[image: image1.png]


Checking the Status of Payments Job Aid

	Step
	Task

	1
	To check the status of payments follow the path: Accounts Payable/ Review/Payments/Payment Inquiry.

· The “Payment Inquiry” screen will appear.  

	2
	Enter “Remit SetID” as STATE or OPMIA for some IGP grants.  

· Click on the look up icon next to “Vendor Name” box.
· The Look Up Vendor Name screen will appear.
· Click on the Advanced LookUp link.

	3
	· Next to the Name 1, change the choice to “contains”.

· Enter the Vendor Name and click on the “LookUp” button.
· Select the Vendor.
· Once Vendor Name is added to box, hit the “Search” button.

	4
	Scroll down the screen to obtain the Payment Inquiry Results.  

· Note that all payments made to this vendor through out the state are listed.  Look for the entry that you think is correct based on the “Payment Amount” or “Payment Date”.
· Confirm that the payment status is “Paid”.
· Click on the Payment Reference ID link to obtain additional information.
· Additional information, including the Business Unit, is available by reviewing this screen.  


Alternative Method of Checking Status of Payment when a Purchase Order has been Issued
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	Step
	Task

	1
	In cases where there has been a PO issued, payment status can also be checked by going to Purchasing/Purchase Orders/Review PO information/Activity Summary.  (Note:  it is also possible to access the “Activity Summary” page directly from checking the purchase order status.)

	2
	On the “Find an Existing Value” screen, 
· Enter the Business Unit (usually OPMM1)

· Enter the Purchase Order Number.  (Reminder, you may want to change “begins with” to “contains”.)

· Hit the Search button.

· The search results will appear at the bottom of the screen.  
· Select the PO to be reviewed.  

· The Activity Summary screen will appear.

	3
	If multiple lines appear, check the box on the line that you want to review under “Details” (the default check will be the first line).  
· Look at the bottom of the screen to “Open Amt:”.  This is the amount of money remaining for payment on the purchase order for that particular line.

· In the Invoice box, is the amount paid to date for the line checked.
· Notice the different amounts that appear when the second line details are selected.

· Click on the “Invoice” link at the bottom of the Activity Summary page to see a detailed list of vouchers paid against this particular purchase order line.

	4
	Be sure to select “View All” on the blue menu line to see all of the Voucher ID’s.  

· This is detailed list of vouchers paid against this particular line of the purchase order.  Notice the Voucher ID number which can be used to double check payments as well as the amount of the voucher.

Note:  If the same voucher was used to pay more than one line on the PO, the Voucher number will be the same but the “Amount Invoiced” will be the total only for the line that you have selected. 


Alternative Method of Checking Status of Payment
	Step
	Task

	5
	If you check one of the boxes on the left side of the Voucher ID the “Voucher Inquiry” link will be activated.  
· This link allows you to connect directly to the “Voucher Inquiry” page. Because the top section is automatically filled in, you can scroll down the page to see the detailed information.

	6
	Scroll to the end of the line for information on gross amount paid.

· Click on the icon under “Detail Lines” on the Voucher Inquiry page for additional account code information.  
· Click on the “Payment Information” icon on the Voucher Inquiry page for additional payment information. 
· On the Payment Information page, the Payment Reference ID is the check number.  Clicking on that link will bring you to the Payment Inquiry page.  

	7
	The Payment Inquiry screen provides additional information on the payment, for example “Payment Method”, payment status and payment date.  
· Notice that information has pre-filled for you.  
· If you scroll to the bottom of the screen you can see the payment status.  
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