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1.  Type “22” for Vendor PO Inquiry and press “enter”.
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2.  The (C)losed Invoices are the invoices that have been paid and checks printed.  The (O)pen Invoice are invoices that 

have been keyed into the AS400 and are waiting for the check to be printed on the next check printing schedule.  
Note: You will normally use the Default (C)losed Invoices when using this screen. 

3.  The current fiscal year is defaulted.  Change the year if you need to go to the previous fiscal Year.                       
(Example: “8” is current 2007/2008 year, “7” is the last fiscal year 2006/2007, etc)  

4.  Choose the option of how you want to lookup the invoice/payment and press “enter”.
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5.  Type the vendor’s number and press “enter”
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6.  If you don’t know the vendor number press the “F6 Key” to lookup the vendor.
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7.  Type the name of the vendor and press “enter”

8. “Y” is the default for “On Hold” , “Registered”, and “Unregistered”

9.  “M” is the default for “(M)aster File”
(NOTE: “(S)taging File” will not have any  Invoices/Payments)



INVOICE & PAYMENT LOOKUPINVOICE & PAYMENT LOOKUP
10.  Select the vendor, type the “sequence number” and press “enter”
11.  Press “enter” again to view the invoices and payments for the vendor you chose.

NOTE: a.  Invoice payment information for Registered E-Procurement Vendors is not transferred from the old vendor number  
to the new six digit E-Procurement vendor number.

b.  All invoice payments for purchase orders will be paid to the vendor number listed on the printed PO.  

c.  Invoices can be paid to vendors that are on EP Hold.

Remember, vendor numbers that are put on HOLD will have an “ * ” before the vendor name.
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12.  Select the Invoice/Payment number you wish to view, type the “sequence number” and press “enter”.  

13.  Use the “F1 Key” to view the next set of invoice numbers for that vendor.
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14.  To view the Invoice/Payment details, press “F5 Key” for a line summary. 
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15.  This screen shows all the information you need regarding the invoice paid.

16.  Use the “F9 Key” Previous Screen to move back to the previous screen and the “F3 Key” to exit the 
invoice/payment view completely.


