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Reviewing Historical Payment Data
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Statewide Management, Accounting and Reporting Tool

	Date Created:
	04/29/2016

	Version:
	1.0

	Security:
	· BU Security:  Business Unit Security is applied. Agencies will only have access to view the payment information associated with their agency business unit.
  

	Purpose:
	· The purpose of this job aid is to provide agencies with a way to look up historical payment information. Agencies will be able to view data for payments including the payment method, payment date, payment reconcile status, voucher ID(s) associated with the payment, and supplier address associated with the payment.


	Navigation
	Accounts Payable > Vouchers > Add/Update > Regular Entry: Find an Existing Value

	1.
	Find the Reference number for the payment.

Navigate to the Payments tab of the Voucher.

The Reference number on the voucher is the same as the check number.


	
[image: ]





	Navigation
	Accounts Payable > Review Accounts Payable Info > Payments > Payment 

	2.
	Navigate to the Payment Inquiry page

Key the check number/payment reference in the Reference field. Click the Search button.

In the results section, click the Payment Reference ID hyperlink. This will allow you to view more details about the payment.
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	3.
	View Payment Information
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[ summary || Related Documents || invoice Information || Payments || Voucher Afributes || Error Summary |

Business Unit
Voucher ID 00012778
Voucher Style Reguiar Voucher
Setoff Status No Credit memo created
Total Amount 1.738.580
‘Supplier Name FRONTVIEW LLC

e —

Invoice Date 021672016

“PayTems[00 | DueNow

Payment Information

Payment 1
“Remitio 0000361252 | Gross Amount| 175830 gp
Locaton po1 | Dcount 000 ygp
R —
FRONTVIEW LLC
712 E FRONTVIEW ST STE B
DODGE GTY. K5 67201 5008
Payment Options.
BankSENK | e —
“AccountMAN | “Handiing |G- Central Vil -ZIP
Method OHK | cneck HoaReason[
Wessage §
Wessage wilappar on romitane advee
Schedule Payment
*Action Schedule Paymenl Payment 6
Pay ‘Reference 2003410979
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Payment Inquiry

| ¥ Search Criteria

B —
From To
D —— C——

“Amount Rule
Amount
Currency
Bank SetiD [SOKID
Bank Code KSBNK
Bank Account MAIN

|

L ——
L ——
L ——
P —

Setementstatus[ V]

~ Sorting Criteria

st sort[Bark Account <] Ovescending [
2nd sort [Payment Reference ID M Cpescending
Payment Inquiry Result Personalize | Find | Vie

Payment Detats | Acationa it || Suppier Detas || Enancial Gatoway

Payment payment Payment  Payment
Actions  Source  bayment P Amount  Cumency  CreationDate  Fyment

<rters v (oo S5 1 v [
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Vouchers For a Payment

Accounting Date - accounting
date on the voucher Payments tab.

BaCK T6 Payiment Inauiny
Pymnt Ref ID 2003410979

Bank Name STATE OF KANSAS BANK

‘Supplier name and
address associated
with the payment

Bank Account # 999911 Accounting Date 0212212016

Payment Date 02/22/2016

Pay Cycle KVCHCK _SeqNum 1531 Days Outstanding count o days tha the payment has

been unreconciled (not cashed)

‘Supplier Name FRONTVIEW LLC Payment Clear Date 022212016

Amount and Reconcile Date 03/09/2016
Payment Method

Address 212 E FRONTVIEW ST STE B
‘of voucher Value Date 021222016 payment was cashed (CHK)
or deposited into Supplier
bank account (ACH o
WIRE),

DODGECITY S 7801 USA
B
Fayment Aot 17950 USD Paymentetnod CR)

Description ]
Details Personaize | Find | View All| 23] B
Busness  Voucharid AN e Dut imoce Namber  Gross PedAmount PaidAmount Comeney Dot L gy
X000 021612016 173880 173880 USD ‘Accounts Payable Vouc!

Voucher ID associated with payment. There can be
multiple Voucher IDs associated with one payment
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