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Before you begin… 
You will use this guide during class to follow the topics as your instructor 
presents them. The instructor may also provide you with additional 
materials to support the training outlined in this guide.  

After class, use this guide as a reference document for completing tasks 
within the PeopleSoft system. 

Intended Audience 
This guide is intended for personnel who are responsible for entering and 
processing data in the PeopleSoft system. 

We assume that you are familiar with Microsoft Windows. If you are new to 
the Windows environment, you should complete a Windows Tutorial prior 
to working in the PeopleSoft environment. 

How This Guide Is Organized 
This guide is organized into modules and lessons to correspond with the 
topics your instructor will cover in class. Each module contains practice 
exercises that your instructor will walk you through, and individual 
exercises for you to complete on your own. There are review questions at 
the end of each module to recap the major points of the module. 
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Before you begin PeopleSoft 8.4 Payment Requests and Inquiry 

Symbols and Conventions 
The following conventions are used in this guide to help you distinguish 
between various types of information: 

Element How It Is Used 

bold text Command and toolbar buttons that you click. 

Text you type. 

Menus, text and radio buttons that you select. 

Check boxes you turn on or off. 

<bold text> Function keys on your keyboard that you press. 

 
Procedural information. 

 
Warnings and cautions that require careful attention. 

 

Term definition—appears in the page margin. 

 
Noteworthy comments or important additional 
information—generally about the item immediately 
preceeding the note. Appears in the main body of the 
document. 

 

Noteworthy comments or important additional 
information—generally additional information about a 
series of steps or the topic being discussed. Appears in 
the page margin. 
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Chapter 1 
Introducing PeopleSoft 

Accounts Payable 
Your payment requests and inquiries are a part of the PeopleSoft 8.4 
Accounts Payable application. This course will introduce you to the 
PeopleSoft tools you need to enter payment requests and inquire on your 
accounts payable information. 

Chapter Objectives 
This chapter explains: 

• The agenda and objectives for this course 

• The PeopleSoft Accounts Payable application 

Chapter Lessons 
This chapter contains the following lessons: 

Lesson 1: Course Overview.....................................................................1-2 
Lesson 2: Accounts Payable Overview....................................................1-4 
Lesson 3: The AP Control Structure ........................................................1-6 
Review Questions ....................................................................................1-8 
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Lesson 1: 
Course Overview 

This guide includes three chapters and two appendices: 

• Chapter 1, “Introducing PeopleSoft Accounts Payable,” explains the 
objectives and provides an agenda for the course. This chapter also 
provides a brief overview of the PeopleSoft Accounts Payable 
application. 

• Chapter 2, “Submitting Payment Requests,” provides an overview of 
the payment request process and how to enter a payment request 
using the customized Case page. 

• Chapter 3, “Performing Payables Inquiries,” instructs how to perform 
inquiries on vendors, vouchers, and various payables information. 

• Appendix A, “Review Questions and Answers,” provides answers to 
the review questions at the end of each chapter. 

• Appendix B, “Sample Request Forms,” shows the different forms you 
can access from the Payment Request page. 

Agenda 
Following is the agenda for the one-half day PeopleSoft Payment 
Requests and Inquiry course: 

Chapter 1: Introducing PeopleSoft Accounts Payable 

Chapter 2: Submitting Payment Requests 

Break 

Chapter 3: Performing Payables Inquiries 

Course Objectives 
This course on PeopleSoft Accounts Payable teaches you how to: 

• Understand the basic structure of the Accounts Payable application. 

• Submit a payment request using the Accounts Payable application. 

• Perform various inquiries within the Accounts Payable application. 
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Chapter Structure 
Most chapters are structured the same way and generally consist of the 
following: 

 You are 
encouraged to ask 
your instructor 
questions throughout 
the entire course. 

• Objectives. The objectives are found at the beginning of the chapter 
and define what you will learn in the chapter. 

• Lessons. Each chapter has several lessons that explain the various 
concepts. Some lessons contain practices and exercises. 

 Practices are step-by-step instructions for completing a 
procedure that the instructor and class participants walk-through 
together. 

 Exercises are scenarios for you to work through on your own 
during class time. 

• Review Questions. You will find review questions at the end of the 
chapter that recap material covered in the chapter. The answers to 
the questions will be discussed among class participants and the 
instructor. 
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Lesson 2: 
Accounts Payable Overview 

The PeopleSoft Accounts Payable application is designed to efficiently 
manage cash disbursements and vendor information, as well as to 
interface with other applications to reduce data entry. 

Key Components 
There are five major components of the Accounts Payable application: 

• Table Setup and Maintenance 

• Voucher Processing 

• Payment Processing 

• Reports 

• Integration  

The first component provides the structure of the Accounts Payable 
application. These tables define operating rules, procedures, and valid 
values. The values entered into the tables are determined by the business 
practices of Case. Once the initial setup is complete, the tables require 
minimal maintenance. 

The last four components are activities performed by processors and 
clerks in their Payables duties. These include entering vouchers for 
payment, creating payments, running Payables reports, and processing 
entries for General Ledger and Project Costing. This course will focus on 
submitting payment requests and inquiring within the Payables application. 

