Accounts Payable Enquiry

ACCOUNTS PAYABLE ENQUIRY

The Enquiry screen allows you to perform an Account Enquiry on a selected Supplier.  You cannot change any information in an Enquiry Screen.
This Enquiry is available from  Accounts Payable (Maintenance ( Suppliers and also from Accounts Payable ( Enquiries ( Accounts Payable Enquiry. The latter looking more specifically at vouchers whilst the former looks at the Supplier details and also provides a gateway to the vouchers.
· Supplier Code – Enter the unique code used to identify the Supplier to the system. Use Search options to locate valid codes.
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Figure 1: Suppliers Screen
Click on the Enquiry Button and you will be presented with the Enquiry screen. 

You have buttons to view Summary, Current, Disputed, Historical and Notes for the nominated Supplier.

SUMMARY SUPPLIER ENQUIRY SCREEN
· Summary – The Summary Account Enquiry screen shows a Summary of the Transactions in rows of the table.  Summary Details displayed include, End of Period Dates with Total Purchases, Discounts, Direct Payments, Indirect Payments, Authority Payment and Net Outstanding Balance for each period.
End of Period Dates are created when the Accounts Payable End of Period Processing process is run.  The AP End of Period Processing process in found in the AP Other Functions Menu.  An End of Period process should be run on a regular basis.
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Figure 2: Supplier Account Summary Enquiry Screen
CURRENT SUPPLIER ENQUIRY SCREEN
This screen will show you all of the Current Transactions for the nominated Supplier.

Transactions appearing in the Current Enquiry will be transactions in the period after the last end of Period date that appears on the Summary Enquiry screen.
Transaction details appearing on this screen include: 
Voucher Number – This is the number assigned by the system to this particular invoice.
Type – Indicates the type of Transactions.  

N = Normal Invoice



P = Prepaid Invoice

A = Adjustment Note



V = Void Cheque
C = Credit




Q =Computer Cheque

O = Open Payment



M = Manual Cheque
 Inv/Ref # - This is the Invoice/Reference Number used when the Voucher was created.
Cheque No – This is the Cheque number that was entered when this Voucher was created. Cheques would be entered if the Voucher Type was either a Pre Paid Invoice or an Open Payment.
Document Date – This is the Document Date entered when the Voucher was created 
Transaction Date – This is the actual Transaction Date that the Voucher was created. It will normally be the same as the Document Date, but a circumstance may arise where you receive a supplier invoice after you have closed off the month for Accounts Payable. The transaction date must therefore be in the current month but in order to correctly calculate due dates and discount dates, you can enter the actual invoice date as the document date. 
Cheque Date – Is the actual date of the cheque if the Voucher Type was either a Pre Paid Invoice or an Open Payment. 
Status - This field indicates if the voucher has been completed - ‘C’- i.e. has been paid in full or if it has been placed on hold - ‘H’ - using the Voucher adjustment facility which means that it will be excluded from the automatic payment process. If nothing is in the Status field, then the payment is ready for payment.
Original Balance Amt (calc) $ - Is the Original amount $ of the Voucher
Unapplied Balance ($) – Is the unapplied balance $ of the Voucher in question.  When a credit or payment is applied to the Original Amount of the Voucher, a Balance might remain or the Voucher might be applied in full resulting on 0 unapplied balances. 
Days overdue – Is the number of days from the Document Date on the Voucher to today’s date. 
FILTER DATA
Options available in this area allow you to filter the data in the Table on this Enquiry Screen.

You simply enter your filter data selection in the appropriate area, Press Tab or Enter – then click on the Apply Filter button.  The Apply Filter button will only appear after you have entered criteria to filter on. 
Voucher No – Enter the Voucher number.   Click on Apply Filter button.  OR
Reference No – Enter the Reference Number.  Click on Apply Filter button.  OR
Cheque No – Enter the Cheque Number.  Click on Apply Filter button.  OR
From Doc Date – Enter the start of the Document Date Range for filter

To Doc Date – Enter the end of the Document Date Range for filter and click on Apply Filter button.  OR
From Trans Date – Enter the Start of the Transaction Date Range for filter

To Trans Date – Enter the End of the Transaction Date Range for filter and click on Apply Filter button.
Show Transaction Types 

Along with the options above, you also have the option to filter the Data to be displayed in the Table by checking for Yes or un-Checking for No to only show the Transaction types you have selected here.  
The * button allows you to Invert selected Check Boxes.

The – button allows you to uncheck All Check Boxes.
The + button allows you to check all Check Boxes. 

After you have made your selections here, you then click on the Apply Filter Button.
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Figure 3: Current Account Enquiry Screen
DRILL DOWN TO VIEW SELECTED TRANSACTION

When you have entered your Filter Data selection criteria, clicked on Filter Data button and the selected data is displayed in the table – 
· Position Cursor over Voucher Number.    
· Cursor changes from an arrow to a hand.  Left click Voucher Number in the Voucher No column

You will then be taken to the Voucher Enquiry screen for the nominated Voucher Number.
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Figure 4: Voucher Enquiry Screen

To return to the Supplier Enquiry Screen click on the Exit Button. 

DISPUTED TRANSACTIONS SUPPLIER ENQUIRY SCREEN
This screen allows you to view any Disputed Transactions that you have with the nominated Supplier.  Disputed Transactions are created in the system via the Disputed Transactions process in the Accounts Payable Transactions Menu.
Use of Disputed Transactions is entirely optional.  If used it can help you reconcile the statement provided by our Supplier. Entries are of a non accounting nature and have no impact on the amount of money owed to our supplier.
Instead they are notations that can explain differences between our records and those of our Suppliers. For example, you may have posted a cheque which the supplier has not received or shown on his statement. Perhaps the statement shows an invoice that you have not received, or doesn't list a claim for credit that you have lodged.
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Figure 5: Disputed Transactions Enquiry Screen
HISTORICAL SUPPLIER ENQUIRY SCREEN

This screen will show you all of the Historical Transactions for the nominated Supplier.

Transactions appearing in the Historical Enquiry will be transactions in the period prior to the current period that appears on the Summary Enquiry screen.

When the End of Period process is completed for each period, the current transactions at that time are moved to History to make way for the then current Transactions.  Eg. Date today is 9th March.  Last end of Period Date was 31st January.  Appearing in Current Enquiry today are transactions from 1st February to today.  Run an End of Period today with an date of 28th February will transfer transactions dated prior to 28th February to Historical and Transactions dated from 1st March will appear in Current Enquiry.   
You have the same Enquiry options available in this screen as you had in the Current Enquiry Screen with options to Filter Data and Show Transaction types. 
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Figure 6: Historical Transactions Supplier Enquiry Screen
SUPPLIER NOTE ENQUIRY SCREEN

This screen may contain free form text notes that would contain general Information relating to this Supplier.
These Supplier Notations can be manually entered via the Suppliers Process in the Accounts Payable Maintenance Menu, Enter the Supplier Code, click on the Supplier Notations button.
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Figure 7: Supplier Notations Enquiry Screen
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