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PURPOSE AND DESCRIPTION

Purpose

This document explains the key activities involved in managing INFORMS Inquiries. It provides
an overview of the sub-processes involved, as well as step-by-step procedural guidance to
perform the activity.

Description

The key activities for performing a Retainage Inquiry, Supplier Inquiry, Voucher Inquiry, and
Payment Inquiry.



INFORMS Job Aid: Accounts Payable - Inquiries in «rms

RETAINAGE INQUIRY

Step ‘ Action
1. Log into INFORMS.

Navigate to the Voucher Inquiry page: Finance / Supply Chain (FSCM) > Payables

2. Operations > Accounts Payable WorkCenter > Links > Vouchers > Retainage Tracking by
Supplier Inquiry

Payables Operations

Retainage Tracker Component

3 . Supplier ID Supplier Name Contract ID POID Business Unit  Fund Code Dept 1D Grant PCBU

e Select applicable Business Unit (BU) and/or any other search criteria.
e Select Search.

— T

e Inquiry/Inquiries will be populated with retainage details and balances.
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SUPPLIER INQUIRY

1. Log into INFORMS.

Navigate to the Voucher Inquiry page: Finance / Supply Chain (FSCM) > Payables
Operations > Accounts Payable WorkCenter > Links > Supplier > Supplier Inquiry

< Payables Operations. Review Suppliers

ce ) i
Review Suppliers
» My Work
Search Crteria
v Links . DC Q| Supplier ID Q
Vouchers o Name | Equalto v I Short Name | Equal to v Q
Payment Request . Withholding Name | Equal to ~ e v
Payments - Supplier Status v Type v
Supplier ~ All Names hd Persistence e
Supplier Inquiry Sanctions Status h
» Queries. Address | Equalto ~ City
» Reports/Processes u Custome, Country Q
I ID Type | Tax Identiication Number v I State Q
3 . VAT Registration ID Postal
Withholding Tax ID Bank Account #
Max Rows | 300 I Search I Clear Add Supplier

e Enter information in any of the Search Criteria fields.
e The most common fields are:

o Name

o Supplier ID

o |ID Type — Tax Identification Number
e Select Search.

Search Results

5 Q 130f3 v | View Al

‘ Main Information ‘ Additional Supplier Info Audit Information 13

[Actions SetlD Supplier D Supplier Name DBA Name ShortName  Address city State Country Effective Status
4. v Actions MDC 0000000776 Sy OF AN oML (G AT P FL UsA Active
¥ Actions MDC ooooo00776  SHTY OF MIAMI AL 18605 NW 27 AVE - FL USA Active
¥ Actions MDC 0000000776 SiTY OF MIAN ML PO BOX 864714 ORLANDO FL USA Active

e Select the Actions dropdown for the desired Supplier Address.

Maintain Supplier

Maintain Supplier Conversation

Review Supplier Contact

e Select the appropriate option ti view additional Supplier information.
6. End of process.
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VOUCHER INQUIRY

1. Log into INFORMS.

Navigate to the Voucher Inquiry page: Finance / Supply Chai (FSCM) > Payables
Operations > Accounts Payable WorkCenter > Links > Vouchers > Voucher Inquiry

< Payables Operations Voucher Inquiry

co
Voucher Inqui
» My Work quiry
v Links
~ Search Criteria
Vouchers -
Quick Invoice Entry Search Name |[ALL a |
N From To
egular Entr
¢ Y From Business Unit |FN Q FN Q
Mass Voucher Approval From Voucher ID Q a
Rouche: Makienance From Invoice Number Q Q
Voucher Mass Maintenance ISuppIier SetiD |MDC Q I
Match Workbench m From Supplier Short Name Qa Q
3 Close Voucher From Supplier Name Q Q
Delete Voucher From Additional Name Q Q
Voucher Inquiry From Supplier ID Q Q
. . Q
Voucher Unpost Supplier Location
v
Retainage Tracking by Supplier Inquiry EniylSiatus
Incomplete Voucher M
Purchase Order Inquiry
From Accounting Date
Receipts Inquiry
From Invoice Date

e Enter Business Unit From, Business Unit To, Supplier SetID, and/or any other
criteria.

e Select Search.

