Looking up Payment Request Payment Information

To retrieve payment information for a payment request that you initiated, log into the Financial
Management System. The Employee Self Service page will display:

~Employee Self Service

TE Profile & Delegation

Select UGA Financials from the drop-down arrow beside of Employee Self Service:

&« > C 0 Q B 52 httpsyffinancials.onesource.uga.edu/psc/is92prd/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_LANDINGPAGE.GBL?
~Employee Self Service

Approvals

=)

Travel Authorizations Classic Home TE Profile & Delegation

=

The UGA Financials home page will display:
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Receivables Payment Request Center
Travel and Expense Business Management Workce... Approvals

Click on the Payment Request Center tile:

~UGA Financials

Accounts Pays Request Access My Favorites General Ledger

o d

Query Viewer UGAmart Billing
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Receivables Payment Request Center
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The Payment Request Center will open. This should show a list of all the payment requests that
have been created by you.

Payment Request Center

All - 07/01/21 to 10/05/22

[+][x] (=[a][]
RequestID <  Entered Datetime < Invoice Number < Description & Supplier ID ¢ Supplier © Total Amount < Currency ¢  Request Status < Scheduled to Pay < Business Unit < Voucher ID <

0000305762 06/09/2022 8:09AM  INV0§2262702F9d3e0a9  Certication program for J. Dunlap and A. Simmons VN0D10350 DIVERSIFIED COMMUNICATIONS 1590.00 USD Vouchered Paid 18000 10858346 >

If the payment request has been approved, you will find a Voucher ID number listed in the far
right column.

Payment Request Center

All - 07/01/21 to 10/05/22

[+][x] o]

RequestD ©  Entered Datetime ©  Invoice Number © Description ¢ Supplier ID & Supplier © Total Amount < Currency ¢  Request Status ©  Scheduled toPay ©  Business Unll ©  Voucher ID

(2]

0000305762 05/09/2022 8:09AM  INV052262702F9d3e0a9  Certiication program for J. Dunlap and A. Simmons VND010350 DIVERSIFIED COMMUNICATIONS 1590.00 USD Vouchered Paid 18000 10888346 >

Note: You may want to adjust your filters if you initiate a high volume of payment requests.
Filters can be managed by clicking on the blue filter icon in the top left corner:

Payment Request Center
All - 07/01/21 to 10/05/22 o row
(+/[=] (= ][a[*]

RequestD ©  Entered Datetime ©  Invoice Number © Description ¢ Supplier ID & Supplier © Total Amount < Currency ©  Request Status ©  Scheduled toPay ©  Business Unit ©  Voucher ID ©

0000305762 05/09/2022 8:09AM  INV052262702F9d3e0a9  Certiication program for J. Dunlap and A. Simmons VND010350 DIVERSIFIED COMMUNICATIONS 1590.00 USD Vouchered Paid 18000 10888346 >

Once you have successfully located the voucher number, you will want to retrieve the voucher
for your payment information. To access the voucher look-up screen, click on the home icon on

in the top right corner: \

Payment Request Center

All - 07101721 to 10/05122 1 row
[+] E [®][a[n]
RequestID <  Entered Datetime < Invoice Number < Description & Supplier ID ¢ Supplier < Total Amount < Currency ¢  Request Status < Scheduled to Pay < Business Unit ©  Voucher ID ¢

0000305762 06/09/2022 8:09AM  INV0§2262702F9d3e0a9  Certication program for J. Dunlap and A. Simmons VN0D10350 DIVERSIFIED COMMUNICATIONS 1590.00 USD Vouchered Paid 18000 10858346 >



This will return you to the Employee Self Service page. From here, click on the Classic Home
tile.

