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Search:

| |®
[+ My Favorites

[- ) of L Budget

[ U of L Custom

[ Wendors

Voucher

Find an Existing Value

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

Worklist Add to Favorites

New Window | Help | (B,

[ Purchasing
[> eProcurement
- Accounts Payable
= Vouchers
= Add/Update
— Quick Invoice Entry
— Close Voucher

Business Unit: = [uaFLa Q
hegins with ||
begins with ||

Short Vendor Name:| begins with v|

Voucher ID:

Invoice Number:

— Delete Voucher Vendor ID: Regins with |+ | Q
— UnPostVoucher Name 1: begins with ||
[> Maintain
I Control Groups Voucher Style: | = V| | V|
b Payments Related Voucher: | begins with |
[ Batch Processes
[» Review Accounts Payable Entry Status: = hd v
Info Voucher Source: = - -
[ Reports
[> eSettlements [Jcase Sensitive
[ Banking

[> Commitment Control

[ General Ledger

[> Set Up Financials/Zupply
Chain

[ Reporting Tools

[ PeopleTools

— My Dictionary

Search | Clear | pasicSearch B Save Search Criteria

Next, click on “Vouchers”,
“Add/Update”,
“Regular Entry”

From this screen, you can
search by Vendor Number,
Vendor Short Name,
Invoice Number, Voucher
Number, etc.

Done
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Worklist

Search:

| |®

[+ My Favorites

Voucher

Add to Favorites

New Window | Help | B

[» U of L Budget
> W of L Custom
[ Vendors

[ Purchasing

[> eProcurement

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

Find an Existing Value

=~ Accounts Payable Business Unit: = % [uoFL Q
¥ LIS Voucher ID: begins with |
= Add/Update
— Regular Entry Invoice Number: beging with ||
— Quick Invoice Entry Short Vendor Name:| begins with  |cutterlawn
— Close Voucher - -
— Delete Voucher Vendor ID: keging with » |
— UnPost Voucher Hame 1: begins with [+ |
= Maintain
I Control Groups Voucher Style: = v| | v
b Payments Related Voucher: begins with |+ ||
[- Batch Processes
[» Review Accounts Payable Entry Status: = v v
Info Voucher Source: = v v
[ Reporis
[> eSettlements [ case sensitive
[> Banking

[ Commitment Control

[ General Ledger

[» Set Up Financials/Supply
Chain

[ Reporting Tools

[ PeopleTools

— My Dictionary

Search | Clear

Basic Search B Save Search Criteria

In this example, we will
search by Vendor Short
Name. Our vendor is
“Cutter Lawn Care”. In
the Vendor Short Name
field, enter
“CUTTERLAWN". (Make
sure that “UOFL1” is in
the “Business Unit”
field.) Then click on
“Search”.
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Worklist Add to Favorites Sign out
=»
Enter any information you have and click Search. Leave fields blank for a list of all values. s
Business Unit: = v [uoFLA a,
Voucher ID: begins with v | Your search results will show all invoices that

Invoice Number:

begins with + ||

have been entered for this vendor.

Short Vendor Hame:| begins with |CU'I_I'ERI_A‘."."N

Vendor ID: begins with |+ | Q

Name 1: begins with » || . . . . )

Voucher Style: | = v | vl Find the invoice you would like to review, and
Related Voucher: begins with || . . . .

Entry Status: = 3 || 5 click on any blue hyperlink for that invoice.
Voucher Source: ~ | | w |

[lcase Sensitive

Search I Clear

hsic Search E Save Search Criteria

Search Results

First [4]| 18 of8& [)| Last
pamoeas [ocher [ el [porment o= [short vendor Name[Vendor 10 [uame 1 Stvle  |Vousher |Status [Source
LUOFLA1 00761637 7168 164 164 11/20/2009 CUTTERLAWMN-001 0000081499 Cutter Lawn Care Inc Regula blank) Postable Cnline
UOFLA1 00761627 7121 453 453 10/31/2009 CUTTERLAWMN-001 0000081499 Cutter Lawn Care Inc Regular (blank) Postable Cnline
LUOFL1 00745092 7077 416 416 09/30/2009 CUTTERLAWM-001 0000081499 Cutter Lawn Care Inc Regular (blank) Postable Online
LUOFL1 00738506 7029 358 358 08/31/2009 CUTTERLAWM-001 0000081499 Cutter Lawn Care Inc Regular (blank) Postable Online
LUOFL1 00731825 5995 293 293 07/31/2009 CUTTERLAWM-001 0000081499 Cutter Lawn Care Inc Regular (blank) Postable Online
LUOFL1 00725798 G944 358 358 06/30/2009 CUTTERLAWM-001 0000081499 Cutter Lawn Care Inc Regular (blank) Postable Online
LUOFLA 00717360 5907 293 293 05/31/2009 CUTTERLAWRM-001 0000081499 Cutter Lawn Care Inc Regular (blank) Postable Online
LUOFLA 00710398 5885 A7V A77F 04/30/2009 CUTTERLAWRM-001 0000081499 Cutter Lawn Care Inc Regular (blank) Postable Online

b
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Worklist Add to Favorites Sign out

