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Vendor Search
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Vendor Search
Vendors—> Vendor Information-> Add/Update-> Review Vendors

S

Search:
0 My Favorites Review Vendors
[ Cal Poly, SLO S
[> Supplier Contracts Esaich Crilariz
[ lterns
= Vendors . H SLEME H o
= Vendor Infarmation | Equalin « . Eoualtn « Q I
= AddiUpdate = —
= Withholding Name: |Equa\ o x| I Classification: I =
ors Venilor Status: h Type: I j'
[ Maintain Persistence: I j'
[ Approve
[+ 1089/ Global Withholdi = _
I Ca\ifomiua EDDI — Address: JEquaite =] City: I
:; ‘F‘UTChtESlng Customer Number: I Country: I Q
nventory -
[ eProcurement 1D Type: [TaxiD =l | State: I Q
i gﬁm;ﬁ (ATCURE VAT Registration I0: Postak [
[ Accounts Receivable Withholding Tax ID: l— Bank Account £ l—
[ Accounts Payable
[ CSU Claims Processing Search | Clear I

[> Banking Add Wendor
[> Cash Mahagement
[> Commitment Conirol
[ General Ledger Additional Wendor Info ||| Aucdit Informstion
[ Allocations -

b CSU State & W Reporting %ﬂp w Name 1 ShortName Address City State  Country
[ CEL Administer Integration =

> Sel Lip Financials/Supply |

Chain

Search Results
Main Information

Customize | Find |V

To search for a vendor select the drop down and change from Equal To - Contains, then
you will be able to search by a portion of the vendor name for Name (A vendors
complete name) or a portion of the Short Name (The first 4 of a vendors name and the
first four of the vendors name (second word)). You must always enter in the SetID as
SLCMP (Reimbursements or payments to vendors ie: Purchase Orders or Direct Pay
Forms) or SLEMP (Staff Travel)

You can include any other information that is known. For Example if you are looking for
a company in San Luis Obispo that has SLO in their name you can fill in the City as San
Luis Obispo as well as Name contains SLO you will get the following output:



Review Vendors

‘SetlD: lm Q Vendor ID: I Q
Name: Contains 7| [sLO ShortName: [Equaito =] Q
Withholding Name: |Equalto 3 Classification: I :l'
Vendor Status: I :I' Type: I :I'
Persistence: I :l'

Address: | Exual o ﬂl | c;_ San Luis Ohispo I

Customer Number: I Country: Q

1D Type: |Tax D j I State: I Q
VAT Registration ID: I Postal: I
Withholding Tax ID: | Bank Account = I

Search | Clear |

Add Yendor

Search Results
Main Information

Aduditional %endor Info Audit Information

SetlD Vendor ID Name 1 ShortHame Address City State  Country
- ) 285 SOUTHST  SANLUIS

SLOMP 00000001075 COMPUTERLANDOFSLO  cOMPSLO-ni 2999 SANLIIE causa

SLCMP (0000006E4E  HOLIDAY INN EXPRESS SLO HOLI INN-001 18100 MBI g’grl“]s';,%'s cA USA
_ KIWANIS CLUB OF 5LO DE ] AN LUIS

SLCMP oooooooe3z®  ro ol Kia CLUB-001 1963 QUAILDR DA EUIS ca usa
_ KWWANIS CLUB OF 5LO DE ] SAN LUIS

SLCMP 00000009325 10" ca KiWaCLUB-001  POBOX13527 oo D08 oA usa
_ SAN LUIS

SLCMP 00000010285  HOTLINEOF SLOCOUNTY ~ HOTLSLO-001  POBOXS4ss oo o8 ca usa
_ SAN LUIS

SLOMP 00000012455 ATTORNEYSRVCOFSLO  ATTOSRVC-ODT  POBOX1233  Dolb)S ca usa
_  FIRSTBAPTIST CHURCH OF ) 2075 JOHNSON  SAN LUIS