Approvals UGAmart

Travel Authorizations My Preferences Classic Home TE Profile & Delegation

This will bring you to the Main Menu page. From there, navigate to Accounts Payable,
Vouchers, Add/Update, Regular Entry:

Main Wenu~ |
Search Menu:
& | Al - [search | » Advanced search
) Accounts Payable 3 Batch Processes >
Menu - Classic | £1  Accounts Receivable | ! Control Groups. B S ov | MainMenu S o~
[ Asset Management C1 Payments % ﬁ Phire
Sasrch: & siing 1 Reports v Phire Application Change Management. |ssues Tracking, Change Requests, Object Versioning, Object Lacking, Workflow,
IT Controls, and R
e 1 Commiment Control | T3 Review Accounts Payable nfo > 5 . and Reponng
y Eavortne Rddiupdate Close Voucher
b Phirs 3 customerContracts | 3 Vouchers R et B
b Employee Selt-8 = cystomers El Accounts Payable wor| =) Approve Deeishctes
b Supplier Contra B Mantan [E auick nvoice Entry
1 Employee Sel-Service r
b Customers. B ReguarEatry
[ Customer Contra ) Enterprise Components. 4
b tems [E vousher Search
& eProcurement 3
[ Suppliers. T Travel and Expenses
b Purchasing ) esstiements »
b eProcurement | () General Ledger , ) petar tostincts
e IMansge Contract Life Cycle sctivities inciuding Contract Crestion, Autnaring, Syndicstion, and Compliancs
Gt & Grants ¥ [ Related Links
b Project Costing | CJ  tems ’ @ Customers
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[ Biling & [ Gustemer Information
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I Commitment Con| (= Reporting Tools. 3 F5] Review Contract Summary
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b Enterprise Comp| ) Set Up Financials/Supply Chain r E-S;f::g;lnevw;:\aled ‘aptions.
D> Worklist 3 Supplier Contracts 3
Suppliers
b Tres Manager | oy g . @ ppl
[ Reporting Tools Add, maintain, or approve suppliers; manage 1099, global withhalding, or CA EDD.
b PeopleTools. 3 Travel and Expenses r F¥ Supplier Administiation Center
b UGA (= Supplier Information
&1 Tree Manager L [ 1098/Global Withholding
~MyPreferences| o . iy
~ Chanoe Request =
e 3 Workist 3 =1 Purchasing
~ CR Approval Wd T — N-hnlqerequ\slhun; purchase orders, receipts, GPO contracts, and related data.
= Phire Home (2 Purchase Orders
[E  crApproval Workist e
[y preferences Z Set up eProcurement; manage or spprove eProcurement requisitions or POs.
1 phire Home aiinabisived
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The Voucher look-up page will display:

Fawvorites = | Main Menu = *» Accounts Payable= » “ouchers~ » Add/Update~ > RegularEntiry
ORACLE =
Cmmenh I b8
Voucher
Find an Existing Value | ‘ Keyword Search | [ Add a New Value

*Business Unit 18000 Q

Voucher ID | NEXT

Voucher Style | Regular Voucher ~
Supplier Name Q
Short Supplier Name Q
Supplier ID Q
Supplier Location Q
Address Sequence Number 0Q

Invoice Number

Invoice Date
Gross Invoice Amount 0.00
Freight Amount 0.00
Sales Tax Amount 0.00
Misc Charge Amount 0.00
PO Business Unit Q
PO Number Q

Tax Exempt Flag [

Estimated No. of Invoice Lines 1




The “Add a New Value” tab will be highlighted when you come to the page. Click on “Find an
Existing Value” to look up an existing voucher:

Favorites - | Main Menu - *»  Accounts Payable~ > “ouchers~ »*> Add/Update~ > RegularEntry
ORACLE =

Cmmemb W
Voucher

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Keyword Search i | Add a MNew Value

« Search Criteria

*Business Unit | = 18000 Q

¢

Voucher ID | begins with

<

Invoice Number | begins with

Invoice Date = w
Short Supplier Name | begins with ~
Supplier ID | begins with ~ Q
Supplier Name | begins with
Voucher Style = - -
Related VVoucher | begins with ~
Entry Status | = w w
Voucher Source = v w
Incomplete Voucher | = w -

[ Case Sensitive

Basic Search ._fq Save Search Criteria



Enter the Voucher Number in the Voucher ID field:

Favorites + | Main Menu > Accounts Payable~ > “ouchers~ » Add/Update~ » Regular Entry
ORACLE =

s b
Voucher

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value ] | Keyword Search | | Add a Mew Value
w Search Criteria

*Business Unit | = ~ 18000 Q

Voucher ID | begins with ~ | 10883346

Invoice Number | begins with

L

Invoice Date | = ~

Short Supplier Name | begins with

Supplier ID | begins with ~ Q
Supplier Name | begins with -
Voucher Style | = - -

Related Voucher | begins with ~

Entry Status | = - -
Voucher Source | = v w
Incomplete Voucher | = - -

I Case Sensitive

Basic Search & Save Search Crtera



Clicking Search will display the voucher.

