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This guide walks you through steps for running queries and 
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Accounts Payable Queries 
   

Accrual Basis Payables 
These queries give you AP voucher information based on the voucher accounting date. 

 

VT_AP_ACCR_EXPENDITURE_DST – Accrued AP Expenses by BU 

Purpose Lists accounts payable expenditures posted to the general ledger. 
Expenditures listed in this query may or may not have been paid. It includes 
supplier, voucher and chartfield information. 

Prompts Business unit, all chartfields, and a range of Journal Dates. A % can be used 
for any of the chartfield values. 

Columns Business unit, all chartfields, fiscal year and period, journal information, 
voucher information, supplier information, invoice information, expense 
amount, voucher gross amount, grant ID, CFDA and C/P indicator. 

 
 

VT_AP_ACCR_VCHR_PO_CNTRCT_DTL - Accrued Voucher Detail for PO-Contracts 

Purpose Lists AP vouchers posted during the period. Expense vouchers listed in this 
query may or may not have been paid. Includes purchase order and contract 
information for those vouchers associated with a purchase order and/or 
contract. May also include non-expense transactions processed through the 
accounts payable module. 

Prompts Business unit, all chartfields, and a range of Accounting Dates. A % can be 
used for any of the chartfield values. 

Columns Business unit, voucher information, invoice, invoice and accounting dates, PO 
id, contract id, supplier, all chartfields, amount, grant ID, CFDA and C/P 
indicator. 

 
 

VT_CAFR6_VENDOR_PAYMENT_REVIEW - Review payments of vendors 

Purpose Used by departments to verify that payments to a specific supplier used the 
correct contract. This is very similar to VT_AP_ACCR_VCHR_PO_CNTRCT_DTL 
but prompts for a specific supplier. 

Prompts Business unit, a range of Accounting Dates and Supplier ID. 

Columns Business unit, voucher information, invoice, invoice and accounting dates, PO 
id, contract id, supplier, all chartfields, amount. 
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VT_EXPENDITURE_DETAIL_QUERY – AP Expenditure Detail 

Purpose Lists all transactions associated with vouchers posted during the date range 
selected: crediting accounts payable, debiting expense, crediting cash, and 
debiting accounts payable (if paid). 

 

This query is similar to VT_CASH_EXPENDITURE_DETAIL_QRY except that it 
reports all vouchers posted, even those not yet paid. This query also prompts 
for account, so all transactions (AP, cash, etc.) can be included/excluded based 
upon the account criteria selected. 

Prompts GL and AP business units, fund, dept ID, account, and a range of accounting 
dates 

Columns GL and AP business units, all chartfields, supplier, accounting date, voucher id, 
invoice id, voucher and distribution line numbers, amount, grant ID, CFDA and 
C/P indicator. 

 
 

VT_AP_JRNL_VCHR_DETAIL – AP Journal Voucher Detail 

Purpose Lists AP journal vouchers made within a range of voucher accounting dates. 
Includes user info/date when the journal voucher was entered and last 
updated. 

Prompts GL and AP business units, all chartfields, and a range of voucher accounting 
dates 

Columns GL and AP business units, voucher information, invoice information, voucher 
accounting date, supplier name, chartfields, amount, journal information, 
grant ID, CFDA and C/P indicator 

 
 

VT_OPEN_AP_BU_OPERID – Open vouchers by BU and Operid 

Purpose Lists all open AP vouchers, displaying their status and user information. 

Prompts GL and AP business units, User ID, and a range of dates 

Columns GL and AP business units, voucher accounting date, voucher id, amount, User 
ID, statuses (close, entry, post, match, budget checking header & approval), 
invoice id and date, supplier id and name, and last user to update 

 
 

VT_PRIOR_YR_PAYABLES_92_P – New FY Vchrs Prior Yr Payables 

Purpose This report is used in year-end CAFR reporting. It lists all vouchers with a P 
indicator in the C/P field of a voucher (prior year payables). 

Prompts GL Business unit, AP business unit, all chartfields and a range of accounting 
dates. A % can be used for any of the chartfield values 

Columns BU, supplier id and name, voucher ID, voucher line and distribution line, 
journal date, invoice ID and date, C/P indicator field, all chartfields, and 
monetary amount 
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Cash Basis Payables 
These queries give you AP voucher information based on the payment date. 

 

VT_AP_CASH_EXPENDITURE_DST – AP Cash Expense Detail 

Purpose Lists detailed accounts payable expenditures that have been paid within a date 
range. It includes only expenditure accounts. 

Prompts A range of payment dates, GL and AP business units and all chartfields. A % 
can be used for any of the chartfield values. 

Columns GL and AP Business units, all chartfields, paid amount, journal information, 
voucher information, payment information, supplier, line description, grant ID, 
CFDA and C/P indicator. 