Application Features 
The application features include: 

• Full function voucher processing 

 Direct Entry 

 PO Match 

 Batch Voucher Build 

• Tax calculation and reporting 

 1099 Tax reporting 

• On-line and report-driven inquiry 

• Effective-dated rules and structure 

• GL journal generation 
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PeopleSoft 8.4 Payment Requests and Inquiry Chapter 1: Introducing PeopleSoft Accounts Payable 

Scope of the Application 
The Accounts Payable application is designed to interface with other 
PeopleSoft applications, thereby reducing data entry. The current Case 
PeopleSoft system integration includes Accounts Payable integration with: 

• eProcurement 

• Purchasing 

• General Ledger 
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Lesson 3: 
The AP Control Structure 

Control within Accounts Payable is set at five distinct levels identified in 
the diagram (or hierarchy) below. Each lower level overrides the controls 
set at higher levels. 

 

Business
Unit

Voucher Origin

Control Group

Vendor

Voucher

 

The control levels below the business unit level provide the following 
options: 

 Not all 
options can be set at 
every level in the 
hierarchy. 

• Default – allows you to select the default set at the next higher level. 

• Specify – allows you to specify a different default based on that level. 

Some of the default options available at these levels include currency 
information, duplicate invoice checking, and voucher balancing. 

The control levels you will specify are listed below. 

Business Unit 
• Is the highest level of the AP control structure. 

You will use 
the Business Unit of 
CASE1. 

• Is defined as an independent processing entity and is responsible for 
its own vouchers and payment transactions. 

• Is a primary level to enforce security to limit access. 

• Does not necessarily have to share a “one-to-one” relationship to 
PeopleSoft (PS) General Ledger business units. This allows voucher 
details to be kept at a more detailed level within the PS Accounts 
Payable application and summarized at the account level into the PS 
General Ledger application. 
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Voucher Origin 
• Is an identifier for the specified creation point of a voucher. 

 Each 
Payable processor 
must be associated 
with a valid, active 
origin. 

• Can be a department, operator, or an interface. 

• Will default from your user preferences. 

Vendor 
• Is a supplier from whom the business unit obtains goods or services 

or to whom reimbursements are processed. An employee or student 
may also be entered as a vendor. 

• May be shared between several business units or defined for just one 
business unit.  

• May have numerous processing options set at this level. Default 
settings can be overridden at this level to increase processing 
flexibility. 
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Review Questions 

1. Which applications does the Accounts Payable module interface with at Case? 

  

2. What AP Control Levels will you specify when you enter a payment request. ? 
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Chapter 2 
Submitting Payment Requests 

You will use the Accounts Payable application in PeopleSoft 8.4 FMS to 
enter and submit payment requests. This chapter explains the customized 
procedure for payment requests. 

Chapter Objectives 
This chapter explains: 

• The Case payment request process 

• How to enter a payment request 

Chapter Lessons 
This chapter contains the following lessons: 

Lesson 1: Payment Request Process Overview......................................2-2 
Lesson 2: Submitting Payment Requests ................................................2-3 
Review Questions ..................................................................................2-11 
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Lesson 1: 
Payment Request Process Overview 

You will use the Payment Request page to enter requests for payments for 
items not obtained through procurement cards or requisitions.  These will 
include such things as honoraria, study participant compensation, visa 
fees, travel advances, reimbursements, etc.    

These payments fall in four request types. These types are: 

Request Type Description 

Advance Use to submit a request for any type of advance. 
This will open a second field for you to specify the 
type of advance - miscellaneous, permanent or 
travel. 

Payment Request Use for all non-travel, non-petty cash expenses. 

Petty Cash This is for Petty Cash custodians only. Use for 
all requests to replenish petty cash. When you 
select this option, a link will appear to the Petty 
Cash Expenditure Reimbursement form. You will 
need to print, fill out the form and submit it with your 
payment request. 

Travel 
Reimbursement 

Use to request reimbursement for travel expenses. 
When you select this category, a link will appear to 
the Travel Reimbursement form. You will need to 
print, fill out the form and submit it with your 
payment request. 

 

When a request is saved, a request number is assigned to the entry.  
Record that number for future reference to assist you in reviewing your 
payment request information. 

As you save each request you will be prompted to print your request.  
Attach a copy of that request to your supporting documentation, obtain the 
signature of your approver and send to Accounts Payable for final 
approval. 

After the AP Processors receive the hard copy of your payment requests 
with appropriate approval signatures and documentation support, they will 
review the information for final approval.  At this time they will change the 
status of the payment request from New to either Approved, Denied, or 
Canceled.  You will be able to view your payment request using the same 
Payment Request page that you use to enter.  
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Lesson 2: 
Submitting Payment Requests 

This lesson explains how to submit a payment request using the Accounts 
Payable application of PeopleSoft 8.4. 

Navigation 
The Payment Request page can be located by following this navigation 
path: 

Menu Group Accounts Payable 

 Menu Payment Requests 

  Component Payment Request 

Case Payment Request  
Use the Case Payment Request page to complete a request that you can 
print and obtain signatures for approval before submitting to Accounts 
Payable for processing.  The system 

will assign a Request 
Number that will 
become the Invoice 
number on the related 
voucher that is 
created by Accounts 
Payable. 

This is the Case Payment Request page: 
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These are the fields on the Case Payment Request page: 

Field Definition 

Requestor ID Displays the ID of the person entering the request. 

Name Displays the name of the requestor. 

Request Number Displays the payment request number assigned by 
the system. This will display NEW until saved. This 
number assigned when you save the request will 
become the invoice number on the related voucher. 

Date Requested Displays the date the check is requested. 

Status Displays the status of the payment request. This will 
be displayed as New as you enter the request. AP 
Processing will change the status after the approval 
process to Approved or Denied. If a request is 
cancelled, AP Processing will change the status to 
Cancelled. 

*Request Type Choose the type of request from the options on the 
drop-down list. Options include Payment Request, 
Petty Cash, Advance and Travel Reimbursement. 
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Field Definition 

Advance Type If you select Advance as the Request Type, this field 
will appear. Select Miscellaneous, Permanent or 
Travel as the type of advance. 

