PeopleSoft Financials 8.4

Quick Reference Guide

PeopleSoft Finance 8.4 — Accounts Payable
Payment Inquiry for Travel

e The invoice number
for Travel has a
leading prefix of TX
followed by the 6-digit
travel authorization
number,

2.

Purpose: You know your travel authorization
number and you want to know if it has been paid.

Navigate to the Voucher Inquiry page.

Accounts Payable -> Review -> Vouchers -> Voucher Inquiry

Search:

| @

[+ My Favarites
[+ wendars
[ Purchasing
7 Accounts Pavahle
=7 Revie
SAauchers
Woucher lnguiry
Woucher Accounting
Entries
Journal Drill Dot
[* Interfaces
[ Pavments
[ General Ledger
[ Set Up Financials!Supply
Chain
[» SULBE Custorm Ohjects
[* Reparting Tools
[* PeopleTaools
Chande by Password

Depending on the information available, you may inquire on the

following fields:

Voucher ID

Invoice Number
Short Vendor Name
Vendor ID

Vendor Name
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For example, inquire on Inv. #TX212256.

Voucher Inguiry
¥ Search Criteria

From Business Unit: To Business Unit: From VYoucher ID: To Voucher ID: “Youcher Style:
[T Q) |ecme 4l | al | al  [anvouchers =l
From Invoice: To Invoice: Post Status: Approval Status: \foucher Balance:
[rea12256 Q) [rxarzzse Q| = = =l
SetlD: From Vendor Short Name: To Vendor Short Name: oucher Date Type:
Jecwr & | al | all | ] =
From Vendor ID: To Vendor ID: Vendor Location: From Date: To Date:
| Q| Al Q) [pzrzziz004 | B [o2rz3rzo0s |
*Amount Rule: Voucher Gross Amount:  Transaction Currency: ST I Reset Criteria I
[any g I e

Click on the __82amh_| pytton.

View the voucher information.

Voucher Details More Details:

Business oo b unoicoNumber ™28 vendori  Short Vendor Name YEI4OT  Youcher Defail Payment  Iransaction Gross Imice ‘%
ot oucher ID Ivoice Number = endor I Short Vendor Name | o Stde  Lines Information Currenc Aot U020
LBCMP 00073441 TX212256 0BM0/2003 DODODDEBZ1 RANDIGKRIS-001  MAIN Regular [ usD 3760

Utilize the scroll bar to see more information hidden at the right.

Click on the Payment Information

Back To Voucher Inouil

Business Unit: LBCMP Voucher ID: 00073441 Invoice Number: TH212256
Vendor Name: RANDIG, KRISTINA Vendor Location: AN
Gross Invoice Amount: 3760 Transaction Currency: usD

First (4] 1.0 1 [P Last
Bank Bank Bank Payment "E‘m‘!‘i“ Applied Payment Payment Payment Voucher Paid Payment
SetlD Code Account  Reference ID u::mess Youcher ID Date Amount Currency Amount Status
LBCMP  STATE DwP 13387 0e/20/2003 37.60 UED 37.60 Paid

Return to the previous page by clicking on the Back to Voucher
Inquiry link in the top right hand corner.

Click on the More Details tab to check various Status’.

Youcher Inguiry Results
oucher Detals Y More Details

First (4] 1611 [F] Last

Business Post Match Close Bdgt Hdr Bdgt Misc
Unit Voucher ID Status Appr Stat Status Status Due Date Accty Date Entered on Status  Status
LBCMP 00073441 Posted Approved Mo Match Cpen  0BA0/2003 06/18/2003 08M18/2003 Valid Walid

The required exercise is complete.
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