 
 

VT_AP_CASH_VCHR_PO_CNTRCT_DTL - AP Cash Voucher Detail for PO-Contracts 

Purpose Similar to VT_AP_VCHR_PO_CNTRCT_DTL query but this query lists paid 
vouchers only. Includes purchase order and contract information for those 
vouchers associated with a purchase order and/or contract. May also include 
non-expense transactions processed through the accounts payable module. 

Prompts Business unit, all chartfields, and a range of payment dates. A % can be used 
for any of the chartfield values. 

Columns Business unit, voucher information, invoice, invoice and accounting dates, po 
id, contract id, supplier, all chartfields, amount, grant ID, CFDA and C/P 
indicator. 

 
 

VT_AP_CASH_EXP_VCHR_DTL – AP Cash Expenditure Voucher Detail 

Purpose Lists payment and journal details for a specific accounts payable voucher. 
Only paid vouchers will be reported with this query. 

Prompts AP business unit and voucher id 

Columns GL and AP business units, supplier, voucher, all chartfields, amount, journal 
information, payment information, grant ID, CFDA, C/P indicator and invoice 
information. 

 
 

VT_AP_CASH_REVEXP_DST – AP Cash DST & DSE Detail 

Purpose Lists payment and journal details for expense and revenue vouchers 
originating in the accounts payable module. Only paid vouchers will be 
reported with this query. 

Prompts A range of payment dates, AP and GL business units and all chartfields 

Columns GL and AP business units, all chartfields, amount, journal information, 
voucher, payment information, supplier, line description, grant ID, CFDA and 
C/P indicator. 
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VT_AP_PAYMENTS_BU_USER – AP Pymts with UserID/Date Info 

Purpose Detailed accounts payable voucher and payment information including userid 
for voucher and supplier name and address on the payment. 

Prompts Range of payment dates, AP and GL business units, and all chartfields 

Columns Voucher id, supplier name and address used for payment, payment 
information, invoice id and date, userid who entered voucher, last userid to 
update voucher information, all chartfields, journal information, source, grant 
ID, CFDA and C/P indicator. 

 
 

VT_CASH_EXPENDITURE_DETAIL_QRY – AP Cash Payments 

Purpose Lists all transactions associated with paid vouchers: crediting accounts 
payable, debiting expense, crediting cash, and debiting accounts payable. 

Prompts GL and AP business units, fund, dept ID, and a range of payment dates 

Columns GL and AP business units, all chartfields, supplier, payment date, voucher id, 
invoice id, amount, and transaction type 

 
 

VT_PAYMENTS_FOR_AP_BU_VENDOR – Payments for BU and Vendor 

Purpose Lists all payments made to a specific supplier from an AP business unit 

Prompts AP business unit, supplier id, and a range of payment dates 

Columns AP business unit, supplier, voucher, invoice, invoice gross amount, payment id 
and date, total payment amount, voucher paid amount, grant ID, CFDA and 
C/P indicator. 

 

 
VT_PAYMENTS_FOR_AP_VENDOR – Payments for a Vendor-Multiple BU’s 

Purpose Lists all payments made to a supplier from one or more business units. Similar 
to VT_PAYMENTS_FOR_AP_BU_VENDOR except that it is not restricted to one 
business unit. 

Prompts AP business unit, supplier id, and a range of payment dates – allows % to 
query all business units 

Columns AP business unit, supplier, voucher, invoice, invoice gross amount, payment id 
and date, total payment amount, voucher paid amount, grant ID, CFDA, C/P 
indicator and payment message 

 
 

VT_PAYMENTS_FOR_GL_BU_VENDOR – Payments for GL BU and Vendor 

Purpose Lists all payments to a supplier for a GL business unit. Similar to 
VT_PAYMENTS_FOR_AP_BU_VENDOR except that it also prompts for GL 
business unit in addition to AP business unit. 

Prompts GL and AP business unit, supplier set ID, supplier id, and a range of payment 
dates 

Columns AP business unit, supplier, voucher, invoice, invoice gross amount, payment id 
and date, total payment amount, voucher paid amount, grant ID, CFDA and 
C/P indicator. 
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VT_PMTS_FOR_AP_VEND_DETAIL – Payments for BU and Vendor with Chartfield Detail 

Purpose Lists all payments to a supplier for a GL business unit. Similar to 
VT_PAYMENTS_FOR_GL_BU_VENDOR except that it also includes chartfield 
information. 

Prompts GL and AP business unit, a range of payment dates, and supplier id 

Columns GL business unit, AP business unit, supplier, voucher, invoice, invoice gross 
amount, payment id and date, total payment amount and voucher paid 
amount, all chartfields, monetary amount, remit to supplier, grant ID, CFDA 
and C/P indicator. 

