Viewing Summary of Vendor Invoice Payments (FAIVHIYS)

1) Access the Vendor History Query form (FAIVHIS)
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2) If you know the ID number of the vendor you are reviewing, type it in the
field beside “Vendor” in the first block.\ If you do not know the ID number
of the vendor, click on the drop down arrow to access the search form.
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4) The FTIIDEN search form will be displayed to perform the ID number search.
Perform a search for the vendor’s name. Enter the last and first name or company
name of the vendor you are searching for. If the correct spelling is unknown, enter
“%" before and after possible spelling, then Execute Query.
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5) A list of al vendors with those characters in the name will appear, along with
their ID numbers. Double click on the number of the vendor you want to view and
that vendor will be returned on the FAIVHIS form.

R Dvacle Deve oper Forms Huniise - Welk. Opan = FAINHIS
Ela Edit Jpmons Block [tem Becord Cuosry Took Help

Bl BOEE | DY BDE & e

Vondar: m .L‘Bdlld-i Harne Conpirochen Company, [ne

i1 Camprbed  mek Canceled
mmemsees Pl MAMGE == smeemeee Ot INVORCRE ==--—= emmees PRI IWPOICES —=een
Flssl Tear i Ampnt T Amint sl Aamjpunt

[
|
|
i
= [
[
= |
[
1
[
[
I
1
- | y I
| W
1 . W L}
Enler vendar eoda and prass ROOFLD LIST & COLMT HITS for Endiy BanllD Saanen; DUP ITEW &r Slkamae O Seanh | 'I
Facord 14 Fo= | Listarvalu. | | g i

T Al dacess - P T PRl - Wi, B Crocl Corsaiopa Bl Donwene] -

6) Tab over from the Vendor ID field to display the Vendor’s name. Perform a
Next Block to move to the second block and view the vendor payment history.

—

Using the arrow
keyson your
keyboard,
highlight the
vendor you want
to view.
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‘Canceled’, or ‘Not Canceled’ radio buttons.

Posted: 17-M AY-2007
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