Note: It is important to input as much search criteria as possible to obtain more specific

results. There is a very high volume of records in the system.
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Voucher Inquiry Results
B Q 110001300~ b M| view1o0
Voucher Details Ameunts I More Details I Supglier Details 13
Business Inyoice .
Actions Unit Voucher ID Invoice Number Received Supplier ID  § Enfry Status  Incomplete Match Status Short Supplier Name
Date
¥ Actions. BU 00000034 12.20-21-MOTI-A 03/30/2021 0000002837 § Postable Not Applicable MOTIVATION-001
¥ Actions. BU 00000035 01.21-21-MOTI-A 03/30/2021 0000002837 § Postable Mot Applicable MOTIVATION-001
wactions | BU 00000036 02.21-21-MOTI-A 04012021 Jf 0000002837 J| Postable Not Applicable MOTIVATION-001
4 ¥ Actions BU 00000037 10.20-21-HOLY-A 04/14/2021 0000011993 § Postable Not Applicable HOLY TEMPL-001
¥ Actions. BU 00000038 01.21-21-HOLY-A 04/14/2021 0000011993 § Postable Not Applicable HOLY TEMPL-001
¥ Actions. BU 00000039 03.21-21-LASA-A 04/16/2021 0000002815 | Postable Not Applicable LATINOS SA-001
¥ Actions. BU 00000040 03.21-21-MUJE-A 04/08/2021 0000011150 § Postable Mot Applicable MUJERES UN-001

e Inthe Voucher Inquiry Results section notice the Voucher ID, Invoice Number,
Supplier ID, and Short Supplier Name for the voucher.
e Select the More Details tab.

Wax Rows 0 Ssarch Clear
* Sort Criteria
SortBy | VoucharID - Sort Dispiay
*Sort AsciDesc | Ascending v
+ Display Curroncy Criteria

¥ Late Interest Analysis

Voucher Inquiry Results
" Q 110000300~ bW

) e .

Actions Csiness  Voucher ID Y BemPleT postStolus o [ Avoroval History G Orian DueDate  Basis Dote Accig Date  Entered on Request ID

o BU oooonosa Reguer Postod  approves [ somrova st o onL wzscet mase  owzeeRt  oaz0amt )
5 vidom B oao0003s o |, e — o om oz maoa e aazeac

¥ Action: BU DODINO3E ?;'jé‘r:'r 1 Fosted Appraved \pproval Histar Open ONL DSON2021  D4012021 DAO2021 04202021 of

v Ach BU 00000037 Fogar 1 Posted Appraved paroval Histar Cpen ONL 0542001 O4V142021 4202021 04202021 -

vacions  BU 0a0anass bt 1 Fostad Aot I Open  OML S0 oaneae2 b0 0402021

e Note the Budget Header Status.

e Approval History can also be viewed by selecting the link.

e Select the Clear button to clear all search criteria. Search for results again as
needed.

6. End of Process
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PAYMENT INQUIRY

7. Log into INFORMS.

Navigate to the Voucher Inquiry page: Finance / Supply Chain (FSCM) > Payables
Operations > Accounts Payable WorkCenter > Links > Payments > Payment Inquiry

< Payables Operations Payment Inquily

e -
Payment Inquiry
» My Work
- Links ~ Search Criteria
Vouchers "
Search Name |ALL Q
P, it R t
ayment Reques! ) E— o
Payments " From Supplier Name 1 Q Q
Pay Cycle Manager Supplier Location Q
Review Pay Cycle Errors *Amount Rule Any &
Create Express Payment Amount
Payment Dispatch (ACH, APC, WIRE) Currency &
9 . X Bank SetlD [MDC Q
Check Reprint
Bank Code a
Mass Payment Cancellation
Bank Account Q
Manual Positive Payment (Emergency C
Bank Account #
Payment Inquiry
From Ref ID
Supplier
~ From Payment Date =
pCiatics Payment Method e
» ReportsiProcesses Pay Cycle Q

e Add applicable search criteria and select Search.
Note: It is important to input as much search criteria as possible to obtain more specific
results. There is a very high volume of records in the system.

