Options to Determine Payment Status

Search Method Required Documentation

Transaction Summary Report PO #
Requisition Search Requisition # or PO #
AP Views Invoice #

Each of these methods require Oracle Access, please contact your manager or
department administrator for authorization.
If you believe you should have access and don'’t please contact:
Ben Clark | (617) 384-9703 | ben_clark@harvard.edu

If you need further assistance with determining payment status please contact:
Campus Services A/P | foodproapteam@calists.harvard.edu
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1. AP Views
Using: AP View
Requires: Invoice Number and Vendor Name
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AP Views- Invoice Summary

=

Trading P
MName ) supplier Mumber
aupplier Site Taxpayer D
PO Mum PO Shipment: -

Irvaice

Terms: -
i - Fay Group: -
Amaounts - Invaice Batch
Dates - Currency

Inwoice Status

sas | 1. ENter Name of Vendor using the dropdown

Approval menu, it will appear when box is clicked on
T ey | 2. Enter Invoice number
vame | 3. Click “Find”
Murmhbers Reason
Calculate Balance Cwed. . ) Clear ) Find T)
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AP Views — Invoice Summary options

O Invoice Workbench (HRVDUHUAP AP Vi )
Batch Control Total Batch Actual Total
2
Operating Unit Custamer Taxpayer D ||Type PO Mumber Trading Pa) | Supplier Mum || Supplier Site |Invaice Date| | Invoice Mum | |Invaice |||
. Harvard University Of Standard FO0001849¢ (MICRO WL 1108416 01_PRIMAR DB-DEC-201" D00GE7E0 LSD =
1| 3
1 Genetal l 2 Lines 3 Holds G‘u’iew Payments}:heduled Payments B %iew Prepayment Applications
) g
4. Click View P t
- . Click View Payments e ey
Retainage Accounted |Yes
Frepayments Applied Approval Mot Required
Withholding Holds O
Subtatal 9,976.00 Scheduled Payment Holds U
Tax
Freight o
Miscellaneous Description
IProcurement PO
Total 9597600
Calzulate Tax Tax Details )I All Distributions )I




AP Views — View Payments

- O
Batch Contral Total Batch Actual Total
Operating Unit Customer Taxpayer 1D Type PO Murnber Trading Pa|| Supplier Murm || Supplier Site |Invoice Date | Invaice Mum || Invaice |||
. Harvard University Of Standard FO00018458 MICRO WIC | 103416 01 _PRIMAR 06-DEC-201" 000657 B0 LISD —
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1 General 2 Lines 3 Holds J 4 Yiew Payments l o Scheduled Payments B %iew Prepayment Applications
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5. Click “Payment Overview

Fayment hMethod Document Mum Fayment Date GL Date “oid Payment Amount Discount Taken [ ]

. Check 1000000210735 10-JAN-2012 10-JAN-2012 8 576.00 =
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AP Views — Payment Overview

E - O =
TR O H o rvard University Operat Payee
Nurnber 1000000210735 Paid To Name MICROYIDED INSTRUMENTS INC
Currency USD Taxpayer D 0431335685
Armount 10,266.50 Supplier Nu L PRIMARY
Date |[10-JAN-2012 ESDBNE?}{ME{; BDESEE
Payment Process Reguest  OTT012%WUICOT
“oucher
Status |Cleared but Unaccour Bank
Cleared Amount Mame |Fleet Bank
Cleared Date |11-JAN-2012 Account |ACH
v [Defz Fayment Document
Maturity Date Payment Mathod Check
Fayment Process Profile
Invoices
Murmber Amount Paid GL Date Description
. 0006607 29050 10-JAN-2012 IPracurement PO -
0006E &0 9 .976.00 10-JAN-2012 IPracurement PO
Invaice Cwerdiew | Bank | Supplier | ‘ FPayments )
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If you need further assistance with determining payment status please contact:
Campus Services A/P | foodproapteam@calists.harvard.edu
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