Favorites « Main Menu = > Accounts Payable v » Vouchers= » AddlUpdate~ * Regular Entry
OoORACLE’ =
[ Summary 1 ‘ Related Documents Invoice Information Payments Voucher Attributes Error Summary

Business Unit 18000 B
Voucher ID 10888346 Invoice No
Vioucher Style Regular Invoice Total
Supplier Name DIVERSIFIED COMMUNICATIONS
PO BOX 79365
BALTIMORE, MD 21279
Entry Status Postable Pay Terms
Match Status Mo Match Voucher Source
Approval Status  Approved Origin
Post Status Posted Created On
Created By
Last Update
Budget Status Valid Modified By
ERS Type
Budget Misc Status Valid Close Status
*View Related | Payment Inquiry v Go
[ Return to Search ‘ | Motify | [ Refresh ]

05/09/2022
INW052262702F9d3e0a9
1,590.00 usD
Met 0

Payment Request
CJV

05/18/2022 12:38PM
sm61842
05/18/2022 7:00PM

UGAAIS
Mot Applicable
Open

| Add |

Update/Display

Notice several tabs display various types of information across the top of the voucher. You may
select on the Related Documents tab to review the associated payment request:

Favortesw | Main Menu~ > AccountsPayablew > Vouchersw > AddUpdate~ > RegularEntry

ORACLE’

Payments

Summary ‘ { Related Documents Invaice Information Voucher Attributes Error Summary
Business Unit 18000 Invoice No  INV052262702F9d3elad
N — Invoice Date | 05/09/2022 Action = Run
Voucher Style  Regular Voucher
Supplier 1D VN0010350
¥ Payment Details
‘ = | ‘ Q ‘ 1101 ~ | View All
. . Scheduled Payment Remit . . Remitting Payment  Gross Payment .
Actions Details Payment Status Pay ey oD Remit Supplier i Sl Pt Paid Amount Payment Currel
VActions 2 Paid 05/18/2022 5000271634 18000 VN0010350 § CHK 1,690.00 1,690.00 USD
< >
Payment Request
=] a] oft v
Request ID Entered By Entered Datetime Modified By Last Upd Dttm Description
B 2 05/09/2022 " 05/18/2022 3
] 0000305762 ffinch 3-09AM lisa0788 9:09AM Certification program for J. Dunlap and A Simmons



The Invoice Information tab provides chart string information. Users can also find any relevant
attachments located on this tab.

Fovorites~ | MainMenux >

Accounts Paysble+ 3 Vouches= > AddiUpdste~ > Rsgulsr Entry
ORACLE" .
( ( | - - 1 - 1 |
Summary Related Documents Invoice Information H PBayments H Voucher Attributes \ Error Summary
. . Sales/Use Tax Summary
Business Unit 18000 Invoice No | |NV052262702F9d3e0ad Invoice Total Hon Merchandise Summary
Session Defaults
VoucherID 10888346 Accounting Date  05/18/2022 Line Total 1,590 00 - -
F =i g tachments
Voucher Style  Regular Voucher PayTerms gp i Currency e
2 Advanced Supplier Search
Invoice Date  05/09/2022 Basis Date Type  InvDate Miscellaneous Supplier HIEIDBSEI’H
= Supplier 36
Invoice Received Tax Exempt Freight upplier 360
Sales Tax
DIVERSIFIED COMMUNICATIONS 7
T T - Use Tax 0.00
Supplier ID yN0010350
Total 1,590.00
ShortName  p|VERSIFIE-009 Difference 0.00
Location  gaI TIMORE
*Address 5
Save Action v Run ‘ ‘ ‘ ‘ Print
¥ Copy From Source Document
Invoice Lines @ [a] 1ot ~ View Al
Line 1 Copy Down ShipTo 0620 One Asset
*Distribute by | Amount v Description  Certification Salesise Tax
Item Packing Slip Calculate
Quantity 10000 Accounting Tag
uom
Unit Price  1,590.00000
Line Amount 1.590.00
~ Distribution Lines
|EEHQ‘ 1-10f1 ~ | view Al
I GL Chart H Exchange Rate H Statistics H Assets | >
I:COD: Line Merchandise Amt Quantity *GL Unit Account Bud Ref Fund Program Dept Class Oper Unit  PC Bus Unit Project
1 1,590.00 1.0000 18000 727100 2022 10600 16200 61022000 1300
<




