
	Job Aid
	



	
	Job Aid



[bookmark: _GoBack]Payment Inquiry Lesson



	Step
	Action

	1. [bookmark: T5_F49]
	Click the Navigator menu.


	1. [bookmark: T5_F4]
	Click the State of Nebraska link.


	1. [bookmark: T5_F6]
	Click the Accounts Payable link.


	1. [bookmark: T5_F8]
	Click the Inquiries & Reports link.


	1. [bookmark: T5_F10]
	Click the Accounts Payable Inquiries link.


	1. [bookmark: T5_F12]
	Click the Payment Inquiry link.


	1. [bookmark: T5_F40]
	Complete the following fields:

Supplier Number – Type the number of the supplier you wish to inquire about

From Date (optional) – Type the beginning date of your inquiry period

Thru Date (optional) – Type the ending date of your inquiry period 

Or 

Enter the Payment Number if you want to get information about a specific payment.

	1. [bookmark: T5_F18]
	Click the Find button.


	1. [bookmark: T5_F42]
	Choose the payment you want to review, if not defaulted.

	1. [bookmark: T5_F20]
	Click the Select button.


	1. [bookmark: T5_F44]
	Review the payment information.

	1. [bookmark: T5_F22]
	Click the Cancel button.


	1. [bookmark: T5_F24]
	Click the Close button.


	1. [bookmark: T5_F3]
	You have successfully completed this lesson.
End of Procedure.
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