How to Perform a Vendor Query

The Vendor Detail History Form (FAIVNDH) can be used to retrieve invoice information by
vendor and by the vendor’s invoice number. This form will show all vendor history as well as
copies of the actual invoices received by the College.

Vendor Detail History Form

1. Type FAIVNDH into the Go To... Field and hit enter. This will bring up the Vendor Detail History Form.

"mmGenaral Menu GUAGMNU 2.3 (TRMNG) -

Go To... |FAIWMDH El YWelcom

dor Detail Histary

Enter the Vendor #

|
Enter FY to query

Example:

“fvendar Detail Histary FAIYNDH 8.4 (P

\.-'03119538 Progress Energy Florida Inc B e Hold
(- JH [ B

3. Go to Next Block

Control/Page Down

OR

File Edit Options Block Item RecordeOuery Tools Help

=1 @I%[%IIII




4. The Vendor History for the assigned year will open in a new window.
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5. At this point, you can view the vendor history by invoice. To select an invoice, tab over or click on the desired
Banner Invoice #.
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6. To view the actual scanned invoice, select the BDMS Display Document Button. The actual scanned invoice will
appear in a pop-up window.
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FOR CUSTOMER SERVICE OR VALENCIA Co""\l"m COLLEGE DUE DATE TOTAL AMOUNT DI
PAYMENT LOCATIONS CALL: PLANT OPER/ AUG 09 2010 111,520, “
1.877-342.5372 VTl cooE 5k
701 N ECON TRL NEXTREAD  DEPOSIT AMOUNT
WEB SITE: www progress-energy.com ORLANDO FL 32825 DATE ON OR  ON ACCOUNT
SERVICE ADDR ABOUT
7O REPORT A POWER OUTAGE: 01 N ECON TRL, BANK #1 AUG 162010  NONE
1.800-228-8485 'ORLANDO FL 32825
PAYMENTS RECEIVED AS OF JUL 01 2010 97,950.10 THANK YOU
PIN: 715079433
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8 PERIOD. .06-16-10 TO 07-16-10 30 DAYS
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'Y:O;z :M seperivel 71 BILLING PERICO..06-15-10 TO 07-15-10 30 DAYS
ON PEAK KNH 280337 CUSTOMER CHARGE 153.99
BASE KN 2252 ENERGY CHARGE (ON-PEAK) 350385 KNH 3 5.81000¢ 20,357.28
ON-PEAK KW 2130 ENERGY CHARGE (OFF -PEAK) 726672 KWH 3 2.53800¢ 18,442.94
FUEL Cm: (ON-PEAK) 350383 XWH 2 6.99900¢ 26,523.31
TER NO. FUEL CHAR (OFF-PEAK) 726672 KWH 9 3.85000¢ 27,976.87
b i 2 sk g eS| - CCMAND. CHARGE (B¢ ~2252 KN_2 41,8300 et T -
ON PRAR: (N4 708%6 PETR A0 60 xm {0200 K 2‘5?&3}02 25000 °'380. 76 T
" % . 2300 80 . 76CR
1080, FACTOR - BILLING DEMAND CREDIT 2252 KN @ $0.32000 720, 64CR
METERING VOLTAGE ADJUSTMENT “I' 1z 264.935CR
MECEIVE Iﬂ\l SOTAL SLRCTI o8, Tooieae.47

7. To see the invoice information in banner without seeing the actual document, tab over or highlight the Banner
Invoice #, select Options, and then View Invoice Information. OR highlight the Banner Invoice # and press F3.

The form FAIINVE will show the invoice you selected.
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8. Go to Next Block
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9. The FAAINVE Screen will appear with all of the Vendor Details.
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Document : Iizooods v OMultiple Regular
Purchase Order: P1100040
Vendor: W03099894 Seminole Office Solutions Inc Ovendor Hold

Credit Memo Header FAIINVE 8.4 (PROD)

Invoice Date: 27-JUN-2011 Transaction: |1z-10L-2011 Cancel: [ Document Accounting

Check vendor: | |

Address Code: ’H Sequence Number: l_l Collects Tax: W\Cullacts no taxes

city: lLongwood
Street Line 1: |?62 Big Tree Dr State or Province: ’FL_ ZIP or Postal Code: ’F
Street Line 2: | Nation: |

Street Line 3: |

Discount Code: Payment Due: |12-JUL-2011

Bank: B4 [Bank OF America - Accounts Paysble [ credit Memo

Vendor Invoice: 76574 [:I 11099 vendor [ Text Exists

1099 Tax ID: Direct Deposit Status: Mo [1aT  ACH Transaction Type:
Income Type: r‘ [ Direct Deposit Override

User [D: [pLanaLer

Activity Date: 12-JUL-2011

10. The same information can be found if searching for a specific date range. Exit the FAAINVE screen.
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11. Delete the Fiscal Year and Enter the date range to be queried including Date From and Date To Information.
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13. The output of this query will include all invoices dated between the criteria you selected and supply a total at
the bottom.
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14. If you are researching the paid dated and need to know the amount paid during a particular time frame (such as
1099 vendors paid for a 12 month period) another way to query would be to delete the fiscal year and date range.

This query will bring up all invoice paid to a vendor since the inception of Banner.
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Credit Open/f Yendor Check Check

Yendor Invoice Invoice Approval ¥YIC Memo Paid Cancel Invoice Amt Due Date Date Nu[%her
631695-( [roz00178 b I M 3 0 | 4,865.56  [19-30L-z007 | [te-auizo07 | [ooso2ses
6316960 10200179 fr M W [P M | 18260 [tpouizoo? | f[ts-aui-zoo? | [oosozees
631695-0 10300180 fr I M 3 0 | 547 [190L-2007  |[13uL-2007 | oosozees
[631693-0 10800181 b I M 3 [ | 325.63 [19-3uL-zoo7 | |[19-30L-z007 | [oosozees
[631671-0 10800182 fr M M [F] [ | 20447 [19-3uL-zooy | |[1s-30L-zoo7 | [oosozses
[631667-0 10800183 fr M W [P W | 650.31 [19-3uL-zoo7 | |[1s-30L-z007 | [oosozses
s31657-0 10200185 b I M 3 0 | 541,63 [19-30L-2007 | [to-qui-zoo? | [oosozses
[631660-0 [10z00186 fr M W [P M | 37440 [t9-30L-zo07 | | [toaui-zoor | [oosozses
631656-0 10300187 fr I M 3 0 | se4.72  [19-30L-2007 | [t9-3uL-zoo7 | |o0so2seo
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15. Select the F7 key, which tells banner to query (or search) for a particular entry. The F7 will remove all data from
the form.

Tab to the Check Date Field and use a % before the date you want to search and a % after the date (such as
%2010%) The % is a wildcard Key that says, find the characters % adjacent to the input. So any date that has 2010

will be found.




16. Next select the F8 key which is the Perform Query short cut.
The results show all invoices paid in any date of the year 2010.

You can also search by vendor invoice number, banner invoice number, amount, and check number in this form.
Repeat the steps above by hitting F7 to start query, enter any information you have regarding the payment you are
searching for and hit F8 to execute the query.
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