The Payments Tab provides the payment detail for the voucher. It provides Payment Method,

Payment Date and Reference (check or ACH) number.

Favorites= | Main Menu~ > AccountsPaysble= > Vouchersw > Add/Updaste~ > Regular Entry
ORACLE’ =
| Summary ” Related Documents || Invaice Information I Payments Il Woucher Attributes || Error Summary
| 1 | |
Business Unit 18000 Invoice No | INV052262702F9d3e0a9
VoucherID 10888346 Invoice Date |05/09/2022 Araon
Voucher Style Regular Voucher
Total Amount  1,590.00 *Pay Terms 00 MNet0

Supplier Name

Payment Information

DIVERSIFIED COMMUNICATIONS

[a]

Payment 1
“Remitto wND0O10350 & Gross Amount 159000 USD Scheduled Due  (5/18/2022
Location | BALTIMORE Discount 000 USD NetDue  5/09/2022
“Address |5 Discount Due
Accounting Date  05/18/2022
DIVERSIFIED COMMUMICATIONS
PO BOX 79365
BALTIMORE, MD 21279
Payment Options
*Bank WF Pay Group “Netting MotApplicable v
*Account OPR *Handling Regular Payments w LiC ID
I *Method CHK Check I Hold Reason v

Message

Message will appear on remittance advice

Schedule Payment

*Action  Schedule Payment & I Payment Date 05/18/2022

Pay @ I Reference 5000271634

¥ Actions

Schedule Payments

1of1 v View All

[#][=]

Payment Inquiry
Discount Denied
Late Charge
Express Payment
Payment Mote(0)
Haoliday/Currency

Supplier Bank
Messages
Hold Payment

Separate Payment



If you were not the original initiator of the payment request that you are retrieving payment
information for, you have a couple of ways to retrieve the information. If you have the supplier
invoice number, go to the Voucher look-up page and click on Find an Existing Value and key the
invoice number in the invoice number field.

Favorites = Main Menu = *  Accounts Paysble~ > \ouchers~ > Add/Update~ > Regular Entry

ORACLE’

Voucher

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Keyword Search Add a Mew Value
¥ Search Criteria
*Business Unit | = ~ 18000 Q

VoucherID | begins with ~

Invoice Number | begins with ~

Invoice Date | = v =]
Short Supplier N\ame | begins with ~
Supplier ID | begins with Q
Supplier Name | begins with
Voucher Style | = ~ ~

Related Voucher | begins with ~

Entry Status | = - v
Voucher Source = w w
Incomplete Voucher | = - v

C1Case Sensitive

Search | Clear Basic Search [E° Save Search Criteria



If you know the exact invoice number, be sure to change the expression to the = sign to limit
the amount of selections returned:

Favorites = | Main Menu = » Accounts Payable= * Vouchers= pdate + > Regular

ORACLE

Y e W

Voucher

Enter any information you have and click Search. Leave fields glank for a list of all values.

Find an Existing Value || Keyword Search ii dd a Mew Value
¥ Search Criteria
*Business Unit | = ~
Voucher ID | begins with ~

Invoice Number i = *-‘E INV052262702F9d3e0a8

Invoice Date

1
L4

Short Supplier Hame | begins with

Supplier ID | begins with

L4
o

L4

Supplier Hame | begins with

Voucher Style

I
L4
€

L4

Related Voucher | begins with

Entry Status | = - -

Voucher Source

1"
<
<

Incomplete Vioucher

]
<
<

CICase Sensitive

. =& . .
Search Clear Basic Search & 3ave Search Criteria



After entering the invoice number, click Search. The voucher should display. If multiple
vouchers appear, choose from the list the appropriate one. Another option to limit the volume
of vouchers returned would be to add additional search criteria to include the supplier name or
supplier ID.

