Georgia State University Foundation, Inc.

Financial Edge Training Guide

Inquire on Vendor Activity


1. From the Home page, select Accounts Payable (AP) from the drop down box to ensure you are in the AP module of Financial Edge. This drop down menu allows you to alternate between the General Ledger and AP modules of Financial Edge.


[image: image1.png]The Financial Edgg

Bl Edt Vew Go Favortes ook Help

@ Back % Fore | Georgia State University Foundation ~ « Accounts Payable ~

.

Accounts Payable Favorites
No available Options





2. To access vendor activity click on the ‘Records’ option on the left hand side of the screen.  
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3. The Records panel will appear.  Click on ‘Vendors’ to view vendor activity and invoice payment status.  
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4. The Records – Vendors panel will appear.  Type the vendor name in the search box and click on the binocular icon.
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5. The detail vendor record will appear.  Click on the ‘Activity’ tab.  All invoice activity will be displayed.  Each invoice will display a payment status.  The invoice below shows a status of paid.  To view detail payment information for this invoice double click on the individual invoice record.
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To close out of any window click the red 
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 box at the top right corner.

6. The actual invoice entry screens will be displayed.  Select the ‘Payments\Credits’ tab.  In addition to the payment status, Payment date, payment type, check number and amount are displayed.  
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To close out of any window click the red 
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 box at the top right corner.

NOTE:  When drilling down to the invoice level, the box below may appear or ‘pop-up’.  These are called ‘Annotates’ and are placed on the invoice by Foundation staff.  They help document and communicate any delays in processing.  
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