
Screen 101

This screen shows the Accounts Payable Main Menu.  You may access screens either from the menus or by directly typing the 
screen number you want to go to into the “Screen:  _____” prompt located at the upper left of the screen.



Screen 1QM

This screen shows the Accounts Payable Inquiry Menu.  This screen serves as a nice reminder of the different screens 
available for inquiry.  You may access screens either from the menus or by directly typing the screen number you need into 
the “Screen:  _____” prompt located at the upper left of the screen.



Screen 102

This screen is used to search for a vendor number when only the vendor name is known.  Once the vendor name is entered (or 
part of it), all vendors with that name/part of name will be listed.  More detailed information on any given vendor is available
by choosing the applicable line number and pressing “Enter”.  Once that vendor is in context, you will then want to access 
Screen 103 for more vendor information.

NOTE:  the vendor file is a file shared by Accounts Payable and Purchasing systems.  The A/P vendor screens reflect only the 
remit to or payment address information and are in the 1XX series of screen numbers.  The Purchasing vendor screens display 
both remit to and order from address information and are in the 2XX series of screen numbers.



Screen 103

This screen displays all vendor remit to information on file, including but not limited to the vendor name, number and 
address.

You may search for a vendor (similar to the search done on Screen 102) by entering the name in the “Vend:  ___________”
Field.  Once the proper vendor is chosen from the display list, you will return to the screen you entered the search from (in 
this case, Screen 103).



Screen 113

This screen displays payment information for a vendor.  You may use this screen to determine the status of a check.  Vendor 
payments show up on this screen until the process to reconcile the check is run (usually 2 – 3 months after the check is 
written).



Screen 118

This screen displays a list of all invoices for a specific vendor.  You may use this screen to determine the status of a specific 
invoice.  If an invoice number is entered at the “Invoice:  ____________” prompt, the list will begin with that invoice 
number.  Invoices show up on this screen until the process to reconcile the check that paid the invoice is run (usually 2 – 3 
months after the check is written). 