SLCMP o000001402F oo FRSBAPT-001 207 SANLIIE causa
- ) ATTN GARY AN LUIS

SLCMP 0000001894 SLOHS CHORAL DEFT 5LO HS-001 A e T

SLCMP 00000029065  SLO SELF STORAGE 5LO SELF-001 1R5E;‘ SUEURELN] ggrﬂst%ls CA  USA




Voucher Inquiry

Accounts Payable—> Review Accounts Payable Info> Vouchers—> Voucher
CT—1

[> My Favarites
I Cal Poly, SLO .
> Supplier Contracts Voucher Inquiry
[ ltems
[ Vendars
[+ Purchasing
[+ Inventary
[ eProcurement
[ Services Frocurement Search Name [FoucHER NGUIRY s
> Billing
1> Accounts Recaivahla From To
[~ Aeeounts Pavable Business Unit SLCMP G ISLCMP Q
[ Youchers
[> Cantral Groups Voucher ID Q I Q
b Payments Invoice Id &} Q
[ Batch Processes I I
< Review Accounts Payahle Vendor SetiD Q
Info l— I—
Vendor ID
[> Payables Search —Q a
Criteria Vendor Location Q
v\m:cherst_ _— Entry Status 'I
— Accounting Entries ) —
~ Document Status Accounting Dt B [ B

— Diocument Tolerance

Override Invoice Date I—Eﬂ I—EU
~ Journal Dril Down Due Date [  ®
B W Entered Date EJ I— )

Ascouniing Entiss Origin Set ID [ a

. Origin l_ Q l_ Q,

[» Interfaces
I» Payments Post Status 'l

1> Wendor Voucher Balance | =l

¥ [RIEIE Max Rows
I C8U Claims Processing il _gearnh | | clar |
I Banking
feEtTi
[» Commitment Contral -
I General Ledger "Sort By: [voucherio =l Sortascpess |Astending > Sort Display
[» Allocations

I> C5U State & SW Reporting » Display Currency Criteria

[> C5U Administer Integration

Under Search Name click on the magnifying glass and select VOUCHER INQUIRY —
this will only show the usable fields for this particular inquiry.



Voucher Inquiry

Search Criteria

Search Name |\-’OUCHER INGQUIRY Q

From To
Business Unit SLCMP O 'm Q
Voucher ID Q Q
Invoice Id | Q | Q
Vendor SetlD SLCMP O o* "
Vendor ID . @ :' Q,
Vendor Location ‘R’
Entry Status i l
Accounting Dt ] E‘] ’7 E‘]
Invoice Date Bl El
Due Date El El
Entered Date Q e El
Origin Set ID
0ri3in ’_ Q ’_ Q
Post Status 'I
Voucher Balance j
Max Rows [aoo Search | Clear I

ort Criteria

*Sort By: [ voucher ID =l sort AscDesc: IAscending vI Sort Displayl

\

Enter in your Vendor SetID of SLCMP (Reimbursements or payments to vendors i.e.:
Purchase Orders or Direct Pay Forms) or SLEMP (Staff Travel). Then select the
magnifying glass for Vendor ID, this will bring up the following screen shot.



Look Up Vendor ID

Search by: IVendurID - | begins with
Short Vendor Marne

Search Results
Only the first 300 results can be displayed. Enter moare information ahove and search again to reduce the number of search results

5 WALL SHAN-D01  WALLACE SHANE dup vendor use 13545 {alank) {blank)
%13664  CHUR MARG-001  CHURCH MARGARET DUP VENDOR USE 12823 {alank) {blank)

%14042  URBAROBE-001 URBANROBERT.J USE VENDOR #15013 {alank) {blank)

515041 WINK-OD] WINK thlank) {alank) {blank)

0000000001 NO VENDOR-001 MO VENDOR (alank) (alank) (blank)

0000000002 CHAP BUS-001  CHAPARRAL BUS MACHINES {hlank) {alank) 000010991
0000000003 BLAC ISSU-001  BLACK ISSUES IN HIGHER EDUC {alank) {alank) 000014027
0000000004 ASSO STU-001  ASSO0 &TU ING {hlank) {alank) 000017201
0000000005 MARC DEKK-001  MARCEL DEKKER INC {alank) {alank) 000025445
0000000006 LIB COMG-001 LIS OF CONGRESS thlank) talank) 000033118
0000000007 LIND HALL-001  LINDA HALL LIB {hlank) {alank) 000036452
0000000008 POOR RICH-001  POOR RICHARDS PRESS thlank) {alank) 000040058
0000000009 SESA ING-001 SESAC INC {lank) {alank) 000041137
0000000010 VIKI FRT-001 VIKING FRT SYSTEMS (alank) (alank) 000050031
0000000011 NATL CAR-001  NATL RENTAL CAR {lank) {alank) 000060353
0000000012 BANK AMER-D01  BANK OF AMERICA {alank) {alank) 000080026
0000000013 ACAD INTL-001  ACAD INTL PRESS {hlank) talank) 000082004
000000001 4 LEXI NEX-001 LEXIS NEXIS MATTHEW BENDER & CO INC  LEXIS NEXIS BUS-ACAD PUBLISHING {alank) 000082006
0000000015 ANNU REVEODT  ANNUAL REVIEWS INC thlank) {alank) 00009201 4
0000000016 COUT LIB-001 COUTTS LIB SRVC INC thlank) {alank) 000092035
0000000017 FACT FILE-001  FACTS ON FILE NEWS SRVC (alank) (alank) 000092045
MOAANAnnd O @™ ThIOT nnd UmmiCD Ik TITHITIO R DDCoC fhlanlA ECIET Y annnnanesd