*Date Check 
Needed 

Enter the date that you need the check.  

*Return Check To Choose the type of distribution for the check from the 
options on the drop-down list. Options include: 
Cashiers Office, Hold for Pickup at AP and U.S. Mail 
to Address Below. 

Checks will not be sent to a campus address. 

Vendor Information 

Vendor Lookup Type the first few letters of the vendor name and 
click  to find the ID of the vendor to be paid. A 
search list will appear. Click the link for the correct 
vendor and the selected value will appear in this 
field. 

Vendor Invoice 
Number 

Type the invoice number that appears on the vendor 
invoice. This field will only appear if the Request 
Type selected is Payment Request. 

 

Vendor Not Found Turn on the checkbox if you do not find the ID for the 
vendor using the Vendor Lookup. Additional links will 
appear for you to select a vendor type of Individual 
or Supplier (company). 

Employee/Student
/Study Participant

Click the link to direct you to the form to submit when 
the new vendor is an individual. The Adobe form 
should be printed, completed and submitted with the 
request. This link appears when you turn on the 
Vendor Not Found checkbox. 

Supplier – Click 
Here to Open an 
Information Form

Click the link to direct you to the form to submit when 
the new vendor is a company. The Adobe form 
should be printed, completed and submitted with the 
request. This link appears when you turn on the 
Vendor Not Found checkbox. 

*Total Amount Enter the total amount of the check to be processed. 

*Description of 
Request 

Enter a detailed description of the reason for the 
payment request. 

If you enter 
a Vendor Invoice 
Number, that number 
will appear on the 
voucher for payment 
as the Invoice number 
instead of the system-
assigned Request 
Number. 
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Field Definition 

Accounting Distribution SpeedType 

Amount Enter the amount of the payment request to be 
distributed to the SpeedType you will select. 

Click  to insert a new SpeedType distribution row.

Click  to delete an incorrect row. 

SpeedType Enter a SpeedType that contains the accounting 
information (department, fund, program, project, etc.) 
to which the amount is to be charged. 

Account Enter the Account to which the amount is to be 
charged. 

Description Enter a short description to be associated with this 
accounting distribution line. 

Accounting Distribution ChartField 

Event The Event to be charged. 

Department The Department to be charged. If using a 
SpeedType, this value will default. 

Fund The Fund to be charged. If using a SpeedType, this 
value will default. 

Program The Program to be charged. If using a SpeedType, 
this value will default. 

Project The Project to be charged. If using a SpeedType, 
this value will default. 

Approval 

*Approver’s Name Enter the name of the person who must approve this 
request. 

Approvers 
Department 

Enter the Department ID to which the Approver 
belongs. 

Telephone Enter the telephone number of the Approver. 

Fax Number Enter the fax number of the Approver. 

Email Address Enter the e-mail address of the Approver. 

Request Number Displays the number assigned to this request. For a 
new request this will display NEW until the request is 
saved. 

Terms and 
Conditions

Click this link to access the University policies and 
user responsibilities associated to the use of the 
payment request form. 

Information 
in the Accounting 
Distribution 
ChartFields is entered 
when you select the 
SpeedType. 
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Field Definition 

Updated on Displays the date of the most recent update to this 
request and the User ID of the person who made the 
update. 

Procedure – To Enter and Sumbit a New 
Payment Request 

Use these steps to submit a payment request. 

To submit a payment request: 
1. From the left-hand navigation menu, select Accounts Payable. 

2. Select Payment Requests. 

3. Select Payment Request. 
4. Click the Add a New Value tab. 

 The Payment Requests – Add a New Value page appears. 

  

5. Click . 
 The Payment Request page appears. 
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Select 
Payment Request for 
all non-travel, non-
petty cash requests. 

6. Select the Request Type. Choices are: 

• Advance 

• Payment Request 

• Petty Cash 

• Travel Reimbursement 
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When you select Petty Cash, a link will appear to Click 
Here to Open the Petty Cash Expenditure Form. Click the link to 
print the form that you must fill out and attach to your payment 
request. 
When you select Travel Reimbursement, a link will appear to 
Click Here to Open the Travel Reimbursement Form. Click the 

n
c

d
th
b
S

a
n
a
s
v
T

See 
Appendix B, Payment 
Request Forms to see 
samples of the 
request forms. 
link to print the form that you must fill out and attach to your 
payment request. 
When you select Payment Request, a new field will appear in 
the vendor section where you will type the invoice number that 
is supplied by the vendor. 
When you select Advance, a new field will appear next to the 
Request Type.  Select Miscellaneous, Permanent or Travel to 
indicate the type of advance. 

7. Enter the Date Check Needed. 

Checks will 
ot be sent to a 
ampus address. 

8. Select the Return Check To instruction. Options are: 

• Cashiers Office 

• Hold for Pickup at AP 

• U.S. Mail to Address Below 

9. Type the first few letters of the vendor’s name in the Vendor 
Lookup field. 

10. Click  to find the vendor. 
 A lookup page appears with search results matching the 

information you entered. 

11. Click the link on the results list for the correct vendor. 

You may 
ivide the amount of 
e check request 
etween multiple 
peedTypes. Click 

 to add an 
dditional row with a 
ew SpeedType. The 
mounts on all rows 
hould add up the 
alue entered in the 
otal Amount field. 

 The payment request appears with the information for the 
vendor you selected. 

12. If you selected Payment Request as the Request Type and the 
vendor has provided an invoice with an invoice number, type the 
invoice number in the Vendor Invoice Number field. 