 
 

VT_PMTS_AP_VEND_DETAIL_CF – Payments to a Vendor with Chartfield Detail 

Purpose Lists all payments to a supplier for an AP business unit with chartfields. Similar 

to VT_PAYMENTS_FOR_AP_BU_VENDOR except that it also prompts for and 
reports chartfield values. 

Prompts AP business unit, supplier id, a range of payment dates, and all chartfields 

Columns AP business unit, supplier, voucher, invoice, invoice gross amount, payment id 
and date, total payment amount, voucher paid amount, all chartfields, 
monetary amount, grant ID, CFDA and C/P indicator. 

 
 

VT_AP_CASH_EXP_CANCEL_DST – AP Cash Expenditure Cancelled 

Purpose Lists accounts payable vouchers that have been Stopped, Voided or Deleted 

Prompts Business unit, all chartfields, and a range of journal dates. A % can be used 
for any of the chartfield values. 

Columns GL and AP business units, all chartfields, budget period, amount, journal 
information, voucher information, invoice information, supplier information, 
date cancelled, and date voucher closed 

 
 

VT_AP_CASH_EXP_DST_PAY_METHOD– AP cash exp detail-pay method 

Purpose Lists all payments and the payment method for vouchers for a given business 
unit and set of criteria. 

Prompts Range of payment dates, GL business unit, AP business unit, dept ID, fund, 
account, program, project/grant, class (chartfield prompts may use % for all) 

Columns GL business unit, AP business unit, dept ID, fund, account, account 
description, program, project, class, prorated payment amount, source, 
journal ID, line #, journal date, journal status, voucher, voucher line, voucher 
distribution line, sequence, invoice, invoice date, C/P indicator, payment 
reference, payment date, supplier, supplier name, line description, payment 
method, grant ID and CFDA. 
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VT_AP_CASH_REV_REFUND_DST– AP rev ref cash basis detail 

Purpose Lists all payments that are a refund of revenue for a given business unit and 
set of criteria. 

Prompts Range of payment dates, GL business unit, AP business unit, dept ID, fund, 
account, program, project/grant, class 

Columns GL business unit, AP business unit, dept ID, fund, account, account 
description, program, project, class, payment amount, source, journal ID, line 
#, journal date, journal status, voucher, voucher line, voucher distribution line, 
sequence, invoice, invoice date, payment reference, payment date, supplier, 
supplier name, description, grant ID, CFDA and C/P indicator. 

 
 

VT_AP_PD_VCHR_CK_NOT_CASHED– Paid voucher check outstanding 

Purpose Lists outstanding (un-cashed) checks written on the Supplier Checking bank 
account. Use this query to identify payments that have not been cashed by 
the supplier. 

Prompts GL business unit, AP business unit (use % for all), payment date (not greater 
than) 

Columns GL business unit, AP business unit, voucher ID, invoice number, payment 
reference, payment amount, payment date, actual settlement date, remit to 
supplier ID, supplier name and address information 
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Miscellaneous 
 

VTAPQ001 - Vendor information from the vendor table 

Purpose Lists supplier information found in the supplier setup tables 

Prompts Set ID and Supplier ID 

Columns Supplier id, name1, name2, supplier status, supplier class, supplier 
persistence, address seq number, effective date, phone, payment method, 
hold payment, separate payment, payment handling, supplier type & 
description, supplier service type and primary switch 

 
 

VT_AP_VNDR_ADDR_PHN – Vndr addr phone vch date range 

Purpose Lists suppliers with current (at runtime of query) address and phone numbers 
per location used on vouchers. If the address or phone # has changed since 
the voucher was entered, the query results have the new information. USE 
WITH CAUTION. Supplier information may have been updated since the 
output was created. 

Prompts AP business unit, dept ID (use % for all), range of accounting dates 

Columns Supplier ID, short supplier name, supplier name 1 & 2, address sequence 
number, address description, all address details, all phone details 

 
 

VT_AP_BU_VENDOR_NAME_LIST - Listing of vendors used by AP Business Unit 

Purpose Lists suppliers for which accounts payable vouchers have been created by an 
AP business unit within a date range 

Prompts AP Business unit and a range of accounting dates 

Columns AP business unit, supplier id and name 
 
 

VT_AP_VCHR_DTL_ORIGIN – AP Voucher Detail with Origin 

Purpose Lists AP vouchers posted and paid during the period. Includes purchase order 
information for those vouchers associated with a purchase order. May also 
include non-expense transactions processed through the accounts payable 
module. Similar to VT_AP_CASH_VCHR_PO_CNTRCT_DTL but does not 
include contract information and prompts for voucher accounting date rather 
than payment date. 

Prompts GL and AP business units, a range of accounting dates, and all chartfields. A 
% can be used for any of the chartfield values. 

