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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

e Step 1: Search on the Voucher Document Status Inquiry page.
e 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. Onthe 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.
I Paymenis ~
Voucher Document Status Inq
I supplier v Enter any information you have and click Search. Leave fields blank for a list of all values.
I vouchers ~ Find an Existing Value
Voucher ~ Search Criteria
Accounting Entries |Elusiness unit | =[v] G1001 Q |
Document Status |chcher ID  begins with|v| |
Journal Drill Down |Invowce Number = begins with[v] Q |
Invoice Date | = ~]
|5upp\ier ID | begins with[] Q |
Short Supplier Name | begins with[¥] Q

Ocase sensitive

Search | Clear Basic Search [& Save Search Criteria

Search Results
Only the first 300 results can be displayed

View Al
Business Unit Voucher ID Invoice Number Invoice Date Supplier SetiD
1001 000 01/27/2017  SHARE
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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.

e Select the Voucher ID link to open the Voucher Inquiry page.

e Select the Status link to open posted accounting information on the Voucher Accounting Entries
page.

Voucher Document Status

Business Unit G1001 | Voucher ID 00000001 |

Invoice ID Invoice Date  07/11/2011
Gross Amount 296593.73 usD Approval Status  Approved
Supplier ID ¥ Actions Document Type ‘Woucher

Location (001 status Posted

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

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

Associated Document
B Q
Documents Related Info 11
Actions SetlD Document Type |DOC ID Status
¥ Actions SHARE Payment 000000 Posted

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.

Associated Document
B Q
Documents Related Info | II»
Actions SetiD Document Type Accounting Entries
¥ Actions SHARE Payment Accounting Entries
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