13. If the vendor is not found using the lookup, turn on the Vendor 
Not Found checkbox. 

 When you turn on the Vendor Not Found checkbox a message 
will appear to inform you that this can cause a delay in payment. 

14. Click OK to close the message. 

 Two new links will appear. Click the links to access a form that 
needs to be filled out and submitted with the request form. 
Different forms appear for to set up an Employee/Student/Study 
Participant or an outside Supplier. 

15. Enter the Total Amount of the check. 
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16. Type a Description of Request. You must have information in 
this field in order to save the request. 

17. Enter the Amount to be distributed to the SpeedType you will 
select on this line.  

18. Enter a SpeedType for the distribution line. 
19. Verify or enter the Account for the distribution line. 
20. Type a short Description for distribution line 1. 
21. If split funding is necessary, click  to insert an additional 

distribution line. 
22. Repeat steps 17 – 21 as necessary. 
23. Enter the Approver’s Name. 
24. For additional help, if the Approver needs to be contacted, you 

can enter one or more of the following: 

• Approvers Department 

• Telephone of the Approver 

• Fax Number of the Approver 

• Email Address of the Approver 

25. Click . 
 The payment request is saved and a number is assigned. A 

message will appear with further instructions. 

  
26. Click OK. 

 The message closes and you are returned to the Payment 
Request page. A Print button now appears on the page. 

27. Click  to print the payment request page. 

28. Note the request number, if appropriate, for further inquiry in the 
PeopleSoft system. 

29. Obtain necessary signature approvals. 

30. Attach all required forms and submit to Accounts Payable for 
final approval and processing. 
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Review Questions 

1. True or False. Use the Payment Request to request payments on items received from 
requisitions. 

  

2. What are the two types of requests that require additional forms to be sent with the 
payment request information? 

  

3. In addition to the distribution line information, what fields are required on the Payment 
Request page? 

  

  

  
 

03/17/05 Proprietary and Confidential to Case 2-11 
and Cedar Enterprise Solutions, Inc.  



 

 

Chapter 3 
Performing Payables Inquiries 

This chapter instructs you on how to perform various inquiries within the 
Payables application. 

Chapter Objectives 
This chapter explains how to perform: 

• Voucher inquiries 

• Payment inquiries 

• Vendor inquiries 

Chapter Contents 
This chapter contains the following lessons: 

Lesson 1: Voucher Inquiries ....................................................................3-2 
Lesson 2: Payment Inquiries..................................................................3-11 
Lesson 3: Vendor Inquiries ....................................................................3-19 
Review Questions ..................................................................................3-24 
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Lesson 1: 
Voucher Inquiries 

PeopleSoft has a number of pages specifically designed for different types 
of voucher inquiries. 

Navigation 
These pages can be located by following this path: 

Menu Group Accounts Payable 

 Menu Review 

  Menu Item Vouchers 
 

• Voucher Inquiry – Status of a voucher and any payments can be 
reviewed on this page. 

• Voucher Accounting Entries – This page displays the results of the 
voucher posting process.  

Voucher Inquiry Page 
This is a display-only page that allows you to view information about a 
voucher. By selecting the hyperlinks on the page, you can access the 
voucher detail lines, payment information inquiry pages for the voucher. 

This is the Voucher Inquiry page: 
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This is the Voucher Inquiry Results More Details tab page: 

 

These are the fields on the Voucher Inquiry page: 

Field Description 

Search Criteria: 

From Business 
Unit 

Specifies the default AP Business Unit associated 
with user’s Overall Preferences set up. Defines the 
first business unit in a range. The only Business 
Unit used at Case is CASE1. 

To Business Unit Specifies the default AP business unit associated 
with user’s Overall Preferences set up. Defines the 
last business unit in a range. The only Business 
Unit used at Case is CASE1. 

From Voucher ID Specifies the first voucher ID in a range. You can 
select a Voucher by clicking on the . 

To Voucher ID Specifies the last voucher ID in a range. You can 
select a Voucher by clicking on the . 

Voucher Style Specifies the style of voucher for which to search. 
You can select a Voucher Style by clicking on the 

. 

From Invoice Specifies the first invoice ID in a range. You can 
select an Invoice by clicking on the . 

To Invoice Specifies the last invoice ID in a range. You can 
select an Invoice by clicking on the . 

Post Status Specifies whether to search for posted, unposted or 
unapplied vouchers. You can select a status by 

clicking on the . 

Approval Status Specifies whether to search for approved, 
unapproved or denied vouchers. You can select a 

status by clicking on the . 

Case will 
only use one AP 
Business Unit – 
CASE1. 
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Field Description 

Voucher Balance Specifies whether to search for vouchers with or 
without remaining balances You can select a 

balance option clicking on the . 

SetID Specifies the SetID of the vendor. Defaults to the 
SetID associated with the user’s Overall 
Preferences. The only SetID used at Case is 
CASE1. 

From Vendor Short 
Name 

Specifies the first vendor short name in a range 
You can select a Vendor Short Name by clicking on 
the . 

To Vendor Short 
Name 

Specifies the last vendor short name in a range. 
You can select a Vendor Short Name by clicking on 
the . 

From Vendor ID Specifies the first vendor ID in a range. You can 
select a Vendor ID by clicking on the . 

To Vendor ID Specifies the first vendor ID in a range. You can 
select a Vendor ID by clicking on the . 

Vendor Location Specifies the vendor location to retrieve. Cannot be 
used when searching for a range of vendors. You 
can select a Vendor Location by clicking on the . 

