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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. Onthe Payment Status Inquiry Search page, enter criteria and click Search.

Payment Inquiry

Search Mame IALL Q
Wendor Name SAND CREEK GRCUF LTD THE Q SAND CREEK GROUP LTD THE a
Amount Rule Any ¥
Fumount
[Currency Q
Bank SetlD SHARE Q
Bank Code Q.
Fank Account Q
Bank Account #
Reference
Payment Date [5] 5]
Payment Method v
Pay Cycle Q
Feq Num Q.
Payment Status v
Remit SetlD SHARE Q
Remit Vendor aQ
ettle By L]
v

Settlement Statug

Single Payment Vouchers
BDD| Search | Clear

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.
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1. Review
o

(0]

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)

Additional Info

=

Payment
S
VCHR 0000255647
WCHR 00003279493

Reconciliation
Status

" Wendor Details Financial Gateway
:'I?trmst Amount Currency Creation Date Payment Date gglr::gnt
Automated
Clearing 1,125.00|/USD 12122011 12132011 Paid
House
Automated
Clearing 3,950.00 USD 01172012 01182012 Paid
House

Unreconciled

Unreconciled

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”

[ru‘l_AP_UHF’AID_VDUCHEH 5 - Unpaid Vouchers

LUinit: G100
User (% allw'e-d|:|=:
Wiew Resulis
Download results in ; Excel SpreadShest C2W Text File XML Fie (85 kb)
i Al
Unit | Voucher ‘.fnsu;:'r:r Imvoice Number Vendor Name E‘Ftl;ﬂtm Match Status Bsmt Appr Stat Status Egaatt:d E;ah;%zltid G;:rlz;sts
G1001 DOD02EER [oOUar  ASHSOMSSISSEZD s Bank Eostable Matched Walid Approved L“:;f;';“" for \vo0ei2012 OO/DEIZ012  0BG.34
2 G1001 00005607 [auar  FZISONMRSIINEE- Ls mank Eostable Not Applicable  Walid oy 182013 03152013 20,000
. Match
3 G1001 0oooe7e7 EIUE  qapig ZEMGER FOLKMAN [ostable Exceptions  Valid D2/06/2014 02062014  10540.000
= Exist
4 G1001 00010843 JETUEr  gpyg505s IHS GLOBAL NG [Fostabie Matched Walid DE/OTIZ014 OBOTI20N4  1B267.100

Payment Status b

y 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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Query Viewer

Search Results

Query Name

*Folder View

— All Folders — v

Description

|h.-1 AP PYMNT BY REF D |Warrant0rACH lookup

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

“Search By begins with ||M_AP_PYMNT_BY |
1 Search Advanced Search

Run to Run to

Owner Folder

Add to
HTML Excel xMmL -=chedule Eavorites
Public |AP HTML |Excel |XML |Schedule Favorite

Run fo

120f2 I st

4. The View Results page appears with information about the voucher and vendor.
M_AP_PYMNT_BY_REF_ID - Warrant or ACH lookup

|Reference: hoooz55647

View Results |

Download results in: Excel SpreadShest CSV TextFile XMLFile (1 kb)

View Al First [@ &
Reference Trans ID Unit |Gross Amﬂ Remit Vndr | Voucher Name Address 1 Address 2 City §t | Postal | Location

1|0000255647 (APD00256600 |J3301 375.000|0000195572 |00045588 |SAND CREEK GROUP LTD THE  |610 N MAIN ST #200 STILLWATER |MN (55082 (001

2|0000255547 (APDO0256500 |J3301 750.000|0000195572 |00045584 |SAND CREEK GROUP LTD THE  |610 N MAIN ST #200 STILLWATER |MN (55082 (001
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