Columns GL and AP business units, voucher, invoice information, C/P indicator, 
accounting and payment dates, po id, supplier, all chartfields, amount, origin, 
grant ID and CFDA 
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VT_AP_DIST_DTL – AP voucher details with OPERID 

Purpose Lists accounts payable voucher details for those vouchers processed by a given 
userid for a range of accounting dates 

Prompts GL and AP business units, a range of accounting dates, all chartfields, and 
userid. A % can be used for any of the chartfield values. 

Columns GL and AP business units, voucher ID, invoice ID and date, related voucher, 
voucher style, entered date, accounting date, voucher line and distribution 
line, unpost sequence, PO unit and number, supplier ID and name, all 
chartfields, monetary amount, userid, voucher comments, grant ID, CFDA and 
C/P indicator 

 
 

VT_AP_VCHR_INV_DT_STATUS – Vchrs by invoice dt range 

Purpose Lists voucher header and payment data for a given range of invoice dates 

Prompts GL and AP business units, invoice date range, and Supplier ID. A % can be 
used for the AP unit and supplier ID. 

Columns GL and AP business units, voucher id, invoice and invoice date, supplier id and 
name, accounting date, gross amount, due date, payment date, payment 
reference, paid amount, pay status, payment cancel post status, date 
cancelled, cancel action, cancel descr, voucher close status and date closed 

 
 

VT_BDA_USAGE – BDA# Usage on A/P Vouchers 

Purpose Lists vouchers generated by a business unit that are against a BDA. (i.e. They 
have an invoice number that begins with BDA.) 

Prompts Range of accounting dates, GL and AP business units, and a range of 
accounting dates 

Columns AP business unit, voucher id, supplier id, supplier state, accounting date, 
voucher line, BDA#, description and amount 

 
 

VT_ACCOUNT_EXP_PROJECT_DTL– Accr Exp Detail for Projects 

Purpose Lists transactions that use a project ID and provides supplier, journal and 
chartfield information 

Prompts Range of journal dates, GL business unit, dept ID, fund, account, program, 
project/grant, class (chartfields may use % for all) 

Columns GL business unit, dept ID, fund, account, account description, program, 
project, project description, class, amount, source, journal ID, line #, journal 
date, status, transaction reference/AP voucher, line, distribution line, supplier, 
supplier name 
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VT_VCHR_BUILD_ERR_DETAIL– Voucher Build Error Details 

Purpose Provides the actual error for vouchers in Build Error 

Prompts AP business unit (use % for all), voucher ID (use % for all) 

Columns AP business unit, voucher ID, voucher line number, field name, message, error 
level, invoice ID, PO business unit, PO ID, gross amount 

 
 

VT_AMORTIZATION_TYPE – Description and chartfield for 

Purpose Provides a list of amortization types and associated chartfields available for a 
business unit 

Prompts GL business unit 

Columns Template, description, type, account, dept ID, fund, class, program and 
project 

 
 

VT_AP_VCHR_NOT_APPRVD – AP vouchers awaiting approval 

Purpose Provides a list of vouchers awaiting approval with along with invoice 
information as well as grant ID, CFDA, C/P and Withholding indicators 

Prompts AP business unit 

Columns GL unit, AP unit, voucher, voucher line, invoice, invoice date, line description, 
related voucher, voucher style, entered date, accounting date, supplier ID and 
name, user ID, voucher comments, grant ID, CFDA, C/P indicator, withholding, 
separate payment, PO ID, PO line number and distribution number 
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Match Exception (APX1090) 

Possible situations when this report should be run: Use this report to identify the match exceptions for 

a voucher that is not being paid. 

WorkCenter Navigation: Accounts Payable WorkCenter > Reports/Queries > Reports/Processes > Match 

Exceptions 

Or 

Navigator Menu Navigation: Accounts Payable > Reports > Vouchers > Match Exceptions 

Click on the Add a New Value tab 

 
 

Run Control ID 

• Create a unique run control ID (or use an existing 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. Match_Ex) 

 

Click the Add A New Value Button 

The Match Exceptions page displays, Enter a Unique Run Control ID and Click Add. 
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Enter information on Match Exceptions page 

• Process All Business Units – Check this box to get Match Exceptions for all Business Units 

• Business Unit – Enter or lookup the Business Unit that you want to run the report for. Click the 

plus button to add additional Business Units to the report. 

 

 
Click on Run 
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The Process Scheduler Request page displays 

 

Process List 

• Select – Match Exceptions Report APX1090 

• Type – Web is recommended 

• Format – PDF is recommended 

Click OK 

The Match Exceptions page displays 

Click Process Monitor

 

Click Refresh until Run Status is Success and Distribution Status is Posted 

Click Go back to Match Exceptions link 
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The Match Exceptions page displays 

Click the Report Manager link, then 

Click on the Administration tab 

Click on the link with the .PDF file  
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VT Voucher Status Report (VTAP003) 

Possible situations when this report should be run: when a listing of vouchers for a Business Unit along 

with invoice and payment details is desired. 