Voucher Date Type Specifies whether to search by accounting dates, 
due date, entered date or invoice date. You can 

select a date option clicking on the 
 

. 

From Date Specifies the first date in a range. Click on the 
calendar icon  to select date from calendar.  

To Date Specifies the last date in a range. Click on the 
calendar icon  to select date from calendar. 

Amount Rule Specifies the operand for search by Voucher Gross 
Amount. Choices are equal to, greater than and 

less than. Select an option by clicking on the . 

Voucher Gross 
Amount 

Specifies the gross voucher amount to which the 
amount rule apples. Key in the gross amount. 

Transaction 
Currency 

Specifies the currency to search for. Case will use 
only one currency – USD. 

 
Click on the Search Icon when you have keyed or 
selected all of your search criteria. This will result in 
a list of matching transactions to be displayed in 
the Voucher Inquiry Results group box.  

You will use 
CASE1 as the only 
SetID. 
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Field Description 

 
Click on the Reset Criteria Icon to clear out all 
values that you keyed or selected so that you can 
start over.  

Sort Criteria: 

Sort By: List of fields to sort the data by is available. 
Examples are dates and vendor options. Click on 

 to make a selection.  

Sort Asc/Desc: Choose to sort your results in ascending or 

descending order. Click on  to make a 
selection.  

 
Click on the Sort Icon to sort the search results in a 
different sort order.  

Display Currency Criteria: Since Case will only use one Currency 
(USD), you will not use the fields in this group box. 

Voucher Inquiry Results group box 
Voucher Details tab: 

Business Unit Displays the AP business unit associated with the 
voucher. 

Voucher ID Displays the voucher identifier. 

Invoice Number Displays the invoice identifier. 

Invoice Date Displays the date of the vendor’s invoice. 

Vendor ID Displays the vendor number and name. 

Short Vendor 
Name 

Displays the vendor short name. 

Vendor Loc Displays the vendor location. 

Voucher Style Displays the voucher style used. 

Detail Lines  Clicking this icon opens a new window with 
voucher detail lines displayed.  

Scheduled 

Payments  

Clicking this icon takes you to the Scheduled 
Payment Inquiry search page. The selection criteria 
are carried forward from your current page to the 
Scheduled Payment inquiry page.  

Scheduled 
Payments   

Clicking this icon takes you to a Paymen 
Information page that shows you the payment 
information for this voucher. 

Transaction 
Currency 

Displays USD the currency code used for all Case 
transactions. 
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Field Description 

Gross Invoice 
Amount 

Displays the Gross invoice amount on the voucher. 

Voucher Unpaid 
Balance 

Displays the voucher unpaid balance. 

Unapplied 
Prepayments 

Displays unapplied prepayment amount. 

Total Non-Merch Displays the miscellaneous charges amount of the 
voucher. 

Entered VAT Displays the Value Added Tax computed on this 
invoice. 

Gross Amount Paid Displays the Gross Payment Amount. 

Net Amount Paid Displays the net payment amount. 

Voucher Inquiry Results group box 
More Details tab: 

Business Unit Displays the business unit associated with the 
voucher. 

Voucher ID Displays the voucher number. 

Post Status Displays the post status of the voucher. 

Appr Stat Displays the voucher approval status. 

Match Status Displays the voucher match status. 

Close Status Displays the close status of the voucher. 

Due Date Displays the due date for payment. 

Acctg Date Displays the voucher accounting date. 

Entered on Displays the date the voucher was entered. 

Bdgt Hdr Status Displays the voucher budget header status.  

Bdgt Misc Status Displays voucher budget miscellaneous status.  
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Voucher Accounting Entries Page 
The Voucher Accounting Entries page is a display-only page that allows 
you to see the results of voucher posting. Click on ‘View All’ on the far 
right of the Accounting Information bar to see the results of all posting 
events.  

This is the Voucher Accounting Entries page: 

 

These are the fields on the Voucher Accounting Entries page: 

Field Description 

Business Unit Search criteria. Specifies the default AP 
Business Unit associated with user’s Overall 
Preferences set up. The only Business Unit 
used at Case is CASE1. 

Voucher ID Search Criteria. You can select a Voucher by 
clicking on the . 

Invoice Number Search criteria. You can select an Invoice by 
clicking on the . 

Accounting Line View 
option 

Defaults to ‘Standard’. 

 
Click on search when your selection criteria are 
complete. This will cause the selected voucher 
accounting lines to be displayed in the 
Accounting Information results area. 

 
Click on reset to reset all selection criteria to 
user Preferences or blank.  

Invoice Date Displays the invoice date on the voucher. 

Vendor ID Displays the vendor number. 

Vendor Name Displays the vendor name. 
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Field Description 

Accounting Information group box: 

Posting Process Displays the Posting process ID that created the 
accounting entry. 

GL Dist Status Displays the General Ledger distribution status. 

Accounting Information group box: 
Main Information tab: 

Description Displays the description of this accounting 
entry.  

Monetary Amount  Displays the monetary amount. The credit 
amount is displayed as a negative amount. 

Currency Code Displays the Currency Code.  

Ledger Displays the ledger to which the voucher was 
assigned.  

GL Unit Displays the GL business unit associated with 
the voucher.  

Chartfield tab:  

Tax Authority Displays the Tax Authority for withholding.  

Account Displays the account Chartfield. 

Alt Account Displays the Alternate Account Chartfield. 

Oper Unit Displays the operating unit chartfields. 

DeptID Displays the Department ID Chartfield. 

Product Displays the Product Chartfield. 

Project Displays the Project Chartfield. 