Change your search criteria from Vendor ID to Short Vendor Name

Look Up Vendor ID
Search by: |ShortVendor Name Tl bedgins with SLO

Look Up Cancel | advanced Lookup
Search Results

I

Short Vendor Name Wendor ID  |[Name 1 Name 2 Our Customer Humber [Old Vendor ID
SLOBILL-001 0000000228 SLO BILLIARDS (hlank) (hlank) 000101579
L0 CAlL-001 0000017952 SLO CAL PRODUCTS (hlank) (hlank) (hlank)
SLOCAL-002 0000017980 SLO CAL PRODUCTS (hlank) (hlank) (hlank;
SLO CHAM-001 0000002938 5LO CHAMBER OF COMMERCE (hlank) (hlank) 000118161
50 CO-001 0000013808 5LO CO HISTORICAL SOCIETY (hlank) (hlank) (hlank)
L0 COuN-001 0000004118 SLO COUNTY CATTLE WOMER (hlank) (hlank) (hlank)
SLO COUN-002 0000017127 SLO COUNTY SB0CCER STORE (hlank) (hlank) (hlank)
50 CTY-001 0000002565 50 CTv VISITORS & CONF BUREAU (blank) (blank) 0001321543
L0 DOVYN-001 0000008063 SLO DOWNTOYMN ASSM (hlank; (hlank) ihlanky |
SL0 EGLI-O0T 00000108487 SLO EQUINE VET SWCE (hlank; (hlank) (hlank;
SLOFLYE-001 0000008993 5LO FLYERS ING (hlank) (hlank) (hlank;
L0 GRAP-001 0000011735 SLO GRAPHICE (hlank) (hlank) (hlank)
L0 HE-001 0000001694 SLO HS CHORAL DEPT (hlank) (hlank) 000122529
SLO MOTO-001 0000003083 SLO MOTORS (hlank) (hlank) 000124164
S5L0 PARK-001 0000017568 SLO PARKS AND REC DUPVENDOR LISE 97 SAN LUIS OBISPO,CITY OF (blank) (hlank)
SLO SAL-001 0000017724 SLO SAIL AND CANVAS (hlank) (hlank) (hlank)
SLOSELF-001 0000002906 SLO SELF STORAGE (hlank) (hlank) Q950217454
SLO TOW-001 0000006792 SLO TOW (hlank) (hlank) (hlank;
SL0 TUTO-001 00000035916 SLO TUTOR (hlank) (hlank) (hlank)
QU Aa InE.nnT nNANM1 2047 21 AATE INF fhlankd fhianld fhlank

Enter in the Sort Vendor Name or a portion of the Short Vendor Name (i.e. SLO) and
Click on the Look-Up Button, this will give you all vendors that start with SLO. Then
select the correct vendor. If you select the Advanced Lookup hyperlink you will be able
to look by contains instead of begins with which will allow you to search for a portion of
the short vendor name.



Voucher Inquiry

Search Criteria

Search Name |VOUCHER IMGQUIRY Q
From To

Business Unit SLCMP O lmo\
Voucher ID Q ’7 (&}
Invoice I | Q | Q
Vendor SetlD SLCMP O
Vendor ID 0000008063 QL [ooonooanEs |G
Vendor Location Q
Entry Status 2 l
Accounting Dt El ,7 El
Invoice Date B Eil
Due Date [l ]
Entered Date a il E
Origin Set 1Dy
0ri3in ’_ Q ’_ Q
Post Status 'l
Voucher Balance ﬂ

mnows_m Seatch | Clear |

‘Sort By: |V0ucher In] j ‘Sort AscDesc: IAscending vl Sort Displayl

} Display Currency Criteria

Change your number of Max Rows from 300 if the vendor has more than the 300 voucher
lines. Then click the Search Button.



