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QUICK REFERENCE GUIDE 
Updated November 01, 2019 

Voucher Document Status Inquiry 
Use the Voucher Document Status Inquiry to find documents associated with a voucher. Associated 
documents include contracts, purchase orders, receipts, and payments. 

Steps to complete 

• Step 1: Search on the Voucher Document Status Inquiry page. 
• Step 2: Review the Voucher Document Status to find associated documents. 

Step 1: Search on the Voucher Document Status Inquiry page. 

1. Navigate to the Voucher Document Status Inquiry page. 

Navigation Option Navigation Path 

Navigation Collection Financials, Accounts Payable, Review Accounts Payable Info, left-menu, 
Vouchers folder, Document Status. 

2. On the Voucher Document Status Inquiry page, enter the agency number in the Business Unit field. 

3. Enter the voucher, invoice or supplier number in the Voucher ID, Invoice Number or Supplier ID field. 

4. Press the Search button. 

5. Search Results will display below. Select the voucher from the search results. 
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Step 2: Review the Voucher Document Status to find associated 
documents. 

1. The Voucher Document Status screen will display for the voucher. Select the following links to view 
the documents attached to the voucher. 

• Select the Voucher ID link to open the Voucher Inquiry page. 
• Select the Status link to open posted accounting information on the Voucher Accounting Entries 

page. 

 

2. In the Associated Documents section, select the Documents tab to view the type of document. 

3. Select the DOC ID to open the Payment Inquiry page. 

 

Note: If the Document Type field says “Payment,” the voucher has been paid. 

4. Select the Related Info tab to view the accounting entries. 

5. Select the Accounting Entries link to open the Voucher Accounting Entries page. 
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