Affiliate Displays the Affiliate Chartfield. 

Chartfield 1 Displays Chartfield 1. 

Chartfield 2 Displays Chartfield 2. 

Chartfield 3 Displays Chartfield 3. 

Journal tab: 

Journal ID Displays the GL Journal ID created. 

Line Displays the GL Journal Line number. 

Journal Date Displays the GL Journal date. 

Doc Type Displays the document type for the entry. 

DocSeqNb Displays the document sequence number for 
the entry. 

 This is the 
Main Information tab 
display if the Show 
Foreign Currency 
check box is not 

checked . 
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Field Description 

Doc Seq Date Displays the document sequence date. 

Budget Date Displays the date commitment control uses for 
budget checking.  

Budget Status Displays the budget status code for the entry.  

Primary Displays an indicator ‘Y’ for the primary Ledger 
and the alternate Ledgers ‘N’. 

Procedure – Performing Voucher Inquiries 

Use these steps to perform Voucher inquiries. 

To perform a voucher inquiry: 
1. From the left-hand navigation, select the Accounts Payable 

menu. 

2. Select Review. 

3. Select Vouchers. 
4. Select Voucher Inquiry. 

 The Voucher Inquiry page appears. 

  
5. Enter or select CASE1 in the From Business Unit field. 

6. Enter or select CASE1 in the To Business Unit field. 

7. Click Search. 

 The Voucher Inquiry search results appear. 

  
8. Review the information on the page. 
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9. Select Short Vendor Name in the Sort By: dropdown list in the 
Sort Criteria group box. 

10. Select Ascending from the Sort Asc/Dec: dropdown list in the 
Sort Criteria group box. 

11. Click .  

12. Review the sorted information. 

13. Click the More Details folder tab. 

 The More Details tab will display. 

14. Review the information on the page. 
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Lesson 2: 
Payment Inquiries 

PeopleSoft has a number of pages specifically designed for different types 
of voucher payment inquiries. 

Navigation 
These pages can be located by following this path: 

Menu Group Accounts Payable 

 Menu Review 

  Menu Item Payments 
 

• Payment Inquiry – This page allows you to search for payments by 
bank/payment and vendor criteria and view the payment details. 

• Replaced Payments – This page displays the old and new payment 
reference numbers when you have replaced payment numbers for 
vouchers. 
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Payment Inquiry Page 
The Payment Inquiry page is a display-only page that shows if a payment 
has been cancelled, cleared, paid, posted, or reconciled. By clicking the 
Payment Reference ID hyperlink, you can view the related voucher and 
drill down to the voucher inquiry page.  

This is the Payment Inquiry page: 

 

These are the fields on the Payment Inquiry page: 

Field Description 

Payment Reference 
ID, Payment Status, 
Payment Method, 
Bank SetID, Bank 
Code, Bank 
Account, Bank 
Account #, Pay 
Cycle, Pay Cycle # 

Payment search by payment data criteria. 

Remit SetID, Remit 
Vendor, Vendor 
Name, Vendor 
Location, Amount 
Rule, Amount, 
Currency, From/To 
Date 

Payment search by Vendor criteria. 

 
Click on the search icon to select payments that 
match the search fields that you have selected. 
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Field Description 

 
Clears out any values that you have selected as 
search criteria, so that you may enter or select 
new search criteria.  

Sorting Criteria group box: 

1st Sort  Select a primary sort field. Account is the Default. 

Sort Type  Select Ascending or Descending soft for 1st Sort.  

2nd Sort  Select a secondary sort field. Payment reference is 
the default.  

Sort Type  Select Ascending or Descending soft for 2nd Sort. 

 
Click on the sort icon to sort the data in the search 
results.  

Payment Inquiry Results, Payment Details tab: 

Payment Reference 
ID 

Displays the search results Payment Reference ID 
hyperlink. Click this hyperlink to go to the payment 
voucher inquiry page and drill down to the voucher 
inquiry page. 

Payment Method Displays the Payment Method. 

Amount Displays the voucher payment amount. 

Currency Displays the currency of the payment. 

Creation Date Displays the payment creation date. 

Payment Date Displays the payment date. 

Payment Status Displays the payment status. 

Recon Status Displays the payment reconciliation status. 

Reconcile Date Displays the reconciliation date. 

 Click the notify icon to send a message with a link 
to the displayed results. 

 Click the refresh icon to refresh the search results. 

Payment Inquiry Results, Additional Info tab: 

Payment Reference 
ID 

Displays the search results Payment Reference ID 
hyperlink. Click this hyperlink to go to the payment 
voucher inquiry page and drill down to the voucher 
inquiry page. 

Post Status Displays the payment post status. 

Cancel Action Displays the payment cancel status. 

 You can 
send an email by 

clicking  if 
you need to notify 
someone of your 
search results. 
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Field Description 

Cancel Date Displays the payment cancel date. 

Pay Cycle Displays the Pay Cycle ID used to create the 
payment. 

Seq Num Displays the Pay Cycle sequence number. 

Bank Account Displays the payment Bank Account code. 

Bank Account # Displays the payment Bank Account number. 

Description Displays the payment Bank Account description. 

 Click the notify icon to send a message with a link 
to the displayed results. 

 Click the refresh icon to refresh the search results. 

Payment Inquiry Results, Vendor Details tab: 

Payment Reference 
ID 

Displays the search results Payment Reference ID 
hyperlink. Click this hyperlink to go to the payment 
voucher inquiry page and drill down to the voucher 
inquiry page. 

Vendor Name Displays the payee name. 

Vendor ID Displays the payee vendor ID. 

