Viewing Vendor Invoice Payments (FAIVNDH)

1) Access the Vendor Detail History form (FAIVNDH)
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3) A box will appear if you\click the arrow to perf
number. Select the Entity Name/ID Search.
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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
“9%" 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 FAIVNDH form.
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The search can be
narrowed by

/'/ performing a Query

in any of the
columns displayed
on the form. For
example, if you are
searching for a
particular vendor
Invoice Number,
you can Enter
Query, input the
Invoice Number,
and Execute Query
to seeif that
Invoice Number
has been paid.
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7) A listing of al payments made to the vendor for the specified Fiscal Y ear will appear.
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that it was paid from, select Options from the top menu then V|ew Invoice Information
(FAIINVE).
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in the Document
Number field.
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9) The FAIINVE form will be dlsplayed Thlsform will show how the invoice was
keyed into the system. Tab from the Document number field to display the Vendor
name and Purchase Order/General Encumbrance number, if applicable.
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and the Vendor’ s invoice number that was paid. To view additional information
keyed for the invoice access the Options menu item as shown below.

Thetop block of
the form will
display the VVendor
Name and the PO
or Encumbrance
number (if
applicable).
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13) The FOAP that the invoice was paid from will be displayed.

<Posted: 17-M AY-2007>



