Looking up Voucher Payment Information

Click on the Classic Home tile on the Employee Self Service Screen:
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Click on Main Menu. When the list appears, click on Accounts Payable, then Review Accounts

Payable Info, then Payments, then Payment.
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Issues Tracking, Change Reguests, Object Versioning, Object Locking,

ontract Creation, Authoring, Syndication, and Compliance.

Add, maintain, or approve suppliers; manage 1099, global withholding, or CA EDD,

Manage requisitions, purchase orders, receipts, GPO contracts, and related date.
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The Selection Criteria page will display
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Supplier Location
“Amount Rule
Amount
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Bank Account
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From Payment Date
Payment Method
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Settlement Status
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You can enter as many or as few fields as will help identify the payments you want to research.

The more fields you fill out the fewer payments will be returned:

Please enter at least ONE field or you will get EVERY payment EVER created!

TIP: You can click on the button more than once.
- So you might want to enter the Supplier name and click .

- If you get a few payments and you see the one you want then you can click on

that payment.

- If you get many payments you can enter another field and click again to narrow

down the payments being returned.



Enter the From Supplier Name 1: Fisher Scientific (note as you start to type it will fill out the value for
you.
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The payments for that supplier will appear at the bottom of the page.

You may have to scroll down to see the list.
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Payment Inguiry Result Parsonaize | Find | View A | 2| _E_EI First. 4 1500172 b Last
Paymant Detalls || Acditional Info || Supplier Detats | Pnancial Gatawsy | B8
Actions. Source i) S el Amount  Cunency Ciestion Duie  POMONt BVMAY peconcilistion Status | Reconcile Date
~ Achons VCHR 5000000151 E*]E.;[?In 461 40 LUSD ormazots avz0ta  Pad Unreconciled e
~Acions  VOHR 5000001045 aﬂc“": 262.13 USD orazote lormzote  paid Unracontiiad
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wAchons  VCHR 5000002348 g‘f.ff{“ 10,644 31 USD DRMZIZON  OBIXZ018  Faid Unreconciled
*Achons  VOHR 5000002410 gf‘i':l? 1,150.52 USD 0SM02/2018 08022018 Paid Unreconciled
~hAcbons  WEHR 5000002545 gff.;:" 14,550 03 USD ORUIROE  DAIOXZONE  Paid Unreconciied
vAchons  VOHR 5000002719 gﬂ":" 9,905.14 USD 0062018 080672018  Paid Unraconcied
A np . - Sy=tem a e
= Achans VEHR 5000003102 Chack 8447 27 S0 OBO72018 0807/201a  Pad Unreconciled
. - System - i .
wAcbons  VCHR sopopazen R 17.500.02 USD OEUS2018 08082018  Paid Unraconciiad -

If you see the payment you are looking for, you can click on the payment reference (check)

number.

If not, then you can scroll down OR enter more criteria to limit the payments returned. For
instance, if you know a payment date range, you could enter that.
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Search Name

From Supplier Name 1
Supplier Location
*Amount Rule
Amount

*Currency

Bank SetlD

Bank Code

Bank Account

Bank Account #
From Ref ID

From Payment Date
Payment Method
Pay Cycle

Seq Num

Payment Status

Remit SetlD
Remit Supplier

Settle By

Settlement Status

Max Rows
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Payment Inquiry Result
| H Q‘ 18 0f8 v | View Al
Payment Details Additional Info Supplier Details Financial Gateway | II»
= Payment Payment Method Creation Payment Payment Reconciliation .
Actions Source Reference ID i Amount Currency Date Date= Status Status Reconcile Date
Automated
¥ Actions VCHR 1000259171 Clearing 9054539 USD 09/26/2022 09/26/2022  Paid Unreconciled
House
Automated
¥ Actions VCHR 1000259492 Clearing 1.305.08 USD 09/27/2022 09/27/2022 Paid Unreconciled
House
Automated
¥ Actions VCHR 1000259431 Clearing 3261089 USD 09/27/2022 09/27/2022 Paid Unreconciled
House
Automated
¥ Actions VCHR 1000259824 Clearing 20,626.10 USD 09/28/2022 09/28/2022 Paid Unrecanciled
House
Automated
¥ Actions VCHR 1000260198 Clearing 20,228 67 USD 09/29/2022 09/29/2022 Paid Unreconciled
House
Automated
¥ Actions VCHR 1000260546 Clearing 3262328 USD 09/30/2022 09/30/2022 Paid Unreconciled
House
Automated
¥ Actions VCHR 1000260830 Clearing 42.863.31 USD 10/03/2022 10/03/2022 Paid Unreconciled
House
Automated
¥ Actions VCHR 1000261131 Clearing 20,655696 USD 10/04/2022 10/04/2022 Paid Unreconciled
House

If you see the payment you are looking for, then you can click on the payment reference (check)
number.
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Vouchers For a Payment

Back To Payment Inquiry;

Bank Name Wells Fargo Pymnt Ref ID 1000260546
Bank Account # **"**5326 Accounting Date _09/30/2022
I Payment Date  09/30/2022 I
Pay Cycle DAILY Seq Num 175 Days Outstanding 5
Supplier Name FISHER SCIENTIFIC CO LLC Payment Clear Date 4‘
Address PO BOX 404705 Reconcile Date
Value Date  09/30/2022
ATLANTA GA 30384 U
Payment Amount 32,623.28 USD Payment Method ACH
Description L]
4
Details
‘ HQ‘ 10070~ [ |[ W] 1 viewan
Business Advice Advice £ " Discount Late
Unit Voucher ID Seq Date Invoice Number § Gross Pajd Amount Paid Amount JCurrency Taken Charge Source
18000 10984814 1 08/02/2022 5147312 92.42 JSD Accounts Payable Vouchers
18000 10984810 1 07/21/2022 4820917 389.20 QUSD Accounts Payable Vouchers
18000 10984802 1 08/02/2022 5147311 189.98 QUSD Accounts Payable Vouchers
18000 10984795 1 08/01/2022 5105121 567.00 QUSD Accounts Payable Vouchers
18000 10984789 1 07/13/2022 4562502 361.00 QUSD Accounts Payable Vouchers
18000 10984786 1 07/14/2022 4607907 458.79 QUSD Accounts Payable Vouchers
18000 10984765 1 07/21/2022 4820893 458.58 QUSD Accounts Payable Vouchers
18000 10984639 1 08/09/2022 5353529 666.76 QUSD Accounts Payable Vouchers
18000 10984631 1 08/12/2022 5477934 30216 302.16 QUSD Accounts Payable Vouchers
18000 10984577 1 08/24/2022 5805820 1,045 50 1,045 50 QUSD Accounts Payable Vouchers

This shows the invoice numbers, amounts, the payment method and payment date.



You may also search by amount, but please know the amount field is the amount of
the payment, and not the amount of the invoice. UGA combines payments to the

same supplier meaning there may be several invoices that are combined into one
payment to the supplier.



