HOW TO USE PAYMENT INQUIRY
Step 1
In the menu, select Accounts Payable>Review>Payments>Payment Inquiry.
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Step 2
The system displays the Payment Inquiry Page.  This page allows you to inquire the information for a particular check/warrant or to search for applicable payments based on your criteria. 
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If you have a particular payment that you need to review, enter the check/warrant number in the “Payment Reference ID” field and click on [image: image3.png]Search



.

You can also search for payments based on Payment Status, Payment Method, Bank Information, Pay Cycle, Vendor Information, Amount, and Date.  Enter applicable information and click on [image: image4.png]Search



.

Step 3
The system displays the Payment Inquiry Results.  You can sort the results by using “Sorting Criteria”.  Click on the Additional Info tab or the Vendor Details tab to view more payment information.
[image: image5.png]Payment Inquiry Resuit
/ Payment Detals ol hfo_| endr et

Payment

Payment Payment  Recon
Reference Schedule D Amount cv Creation Date ~ Payment Date
Refeence ot Schedie D Amount Currency Creation Date  Payment Date S o E2EHY

0001227832 Check 4257507 USD 10072003 1002003 Paid Recon  11/142003