WorkCenter Navigation: Accounts Payable WorkCenter > Reports/Queries > Reports/Processes > 

Vouchers > VT Voucher Status Report 

Or 

Navigator Menu Navigation: Accounts Payable > Reports > Vouchers > VT Voucher Status Report 

Click on the Add a New Value tab 

 

Run Control ID 

• Create a unique run control ID (or use an existing 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_VTAP003) 

 
Click the Add Button and The VT Voucher Status Report page displays 
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Enter information on VT Voucher Status Report page 

• Business Unit – Enter or select desired Business Unit to report on 

• Voucher ID – Enter or select voucher ID to report on, leave blank for all 

• From Date – Enter or select beginning date to report on 

• Through Date – Enter or select ending date to report on 

• Approval Status – Enter or select desired value, leave blank for all 

• Voucher Hold – Enter or select desired value, leave blank for all 

• Vendor Hold – Enter or select desired value, leave blank for all 

• Budget Checking Status – Enter or select desired value, leave blank for all 

• Duplicate Invoice Status – Enter or select desired value, leave blank for all 

• Payment Status – Enter or select desired value, leave blank for all 

• Match Status – Enter or select desired value, leave blank for all 

 

 
 

Click on Run 
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The Process Scheduler Request page displays 

 
 

Process List 

• Select – VT Voucher Status Report VTAP003J 

• Type – Web is recommended 

• Format – PDF is recommended 

Click OK 

The VT Voucher Status Report page displays 

Click Process Monitor 

 
 

Click Refresh until Run Status is Success and Distribution Status is Posted 

Click Go back to VT Voucher Status Rpt Extract 

The VT Voucher Status Report page displays with your saved values filled in 

Click the Report Manager link 



Page 19 of 70  

 

Click on the Administration tab 

 
 

Click on the link with the .PDF file format 
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Detailed (Summary) Payment History By Supplier (APX2000) 

Possible situations when this report should be run: When a register of payments to a supplier is 

needed. 

WorkCenter Navigation: Accounts Payable WorkCenter > Reports/Queries > Reports/Processes > 

Suppliers > Payment History by Supplier Or 

Navigator Menu Navigation: Accounts Payable > Reports > Supplier > Payment History by Supplier 

Click on the Add a New Value tab 

 

Run Control ID 

• Create a unique run control ID (or use an existing 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_APY2000) 

Click the Add Button.  The Payment History by Supplier page displays
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Enter information on page 

• From Date – Enter the beginning payment date to report on 

• Through Date – Enter the ending payment date to report on 

• Detail or Summary – select desired report type. Summary provides only information about the 

payment. Detail provides information about the voucher in invoices on each payment. 

• Remit SetID – STATE defaults, leave as STATE 

• Remit Supplier – Enter or lookup supplier ID - more suppliers can be included in the report by 

clicking the plus button. 

 
Click on Run 

The Process Scheduler Request page displays 
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Process List 

• Select – Payment History By Supplier APX2000 

• Type – Web is recommended 

• Format – PDF is recommended 

Click OK 

The Payment History by Supplier page displays 

Click Process Monitor 

 

Click Refresh until Run Status is Success and Distribution Status is Posted 
 
Click to link for Report Manager, then click the Administration tab 
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Click on the link with the .PDF file format 
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Page 26 of 70  

Voucher Listing by Chartfield (APSX8003) 
Possible situations when this report should be run: When a listing of vouchers along with PO number 

for a specific chartfield string is desired. 

Navigation: Accounts Payable > Reports > Vouchers > Voucher Listing by Chartfield 

Click on the Add a New Value tab 

 
 

Run Control ID 

• Create a unique run control ID (or use an existing 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_APSX8003) 

 
Click the Add Button 

The Voucher Listing by Chartfield page displays 
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Enter information on Voucher Listing by Chartfield page 

• Business Unit – enter or select AP Business Unit to report on 

• Account – enter or select Account to run report on, leave blank to select all 

• Dept – enter or select Account to run report on, leave blank to select all 

• Accounting Date From – enter or select date to run report from 

• Accounting Date To – enter or select date to run report through 

• Agency Location – leave blank 

• Fund – enter or select Fund to run report on, leave blank to select all 

• Program – enter or select Program to run report on, leave blank to select all 

• Class – enter or select Class to run report on, leave blank to select 

• Project – enter or select Project to run report on, leave blank to select 

• Affiliate – enter or select Affiliate to run report on, leave blank to select 

 
 

Click on Run.   
 