To retrieve the voucher number when you only have a payment request number that was
created by another individual, navigate to the Classic Payment Request Center.

& C O B &= hitp

inancials.onesource.uga.edu/psp/fs92prd/EMPLO

Favorites = Main Menu ~
ORACLE Search Menu:
® # | Advanced Search
-

3 Accounts Payable £ Batch Processes e
Menu - Classic | £ Accounts Receivable | =3 Control Groups L Bl ns

O AssetManagement B Payments 8 CancelNvoid Payments '
Search: & Billing O  Repors 1 Express Payments * Btion Change Management. lssues Tracking, Change Requ

1 Commitment Control | £} Review Accounts Payaf & Manual Payment and Prepayment » | Controls, and Reporting.
[ My Favorites & X , Iye Base Search
I» Phire 03 Customer Contracts 083 Vouchers Pay Cycle Exceptions t;:ﬂueete
b Employee 86l ) ~yctomers B Accounts Payable word &3 Pay Cycle Processing
[> Supplier Contra £ _ =] ayment Requesf | D Payment Request Center

Customers Employee Self-Service » q ——
[» Customer Contri : " (B Employee Project Center
[> ltems & Enterprise Componerts ' [ Travel and Expense Center
I» Suppliers O eProcurement L4 [=] Payment Request Center
Travel and E»

[» Purchasing 1 eSettlements » [Z3 Travel and Expenses
[» eProcurement '=| Supplier Contracts
[- Services Procur & General Ledger ' &@ Manage Contract Life Cycle activities including Centract Creation, Auth
[» Grants 03 Grants 3 [ Related Links
[+ Project Costing 1 fems » éQP Customers
v Tl.'a.\«'el and Bxpe = N Manage customer information.
v Billing . PeopleTools 23 Customer Information
I» Accounts Recely Phire N
I+ Accounts Payab §P= Customer Contracts
TR i 1 Drainct Cactina " Armrase mistamar mantracts

The Classic Payment Request Center will display:

Favorites ~ MainMenu~ 5 Accounts Payable~ > Paymenis~ > PaymeniRequest~ > PaymentRequestCenter
ORACLE -
Payment Request Center Welcome:  Dunlap, Jennifer D
Request Summary From 07/0172021 1o 10/052022 ¥ Hocent Massrges
Display Status Number of Requests NoRecent Messages
Pending 674
Approved s
[m} Vouchered 100876
Requests
RequestID Entered Datetime Invoice Humber Supplier ID Supplier Description AmTuDu':J Currency Ez‘::z“ B:i‘”“s Voucher ID g::““‘e" &
CARTERS FOOD
101052022 . SERVICE Repair and g -
0000341428095 21708 VNOD 17429 e 44000 USD Pending 18000 AN B
AUCTION
1010312022 css g =
0000340401232 SPI 2206497 1000013716 QESUPPLYLLE 55 eopen 11226 USD Approved 18000 L B
101052022 » y THRASHER PHOTO Second installment & =
00003414241 005 TPD UGA AOW2 091522 VN0DO1841 PPt 100000 USD Pending 18000 g0 %y B
Boerma Leciure
0000341427 19/05/2022 596876 VNO0OSETE CLASSICCITY  ijon Hotel for 92400  USD Fending 18000 AN =3
1203PH HOTEL
students
CARTERS FOOD
101082022 . SERVICE Repair and g -
0000341426, 0502 21397 VHOD 17420 s 18500 USD Pending 18000 AN =]



First, adjust the date range you are searching by. To do this, in the Request Summary section,
click on the green funnel:

r\....“x I_.“\ o~ p .
Request Summary From 07/01/2021 to 1000512022 § Recent Messages
Tieplay e Wb orRopests Mo Recent Messages
a Pending 672
(] Approved 5
Vouchered 100876
Request ID .Enler:dlhleﬁme .iwubelimnber :SII]xp‘IierlIJ Supplier Description Currency -m‘ Business Unit  Voucher 1D Scheduled to Pay

Once the date box displays, adjust your date range, click OK, and close the box. Adjusting the
date range will limit the amount or requests that are retrieved. This will reduce system
slowness.