- i
Mew Window | Help | ,,

Summary Invoice Information | Payments | Voucher Attributes [ Error Summary
Business Unit: LUOFL1 Invoice Date: 113002009
Voucher ID: 00761637 Invoice No: 7168 —
Voucher Style: Regular Invoice Total: 154.00 UsD
Contract 1D:
Vendor Name: Cutter Lawn Care Inc Pay Terms: MET 30 DAY
7500 Jones Trace Voucher Source:  Online In this example, we have selected
Crestwood, KY 40014
Entry Status: Fostable origin sy Invoice Number 7168.
Match Status: Matched Created: 1212112009
Approval Status: Approved Created By: KARDOGEDZ
Post Status: Posted Modified: 01/04/2010 Notice the blue tabs at the top of
IModified By: SKSEEOD . .
Document Tolerance Status:  alid ERS Type: Mot Applicable the Screen‘ Important InfOI’matlon
Budget Status: Walid Close Status: Open 1 U n”
e e will b.e found on t.abs. Summary”,
i “Invoice Information”, and
“View Related | Payment Inquiry v| Go y ) ’
=] Sﬂvel £\ Return to Searchl +[E Previous in List | 48 Mext in List | [=] Motify | 4y Refresh Payments * Let us IOOk at the
Summary | Invoice Information | Payments | Voucher Attributes | Errar Summary ”SU m m a I'y” ta b.
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Business Unit: UOFLA Invoice Date: 11/20/2009
Voucher ID: 00761637 Invoice No: 7168
Voucher Style: Regular Invoice Total: 164.00 usD
Contract ID:
Vendor Name: Cutter Lawn Care Inc Pay Terms: MET 20 DAY
7300 Jones Trace Voucher Source: Qnline
Crestwood, KY 40014
AT Entry Status: Postable N Origin: APV
Match Status: Matched Created: 12/212008
Approval Status: Approved Created By: KAROGEDZ
Post Status: Posted Modified: 01/04/2010
> Modified By: SKEEEDNQ
Document Tolerance Status:  valid ERS Type: Mot Applicable
Budget Status: Walid Close Status: Jpen
\ll. Budget Misc Status: “alid J

[u]

I

*Wiew Related | Payment Inquiry V|

&l save

Summary | Invoice Information | Payments | Woucher Attributes | Error Summary

| L[] Mext in List

&4 Return to Search | +E [=] Motify | %, Refresh

Done

On the summary page, you will find voucher
number, vendor name and address, invoice date,
invoice number, invoice total, and system edit
statuses for Budget Checking, Document Tolerance
Checking and Match Checking.

Match Status should = Matched

Document Tolerance Status should = Valid
Budget Status and Budget Misc. Status should =
Valid

If any of these statuses show “Error”, the payment
will not be generated until corrected.

Match Status relates to the invoice and PO
guantities and unit prices matching. A receiver
(entered by the department) must match the PO
and invoice or there will be an error.

Document Tolerance Status relates to the total PO
dollar amount matching the total invoice dollar
amount.

Budget Status relates to whether there is funding
available in the funding source that was used on
the purchase.

If your invoice has been entered into the account
payable system and is due to pay (per the payment
terms) but the payment hasn’t cut, please check
this page to determine if the invoice has any
errors.
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Sign out

Worklist Add to Favorites

Payments Voucher Attributes | Error Summary

Summary Invoice Information

Business Unit: LICH Invoice Number:

Voucher ID: O El Invoice Date: 30
Action: | ~| Run | Printinvoice

Voucher Style:  Reg

Click on the

Copy from a Source D

PO Unit: Purchase Order: Worksheet Copy Option: | MNone “« .
Invoice
Vendor: 1000081499 *Pay Terms: 30 Ei‘l{' 30 @_’ Basis Dt Type Inv Date I f t ” t b
Name: cu WIM-001 ! 1 B commentsio N Orma IOn a .
Location:  |CL Accounting Date: |01/04/2010
“Address: ! Advanced Vendor Search  *Currency: JSD Mon Merchandise Summary
Cutter Lawn Care Inc Total: 164.00 Calculate | Sales/Use Tax Summary
7500 Jones Trace Difference 0.00 Zession Defaults
Crestwood, KY 40014
Packing Slip:
Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount
1 | Quantity Tree rings and beds gl [1.000C EA 61.00000 51.00
Ship To SpeedChart o
B .
Use One AssetID | Force Price Calculate

