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 Purpose____________________________________________________________                                            
Use this procedure to research the status of a vendor’s payment.  The following will be conveyed in the display transaction:

· If the payment is blocked for any reason
· If an invoice has been paid
· The total amount paid includes your payment
· If the payment was paid by check or electronically
· If by check payment, the check number and its status
Prerequisites
· FMMI Vendor Number
Menu Path
· Accounts Payable  AP Reports  Accounts Payable Reports  Display Line Items Report
Helpful Hints
On certain screens you may need to scroll to view additional data fields.  

Data used in this procedure is a representative sample of the data that is available in the production environment.  Actual transaction data in the production environment may vary based on your given scenario.

    Procedure___________________________________________________________                                          

1. Start the transaction by accessing the Accounts Payable Tab.
2. Click the AP Reports tab.
3. Click the Accounts payable Reports business activity link.
4. Click the Display Line Items Report task link.
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	Vendor selection:
Enter the vendor number in the Vendor Account field or select a vendor from the search/pick list.

Line item selection:
Select Open items, Cleared, or All items to indicate which type of line items you would like to see for the specified vendor. You may also indicate the key dates and posting dates to limit your search.

Type:
Indicate the types of documents to display:
· Normal items:  documents that neither special GL transactions nor document status
· Special GL transactions: special documents like down payments 
· Noted items: statistical entries and not actual accounting entries like requests 
· Parked items: document has not yet been posted; document changes/removal can still occur 
· Customer items: payable items for a customer are displayed if the customer is also a vendor 

In this example, the following were entered for demonstration purposes:
	Vendor Account
	100167409

	Status
	“All items”

	Type
	All types (by marking a check box to each type).



5.  After filing in the required fields, click the Execute button to begin the search.
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Upon execution, the screen below will appear display all documents for the specified vendor. You may need to change the layout to match the below screen (/VLZ)
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Note: The statuses of these line items are differentiated by the status icons:
· represents parked items 
[image: ] represents open items 
represents cleared items 

Note: Cleared items reflect that a payment was processed and additional information about the payment is available.  The columns detailed in the table below are displayed on the Vendor Line Item Display screen and are important to note.

	Doc. date
	Invoice date and/or date entered on document by user on the invoice.

	Amount in local cur.
	Dollar amount of invoice.

	Clrng doc.
	Document number of transaction that subsequently processed to pay this invoice.

	Type
	Document types include:
· DR – Customer Invoice
· XN – Non-PO Invoice
· RE – PO Invoice
· AC, AR, ZG, XV, TV, TI, ZX, ZW – custom document types for ABCO, GovTrip, and Smartpay2 interfaces

	DD
	Due Date column displays the follow statuses:
· Yellow bell – Due
· Calendar – Not Due
· Lightning Bolt – Over Due

	Text
	Reference information entered during FI Invoice posting/processing.
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A screen showing the clearing field with a date and document number is displayed as follows:
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This date is when the payment was processed. If this field is blank, it hasn’t been paid yet. This shows the total payment made to the vendor. 

Note: 
· “Payment Method” column shows payment method 
· “C” = by check 
· “A” = by ACH bank transfer 
· If no value in “Payment Block” then no block on payment







Viewing Check Details
To view the details of the check payment follow the steps outlined below: 

1. From the Cleared Line Items screen click on Environment in the menu. 
2. Select the Check Information option from the Environment dropdown. 
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Note: As long as payments are made by a check, the check information can be seen on the screen detailed below.
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Note: Payment team can reissue a check with a valid reason code if the vendor has lost/damaged the previous issued check. The following fields are important to recognize: 
· Check number 
· Payment date 
· Check Encashment - the date when the check was cashed/deposited; if blank, the check has not been cashed or deposited 
· Check recipient information 
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