UH System Employee Self Service for Accounts Payable Direct Deposit

Payment Inquiry
Employees can go to P.A.S.S. and inquire about their payments (checks and direct deposits) issued through AP.

(1) Log into P.A.S.S.: https://my.uh.edu
(2) Select Accounts Payable Information>Employee Payment Inquiry
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(3) Click on the magnifying glass [image: image2.png]


 to select a campus (optional).  Otherwise, payments for all campuses will be displayed.
00730 University of Houston
00759 UH Clear Lake
00765 UH Victoria
00783 UH System Administration 
00784 UH Downtown
(4) Modify date range, if needed.  (AP payments can be displayed as early as 09/01/01.)  Click on Search.
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UHS Vendor ID: 0000026732

Step 1: Select the campus/agency that made the payment
(optional).

campusmgoney: [,

Step 2: Moy the date range, if needed.

From Date: 09/01/2009 | ToDate: 10192008 | Search

: Click the search button,





(5) The system will list applicable payments.  Click on the Payment Reference ID.
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Reviewing Payments (Continued)
(6) The system will display the corresponding Voucher ID(s).  Click on the Voucher ID.
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Vendor Name:  LENNART JOHNSSON
Pymit Ref ID: 0000035031
PaymentDate:  10/0912009

Payment Method:  CHK

BU ‘Voucher ID Invoice Gross Amount  LateCharge  Fund Type
00730 00800012 Tests 800 Local

a00




(7) The system will display more voucher information (voucher comments).
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Invoice Date:  10/01/2008

Comment:
Reimbursement for parking fees incurred when Professor, XXXX

atiended the conference for. professional developmentin
Houston.

Cancel




E-mail Notification

Employees will receive an automated e-mail notification when they receive direct deposit payments through Accounts Payable.  However, employees will not receive email notification of paper checks issued through Accounts Payable.


Example of Email Notification for Direct Deposit Payment Issued Through AP

From: uhsselfservice@uh.edu [mailto:uhsselfservice@uh.edu]
Subject: Notice of Non-Payroll Direct Deposit

*** This is an automated message.  Please do not reply to this e-mail. ***
UH System made the following Accounts Payable (non-payroll) direct deposit to the bank account indicated for you in Employee Self Service (P.A.S.S.):

AP Direct Deposit Summary

Date of Payment*: 10/22/2009

Total Deposit: $60.25

AP Direct Deposit Detail

Business Unit: 00730

Voucher: 00900017

Invoice Number: Smith-Office Supplies

Amount: $30.25

Business Unit: 00730

Voucher: 00900018

Invoice Number: Smith-Parking

Amount: $30.00
*Note: The Date of Payment indicates when UH System sent the direct deposit file to your bank. However, some banks take one or two days to post direct deposits. Please check with your bank if you are unsure of the processing time required by your bank.

Additional information for this direct deposit can be obtained by logging into P.A.S.S. at https://my.uh.edu
If you have any questions about this payment, please contact your department administrator or campus Accounts Payable department.

++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++
Notice to Recipient: Unless otherwise specifically indicated, the information contained in this e-mail message is confidential and is only intended for the review and use of the above-named person(s). If the reader of this message is not the intended recipient, you are hereby notified that the recipient is strictly prohibited from any use, storage, dissemination, distribution, or copying of this communication. If you have received this e-mail message in error, please delete this message immediately. Thank you.
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