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Researching a Payment
To research a payment follow this navigation in CMS
Accounts Payable, Vouchers, Entry, Regular Entry, & Find an Existing 
Value.
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Cont’ Researching a Payment
If you know the voucher #, you can enter it in the voucher 
ID field and click search or hit enter. When searching by 
voucher #, only that voucher will result from the search.

If searching by name, type in the vendor’s name in the 
short vendor name field. Click on search or hit enter. A list 
of vendors will appear on the bottom portion of the screen. 
Click on the voucher/payment in question and the voucher 
will be displayed starting with the invoice information 
screen.

If you know the vendor # already, put the # in the vendor 
ID field. When searching by vendor #, all payments made 
to this vendor will appear.



15

Cont’ Researching a Payment
You can sort the information from the search by any of the column 
headings. If you know the amount, sort by amount. If you know the 
invoice #, sort by invoice #. CMS will sort the column from ascending to 
descending order.
Click on the invoice # or amount you are researching and the screen will 
change to the invoice screen.
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Cont’ Researching A Payment
On this screen the information is from the invoice.
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Cont’ Researching A Payment
Click the Payments tab. You will see the check#, the date the check was 
issued, the check amount, and the mailing address. Click the payment 
inquiry link.
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Cont’ Researching A Payment
The Payment Inquiry page shows the check#, the amount, the check date, the 
reconciliation status, and the date the check was reconciled in CMS. This date is not 
the date it cleared the bank. If you need the date the check cleared the bank, click 
on the payment reference ID#.
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Cont’ Researching A Payment
On this screen you can see when the check was cleared by the bank.