CENT_OUTSD
SalesiUse Tax Purchase Order & Receiver Info Associate Receiver S}
First I°) 1 of 1 L= Last

 Distribution Lines

[ cLchat T ExchangeRate T Statistics T Assets
C

1000 2333000153 016350

1 51.00 1.0000 UOFL1 01650 545780

< il | >
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T

Crestwood, KY 40014

[T pTe (TR} HEISIYI LSIauiLs

Packing Slip:

Invoice Lines

Add to Favorites Sign out

>

Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount
1 | Quantity Tree rings and beds to bef {1.0000 EA 51.00000
Ship To SpeedChart }ﬁ@g _Eﬂ
CEMT_OUTSD Use One AssetlD | Force Price Calculate |

Purchase Order & Receiver Info  Associate Receiver(s)
- Distribution Lines
[ ocichat T ExchangeRate T Statisies T Assets
{:o

1 61.00

Customize | Find | Vit First %1 4 of 1 [*] Last

—
o e s st ot

1.0000 UQFL1 01650 545780 1000 2333000153 01620

Business Unit: LUOFLA

On this page, you
will find the funding
distribution lines. If
there is a purchase
order that is
associated, you can
also click on the
“Purchase Order &
Receiver Info” link.

Voucher 1D 00761637 Invoice Lines 164.00
Print Invoicel Misc Charge Amount ﬁ
Freight Amount &=
Sales Tax Amount ]
(minus) Total 164.00 Calculate |
(equals) Difference Amount 0.00

Mon Merchandise Summary

Sales/Use Tax Summary

| .

| €

2
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Wiorklist Add to Favorites Sign out

N =
Mew Window | Help | ..

View Source PO/Receiver Information

Unit: JOFLY Voucher: Q0781637 Line: 1 *Line Match Option | FUll Match
Rocoipt umber

PO Unit PO No. PO Line PO Schedule Receipt Unit Receipt Number Line Schedule

* PO/Receipt Comments

QK | Cancel | Refresh |

On this particular invoice, it was charged to
01650/545780,
and it was entered against PO 3000105239.
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Sign out

\Worklist Add to Favorites

=
Summary Invoice Information Payments Voucher Attributes Error Summary ]
Business Unit:  UOFL1 Invoice Number: /158
Voucher ID: 00761637 Invoice Date: 11/30/2008
Voucher Style:  Regular Action: v| Run | Pflmlﬂ\-'UICE|
Total:
Vendor: Cutter Lawn Care Inc *Pay T ; NET 30 . " ”
res0 Jonee T e Now click on the “Payments” tab.
ones Trace

Crestwood, KY 40014
First 11 1 of 1 LZ] Last

Payment Information

Scheduled Payment: 1 =
*Remit to: 0000081499 |53 Gross Amount: 164 usD
Location: CUTTER Discount: usD
*Address: 1 Late Charge
Cutter Lawn Care Inc Scheduled Due: | 12/20/2009
7500 Jones Trace e nenn

Net Due: i

Discount Due:

Accounting Date; |0 1/04/20

Payment Method
“Bank: NATL Pay Group:
*Account:  |APD *Handling:
*Method: CHE Check *Netting:
Message: Messages

Message will appear an remittance advice.

Schedule Payment Payment Options

Crestwood, KY 40014

W
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*Remit to: = Gross Amount: usbh 0
Location: Discount: ush
*Address:

Cutter Lawn Care Inc
7500 Jones Trace

Crestwood, KY 40014

Scheduled Due:
Het Due:
Discount Due:

Accounting Date:

Payment Method

Late Charge

Payment Inquiry Holidaw/Currency Options

Payment Note

Express Payment

Letter of Credit:

“Bank: Pay Group:
*Account: *Handling:
*Method: Check *Netting:
Message:
Message will appear on remittance advice.
Scheduie Payment
= pction: Payment Date: Hold Payment Sepg
Pay: Hold Reason:

Wendor Bank Account

On this page, we will find the remittance address,
the scheduled due date for the payment, the
payment terms, the payment method, and the
payment date and reference number.

If no information is in the Payment Date and
Reference fields, the payment has not yet been
cut. In this particular case, the payment was
made on 1/4/2010 on check number 1749234.
The University of Louisville payment reference
numbers are 7 digits long. Checks start with “1”
and electronic payments start with “00”. Credit
card payments (ActivePay) start with “2” and are
8 digits long.

