
HOW TO FIND VOUCHER AND PAYMENT INFORMATION IN BFS

In this example, we demonstrate how to search for a voucher in BFS and then look
at payment information to see the status of the payment.

1. Navigate to: Purchase to Pay > Accounts Payable > Review Accounts Payable
Info > Voucher > Voucher Inquiry

Screenshot continues on the next page…

How to Find Voucher and Payment Information in BFS - 01/22 - 1



2. Enter your search criteria.
● To view payments to a student, change the Business Unit and Supplier Set ID

to ST000
● To view payments to an employee, change the Business Unit and Supplier

Set ID to EM000

Frequently used search fields include:
● Voucher ID
● Supplier ID Number (include leading zeros)
● Supplier Name (last,first or business name)
● PO ID (purchase order number)
● Department (5-digit DeptID)

If the search is likely to yield a large number of results, enter a date range to narrow
the search
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As you type in a field, records with matching values will display. Here’s an example
where the Supplier ID Number is being entered except for the final digit:

Select the desired search criteria, scroll to the bottom of the field list and click
[Search]

3. Scroll to the bottom of the page to view the Voucher Inquiry Results grid for a
list of all vouchers that match the search criteria. The Voucher Details tab will
display. In this example, the search used Supplier ID Number which returned a list of
9 vouchers.
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4. Click on the Amounts tab to view the Net Amount Paid

5. Click on the More Details tab to view information regarding the payment Due
Date, the Basis Date (Invoice Date), the Accounting Date, and the Voucher Entered
Date
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6. The Supplier Details tab displays the full Supplier Name
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7. To see additional details on a particular voucher, on the Voucher Inquiry Results
grid, click on the Actions link. Options include Review Accounting Entries, Payment
Information, Voucher Details, and Review Document Status

8. On the Voucher Inquiry Results grid, the Action link to Review Accounting
Entries opens to the Main Information tab
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The Chartfields tab shows the accounting distribution for the rows of Monetary
Amount credits and debits

The Journal tab shows information that can be useful when researching
transactions on accounting reports, such as the Journal ID and Journal Date

Click the ‘x’ in the upper right corner to close the window and return to the Voucher
Inquiry Results grid
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9. On the Voucher Inquiry Results grid, the Action link to Payment Information
opens a page displaying the Payment Reference ID (check number; EFT or wire
transfer reference number), Payment Date, Payment Amount and Payment Status

(different example displayed)

Click on the link in Payment Reference ID to see the Payment Details tab, which
lists the Payment Method

Click on the Additional Info tab to see if the payment has been canceled or
escheated and the date
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Click on the Supplier Details tab to see the supplier’s address

To go back to the voucher, click on the Back to Voucher Payments link at the top of
the page, then click on Back to Voucher Inquiry link on the next page.
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10. On the Voucher Inquiry Results grid, the Action link Voucher Details displays
the accounting distribution lines

11. On the Voucher Inquiry Results grid, the Action link Review Document
Status provides a summary of the voucher and links to other details, such as the
Payment Reference Number (Doc ID) and Accounting Entries on the Related Info
tab
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12. To see if a check has cleared, search for the voucher (step 2) and select the
Action of Payment Information from the Voucher Inquiry Results grid (step 7).
Click on the Payment Reference ID (step 9). In the Payment Inquiry Result grid,
click on the Payment Reference ID

The Vouchers for a Payment page will show the Payment Method, the Payment
Date, the date the check cleared the bank and the number of days the payment was
outstanding
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