Voucher Inquiry

Search Criteria

Search Name |VOUCHER IMGUIRY Q
From To

Business Unit SLCMP QY SLCMP
Voucher ID Q l— Q,
Invoice Id [ Q [ Q
Vendor SetlD SLCMP O

Vendor ID 0000008063 Q) [oonoonzoes @
Vendor Location Q

Entry Status <

Accounting Dt ] [ ’7 E
Invoice Date [# [ E
Due Date [ ’7 E
Entered Date a B E
Origin Set ID
0rigin ’_ Q ’_ Q
Post Status A
\oucher Balance ﬂ
Max Rows lm Search | Clear |

[Sort Criteria

'Sort By: IVDucherID 'I *Sort AscDesc: IAscending vl Sort Displavl

} Digplay Currency Criteria

Voucher Inquiry Results

[ Voucher Details T Lt T
Voucher ID (Inwoice Humber I)nte Vendor ID :ountlrlu - Short Vendor Name
SLCMP  DODB540B farmers market 04(1E/2003 DODODOSOE3 Postable E Matched ' 5LO DOWN-001
L]
SLCMP 00095565 ;Eg;ﬁmomo 03/28/2004 0000008063 Postable .-@p. Matcheds F% " oo 8, SLO DOWN-001
L] . cd
- 2. e
SLCMP  D0153918 FARMER,S 09/20/2005 DONOODEOB3 Postable o % §  HoMatche,, ,e% :  SLODOWN-001
L] L]
12107 *epue’ ® e
sLowp oozoaTiz LHIT o 08/0612006 DDDDODGOG3 Postable £ Mo Match il 5LO DOWN-001
SLCMP  D0283895 1071181171815 08(17/2007 DODODOSDES Postable B Mo Match 5LO DOWN-001
SLCMP 00284034 10/18B0CTH  08/27/2007 0000008083 Postahle = Na Match SLO DOWN-001
SLCMP 00294095 OPENHOUSE  11/14/2007 0000008063 Fostable = Na Match 5LO DOWN-001
SLCMP 00302940 FARMER'S1M0  120/2007 0000008063 Postable B Mo Match SLO DOWN-001
SLCMP 00310935 OPENHOUSE  02/25/2008 0000008063 Postable B Mo Match 5LO DOWN-001
SLCMP 00314873 417-08 GAFER  02/28/2008 0000008063 Postable B Mo Match 5LO DOWN-001

You will get the following output, if you click on customize you will be able to include
the dollar amount in this first page; you just need to move it up above the tab Amounts.
The following three screen shots will show you the information from the three pictured
columns.



— New Window | Help | Custormize Page |
[ My Favorites Voucher Accounting Entries

b Cal Paly, SLO

- Supplier Contracts

b tems “Business Unit. ELCWE Voucher ID: 408 CL jnvoice Number: FBrmer's markst Q

[ Wendors

I Purchasing ‘Accounting Line View Option: | Standard =1 [ Show Foreign Currency ﬂl ﬂl

> Inventory

> eFracurament
> Services Procurament
> Billing
> Accounts Receivable
> Accounts Payable
[ Vouchers
[> Control Groups
[ Payments
[> Batch Processes
< Review Accounts Payahle
Info
[+ Payables Search

Invoice Date:  04/16/2003 Vendor ID: 0000008063 Vendor Name:  SLO DOWNTOWN ASSN

Accounting Information

Posting Process: AP Accrual GL Dist Status:  Distributad

[ Main Information THNGH= T Jourral

udget
Status

/Accounting Date

Criteria Thursday Might 7200 680003 MXOB4 209700  PCO18 APOOD11415 051212003 051122003 ¥ 051212003
= Vouchers Promotiong (Far
— Aocounting Enries 4ccounts Payable 7200 201001 WXOB4 209700 PCOIS APODDT1415 051202003 051212003 Y 051212003

cument Status
— Docurment Tolerance

This will show you the Accounting Entries of the voucher if there is a question regarding
where the voucher was charged.

Matched Vouchers

Business Unit:  SLCMP SLO Campus Voucher: 00096565 Invoice: THURES PROMO PERMIT
Vendor: 0000008063 Vendor SetlD: SLCMP Vendor Location:  MAIN

Vendor Name SLO DOWNTOWWN ASSM Match Due Date: 0372452004 Invoice Date: 03/28i2004

Updated By: JOEFREIT Due Date: 037292004 Matched Date: 02/29/2004

Terms: NET30 Met30 Origin: oML Match Status: Matched

Gross Amt: 32.000 USD  Control Group: 0000002872  Match Type: Auto - Matched

Document Details

Voucher Line Number: 1 Rule:
PO Business Unit: SLCMP PO Number: 2003201646
Line Number: 1 Schedule Number: 1

View Document: Purchase Order vl
Document ld: SLCMP 2003201646 VI Go

Line Document Details

This shows you that the voucher is related to a purchase order and whether or not it was
matched or if it is in @ match status of error.

