Job Aid

Viewing Employee Payment History — payments through Accounts
Payable

1. Use the Employee Payment History page to view, by check number, payments to employees through
Accounts Payable for cash advances and expense report reimbursements. Payments made to the
Corporate Card will not appear here. Use the Employee Expense History or Vendor Payments to view
those. To view Payments to an employee through payroll, use Payroll Payments.

2. Begin by navigating to the Employee Expense History page.

Travel and Expenses - Process Expenses - Review Payments = Payment History

[» Staffing = |
-~ Travel and Expenses
[+ Approve Transactions
[ Manage Emploves
Infarmation
[ Load External Infarmation
[ Manage Expenses Security
=~ Process Expenses

[ Werify Receipts

[ Close Expenses

w Review Payments
=Vendor Payments

= Payroll Payment Status
= Payroll Payments

__'-— Payrment Histony
= Jdournal Entries

= Employee Expense
History

Page 6d-1




Job Aid

3. Enter the Employee id into the EmplID field. (Or you an search by Name) and click Search

Employee Payment History
Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.

Find an Existing Value

EmpliD: [bedins with x] [19955663 Q*
Name: [weging with =] |

Payment Number:  [wegins with 7] |

SetlD: = = [UMASS Q
Bank Code: [ bedins with =] | Q
Bank Account: [begins with =] | Q

Payment Reference: [ bagins with 7] |
- Sensitive

Search | Clear |Elasicaearch [E Save Search Criteria

NOTE: Leave the SetID field at ‘UMASS’

Search Results

Firzt E 1-5 of 5 |I| Last

P-aent Humber Bank Code |Bank Account |[Creation Date |[Payment Reference

FapinosAndela.. 0001444027 LIMASS FB CHECK 04/1302003 18787320
KapinosAndela.. 0001443514 LIMASS FB CHECK 03/1952008 1878607
KapinosAngela.). 0001443853 LIMASS FB CHCEK 031272008 1878546
KapinosAngela.). 0001443849 LUMASS FB CHCE 03/1152003 1878542
EapinosAngela.l. 0001439960 LMASS FB CHCE 02/19:2009 1875533
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6. Review the expense report.
Employee Payment History
Angela Kapinos
Check Number: 1865691
Bank Code: Bank of America Checking
Bank Account: Checking Account
Payment Amount: 128.00 USD
Pay Status; Paid Status: Posted
Payment Method: Check Check Date: 02/03/2009
0 LH|F|r..1| First [ 4 ot 1 [M] Last
Descr Status Created Amount
TEC-TAHZ
E}{pense 0000000071  Adv. Board  Paid 02/06/2009 128.00 USD
epart :
Meeting
Esave | E\Return to Search | +[ElPrevious in List | +[E|Mest in List |
7. Click the Payee Address link to access the Payee Address Information - Employee Payment History
page and view the employee's address information.
8. Click the OK button to return to the Payment History page.
0. Click the ID link to view the View Expense Report - Expense Report Detail page or the Cash Advance
- View Cash Advance page.
10. Click Return to Search or Next in List to find another expense report.
11.

End of Procedure.
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