Payment and Voucher Search Queries

UHS_AP_ SEARCH_FOR_PAYMENTS: Lists voucher payments by business unit, department, vendor ID, purchase order, contract ID, and/or invoice number.

UHS_AP_ SEARCH_FOR_VOUCHERS: List vouchers by business unit, department, vendor ID, purchase order, contract ID, and/or invoice number.

These queries should be run in FSRPT.
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	Search Criteria

Business Unit: 00730 or 00783 (required)

Department: DeptID or %

Vendor ID: 10-digit vendor ID or %

Purchase Order: PO number or %

Contract ID: contract ID or %

Invoice Number: invoice number or %
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	Example 1

Search for vendor payments or vouchers charged to a certain department for a certain vendor.

UHS_AP_ SEARCH_FOR_PAYMENTS and UHS_AP_SEARCH_FOR_VOUCHERS have the same search criteria.
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	Example 2

Search for vendor payments or vouchers associated with a certain purchase order.

Put a wildcard (%) in all fields that do not contain search criteria.  However, business unit must contain a valid value.


 Vendor Search Query

UHS_AP_ SEARCH_FOR_VENDORS: Search for vendor by primary name, DBA/department, federal ID/social security number, and/or zip code.  This query should be run in FSPRD.
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	Search Criteria

Name: primary name of vendor in the following format, LAST, FIRST

DBA/Dept: DBA or department

FID/SSN: federal ID or social security number

Zip Code: five or nine digit postal code
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	Example 1

Search for all vendors with Apple in the DBA/Dept name.

Always put a wildcard (%) in fields that are not used in the search.

Put % before and after all criteria used in the search.
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	Example 2

Search for all vendors with Dell in the primary name.

To narrow the search, also search by zip code.
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	Example 3

Search for a vendor with a nine-digit federal ID or social security number.




The query results will contain the following information:

· Vendor ID (only active vendors)

· Address sequence number (only active addresses)

· Zip code

· Primary name of vendor (corporate name for a corporation or owner’s name for a sole proprietorship)

· Payee name (name that will appear on the check)

· DBA (doing business as) or department name

· Tax ID number (11 digit number; digits 2-10 are the federal ID or social security number)
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