Back To Vaucher Inguiry

Business Unit: SLCMP Voucher ID: 001599149 0 FARMER S
Vendor Name: SLO DOVIN-001 Vendor Location: AN
Gross Invoice Amount: 16.00 Transaction Currency: UsD

SLCMP  STATE DvP 323852 09/30/2005 16.00 USD 16.00 Paid

This shows the Payment Information for the voucher. This shows the check number
(Payment Reference ID), the payment date and the amount paid (\Voucher Paid Amount).
If you want to go back to Voucher Inquiry you can select the Back to Voucher Inquiry
Hyperlink or if you want to got to the payment click on the blue check number.



Search Criteria

SearchName  VOUCHER INQUIRY Q
From To

Vendor Name [ Q | Q
Payment Date
Remit SetlD SLCMP QL
Remit Vendor Q
Wax Rows 300 Search Clear

I Show Chart “Chart Type: Bar Chart -

fsorting Criteria

1st sort: Account x| [T Descending  apd sort: PymntRel *| I Descending Sort

Payment Inquiry Result

SAN LUIS

323852 Check 16.00 09i30/2005  Paid Recon 1100212008 SLO DOWNTOWIN ASSM 0000008063 PO BOX 1402 0BISFO

This will show you the check number, the amount, the date check was paid as well as the
reconciliation status and date (This information comes from a Wells Fargo Bank load that
marks all cashed checks with a status of Recon and the date the file was loaded, this is
not the date the check was cashed, it is the date the file was loaded into PeopleSoft),
along with the address the check was sent to.



Payment Inquiry
Accounts Payable—> Review Accounts Payable Info> Payments—> Payment

| T N e ]
Search:

[+ My Favarites B
L Cal Poly, SLO Payment Inquiry
[> Supplier Contracts
[ ltems

[ “endors

[* Purchasing

[ Inventory Search Name |PAYMENT INGUIRY Q

[ eProcurement
[ Services Procurement From To

[+ Billing Reference

[ Accounts Receivable

=~ Accounts Payable Revinentlaie Eﬂ Eﬂ
[ Wouchers Payment Method 'l

[> Control Groups

[ Payments Payment Status 'l

[- Batch Processes Remit SetlD

Q
= Review Accounts Payable )
Infa Remit Vendor Q

[ Payahles Search Max Rows 300 Search Clear
Critetia I I

[ Wouchers ™ Show Chart *Chart Type: I Bar Chart 'I

[+ Interfaces

= Payments [Sorting Criteria
— Detail Data
— Summary Data 1st sort: Account 'I [ Descending  2pg sort: IPymnt Ref 'I ™ Descending Sont
Summary Uata

— Docurnent Statug
— Letter of Credit

— Payment
— Prenayments
[ Wendor
[» Reports

Under Search Name click on the magnifying glass and select PAYMENT INQUIRY —
this will only show the usable fields for this particular inquiry.

Payment Inquiry

Search Criteria

Search Name |F'AYMENT INGIUIRY Q

From To

Reference |
Payment Date Bl E
Payment Method I w2 l

~TPayment STalis ™
Remit SetlD SLCMP Qe** Se.,
Remit Vendor T .:
T :T V) | Clear I

[ Show Chart *Chart Type: I Bar Chart 'I
1st sort: I Account I [ Descending 2nd sort: | Pymnt Ref = l I Descending Sort

Enter in your Vendor SetID of SLCMP (Reimbursements or payments to vendors i.e.:
Purchase Orders or Direct Pay Forms) or SLEMP (Staff Travel). Then select the
magnifying glass for Vendor ID, this will bring up the following screen shot.



Look Up Remit Vendor
Search by: IRemit‘v'endDr 'Ibeginswith|

Loolel iy I
1

Hiip

Search Results
Cnly the first 300 results can be displayed. Enter mare infarmation above and search again to rec
Wigwy Al First [4] 1-100 of300 J Last

WALL SHAMN-001
CHUR MARG-001
URBA ROBE-001
WIN-001
MOVEMNDOR-001
CHAP BUS-001
BLAC ISSL-001
ASS0 STU-001
MARC DEKK-001
LIB COMG-001
LIMD HALL-001
FOOR RICH-001
SESA INC-001
Wikl FRT-001

