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4 Ways to find Payment Status

Transaction Summary Report — HCOM (PO #)
Requisition Search — HCOM (Req # or PO #)
AP Views — Oracle (Invoice #)

WYV Reimbursement — Oracle (Invoice #)

Calling AP Customer Service
is the LAST option to
consider




1. Transaction Summary Report - HCOM
(You need the PO number)

Invoice Details

Invoice Number Invoice Invoice Amount Due
Date Amount Due Date
1410690 23-SEP-2011 336.42 0.0 23-0OCT-2011

Hold Payment
Status Status
Yes

Payment Details

| | l

Payment Number | Payment Stat Payment Payment Date Cleared Date Bank Payment
Amount Method
1000000202480 Cleared but 160744.71 2)-OCT-2011 21-0OCT-2011 ACH Check
Unaccounted

Includes invoices paid from that PO and the
University check information for that payment.




2. Requisition Search

(You know the vendor name, req #, PO #, preparer etc.)
c:)IQA&:I_Eli iProcurement

1_ ReqU|S|t|OnS Tab pping Cat Home Logout Preferences Help

shop | Reguisitions | Receiving

Requisitions  Nosestons | Aol — O€arcCh for the
Requisitions: Requisitions > s o4
REZuisitinns Selrch PO/Req u ISItIOh
Enter search criteria and press the Go button to find the requisitions. = ——
Requisition Created By Q Requisition Status All Statuses -
Requisition Created Any Time - Requisition Description
Requisition Mumber 4973258 Supplier . ! Q,
Order Humber - Q,
Requester Q,
[Go | [clear |
Total ‘
Select Requisition Supplier Description (USD)|Creation Date = Status Order PO
4078258 | RULE BROADCAST  short pay form proi 3:56 Approved PRO00538621 PDE
SYSTEMS INC discount error on 7

2. Click on the PO
Number “Order”




2. Requisition Search (cont.)

3. Under Summary Summary
Click on Payment Total 874.61
Status for more Received 0.00
information ced  £i71.61
Payment®latus Paid

4. Invoice and
Payment Status

Payments for Standard Purchase Order: PRO0D0538621

Export

Status PO Supplier
Payment Payment Date + Currency Amount Account Method Status Date Invoice Number Supplier Site
2642253 06-Now-2012 UsD 2,680.33 Harvard Check Reconciled 09-Nov-2012 Multiple Multiple RULE BOSTON
Checking Unaccounted BROADCAST
SYSTEMS

INC



3. AP Views

(when all you have is an invoice number)

DRACLE‘ E-Business Sui

®

Functions | Documents

Oracle Applications Home Page

Invaice Summary

Invoice Overvew

Invoice Summary

Fayment Cwerview

5 D HRVD~FEDEX~FCOR"32380"E
) LI HRVD~GLAFAS~ TFO
[H T HRVD~HCOM” Audit Reports
Ex Cl HRVD“HCOM™Charge Account Maint
E LI HRVD~HUAP~AP Views
Invoice Overview

= payment Overview

— T

¥ o] +]




AP Views — Invoice Summary

Trading Partner

Mame | Supplier Mumber |
Supplier Site | Taxpayer D |
PO Mum | |F'CI Shipment: *| |

Invaice
|Term5: v| |
'| |F'aj,r Group: v| |
Amounts | - | Invoice Batch |

Dates | - | urrency |

Invoice Status

Status | "| Accounting | "'|
Approval | "| Fayment | "'|
Woucher Audit Holds
Category | Status | *|
Mame | Mame |
Murmhbers | | Feaszaon |

Find )

( Calculate Balance Owed. . J




AP Views — Invoice Summary options

O Invoice Workhench (HRVDOHUAP*AP Views)