 Click the notify icon to send a message with a link 
to the displayed results. 

 Click the refresh icon to refresh the search results. 
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This is the Payment Details tab with the default sort of (Bank) Account and 
Payment Reference: 

 

This is the Additional Info tab: 
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This is the Vendor Details tab: 

 

This is the Payment Details tab with a sort of descending amount (to show 
the largest payments amounts first) and ascending Payment Reference.  
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Replaced Payments 
The Replaced Payments page is a display-only page that shows payment 
reference numbers for payments that were cancelled and reissued. 
Clicking  next to the Old Payment Reference number transfers you to 
the Payment Information page for that Reference number. Clicking  
next to the New Payment Reference number transfers you to the Payment 
Information page for the current reference number. 

This is the Replaced Payments page: 
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Procedure – Payment Inquiry 

Use these steps to view payments. 

To view payments: 
1. From the left-hand navigation, select Accounts Payable. 

2. Select Review. 

3. Select Payments. 
4. Select Payment Inquiry. 

 The Payment Inquiry page appears. 

  
5. Enter CASE1 in the Bank SetID field. 

6. Click . 

 The Payment Inquiry search results appear. 

7. Review the information. 

8. Click the Payment Reference ID hyperlink for the first Payment 
Reference ID. 

 The Payment Vouchers page appears. 

9.  Click the Voucher ID hyperlink for the first voucher. 

 The Voucher Inquiry page appears. 

10. Review the voucher detail. 

11. Click on the Back to Payment Vouchers hyperlink. 

 The Payment Vouchers page appears.  

12. Click on the Back to Payment Inquiry hyperlink. 

 The Payment Inquiry page appears. 
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Lesson 3: 
Vendor Inquiries 

In addition to pages used to enter and approve vendors, PeopleSoft also 
includes a number of pages specifically designed for different types of 
vendor inquiries. 

Navigation 
These Vendor Inquiry pages can be located by following this path: 

Menu Group Accounts Payable 

 Menu Review 

  Menu Item Vendor 
 

• Scheduled Payments on Hold – This page displays the invoices that 
have been placed on hold for payments for a vendor. 

• Rejected Vouchers – This page allows rejected vouchers to be 
viewed.  
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Scheduled Payments on Hold Page 
The Scheduled Payments on Hold page is a display-only page that allows 
you to view vouchers for a vendor that are scheduled for payment but 
require further processing, such as voucher approval, before they can be 
paid. Vouchers are also shown on this page if Hold Payment has been 
selected on the voucher Payments tab. 

This is the Scheduled Payments on Hold page: 

 

These are the fields on the Scheduled Payments on Hold page: 

Field Description 

SetID Displays the SetID associated with this payment. 

Vendor Displays the vendor ID and vendor name. 

ShortName Displays the vendor ShortName. 

Status Displays the vendor status. 

Vouchers Displays the total number of vouchers on hold for 
the vendor. 

Invoice Displays the invoice number. 

Date Displays the voucher date. 

Scheduled Payment Displays the number of payments that are on hold 
and whether full or partial payment will be made. 

Unit Displays the business unit. 

Voucher Displays the voucher number. 

Gross Amt Displays the gross amount of the voucher. 
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Field Description 

Due Date Displays the due date of the payment. 

Dscnt Amt Displays the discount amount of the voucher. 

Discount Due Date Displays the discount due date of the payment. 

Days Overdue Displays the number of days that the payment is 
overdue. 

Scheduled to Pay Displays the scheduled to pay date.  

Voucher Comments Displays voucher comments. 

On Hold Displays whether or not this payment is on hold.  

Approval Status Displays the approval status of the voucher. This 
can cause the payment to be on hold.  

Wthd Hold Displays whether or not this payment is on hold for 
withholding purposes. 

Rejected Vouchers Page 
The Rejected Vouchers page is a display-only page that allows you to 
review rejected vouchers for a vendor. These are vouchers for which 
approval has been denied. 

This is the Rejected Vouchers page: 

 

These are the fields on the Rejected Vouchers page: 

Field Description 

SetID Displays the SetID associated with the voucher. 

Vendor Displays the vendor number and name.  

ShortName Displays the vendor short name. 
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Field Description 

Status Displays the vendor status. 

Vouchers Displays the total number of vouchers rejected for 
the vendor. 

Invoice Displays the invoice number. 

Date Displays the invoice date. 

Scheduled 
Payment 

Displays the payment that is scheduled to be made, 
whether full or partial, for the rejected voucher. 

Unit Displays the business unit associated with the 
voucher. 

Voucher Displays the voucher number. 

Gross Amt Displays the gross amount of the voucher. 

Due Date Displays the due date of the payment. 

Dscnt Amt Displays the discount amount of the voucher. 

Discount Due Date Displays the discount due date of the payment. 

Days Overdue Displays the number of days the voucher is overdue.

Scheduled to Pay Displays the scheduled to pay date of the payment. 

Voucher 
Comments 

Displays voucher comments. 

On Hold Displays whether or not this voucher is on hold. 

Approval Status Displays the approval status of the rejected voucher.

Wthd Hold Displays whether or not this voucher is on hold for 
withholding purposes. 
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Procedure – Inquiring on a Vendor Payment 

Use these steps to inquire on scheduled payments on hold for a vendor. 

 To inquire on a Vendor balance: 
1. Select Accounts Payable. 

2. Select Review. 

3. Select Vendor. 
4. Select Scheduled Payments on Hold. 

 The Scheduled Payments on Hold search page appears. 

  
5. Enter CASE1 in the SetID field. 

6. Click . 

 Search results appear. 

