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Unpaid Vouchers
[bookmark: _Toc367706890]AP employees need to periodically check for unpaid vouchers.  This Quick Reference Guide covers how to find unpaid vouchers and typical items that cause vouchers to not be selected for payment in SWIFT.  For more details, refer to the Accounts Payable Voucher Entry, Maintenance, Approval and Reporting Tools User Guide.
How to Find Unpaid Vouchers
1. Use the Unpaid Voucher Query to find unpaid vouchers.  
· Navigation:  Reporting Tools, Query, Query View
· Enter Query Name:  M_AP_UNPAID_VOUCHERS
· Click Search
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· On the Unpaid Voucher Query page, enter the Unit (Business Unit), User (you can use “% as a wild card) and click on View Results.
·  On the Results page, find Voucher IDs, look at the statuses and review the “Reason” for information about the voucher.
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2. Use the Vendor page to look up the individual vouchers and find out why the voucher has not been paid. 
· Navigation:  Vendor, Vendor Information, Add/Update, Vendor

Common Reasons for Unpaid Vouchers
1. Missing Step or Error in Accounts Payable Life Cycle
Look on the Summary page of your voucher.  It should have been Matched, Budget Checked, Submitted for Approval, Approved and Approved to Post. [image: ]
2. Vendor Changes
a. The Vendor is an “Inactive” Status.
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b. The Effective Date on the vendor location or address change is after the invoice date on the voucher.  For example, the vendor moved locations after submitting the invoice to the agency.
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3. Vendor Pre-notification Required
Pre-notification is required when a vendor changes their bank account or switches to ACH (Automatic Clearing House).   SWIFT issues a payment but there is a 10 day pre-approval period while SWIFT confirms the bank information.
 Navigation:  Vendors, Vendor Information, Add/Update, Vendor
· Enter the Vendor ID and click on Search.
· From the Search Results page, click on the Vendor ID of the vendor you are researching.
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· In the Vendor Information page, select the Location tab and click on the Payables link.
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· On the Payables link, scroll down to Electronic Files.  Pre-notification is required for this vendor. 
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4. Discount missed
When a voucher is created with discount terms on or after the Discount Due Date, SWIFT will not pay the voucher until the Net Due Date. 
· Net Due Date is determined by the Invoice Date and the Pay Terms.  For example, the Pay Terms below are “1% 10/30”.  This means that there is a 1% discount if paid within 10 days.  Otherwise, SWIFT waits until 30 days.  
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5. Hold
The Hold checkbox is selected on a voucher (Payments tab) or on a vendor record. 
· Voucher Hold:  
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· Vendor Hold:
Use the Vendor Information search to find a vendor’s record. Select the correct vendor.  On the individual Vendor Information page, click on the Location tab.
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On the Location tab, click on the Payables link. 
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On the Payables Link, open up the Payment Control section to see if the Hold button is selected. 
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6. Credit Vouchers Exceed Debit Vouchers
The example shows that credit vouchers exceed the debit vouchers. All payments are held until enough positive payments offset the credits. If you need assistance determining if this is the case, contact the SWIFT Help Desk.  Email:  swifthelpdesk.mmb@state.mn.us  Phone:  651-201-8100, option 2.
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7. Bilateral Netting
· The Netting field on the Payments tab should remain as “Hold”.  This means it is holding for SWIFT to run the various processes. The only time to change this field is to delete a voucher. 
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· The selling agency did not create a transaction in Accounts Receivable.   To find out, you can run a query that views inter-agency bills.  
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8. Typical Voucher Errors
· Make sure the following fields match.
· The Vendor ID on the voucher and the Customer ID on the invoice.
· The Invoice Numbers on the voucher and the invoice. 
· The Amounts on the voucher and the invoice.  Do not submit a voucher for a partial payment.
· If you created an invoice using the Copy Worksheet option, make sure you selected all of the correct distribution fields. 
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