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Finance 

General Look-Up
 


Lesson 1: Voucher Lookup
	Navigation:  ACCOUNTS PAYABLE > VOUCHERS > ADD/UPDATE > REGULAR ENTRY




Introduction: 
Voucher Lookup:
	Step
	Action
	Screenshot

	1
	Navigate To:  ACCOUNTS PAYABLE > VOUCHERS > ADD/UPDATE > REGULAR ENTRY
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	CHANGE THE SEARCH OPTION TO “CONTAINS” IF YOU ARE NOT CERTAIN OF THE VENDOR NAME (NOTE ANY OF THE FIELDS ARE SEARCHABLE)
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	ENTER SEARCH PARAMETERS AND HIT “SEARCH”
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	SELECT THE VOUCHER YOU ARE INTERESTED IN
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	THE FIRST “SUMMARY” TAB HAS MOST OF THE INFORMATION NEEDED. NOTE THAT THE “PYMNT REFERENCE ID” IS THE CHECK NUMBER.
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	THE “RELATED DOCUMENTS” TAB CONTAINS INFORMATION ON PURCHASE ORDERS IF THIS IS A VOUCHER PAID AGAINST A PO
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Lesson 2: Vendor Lookup
	Navigation:   VENDORS > VENDOR INFORMATION > ADD/UPDATE > REVIEW VENDORS




Introduction: 
Vendor Lookup:
	Step
	Action
	Screenshot

	1
	Navigate To:  VENDORS > VENDOR INFORMATION > ADD/UPDATE > REVIEW VENDORS 
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	CHANGE THE DROP DOWN FOR THE NAME TO “CONTAINS” IF NOT CERTAIN OF THE EXACT VENDOR NAME
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	ADDITIONAL VENDOR INFORMATION IS AVAILABLE ON THE “ADDITIONAL VENDOR INFO” AND “AUDIT INFORMATION”
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Lesson 3: View Remaining Balances on Purchase Orders
	Navigation:    PURCHASING > PURCHASE ORDERS > REVIEW PO INFORMATION > CSU PO REMAINING BALANCE INQ


Introduction: 
View Remaining Balances on Purchase Orders:
	Step
	Action
	Screenshot

	1
	Navigate To:  PURCHASING > PURCHASE ORDERS > REVIEW PO INFORMATION > CSU PO REMAINING BALANCE INQ
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	ENTER THE PURCHASE ORDER TO BE REVIEWED
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	YOU MAY NEED TO HIT “VIEW ALL” IN THE UPPER RIGHT CORNER TO SEE ALL THE TRANSACTION LINES

THIS IS A DETAILED VIEW OF THE PURCHASE ORDER HISTORY. THE “REFERENCE REVERSAL ID” IS THE VOUCHER THAT WAS PAID AGAINST THAT PO LINE. THE “SUB TOTAL” IS THE REMAINING ENCUMBRANCE ON THAT PARTICULAR LINE.
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	TO LOOKUP A PURHCASE ORDER NUMBER, GO TO:

PURCHASING > PURCHASE ORDERS > REVIEW PO INFORMATION > PURCHASE ORDERS
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NEED ADDITIONAL INFORMATION?





For further questions on this process please go to the CMS webpage at http://www.sonoma.edu/cms 
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