Batch Control Total Batch Actual Total

2]
|Dperating LInit ||CustnmerTaxpayer | ||Type ||F'CI Number| |Supp|ier Murm ||Supp|ier Site”ln\.fnin:e Date”lnvnice Murm Hlnvnice HE
B Harvard University O | Standard 700001349¢ |M 108416 01_PRIMAR' [06-DEC-201° D00BE7680  [USD || =

| | | | | | | | .
| | | | | | | | [
' (=

1| |
1 General 1 2 Lines 3 Holds 4 Wiew Payments 5 Scheduled Payments B Yiew Prepayment Applications
Surnrmary Armount Paid Status
ltems | 3,976 00 USD 9.976.00 Status Validated
Retainage | Accounted |"r’es
Prepayments Applied | Approval |Nnt Reguired
Withholding | Holds |0
Subtotal | 9 976.00 Scheduled Payment Holds D
Tax |
Freight
Miscell | Description
eeeTaneoEe | IFracurement PO
Total | 9 976.00

( Calculate Tax Taz Details )I ( All Distributions )I




AP Views — View Payments

= =]
Batch Contral Total Batch Actual Total
Operating Unit Customer Taxpayer 1D Type PO Murnber Trading Pa|| Supplier Murm || Supplier Site |Invoice Date | Invaice Mum || Invaice |||
. Harvard University Of Standard FO00018458 MICRO WIC | 103416 01 _PRIMAR 06-DEC-201" 000657 B0 LISD —
1] »
1 General 2 Lines 3 Holds J 4 Yiew Payments l o Scheduled Payments B %iew Prepayment Applications
[w
Fayment hMethod Document Mum Fayment Date GL Date “oid Payment Amount Discount Taken [ ]
. Check 1000000210735 10-JAN-2012 10-JAN-2012 L] 8 576.00 =

Fayment Cwerview )




AP Views — Payment Overview

= ™ [=] £

Payee
Paid To Mame |MICRO YIDED INSTRUMEMNTS INC
Taxpayer D 0431335685
Supplier Mumber (108415 o ol AR

Addresgf0 BOX 518
AN, MA 02322

OTEIE RSN 8 Harvard University Operat
Mumber (1000000210735
Currency USD
Arnount 10 26650
Date 10-JAMN-2012
Payment Process Request  O11012UICTT

“oucher

Status Cleared but Unaccours ~ Bank

Mame Fleet Bank
Account  ACH
Fayment Document
Payment Mathod Check

Fayment Process Profile

Cleared Amoaount
Cleared Date |11-JAN-2012

“oid Date

hlaturity Date

Invoices
Murmber Amount Paid GL Date Description

. 00066707 29050 10-JAN-2012 IPracurement PO =
O00EE/ B0 9.976.00 10-JAMN-2012 IPracurement PO

Invoice Cverdew Bank Supplier | ‘ FPayments )




4. WV Reimbursement Invoice Search

(when all you have is an invoice number)

DRACLE' E-Business Suite

Oracle Applications Home Page

- Main Menu 15

[ |:| HRVD~FEDEX~FCOR™32380"E
& LI HRVD~GL~FAS~TFO
# LI HRVD*HCOM*Audit Reparts
& |j HRVD*HCOM”Charge Account Maint
[ O yRVD~HUAP~AP Views
B0 HEVD~IPROCUREMEMNT
B iProcurement Home Page
L HRYD“PCard~Local Admin
# ': Vendor Request
H Cwyy Reimbursement
E Motifications
E Create Reimbursement

m

= create Employee Advance

Reguest
E Create CITI Direct Pay

Create CITI Credit

= Create Combined
Reimbursement/CITI Direct Pay

= Create Travel Authorization - BCD
Copy Web Reimbursement
L rsement

Ll 2l W

Invoice Search



4. WV Reimbursement Invoice Search
(Cont.)

Search: Invoices
(Search results only include invoices dated Jan 1, 2007 and greater_ )
Invoice Mumber = starts with ~ (0066760 [ Search ” Heset] [ Advanced Search

Invoice Number Date Due Date Currency Gross Amount Amount Due Discount Date Available Discount PO Number Payment Number Description Vendor Name

00066760 06-DEC-2011 05-JAN-2012 USD 9.976.00 0.00 70000184980 /1000000210735 - Check | IProcurement PO |MICRO VIDEO INSTRUMENTS INC




