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One of the most common questions to the SWIFT Help Desk is determining if a voucher has been paid.   If the voucher was not paid, agency employees want to know why not. Use the reporting tools listed in this Quick Reference Guide to find out if it has been paid.  
For more details, refer to the Accounts Payable Voucher Entry, Maintenance, Approval and Reporting Tools User Guide.
Payment Status: Inquiry
Payment Inquiry
Use this inquiry to find out information about a specific payment or payments to a vendor as well as if the payment has been reconciled.   If you do not get any results, then the voucher has not been processed for payment. 
1. Navigation:  Accounts Payable, Review Accounts Payable Info, Payments, Payment
2. On the Payment Status Inquiry Search page, enter criteria and click Search.
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3. The Payment Inquiry Result page appears if there is data that matches your criteria.  View the results to find the voucher in question to see if it was paid or not.  
1. Review the Reconciliation Status section.
· “Reconciled” = The warrant is cashed (Reconcile Date will = Date the Warrant was Cashed)
· “Unreconciled” = The warrant is outstanding (All ACH payments will remain in an Unreconciled Status) 
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Payment Status: Queries
Unpaid Vouchers Query
Use this query to find any unpaid vouchers and the reason they have not been selected for payment.
1. Navigation:  Reporting Tools, Query, Query Viewer
2. Enter all or part of the Query Name:  “M_AP_UNPAID_VOUCHERS”
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[bookmark: _GoBack]Payment Status by Reference ID Query
Use this query to get information about an individual voucher by Reference ID.  A Reference ID is the Warrant Number or Payment ID for ACH transactions (Automated Clearing House).  You can find it on the Payments tab on the voucher.  You can also get one from the vendor if they contact you requesting payment details.
You can view the Gross Amounts, Vendor ID, Voucher ID and Vendor information. 
1. Navigation:  Reporting Tools, Query, Query Viewer
2. Enter all or part of the Query Name:  “M_AP_PYMNT_BY_REF_ID”
3. Select a Run to option and enter the Reference ID.  Click on View Results.
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4. The View Results page appears with information about the voucher and vendor.  
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