This inquiry process works for both PO and
Disbursement-related purchases.
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Search:

| |®

[ My Favarites
= 1) of L Budget
[ U of L Custom
- Vendaors
[ Requisitions
[ Request for Quotes
[> Procurement Confracts
[ Purchase Orders
[ Receipts
[> Procurement Cards
[ eFrocurement
[- Accounts Payable
[ eSettlements
- Banking
[ Commitment Contraol
[- General Ledger
[» 2et Up Financials/Supply
Chain
[» Reporing Tocols
[ PeopleTools
— My Dicticnary

[ B - 0 - @ - e

Worklist

Main Menu = Purchasing =

7

Add, maintain, and dispatch purchase orders.

&

Purchase Orders

Manage Change Orders ﬁ Review PO Information

Review or load change requests and review change order history. Run inguiries on purchaze order details and activities.
=] Purchase Qrders

F Activity Summary

E PO Accounting Entries

E Document Status

Add to Favorites

For PO-related purchases only, another helpful search
method to review activity is to navigate to “Purchasing”,
“Purchase Orders”, “Review PO Information” and “Activity
Summary”.

Enter your purchase order number in the “PO Number”
field and click on “Search”.

Please review the following example for Cutter Lawn Care
Inc. on PO 3000105239

[+ Trusted sites
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& Retum o Searcn | (=] oty | On this screen, we can see that the total amount of the PO
was $3,894. So far, $2,512 has been invoiced, and $1,382
remains open/dispatched. Notice the tabs at the top of
the detail for “Details”, “Receipt”, “Invoice”, and
“Matched”.

Sign out

_Vorklist Add to Favorites
=
New Window | Help | B
Activity Summary Remain Amt 41332000 TotAmtOrdered 3894.00
TotInv Amt 2512.00
Unit; USFLA PO Status: Dispatched
POID: 3000105239 Vendor: Cutter Lawn Care Inc
Customize | Find | ] First 2] 4.5 of 5 [*] Last
T T wwoice T Matched T  RTV ¥
tem Item Description uom rder Oty | Amount Ordered | Currency
1 F% Weekly mowing and trimming of EA 27.0000 1,566.000 USD
2 F% Lawn treatments at Predictive EA 6.0000 390.000 USD
3 % Tree rings and beds to be kept EA 8.0000 488.000 USD
4 % BO#3000105239 TIE-TO for graun LOT 1.0000 250,000 UsD
5 F% PO#3000105239 TIE-TO for groun LOT 1.0000 1,200,000 UsSD
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_Worklist _Add to Favorites _Sign out
(B4
Mew Window | Help |
Activity Summary Remain Amt 1332000  TotAmtOrdered 3894.00
Tot Inv Amt 2512.00
Unit; UGFLA PO Status:  Dispatched
POID: 3000105239 Vendor: Cutter Lawn Care Inc

Customize | Find | WView -—III"" Firgt %1 4-5 0f 5 "] Last
¥ Invoice T Matched T RTV

Buantity | Amount Un-invoiced |Un-invoiced
Line Item Item Description Invoiced |Only Amt Invoiced (Currency Quanti

1 |__|1 Weekly mowing and trimming of 27.00 1,566.000 USD 0.0000 0.000 USD @.
2 |_-—|1 Lawn treatments at Predictive EA 4.00 260.000 USD 2.0000 130.000 USD %
3 % Tree rings and beds to be kept EA 8.00 488.000 UsSD 0.0000 0.000 USD |_.15_L|
4 % PO#3000105239 TIE-TO for groun LOT 198.000 USD 52.000 USD %
5 Fé. PO#3000105239 TIE-TO for groun LOT 0.000 1,200.000 USD

aremosee| | | YOU €an select any of these tabs to review the detailed activity. For
example, click on the “Invoice” tab.

In this example, we see that quantity 27 has been invoiced on the
first line of the PO, quantity 4 has been invoiced on the second
line, and 8 have been invoiced on the third line. To look at invoice
detail, click on the icon in the far right column.

T TS S T |
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Worklist Add to Favorites Sign out

MNew Window | Help | ,,

Unit: JOFLA PO No.:20001052328 Line 1 Item 1D
Invoice Customize | Find | View Al | BE  First 1] 17 o7 [¥] Last

Sched Hum |AP Unit Voucher Line Guantity Invoiced Amount Invoiced

UOFLA 007385086
UOFLA 007257948

4.00 232.000
4.00 232.000

1 UOFL1 00761627 1 4.00 232.000 =
1 UOFL1 00710398 1 2.00 116.000 =
1 UOFL1 00717360 1 4.00 232,000 =
1 UOFL1 00745092 1 5.00 290.000 =
1 UOFL1 00731825 1 4.00 232 000 =
1 1 [=]
1 1 [=]

From here, you will see all invoices that have been keyed
against that PO line.

Activity Summary

&£\ Return to Search | [=] Notify |

You can continue to drill down via any blue hyperlink to
get additional details (ex. voucher column).
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