% WALLACE SHAME

CHURCH MARGARET
%14042 URBAN ROBERT J

%15041 I

nogoooogotr MO WENDOR

Oogoonogos CHAPARRAL BUIS MACHINES
0000000003 BLACKISSUES IN HIGHER EDUC
0o0oonogod ASSO STUING

nogoooogos MARCEL DEKKER IMC
0000000006 LIB OF CONGRESS
nogoooogoy  LiMDA HALL LIB

nogoonogog POOR RICHARDS PRESS
00000000039 SESAC INC

0000000010 WIKIMG FRT SYSTEMS

0ooooooot1 MATL REMTAL CAR MATL CAR-001
0000000012 BAMK OF AMERICA BAMK AMER-001
0000000013 ACAD INTL PRESS ACAD IMNTL-001

0000000014 LEX]S MEXIS MATTHEW BEMDER & CO INC - LEX] NEX-001
0000000015 AMMUAL REVIEWS INC ARML REVID0T
0000000016 COUTTS LIB SREVC INC COUT LIB-001

Change your search criteria from Remit Vendor to Name 1.



Look Up Remit Vendor
Search by: [Name1 = begins with[5LO

Look Up | Cancel |Advanced Laokup

Search Results
X I

Remit Vendor Short Vendor Name

SLO BILLIARDS 0o0o0o0229 SLO BILL-001
SLO CAL PEODUCTS 0000017952 SLO CAL-001
SLO CAL PRODUCTS 0o0o0n17a80 SLO CAL-002
SLO CHAMBER OF COMMERCE 0000002939 SLO CHARM-001
SLOCOHISTORICAL SOCIETY 0000013309 SLO CoO-001

-m nooonnddds Sio colit fnd |
SLO COUNTY SOCCER STORE 0000017127 SLO CoLuM-002
SLO CTY WISITORS & CONF BUREALI 0000002965 SLO CTy-001
SLO DOWMNTOWYMN ASSH 0000008063 SLO DOWN-001
SLO EQUINE VET SWCS 0000010897 SLO EQUIR-001
SLOFLYERS IMNC 0000009993 SLO FLYE-001
SLO GRAPHICS 0000011735 SLO GRAP-001
SLOHS CHORAL DEFT 0000001694 SLO HS-001
SLO MOTORS 0000003083 SLO MOTOo-001
SLO PARKS AMD REC 0000017469 SLO PARK-001
SLO SAIL AMD CAMNYAS 0000017724 SLO SAIL-001
SLOSELF STORAGE 0000002906 SLO SELF-001
SLO TOW 0000006792 SLO TOW-001
SLO TUTOR 0000003916 SLO TUTO-001
SLOATE,IOE 0000012945 SLOAJOE-001
SLOBODMIE, GOERGIY A, 0000013992 SLOB GEOR-001
SLOBODMIEANTORN 0000017982 SLOB ANTOMN-001
SLOBODMIE, THERESA O0ooonoe2yy SLOB THER-001
SLOCO DATA IMC 0000000455 SLOC DATA-001
SLOCLIN FEITH 0000002806 SLOC KEIT-001
L ) N | iy nnnnnns4 a5 O GhICT nnd

Enter in Name 1 or a portion of the first portion of the Vendor Name (i.e. SLO) and Click
on the Look-Up Button; this will give you all vendors that start with SLO. Then select
the correct vendor. If you select the Advanced Lookup hyperlink you will be able to look
by contains instead of begins with which will allow you to search for a portion of the
vendor name 1.



Payment Inquiry

Search Criteria

SearchMame  [PAYMENT INQUIRY Q
TronT To
Reference
Payment Date

Payment Method |
Payment Status B

Remit SetiD SLCMP O
Remit Vendor 0onono411e G
WMax Rows 1000 Clear
™ Show chart ‘Chart Type: | Bar Chart v

Sorting Criteria

1st sort: Account | [T Descending  2nd sort: PymntRel x| I~ Descending Sort

Payment Inquiry Result
[ Payment Details

Payment
Referenge |PEvmENL
& Method

Check 1,000.00 08/31/2001  Replaced Recan 5LO COUNTY CATTLEWOMEN 0000004119 1394 ANDREWS &T  SAR 1S oA 93401
202805 Check 1,000.00 08/31/2001 Paid Recan 01/15i2002 SLO COUNTY CATTLE WOMEMN 0000004119 1394 ANDREWS ST gAEr‘\lS\ELCJ)‘S CA 43401

Change your number of Max Rows from 300 if the vendor has more than the 300
allowed. Then click the Search Button. If you want to go to the payment detail, click on
the blue check number. The following information will be opened

Vouchers For a Payment

Back To Payment Inguiry

Bank Name: State Treasury Pymnt Ref ID: 202805

Bank Account # 243 Accounting Date: 083112001

Pay Cycle: RSTRT1  SeqMNum: T Payment Date: aera12001

Vendor Name:  SL0O COUNTY CATTLE WOMEMN = Days Outstaniiigieo e o 4o 0 0 o .

