number: PS#2007-7313-PMT#Z

o@ioFrzoor Receipt Date: oamzrzoa7

32,082.90

Diue Mow Schedule Paymentsl

NORWALK, CT 06855

Payment Information

Scheduled Payment: 1
Remit to: 00000230725
Location: AN

Address: 1

Voucher ID: 00054445 Invoice Date:
Voucher Style  Regular
Total:
Vendor: LOMG ISLAND SOUMDKEERPER Pay Terms:
FUND IMC
PO BOX 4058

Gross Amount: 3208280 UsDh

Discount:

non YSD T Discount Denied
Late Charge

LONG ISLAND SOUNDKEEPER FUND IMC

PO BOX 4058

Scheduled Due:  02/08/2007
Net Due: agmyrzooy
Discount Due:

Accounting Date:  03/10/2007

NORWALK, CT 06855

Go to Youcher Approvals Page

Bl Payment method

[»

You'll need to scroll to the bottom of the Payments Tab page to view the method of payment, the payment date

(refers to the date the check was postmarked) and “reference” number which represents the check

number.
Bank: FLEE?
Account: VEI]
Method: CHK Check
Message:

Message will appear on remittance advice.

Pay Group:
Handling: RE
HNetting: I

Payment Method

Messages

Schedule Payment

Action: Schedule Payment Date: 08M 072007
Pay: Reference: 11883688
Fayment Inguiry Holiday/Currency Options Express Payment
Payment Note

Payment Options
Hold Payment [~
Hold Reason:

Letter of Credit:

Separate Payment [

Vendor Bank Account

Mote: Payment Mote is for internal use only and will not appear on remittance advice,

B save | S Return to Search | +[E] Previous in List | +[E] Mexd in List I

Motity | | % Refresh
]

Summary | Invoice Information | Payments | Voucher Attributes | Error Surmmmary | Energy Consumption
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