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Use the Quick Search to locate your 
voucher. Choose Voucher Number from 
the dropdown, enter your voucher # 
(begins with an ‘S’), and click Search. The Voucher Number, Vendor Invoice No, and 

Vendor Name appear at the top of the page. 

The Comments tab displays dialog 
regarding this voucher/order. 

If Pay Status = Paid, the Payment Status 
Information section displays the check 
(warrant) # and date paid. 
 
If Pay Status = Payable, voucher will pay 
on the due date (left side of screen). 

The mailing address for payment 
displays in the Addresses section. 

The date by which payment will be made once 
voucher is determined Payable (see Payment 
Status Information section, to the right). 

The Attachments tab provides a link to view the invoice image. 


