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Statewide Management, Accounting and Reporting Tool

	Date Created:
	05/05/2016

	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.
· Roles:  The Agency Expense Proxy (KAP_Agy_Expense_Proxy) user role is required to access the Payment History page.
  

	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, and supplier/employee address associated with the payment.


	Navigation
	Travel and Expenses > Process Expenses > Review Payments > Payment History

	1.
	Find the Check Number for the payment
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Navigation
	Accounts Payable > Review Accounts Payable Info > Payments > Payment 

	2.
	Navigate to the Payment Inquiry page

Key the Check Number in the Reference field. Clear the Remit SetID 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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Employee Payment History

Payment Info

Bank Code STATE OF KANSAS BANK
Bank Account STATE OF KANSAS BANK
Payment Amount 200 USD
Pay Status Paid
Payment Method Check

Payes Adresy
Payments Personalize | Find | 22| First 4 10f1 ) Last
Type n Deser Saws  Created Amount.

Expense. 0000278384 DORM SUPPLIES Paid 0412172016 9.00USD

Report REIMBURSEMENT
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Vouchers For a Payment

Bank Name STATE OF KANSAS BANK

Bank Account # 999911

Pay Cycle KECHCK _SeqNum 402
‘Supplier Name  Richard Leitheiser

Address 516 E Acom Strest

Amount and
Payment Method
‘of voucher.

200 USD

Payment Method_CHR)

Back To Payment Inquiry

Pymnt Ref ID 2003505562

Accounting Date 0412712016

Payment Date 0472712016

Days Outstanding
Payment Clear Date

Reconcile Date

Value Date 0412712016

B

or deposited into Supplier
bank account (ACH)
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