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How to see if a vendor has been paid, when all you know is the vendor.
1. Select General Ledger Management .
2. Select Financial Reports.
3. Select Other Reports.
4. Select Transaction Register Report.
5. The Following screen will be displayed:
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6. Click on Dynamic Selections.
7. The following window is displayed:
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8. Click on Actual line item table for US….

9. The following window is displayed:
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10. Scroll down to almost the very bottom until you see the field labeled Vendor.  Double click on it.
11. [image: ]The following window is displayed:

12. Click on Single Values Only.

13. The following window is displayed:
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14. Search for or enter the vendor number.  In this example, the search is by last name and the results are returned as follows:

15. [image: ]Hit the save icon (the disk image) to save the vendor code in the query.

16. Enter the rest of the query for the Federal Transaction Register as done in the past.  In this example, I know that the vendor was paid from base funds AND in the fiscal months 6 or 7.
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17. Note the 1 active tab.  This indicated that one Dynamic Selection is in use.  Click on Execute.  The following screen is displayed (this may take a while).
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18. We have in the list, documents beginning with 19, 20 and 21.  From our document cheat sheet, we know that 19 is a payment document (in this case an FI), while the other two are treasury payment documents.

19. Select Document 1900093415-1.  Then click on Document Chain.

20. The following screen is displayed:
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21. Highlight the document number again and click on Display Document.  The following screen is displayed:
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22. We see that we have selected the correct vendor and now to make sure the vendor was paid.

23. Hit the Back button to return to the previous screen (Step 20).

24. Under Successor Chain there is a line that says “FI Treasury In-Transit 2000058193-1”.  Click on the drop down arrow to show the successor document to the In-Transit Document.  The following screen is shown:
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25. We now know that an FI document numbered 1900093415 that paid Rhushi N Bhatt $62.00 was entered in FMMI on 3/29/10, was sent to US Treasury on 3/30/10 and is shown as cleared on 3/31/10 (pretty fast!!).

26. Repeat as necessary.
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