Address: 1394 ANDREWS ST : Payment Clear Date: 09/11/2001 :

eeeccccccccccccccco e’

ATTME MIRIAM BULTER, TREAS Reconcile Date: 01/146/2002
SAM LUIS OBISPO CA 93401 LUgA Value Date: 082152001

Payment Amount: 1,000.00 USD Payment Method: CHK

Description :I

Advice Date (Invoice Number (Gross Paid Amount

083002001  RE: WIXOM, SARA 1,000.00 1,000.00 USD Accounts Payable Vouchers

Vouchers for a payment, this will show the Vendor Name, Vendor Address, Payment Ref
ID, Payment Date, Reconcile date and the Payment Clear Date (this is the actual date the
check was cashed). To go to the Vouchers that was paid on this payment click on the
blue hyperlink. If there were multiple vouchers associated with this one payment you
will have a list of vouchers that you can look at.



Voucher Inquiry

Search Criteria

Search Name |F'AYMENT INQUIRY Q
From To
Business Unit SLGMP SLCMP QL

Vendor SetlD Im Q

Vendor ID [ & [ &
Vendor Location | Q@

Accounting Dt Ii Eﬂ ’7 E‘]
Due Date Ii E‘j ’7 E‘]
Entered Date | e B

User ID
Max Rows 300 Search | Clear |
[Sort Criteria

*Sort By: [oucher D | sortascDesc: IAScending - Sort Displayl

} Display Currency Criteria

Voucher Inquiry Results
[ Voucher Details T Amourts T fdar

[FouE——
hirounting

_ Wa.Llr Payment
Unit Voucher ID (Inwoice NHumber Date Vendor ID Entry Status |Entriﬂ: Status \nfremation

SLCMP 00003658 RE: WIXOMSARA 0873002001 0000004119 Postable .-. By & o Mo Matchr .°. SLO COUN-001

You will get the following output, if you click on customize you will be able to include
the dollar amount in this first page; you just need to move it up above the Tab Amounts.
The following three screen shots will show you the information from the three pictured
columns.

Voucher Accounting Entries

‘Business Unit: |SLCMP QU youcherip: 00003658 €L yvoice Number: |REC YIXOM,SARA Q
*Accounting Line View Option: | Standard E ™ Show Foreign Currency Search Reset
Invoice Date:  08/30/2001 Vendor ID: 0000004119 Vendor Name:  SLO COUNTY CATTLE WOMEN

[Accounting Information

Posting Process: AF Accrual GL Dist Status:  Distributed

[ visin informstion TREHerteids TR atial

e Monetary Program . - Journal Budget -
Description r—— |Account Fund Code |Department Code Class Field |Project Journal ID Date Budget Date Status \Accounting Date

REFUND OF
SCHOLARSHOP 1,000.00 503401 MHOE3 122300 APOOOODS2S 08/31/2001 0B/30/2001 W 08/30/2001 SLCMP

Accounts Payable -1,000.00 201001 MHOES 122300 APOO0ODS29 08/31/2001 08/30/2001 V 08/30/2001 SLCHP

This will show you the Accounting Entries of the voucher if there is a question regarding
where the amounts were charged.



Back To Youcher Inguiry

Business Unit: SLCMP Voucher ID: 00003659 Invoice Number: REE& WIHOM SARA
Wendor Name: SLO COURN-001 Vendor Location: hAIN
Gross Invoice Amount: 1,000.00 Transaction Currency: uso

Details i | B Fiest W gora O Last

lied .
Bank Bank Payment \Applied Payment (Payment Voucl
Setld Bank Code |, ount  [Reference ID e Voucherip  |@vmentDate ount |Currency
VP

(s} 202808 0813142001 1,000.00 UED 1,000.00 Paid

This shows the Payment Information for the voucher. This shows the check number
(Payment Reference ID), the payment date and the amount paid (Voucher Paid Amount).
If you want to go back to Voucher Inquiry you can select the Back to Voucher Inquiry
Hyperlink or if you want to got to the payment click on the blue check number.

