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AP Inquiry - Vouchers
Navigate through Accounts Payable
1. Drilldown through Accounts Payable – Review—Vouchers –Voucher  Inquiry
2. Enter selection criteria, paying attention to Business Unit

3. Click SEARCH

4. Matching vouchers are displayed at the bottom
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Navigate through Accounts Payable (cont.)

5. Access hyperlink for wither Payment Information or Scheduled Payment Information (dependent upon status of the given Voucher)
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Navigate through Accounts Payable (cont.)

6. Access hyperlink for Voucher ID to pull up Voucher information.
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AP Inquiry - Vendors

Navigate through Accounts Payable

1. Drilldown through Accounts Payable – Review –Vendor—CSU Vendor Lookup
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2. Enter SOCMP as SetID, and hit SEARCH
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3. Enter search criteria, using the “%” as a wildcard if needed, and hit FETCH

4. The search results are listed at the bottom

5. Click on DETAILS to pull up specifics regarding that particular Vendor
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Purchase Orders Inquiry

Navigate through PO

1. Drilldown through Purchase Orders – Review PO Information –Purchase Orders
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2. Enter Search criteria, noting that a Business Unit must be entered

3. Hit SEARCH
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4. Any blue hyperlink can be accessed to pull up further PO Information
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5. Click on SCHEDULE page to access further information in regards to the PO, as well as for further hyperlinks
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