Payment Inquiry Result
H Q 1-50 of 300 v » 4 View 100
‘ Payment Details | Additional Info I Supplier Details FEinancial Gateway 113
Actions Source IF‘Dayment Reference ;Zw:dm Amount Currency Bareatétion Pa[y;;rl\:nt zfg“T:m Fleaconcwlialiun Reconcile Date
¥ Actions VCHR 00900001 #gssfer 25,217,856.73 USD 04/09/2021 04/09/2021 Paid Reconciled 0472212021
¥ Actions VCHR 00900002 #‘;I?Efer 27051276 USD 04/09/2021 04/08/2021 Paid Reconciled 05/10/2021
¥ Actions VCHR 00900002 glarl?sfer 12.970.48 USD 04/09/2021 04/09/2021 Paid Reconciled 05/10/2021
I ¥ Actions VCHR 00900004 glarl?sfer 798,519.57 USD 04/09/2021 04/09/2021 Paid Reconciled 05/10/2021
10 ¥ Actions VCHR 00900005 #‘;I?Efer 882912 USD 04/09/2021 04/08/2021 Paid Reconciled 05/10/2021
’ ¥ Actions VCHR 00900006 #‘;I?Efer 3,106,574 67 USD 04/09/2021 04/08/2021 Paid Reconciled 05/10/2021
¥ Actions VCHR 00900007 glarl?sfer 17.181.42 USD 04/09/2021 04/09/2021 Paid Reconciled 05/10/2021
¥ Actions VCHR 00900008 ﬂﬁsfﬂr 4.681,041.11 USD 04/09/2021 04/09/2021 Paid Reconciled 05/10/2021
¥ Actions VCHR 00900009 #‘;I?Efer 107.060.14 USD 04/09/2021 04/08/2021 Paid Reconciled 05/10/2021
¥ Actions VCHR 00900010 %ﬁsrer 32,435273.38 USD 04/09/2021 04/09/2021 Paid Reconciled 05/10/2021
¥ Actions VCHR 00900011 glarl?sfer 225.758.45 USD 04/09/2021 04/09/2021 Paid Reconciled 05/10/2021

e Payment Inquiry reults will populate.
e Select the Additional Info tab for more details about the payment.
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Payment Inquiry Result
" Q 1500300 v » b
Payment Detaits Additional Info Suppber Details Einancial Gateway  Ib
actons  sowce || EomentReteence R ost  pneencton Concelste  Cancel eason _ Descrpton PayCyde  Seamum BIK BKACCON  peicinge
v VCHR ) Posted No Cancel Action WIRE 4 woot Wels Fargo
v VCHR ) Posted No Cancel A WIRE 4 WDt |y 6663 Wetis Fargo
v VCHR " Posted  NoCancel A WIRE 4 W01 | sessseeen 6563 Wess Fargo
T [T e Rl T P e
va Vo , Posed  HoConcelAcion whe 4 WO messos  WesFago
v vorm , Postd Mo ConcelAcion whe 4 T e e,
v VCHR i Posted No Cancel Action WIRE 4 Woo1 6688 Wells Fargo
v 'CHR i Posted WIRE 4 Woo1 Wets Fargo
. Vo , Posed Mo Concelcion whe S —
. Vo ) Posthd Mo ConcelAcion wre e [T,

e Select the Payment Reference ID hyperlink to get a detailed view.

Vouchers For a Payment

Back To Payment Inguiry

Bank Name  Wells Fargo Pymnt RefID 00900001
Bank Account# =s+s45535 Accounting Date  04/09/2021
Payment Date  04/09/2021
Pay Cycle WIRE Seq Num 4 Days Outstanding 3
Supplier Name  INTERNAL REVENUE SERVICE Payment Clear Date 041272021
Address  INTERNAL REVENUE SERVICE CENTER Reconcile Date  04/22/2021
UNITED STATES TREASURY Value Date 0410912021
OGDEN ur 24201 USA
Payment 25217,856.73 USD  Payment Method WIR

1 2 Amount

Description

)
Details
H Q 11011 ¥ | View All
Business Advice Advice . ‘Gross Paid i Discount Late
unit Voucher ID seq Date Invoice Number Amount Paid Amount  Currency Taken Charge Source
HR 0 1 04/0772021 WIRE-IRS941-PPE.04.04.2021 25.217.856.73 25217,856.73 USD Accounts Payable Vouchers
e Select the Back to Payment Inquiry hyperlink.
Payment Detas Additional Info Einancial Gateway B
Actons  Sowce  PRmemRelernce POt Conceiacuon ConcelDate  CancelReason  Descripton PayCycle  seanum BK . BAKACCOU  percipnon
v CHR Posted WIRE 4 w001 —] Weks Fargo
v VCHR Posted WIRE 4 WOt ] Wews Fargo
v ICHR Posted WIRE 4 w001 ] Wess Fargo
* v VCHR 0 Posted No Cancel Action WIRE 4 woo1 8688 Wedis Fargo
v VCHR ) Posted No Cancel WIRE 4 W01 w688 Wels Fargo
v VCHR i Posted No Cancel Action WIRE 4 woo1 5688
v VCHR i Posted No Cancel Action WIRE 4 Woo1 Seasiese5663 Wels Fargo

Select the Supplier Details tab to see payment supplier details.
Note: Select the last icon () to expand and view all the details associated to the
payment.

14. End of process.