Payment Inquiry

Search Criteria

Search Name |F’AYMENT INGQUIRY Q
From To
Reference 202805
Payment Date [ ’7 2]

Payment Method | Check <

Payment Status h

Remit SetiD SLCMP O

Remit Vendor

Q.
Max Rows 300 Search Clear I
™ Show Chart ‘Chart Type: | Bar Chart v

fSorting Criteria

1st sort: Account 'I " Descending  2pq sort: PymntRef x| [ Descending Sort

Payment Inquiry Result

Customize | Fing
[ Payment Details TR [
Payment |Reconciliation Reconcile
Amount |Payment Date Status Status Date Vendor Name Vendor ID
202805 Check 1,000.00 0813112001  Replaced Recan 5L0 COUNTY CATTLEWOMEN 0000004115 1394 ANDREWS ST SAn D19 cA 83401
203806 Check 1,000.00 0903142001 Faid  Recon DIAB/I002  SLOGOUNTY CATTLEWOMEN 0000004119 1394 ANDREWS ST Si VI8 cA 33401

This will show you the check number, the amount, the date check was paid as well as the
reconciliation status and date (This information comes from a Wells Fargo Bank load that
marks all cashed checks with a status of Recon and the date the file was loaded, as well
as the date the check was cashed.), along with the address the check was sent to.



CSU PO Remaining Balance Inquiry
Purchasing—> Purchase Orders—=> Review PO Information-> CSU PO
Remaining Balance Inq
Menu B

Search:

[ My Favarites ® CSU PO Remaining Balance Ing

[ Cal Paly, SLO Enter any infarmation you have and click Search. Leave fields blank for a list of all walues.
[ Supplier Contracts

[ Itemns { Findan Existing Value |

[ Vendors

= Purchasing

[> Reguisitions Business Unit:l: 'l |SLCMF' Q

[» Request for Quotes ) - ——
b B e CaiEs PO Number: | hedins with J|

= Purchase Crders
[» StagefSource Reguests . -
[y g e Search | Clear | Basic Search Save Search Criteria

[ Reconcile POs

= Review PO Information
— Purchase Orders
— Activity Surmmary
— P Accounting Entries
—Print POs

This allows you to enter in the PO Number and will give you the following output

LAY VI | LISl | AT | T |

CSUPO Remaining Balance Ing

Business Unit: SLOMP Purchase Order: 2008200085 S Process Wonitor

Vendor ID: 0000018137 SPRINGSHARE LLC

Remaining Balance:  $0.00

o 5 First [4] 12 02 [F] Last
Line Schd Dist Tran Type Amount Sub Total Reference Reversal ID Acct Fund Dept Prog Class Project GL AP EY Tran D St%ls S!:)Iﬁzd
1 1 1 1PO_POENG 1,20000 660003 SLO01T 123800 SLCMP 2 2008 0001631525 Compl Y
21 1 1 REVERSAL -1,200.00 0.00 00344408 BEO003 SLO0T 123800 SLCMWP 22008 0001632859 M

If you select the little printer in the upper right hand corner, this will send this report to
the process monitor as a PDF. You will get a message telling you the following, click
OK

Microsoft Internet Explorer x|

'E SOR Repaort CSUAPS0Z is now scheduled ko rum,click on the Process Maonitor hyperlink
L

You then click on the process monitor hyperlink and wait for the process to be successful
and posted. Click on Details Hyperlink-> View Log Trace Hyperlink = then click on
the PDF hyperlink which will open up your report in PDF Form.



The report shows the original Purchase Order encumbrance and any reversals to the
purchase order, in the above case it was a voucher. This also shows the remaining

Rsport ID: CEUARSO2 CEU PO REHAINING BALRWCE INQUIRY Fage HNo : 1 of 1
operator: EJWILLIA Fun Date: 0%/10/2008
Fun Time: 15:15:18
Bueinese Unit: SLCME Purchase Order: 2005200025
Vendor IDs 0000018137 SPRINGSHARE LLC
XXX
s o
:---------o. a :Po cloed
Ho o Ln Sch Diste Tran Type Amount Youcher Acct Fund Dept Prog Class Project Imit AP FY Tran ID eo3tat Yal o
. O . b
. l-------------------------. . :
i 1 1 1 : EQ_POENC 1,z00.00 eGE0003 ELOOL 123800 ELCMP 2 2008 0001631525°Compl T o
Q. 1 1 1 s REEVERZAL -1,200.00 00344402e660002 ELOO1L 123800 ELCMF 2 2008 00'2'1632359: N
©0000000008c0000000ennnnnnnnssccccce’ ©cccccce”
Subtotal: .00
Remaining Balance: 0.00
End Report

balance at each Line / Schedule / and Distribution along with the Status of the Purchase

Order.




