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:

Select UGA Financials from the drop-down arrow beside of Employee Self Service:
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The UGA Financials home page will display:



Click on the Payment Request Center tile:




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

[+] 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 05/09/2022 8:09AM INV052262702F9d3e0a9 Certification program for J. Dunlap and A. Simmons 'VN0010350 DIVERSIFIED COMMUNICATIONS 1590.00 USD Vouchered Paid 18000 10888346 >

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]

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

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

(| F i
|+] E [®][a[]
RequestD < Entored Datetime < Invoice Number © Description Suppler ID & Supplier © Total Amount < Currency © Request Status < Scheduled to Pay ¢ Business Unit ¢ Voucher ID ©
0000305762 05/09/2022 8:09AM INV052262702F9d3e0a9 Certification program for J. Dunlap and A Simmons. 'VN0010350 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 - 07/01/21 to 10/05/22

[+][=]

RequestID ©  Entered Datetime O Invoice Number © Description ¢ Supplier ID Supplier ©

RV
Total Amount < Currency ©  Request Status ¢ Scheduled toPay ©  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.

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




The Voucher look-up page will display:




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:




Enter the Voucher Number in the Voucher ID field:




Clicking Search will display the voucher.

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:




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




The Payments Tab provides the payment detail for the voucher. It provides Payment Method,
Payment Date and Reference (check or ACH) number.




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.




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




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.

The Classic Payment Request Center will display:

Favorites = WainMenu~ > Accounts Payable > Paymenls~ > PaymeniRequest~ > PaymentRequestCenler
ORACLE =
Payment Request Center Welcome:  Dunlap, Jennifer D
Request Summary From 07/0172021 1o 101052022 P 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 Amz”u“s(‘ Currency zf““(:z“ E“i‘”“s Voucher ID s:;’“‘“‘e" &
CARTERS FOOD
10/05/2022 . SERVICE Repair and .
0000341428 195 2F 21708 VNDO17429 A 44000 USD Pending 18000 AN B
AUCTION
10/03/2022 css .
0000340401352 SPI 2206497 1000013716 QOSUPPLYLLC  £25  loeppen 11226 USD Approved 18000 [ B
10/05/2022 y THRASHER PHOTO Second installment .
0000341424022 TPD UGA AQW2 091522 VND001841 e 100000 USD Pending 18000 g0 & B
Boerma Leciure
0000341427 19/05/2022 596876 VNO0OSETE CLASSICCITY  ijon Hotel for 92400  USD Fending 18000 AN =3
1203PM HOTEL
students
CARTERS FOOD
10/05/2022 . SERVICE Repair and .
0000341428520 21807 VNDO17429 e 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:

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:

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




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

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




Click OK on the filters box to execute the search.

Favorites = MainMenuw > Accounis Payablew > Paymenisw > PaymentRequest= ) Paymenl Request Center
ORACLE
All ~ | Search % | Advanced Search  [3l Lasi Search Resulls
Payment Request Center Welcome:  Collett Amy Beth
Request Summary Results By Allemative Filters W Recent I
Display  Status Number of Requests o REcei Hiesimed
y Vouchered 1
Requests
3 = = o Total ctatys | BUS heduled to
RequestiD Entered Datetime  Invoice Number Supplier ID Supplier Description Ao Currency Request Status Voucher D
e ; Certification program _
0000305762 D5/09/2022 INVD52262702F9d38029 VND010350 DIVERSE D for J. Dunlap and A 158000  USD Vouchersd 18000 10888346 [Paid [oT- B
B:00AM COMMUNICATIONS or - Dun

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:




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

This will bring you to the Query Viewer page:

Favorites ~ MainMenuw > RepotingTools~ > Query= > QueryViewer
=l = Al ~ | gearch > | 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

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 Lookup 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

Row Rec:;est Use Entered Updated

In Request Role
ottm By Ditm Instance

Template
Process Status

Unit Voucher ™3
Hame Name

- Scheduled Invoice Date
Lines

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

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.