The Process Scheduler Request page displays 
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Process List 

• Select – Job for running APS8003 APS8003J 

• Type – Web is recommended 

• Format – PDF is recommended 

Click OK 

The Voucher Listing by Chartfield page displays 

Click Process Monitor 

 
 

Click Refresh until Run Status is Success and Distribution Status is Posted 

Click Report Manager link 

Click Administration tab 
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Click on the link with the .PDF file format 
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Posted Voucher Listing (APX1020) 

Possible situations when this report should be run: when you need a listing of all posted vouchers for a 

given business unit and date range. 

Navigator Menu Navigation: Accounts Payable > Reports > Vouchers > Posted Voucher 

Click on the Add a New Value tab 

 
 

Run Control ID 

• Create a unique run control ID (or use an existing 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_APX1020) 

 
Click the Add Button. The Posted Voucher Listing page displays 

 
Enter information on page 

• Business Unit – Enter or select the Business Report to run the report on 

• From Date – Enter or select the beginning accounting date to run the report for 
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• Through Date - Enter or select the ending accounting date to run the report for 

• Supplier Select – to get a list of all supplier choose “Select All Suppliers,” to get specific suppliers 

chose “Specify Supplier(s).” 

• Supplier ID – this field is available if “Specify Supplier(s)” is selected. Enter or select desired 

supplier ID. Click the to add or remove suppliers that you want to report on. 

 

 
Click on Run 

The Process Scheduler Request page displays 

 

Process List 
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• Select – Posted Voucher Listing APX1020 

• Type – Web is recommended 

• Format – PDF is recommended 

Click OK 

The Posted Voucher Listing page displays 

Click Process Monitor 

 

Click Refresh until Run Status is Success and Distribution Status is Posted  

Click the Report Manager link 

Click the Administration tab 

 
 

Click on the link with the .PDF file format 
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Voucher Activity Report (APS8001) 

Possible situations when this report should be run: When a listing of vouchers along with PO, invoice, 

supplier and amount owed information for a specific chartfield string is desired. 

Navigation: Accounts Payable > Reports > Vouchers > Voucher Activity 

Click on the Add a New Value tab 

 
 

Run Control ID 

• Create a unique run control ID (or use an existing 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_APS8001) 

 
Click the Add Button. The Voucher Activity Report page displays 
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Enter information on Voucher Activity page 

• Business Unit – enter or select AP Business Unit to report on 

• Account – enter or select Account to run report on, leave blank to select all 

• Dept – enter or select Account to run report on, leave blank to select all 

• Remaining Amount – select an operator and an amount that has not yet been paid, leave both 

fields blank to report on all 

• Due Date – select an operator and a date for when the voucher will be paid, leave both fields 

blank to report on all 

• Accounting Date From – enter or select date to run report from 

• Accounting Date To – enter or select date to run report through 

• Agency Location – leave blank 

• Fund – enter or select Fund to run report on, leave blank to select all 

• Program – enter or select Program to run report on, leave blank to select all 

• Class – enter or select Class to run report on, leave blank to select 

• Project – enter or select Project to run report on, leave blank to select 

• Affiliate – enter or select Affiliate to run report on, leave blank to select 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on Run 

The Process Scheduler Request page displays 
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Process List 

• Select – Job for running APS8001 APS8001J 

• Type – Web is recommended 

• Format – PDF is recommended 

Click OK.  

The Voucher Activity page displays 

Click Process Monitor 

 
Click Refresh until Run Status is Success and Distribution Status is Posted  

Click Report Manager link 

Click Administration tab 
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Click on the link with the .PDF file format 
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Voucher Register (APX1010) 

Possible situations when this report should be run: When you need a detailed listing, by voucher, for 

all vouchers created by accounting date. 

WorkCenter Navigation: Accounts Payable WorkCenter > Reports/Queries > Reports/Processes > 

Vouchers > VT Voucher Status Report… Or 

Navigator Menu Navigation: Accounts Payable > Reports > Vouchers > Voucher Register 

Click on the Add a New Value tab 

 
 

Run Control ID 

• Create a unique run control ID (or use an existing 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_APX1010) 

 
Click the Add Button 

The Voucher Register page displays 
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Enter information on Voucher Register page 

• Business Unit – Enter or select AP Business Unit to run the report for 

• From Date – Enter or select the beginning date to run the report from 

• Through Date – Enter or select the ending date to run the report through 

• Print Voucher Line – Check this box if you want voucher line information printed 

• Print Distribution Line – Check this box if you want distribution line information printed 

 

Click on Run 

The Process Scheduler Request page displays 
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Process List 

• Select – Voucher Register APX1010 

• Type – Web is recommended 

• Format – PDF is recommended 

Click OK.  The Voucher Register page displays.  Click Process Monitor 

 
 

Click Refresh until Run Status is Success and Distribution Status is Posted  

Click Report Manager, then Click the Administration tab 
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Click on the link with the .PDF file format 
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AP/GL Account Reconciliation Report (APX1420) 

Possible situations when this report should be run: When you require a listing of all GL Journals hose 

detailed voucher used a specified account for a year and accounting period. 