When returned to the Classic Request Center homepage, unselect the Pending and Approved

boxes, and select Vouchered:

> Accounts Payable + > Payments v > PaymentRequest~ > PaymentRequestCenter

Favorites + Main Menu +
ORACLE" =
Payment Request Center Welcome:  Dunlap Jennifer D
Request Summary From 07/01/2021 to 10/0512022 Recent Messages
Mo Recent Messages

Display Status Number of Requests

a Pending 672
O Approved 5
I Vouchered 100876 I

Requests
Request ID Entered Datetime  Invoice Number  Supplier 1D Supplier Description Currency ?:ﬁ::s‘ Business Unit  Voucher ID Scheduled to Pay

To search for a particular payment request, click on the green funnel in the top left corner

> Accounts Payable = > Payments~ > PaymentRequest= > PaymentRequestCenter

Favorites v Main Menu «
ORACLE" -
Payment Request Center Welcome:  Duniap, Jennifer D
Request Summary From 0710172021 to 10052022 § || Recent Messages
Mo Recent Messages

Display Status Number of Requests

a Pending 672
a Approved 5
Viouchered 100876
Requests
Entered Datetime  Invoice Number  Supplier ID Supplier Description Currency ?:;::5‘ Business Unit  Voucher ID Scheduled to Pay

Request ID



From here, click on the radio icon for “By Alternate Filters”

Filters

(O By Date (@ By Alternative Filters

By Alternative Filters

invoice umber ||

Reuest| |

Hame |

In the “Request ID” field, enter the payment request number. Note, leading zero’s can be
omitted.

Filters

O By Date (@® By Alternative Filters

By Alternative Filters

involce Number |
ReauestiD 05762 |

Name |




Click OK on the filters box to execute the search.

ORACLE’
| All = Ssarch H % | Advanced Search [l Last Search Results
Payment Request Center Welcome:  Collett Amy Beth
Request Summary Resulls By Alfemative Fitters W Recent Messages
Display  Status Number of Requests o REcei Hesimed
d Vouchered 1
Requests
- " 5 5 < Total Business Siheduled to
RequestID  Entered Datefime  Invoice Number Supplier ID Supplier Description Amcy | Cumrency Request Status =t Voucher D i
Cerlification program
051082022 DIVERSIFIED . 3 B
0000305762 g o0 INV052262702F9d380a8 VNOD10350 CORRRRICA TS g::mE::!au andA 158000  USD Vouchered 18000 10888346 Paid [ B

Here the voucher number can be obtained. Users should follow the steps outlined on pages 4-
10 of this document to retrieve the voucher.

Users can also obtain the corresponding voucher number for a payment request by using a
query.

First, navigate to Query Viewer. From the Employee Self Service home page, click on Classic
Home:

ORACLE v Employee Self Service

Approvals Expenses

= Aol
=6 & =

Travel Authorizations My Preferences

2




Next, navigate to Main Menu, Reporting Tools, Query, Query Viewer

Main Menu

Phire

Phire Application Change Management. lssues Tracking, Change Requests, Object Versioning, Obje:
Workflow, IT Controls, and Reporting,

=] Knowledge Base Search

hange Requests

sue Tracking

6 More...

Employee Self-Service
mployee Project Center
ravel and Expense Center
ayment Request Center

) Travel and Expenses

=\ Supplier Contracts
@@ Manage Contract Life Cycle activities including Contract Creation, Authoring, Syndication, and Comp
[ Related Links

Customers
Manage customer information.

[ Customer Information

Customer Contracts
Access customer contracts.
ontracts Center
ontracts Workbench

views Contract Summary

N

jtem-related options.
ontrols

in, or approve suppliers; manage 1098, global withholding, or CA EDD.