7. Select the first payment in the search results list. 

 The Scheduled Payments on Hold page appears. 
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Review Questions 

1. True/False? You can drill down to view voucher detail from the Payment Inquiry page. 

  

2. If you wanted to see the results of voucher posting, what page would you access? 

  

3. Which page shows the payment reference numbers of payments that were cancelled and 
reissued? 

  

4. How do you send a message to purchasing or inventory personnel regarding PO 
questions? 
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Review Questions and Answers 
The following are the review questions and answers for each chapter. 

3/17/2005 Proprietary and Confidential to Case A-1 
 and Cedar Enterprise Solutions, Inc. 



Appendix A: Review Questions and Answers PeopleSoft 8.4 Payment Requests and Inquiry 

Chapter 1: Introducing PeopleSoft Accounts 
Payable 

1. Which applications does the Accounts Payable module interface with at Case? 

 PO, ePro, GL 

2. What AP Control Levels will you specify when you enter a payment request. ? 

 Business Unit, Voucher Origin, Vendor. 
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Chapter 2: Submitting Payment Requests 

1. True or False. Use the Payment Request to request payments on items received from 
requisitions. 

 False. You will not use the Payment Request page for items obtained through 
requisitions or purchased with a procurement card. 

2. What are the two types of requests that require additional forms to be sent with the 
Payment request information? 

 Petty Cash and Travel Reimbursement 

3. In addition to the distribution line information, what fields are required on the Payment 
Request page? 

 Request Type, Date Check Needed, Return Check To, Total Amount, Description of 
Request, Approver’s Name. 
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Chapter 3: Performing Payables Inquiries 

1. True/False? You can drill down to view voucher detail from the Payment Inquiry page. 

 True – Click the payment reference id link to view the Payment Vouchers page and click 
the Voucher ID link to open the Voucher Inquiry page. 

2. If you wanted to see the results of voucher posting, what page would you access? 

 Voucher Accounting Entries. 

3. Which page shows the payment reference numbers of payments that were cancelled and 
reissued? 

 Replaced Payments Inquiry page. 

4. How do you send a message to purchasing personnel regarding PO questions? 

 Use the Notify button. 
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Payment Request Forms 

The following pages show the new forms that you can access from the 
Payments Request page. 
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Individual Information Form 
Revised 05/2004

Type of Request:

Case Western Reserve University Request Date:

Material Support - Vendor Maintenance Vendor ID (if existing vendor):

PURPOSE -- To add an Individual or a change to an existing Individual.
       NOTE -- A completed W-9 must be on file for each student who is being paid for goods or services.

Address:

The Employee/Student Request (ESR) form is used by University departments to: 
•         request that a new Employee/Student be added to the University vendor file; and/or, 
•         request that information be updated on an existing individual in the vendor file. 

Current vendor information can be seen in the following vendor inquiry applications:
Go-Vendor-Vendor Setup/Maintenance;
Use-Vendor Information-Identifying Information-Update/Display

The Material Support Vendor Maintenance Team will not enter an Employee/Student into the vendor file without a W-9
 (Request for Taxpayer Identification Number and Certification) form. Blank W-9 forms can be found on the website.

(1) Type of Request.
•         Click on the dropdown arrow at the end of this box to identify the reason for this form:

Petty Cash, Travel Advance, Travel Reimbursement, or Payment Request.  
•         Note that Request Date should be entered with slashes or hyphens (e.g., 4/27/2004 for April 27, 2004).
•         If requesting an update to an individual already in the vendor file, provide the vendor ID number 

           (leading zeroes are not necessary). 
(2) Information.

•         Individual full legal name goes in Name 1.
•         If the individual does business under a different name, identify the DBA name in Name 2.
•         Provide complete address.  This should be the individual's home address.
•         Tax Identification Number (either Federal Employer ID number or Social Security number) is required.
•         In the Classification box, click on the dropdown arrow to select from a list of valid values. 
      (Use the scroll bar to view the complete list of values.)

(3) Department Contact Information.
•         Name of department that is completing this request.
•         Contact person (name, office phone, campus mailbox, e-mail) = person who prepared form and/or can answer 
      questions about it.
•         Approving DeptID# = department ID number that should be associated with this request form.
•         In the W-9 Information box, click on the dropdown arrow to indicate if the W-9 form is:

       Attached (W-9 completed by vendor and included with this IVR form) 
       Student Contacted-Sending W-9 (department asked vendor to send completed form to Vendor 

       Maintenance Team) 
       Student Not Contacted (Vendor Maintenance Team should contact and make the request for the W-9) 

(4) Requestor Signature.
Requesting individual should sign and date the ESR form.

Form Submission.
Fax to the Material Support Vendor Maintenance Team at 216-368-2509. If available, the completed W-9 form should be 
included in the fax. Or, send the Vendor Request form to the Material Support Vendor Maintenance Team at CASC
2ndFL, Location Code 4909. If available, the completed W-9 form should be stapled to the IVR form.

Employee/Student Request (ESR) Instructions

Employee/Student Request (ESR)

Include W-9 (if available) and fax completed form to:  Material Support - Vendor Maintenance · 216-368-2509

Requestor Signature Date

Phone & Fax:

 Contact Name:
E-Mail:

 Classification: W-9 Information:

SSN: Approving DeptID #:
Country E-Mail Address:

Campus Phone:
City, State, ZIP: Campus Mailbox:

Name 2: Contact Person:

Information Department Contact Information
  Name 1: Department:
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Supplier Information Form 
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Travel Reimbursement Form 
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Petty Cash Expenditure 
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