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

  
 
 

4.  NOTE:  Leave the SetID field at ‘UMASS’ 

5.   
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6.   Review the expense report. 
 

 
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. 

 
9.  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. 

 