Favorites = Main Menu =
rACLE Search Menu:
® 2> | Advanced Search
3 Accounts Payable »
Menu - Classic | &3 Accounts Receivable 3 o
3 Asset Management »
Search & Biling ,
= »
b My Favorites . Commitment Control
> Phire 3 Customer Contracts 3
b Employee Selt S = ctomers »
- Supplier Contray
> Customers 3 Employee Self-Service »
> Customer Contrl 3 gnterprise Components »
I ltems e
I Suppliers 53 eProcurement »
I Purchasing 3 eSetilements »
> eProcurement ~ i
> Services Procurs General Ledger
> Grants 3 Grants »
[> Project Costing =) 5
I» Travel and Expe: - Kems:
I Billing 0 PeopleTools 3
> Accounts Receiy -
[} 3
b Accounts Payabl P
> eSettlements (3 Project Costing »
presetnanager) & s »
I General Ledger| 1  Reporting Taols '_‘ Connected Query K
> SetUp Financial 39  senices Procurement £ Pivot Grid _ L4
> Enterprise Com| . -~ [
b Worklist 3 SetUpFinancials/sup] = Query e Lanaas
I Tree Manager | 3 Supplier Contracts [E Reportmanager =] Query viewer
- Reporting Tools| - 5 = Schedule Query
I PeopleToals |_1 Suppliers :
I UGA 3 Travel and Expenses 3
~ My Preferences | o3 g Manager 3
= Change Requed [ UGA x
= CR Approval Wi .
5 0 Worklist »
— Phire Home =
U Change Request
[E cr Approval workiist
= My Preferences
|_lu Phire Home

This will bring you to the Query Viewer page:

Favorites = Main Menu = > RepotingTools~ > Query= > QueryViewer

ORACLE’

Al > | gearch 2 | Advanced Search

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By Query Name v

begins with

Advanced Search

rch

UPPIET Administration Center
upplisr Information

jobal Withhokding

7 More...

= Purchasing
@'@ Manage requisitions, purchase orders, receipts, GPO contracts, and related data
[ Purchase Orders

=q?ﬁ_= eProcurement
il set up eProcurement; manage or approve eProcurement requisitions or POs.

[ Buyer Center

s, Services Procurement

In the box beside of begins with, enter UGA_AP and click on Search.

This should return a number of public Accounts Payable queries. You may scroll through the list to see

the various queries that are available for you to access.

UGA_AP_PAYMENT_ REQ_LKUP is a query that allows for a payment request number to be entered, and

it returns the corresponding voucher number.

First, you will need to select how you would like your results displayed. You do this by selecting HTML,
Excel, or XML. Typically, it is easiest to receive the output in Excel.



UGA AP_PAYMENT REQ_LKUP Payment Request Loakup Public HTML JExcel g XML Schedue  LookupReferences Favorte

Next, the prompt page opens. Enter the payment request number in the Request ID box and click on
View Results.

UGA_AP_PAYMENT_REQ_LKUP - Payment Request Lookup

RequestID |0000305762

View Results
Request Entered Updated In Request Role Template - Max .
Row 0 User ottm By Ditm Instance Process Status Name Name Unit Vioucher Lines Scheduled Invoice Date

If you selected Excel to receive the output in, a spreadsheet will open displaying information.

UGA_AP_PAYMENT_REQ_LKUP_ 157267050 xsx [Read-Only] - Excel Jennifer Durlep 1

Inset  Pagelajout Fomulas Data Review View Addins  Help  ACROBAT  © Tellmewhatyouwantto do

g b aial Ny 2 Wrop Text Generl - EF—‘ ¥ [ Normal Bad Good Neutral = B @ Z AutaSum - Ay p
R ennnCd\Fnt Explanat - \EEnDEBmF . 2 Szn&Fd&
ae e arame BT U E DA Bl Merges Center - $ - % 1 8 Fo‘v’r’:\a‘n‘\c:\"; e [checkcen  RERTAECEE Linked Cel Note = e =

Clipboard 5 Font i Alignment i Number 5 Styles Cells Editing
a ~ | Payment Request Lookup
4 A 8 c D £ 3 s H 1 i K M N 0 P a R s T
1 [Payment Request Lookup ['1 | |
7
3 [oo00305762 finch 5/ 09 4268541 N Vouchered  UGA AP Approver STANDARD 1 5/18/2022 INV052262702F 9036069 5/5/2022718000  VNOO10350 DIVERSIFIED COMMUNICATIONS DIVERSIFIE-009
4
5
5
7
8

—

You will see that the voucher field (Column L) is populated with a voucher number.

The voucher number can be cut and pasted into the Voucher Lookup page (see steps above) to retrieve
payment details.



