
 

VISION FINANCIALS 
Outstanding Balance by Vendor (APY3020) 
 
 
Report Information
 
Purpose of the Report 
 
This report lists the gross amount of all the outstanding vouchers for the specified vendor. 
 
Type of Report 
 
Crystal 
 
Navigation (Path) to the Report 
 
Accounts Payable > Reports > Vendor > Vendor Balance 
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Report Execution Procedure
 
Run Control Notes: 
 

• Select an existing Run Control ID or add a new one. 
• For Reports that are run on a regular basis, user should select a Run Control ID 

naming convention that can be easily identified (e.g. Run_APY3020) 
 

Report Steps                                                                see screenshot below 
In This Field/Link Action Notes 

SetID Enter SetID or use 
lookup to select.    

“STATE” is recommended. Leave 
field blank to select all SetID’s. 

Vendor ID Enter Vendor ID or use 
lookup to select.  

Leave field blank to select all 
Vendor ID’s. 

 
Click the “Run” button 

Process Scheduler page loads.  
List of Origins report should be 
selected. 

Server Name Select “PSNTCR” This is the server for Crystal 
Reports 

Type Choose desired value 
Web is recommended, but you 
may also choose to have report 
printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   
 

Click the “Ok” button 
This runs the report and returns 
you to the Report Request 
Parameters page. 

Process Monitor Click the Process 
Monitor link 

• To view the processing 
status of the report. 

• Click refresh until the Run 
Status displays “success” 
and the Distribution Status 
displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace Click the View 
Log/Trace link Opens the View Log/Trace page. 

APY3020-#######.PDF Click this link for the 
PDF file This opens the report. 

Run 

Ok 
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Run Control ID Page 
 

 
 
Report Request Parameters Page 
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Process Scheduler Request Page 
 

 
 
Process Monitor Page 
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Process Detail Page 
 

 
 
View Log/Trace Page 
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Example of Report Output 
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