Navigation: Accounts Payable > Reports > Voucher Reconciliation > AP/GL Account Recon Request 

Click on the Add a New Value tab 

 
 

Run Control ID 

• Create a unique run control ID (or use an existing 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_APX1420) 

 
Click the Add Button 

The AP/GL Account Reconciliation page displays 
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Enter information on AP/GL Account Reconciliation page 

• Request ID – Enter an ID that is useful to you 

• Description – Enter a description for this request that is meaningful to you 

• Process Frequency – select how often the process should be updated before rerunning, Always 

Process is recommended 

• Business Unit – Enter or select the GL business unit to run the report for 

• Ledger – Enter or select ACTUALS 

• Account – Enter or select the account to report on 

• Accounting Period – enter accounting period to run report through 

• Fiscal Year – enter fiscal year to run report through 

 

Click on Run 

The Process Scheduler Request page displays 
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Process List 

• Select – AP GL Accnt Recon Data & Rept APY1420 

• Type – leave as none 

• Format – leave as none 

Click OK.  The Voucher Activity page displays Click Process Monitor 

 
 

Click Refresh until Run Status is Success and Distribution Status is Posted 

Click Report Manager link.  Click Administration tab 
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Click on the link with the .PDF file format 
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Payables Open Liability Report (APX1406) 

Possible situations when this report should be run: When a total amount owed to specified suppliers is 

required. This report may be run to return summary totals by supplier and may also be run to include 

voucher information. 

Navigation: Accounts Payable > Reports > Voucher Reconciliation > Payables Open Liability 

Click on the Add a New Value tab 

 
 

Run Control ID 

• Create a unique run control ID (or use an existing 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_APX1406) 

 
Click the Add Button 
 
The Payables Open Liability page displays 
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Enter information on Payables Open Liability page 

 
• As of Date – Enter or select the date to run the report as of 

• As of Date Type – Choose whether the date you want to run for is the accounting date or 

invoice date 

• Aging Basis Date – Choose whether the date to run is the actual due date or the date the invoice 

is scheduled to be paid 

• Include Unrecorded Liabilities – leave unchecked 

• Include Prepayment – leave unchecked 

• Include Unmatured Drafts Paid – leave unchecked 

• Include Available Discount – it is recommended to check this box; it will let you know if there is 

an available discount 

• Business Unit Option – To run the report for all business units choose “All.” To run the report 

for a subset of business units choose “Value.” When you select “Value” an additional field will 

be available to select. 

o Business Unit – Enter or select desired business unit, to select more business units click 

the  symbol. The below box appears. Enter the number of business units to add. 
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• Supplier Select Option – To run the report for all supplier choose “Select all Suppliers.” To run 

the report for a subset of suppliers choose “Specify Supplier(s).” When you select “Specify 

Supplier(s)” additional fields will be available to select. 

o SetID – Enter or select STATE 

o Supplier ID – Enter or select desired supplier ID to select more suppliers click the  

symbol. Enter the number of suppliers to add. 

• Currency Options – choose Base Currency 

• Currency – leave blank 

• Rate Type – leave blank 

• Currency Effective Date – leave blank 

• Report Supplier By – Choose Remit Supplier or Invoice Supplier to list on the report 

• Report Group By – The report can be grouped by Business Unit first or by Supplier first 

• Detail or Summary – Choose “Detail” to get voucher information. Choose “Summary” to 

exclude voucher information. 
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Click on Run.  The Process Scheduler Request page displays 
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Process List 

• Select – Open Liability Data & Reports APY1406 

• Type – leave as none 

• Format – leave as none 

Click OK.  The Payables Open Liability page displays Click Process Monitor

 
Click Refresh until Run Status is Success and Distribution Status is Posted  

Click Report Manager link.  Click Administration tab 

 
Click on the link with the .PDF file format 
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Summary AP/GL Open Liability Account Reconciliation Report 
(APX1400) 

Detail AP/GL Open Liability Account Reconciliation Report (APX1405) 

Possible situations when this report should be run: When a listing of vouchers along with invoice and 

supplier information for a specific business unit is desired. This report runs in both summary and detail 

forms. The detail form includes AP journal information. 

Navigation: Accounts Payable > Reports > Voucher Reconciliation > Open Liability Reconciliation 

Click on the Add a New Value tab 

 
 

Run Control ID 

• Create a unique run control ID (or use an existing 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_APX1400) 

 
Click the Add Button.   
 
