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Payment Inquiry 

How do I inquire on a Payment? 
 
Navigation: 
> Accounts Payable 
> Review Accounts Payable Info 
> Payments 
> Payment  
 
You can use the menu on the left or you can use the folders on the main screen to navigate to the Payment 
Inquiry. 
 

 
 
Following the navigation above will bring you to the Payment Inquiry criteria screen. 
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Payment Inquiry 

Most users will arrive at the Payment Inquiry results page from drilling down on Voucher and Vendor inquiries.   
 
To inquire on a payment directly, it is recommended that you enter as many search parameter fields as 
possible to receive the most pertinent information to you in a time-efficient manner.  The fewer parameters 
you enter will make the search take longer as it has more data to retrieve.  Recommended fields include: 
 

• Vendor Name – you must know the Vendor’s Name 1 
• Amount 
• Bank SetID - You must select “UND01” to retrieve payment information for UND only. 
• Payment Date – if you know the date range your payment should have been processed please enter 

this information on the Payment Date line 
 
So, using some of these search fields, let’s review the results based on the following parameters: 
 

Vendor Name Cole Papers Inc 
Bank SetID UND01 
Payment Date From:  07/01/2008 

To:  07/31/2008 
 

 
 
Click Search to retrieve your data. 
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Search Results 
 

 
 
From this screen we identify the Payment Reference ID, Amount, Payment Date, and both the Payment and 
Reconciliation Statuses.    
 
If you click on the hyperlink in the Payment Reference ID, it will redirect you to a Voucher Inquiry but our 
navigation shows we’re still completing a Payment Inquiry.  Clicking on the Voucher ID hyperlink will give you 
more information specific to that Voucher. 
 

 
 
Now, let’s go back to the Payment Inquiry Search Results by clicking “Back to Payment Inquiry.”   
Let’s click on the tabs for Additional Info, Vendor Details and Financial Gateway (or you can click on the 
expansion button ( ) to view the information in the same line). 
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Payment Inquiry 

Additional Info Tab 
 

 
 
The Source and Payment Reference ID columns are the same on each tab.  Because these payments were 
made via ACH (see the Payment Method on the initial Search Results page), the University’s banking 
information is reflected in the Bank Account, Bank Account # and Description columns.    
 
Vendor Details tab 
 

 
 
As expected, the Vendor Details tab has the Vendor ID and Address identified for the Payment in question. 
 
The Financial Gateway tab does not contain any information which would be pertinent to a departmental 
search.   
 
If you need assistance with the Vouchers associated with a Payment, please refer to the Voucher Payment 
Inquiry and/or the Vendor Payment Inquiry Tip Sheets.  
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