The Payables Open Liability Reconciliation page displays 
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Enter information on Payables Open Liability Reconciliation page 

• Request ID – Enter an ID that is useful to you 

• As of Date – Enter or select the date to run the report as of 

• Business Unit Option – To run the report for all business units choose “All.” To run the report 

for a subset of business units choose “Value.” When you select “Value” an additional field will 

be available to select. 

o Business Unit – Enter or select desired business unit, to select more business units click 

the  symbol. The below box appears. Enter the number of business units to add. 
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Click on Run 

The Process Scheduler Request page displays 

 

 

 



 

Page 56 of 70  

Process List 

• Select – APGL Open Liab Recon Data/Rept APY1400 

• Type – leave as none 

• Format – leave as none 

Click OK 

The Payables Open Liability Reconciliation page displays. Click Process 

Monitor 

 
Click Refresh until Run Status is Success and Distribution Status is Posted 

Click Report Manager link.  Click Administration tab 
 

 
 

Click on the link for the file called APX1400 – APX1400.pdf  

The summary version of the report loads 

 



 

Page 57 of 70  

 

Click on the link for the file called APX1405 – APX1405.pdf  

The detail version of the report loads 
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Detailed (Summary) Payment History by Bank (APX2004) 

Possible situations when this report should be run: When a register of payments to a supplier is 

needed. 

Navigator Menu Navigation: Accounts Payable > Reports > Payments > Payment History by Bank 

Click on the Add a New Value tab 

 

Run Control ID 

• Create a unique run control ID (or use an existing 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_APY2004) 

 
Click the Add Button 

The Payment History by Bank page displays 
 

 



 

Page 60 of 70  

Enter information on Payment History by Bank page 

• Bank SetID – defaults as STATE, leave as STATE 

• Bank Code – enter or lookup desired Bank Code 

• From Date - enter the beginning payment date to report on 

• Through Date - enter the ending payment date to report on 

• Detail – Detail provides information about the voucher in invoices on each payment. 

• Summary – Summary provides only information about the payment. 

 

 

Click on Run 

The Process Scheduler Request page displays 
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Process List 

• Select – Payment History by Bank APX2004 

• Type – Web is recommended 

• Format – PDF is recommended 

Click OK 

The Payment History by Bank page displays 

Click Process Monitor 

Click Refresh until Run Status is Success and Distribution Status is Posted 
 

 
 

Click Report Manager.  Click the Administration tab 

 
 
Click on the link with the .PDF file format 
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Summary 
 

 
 
Detail 
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Outstanding Balance by Supplier (APX3020) 

Possible situations when this report should be run: When a listing of unpaid vouchers for a particular 

supplier is desired. This report provides invoice information as well as the scheduled to pay date. 

Navigator Menu Navigation: Accounts Payable > Reports > Supplier > Supplier Balance 

Click on the Add a New Value tab 

 
 

Run Control ID 

• Create a unique run control ID (or use an existing 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_APX3020) 

Click the Add Button 

The Outstanding Balance by Supplier page displays 
 

 
 

Enter information on page 

• Supplier SetID – Enter or select STATE 

• Supplier ID – Enter or select Supplier ID. Note it is helpful to know the supplier ID beforehand as 

the search feature is limited. 
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Click on Run 

The Process Scheduler Request page displays 

 
Process List 

• Select – Outstanding Bal by Supplier APX3020 

• Type – Web is recommended 

• Format – PDF is recommended 

Click OK 

The Outstanding Balance by Supplier page displays Click Process Monitor 
 

Click Refresh until Run Status is Success and Distribution Status is Posted 
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Click Report Manager link 

Click the Administration tab 
 

 
 

Click on the link with the .PDF file format 
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AP Supplier Summary (APX3001) 

Possible situations when this report should be run: When a listing of suppliers and summary 

information is required. The report can be run for various different supplier statuses. 

Navigation: Accounts Payable > Reports > Supplier > Supplier Summary 

Click on the Add a New Value tab 

 
 

Run Control ID 

• Create a unique run control ID (or use an existing 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_APX3001) 

 
Click the Add Button 

The Supplier Summary Listing page displays 

 

Enter information on Supplier Summary Listing page 

• SetID – Leave as State 

• Supplier Status – select the status of supplier that you would like to run the report for 
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Click on Run 

The Process Scheduler Request page displays 

 
 

Process List 

• Select – AP Supplier Summary APX3001 

• Type – Web is recommended 

• Format – PDF is recommended 

Click OK 

The Supplier Summary Listing page displays 

Click Process Monitor 
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Click Refresh until Run Status is Success and Distribution Status is Posted  

Click Report Manager link.  Click Administration tab 
 

 
 
Click on the link with the .PDF file format 
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