How To Open Existing Purchasing Record via Search
Screen

Here are the steps on how to open existing record via Search screen:

1. Select AP screen with Search toolbar button.

(] Purchasing (A/P} N
= Purchasing (A/P)
Activities Maintenance Import Reports
Purchase Orders 1099 Import Vouchers from Origin AP Transactions by GL Account
‘Vendor Contact List Buyers Cash Requirements.
Vouchers Liens Check Register
Voucher Batch Entr Vendors Customer Settlement Summary S...
Pay Vouchers Open Clearing.
Pay Voucher Details Open Payable Details
Process Payments Open Clearing Detail
Batch Posting Open Payables
Voucher Checkoff
Create

New Purchase Orders
New Vouchers

New Voucher Batch Entry
New Payment

New Buyer

New Lien

New Vendor

2. Click the menu to open the Search screen. Example below is the Search Voucher screen.

n iRely LLC 0 Notheations @ B

Voucher Search
New Open Refresh Report~

Voucher Search | Voucher Detail | Pending Approval | Posted | Voucher

e e e e

Bvew QA [fiter(:3) 4,165 record(s)

Voucher Date | Due Date Post Date Date Created | VoucherNo. | Invoice No Reference Check Comment | Vendor Name | Location Totsl | AmountDue | AmountPaid Tax
| 7202017 72012017 72012017 202017 BL20801 10 AP Sample Ven... 0001 -For: Way. 10000 10000 000 000
| 7202017 71202017 12012017 71202017 820800 o AP Sample Ven.. 0001 - Fort Way. 9000 2000 000 000
| 7202017 71202017 12012017 12002017 8L20789 s nple Ven... 0001 - Fore Way. 8000 8000 000 000
| 7202017 712002017 712012017 12002017 BL20758 7 P Sample Ven... 0001 - Fore Way. 7000 7000 000 000
| 7072017 7072017 7072017 1202017 BL20707 6 AP Sample Ven... 0001 -For: Way. 6000 5000 000 000
| 7202017 71202017 12012007 1202017 820726 5 AP Sample Ven.. 0001 -Fort Way. 5000 5000 000 000
| 7202017 71202017 12012017 12002017 BL20785 4 nple Ven... 0001 - Fore Way. 4000 4000 000 000
| 7202017 712002017 712012017 12012017 BL20784 3 AP Sample Ven.. 0001 - Fore Way. 3000 3000 000 000
| 7072017 7072017 712012017 1202017 BL20703 2 0001 - Fort Way. 2000 2000 000 000
| 7202017 7202017 1201207 1202017 BL20722 1 0001 - Forc Way. 1000 1000 000 000

3. Search for the existing record you want to open manually,
a. by scrolling down on records using the scroll bar.

Refresh Excel PDF Tem CSV Close

Voucher Searcn | Voucher | Voucher Detall

Bview  Q [Filer (F3) 4,193 recordls)
WoucherDate | DueDate Fost Date Date Crezted | Voucher No Invoice No. Reference Check Comment | Vendor Name | Location Tosl | AmountDue | AmountPaid
10182017 10182017 101872017 1011812017 5120827 s 0001 - Fort Wa 2000 2000 000
10182017 10182017 101812017 101812017 5120836 INva2 0001 - Fort Wa 10.00 10,00 000
101872017 10182017 10812017 1001812017 5120835 v 0001 - Fort Wa 2000 2000 000
10182017 101872017 1082017 101812017 8120833 INven 0001 - Fort Wa 10.00 1000 000
10182017 10182017 10na/2017 1082017 L0832 o1 0001 - Fort Wa 103000 1,030.00 000
8172017 81712017 8172017 8172017 5120831 899 Nolenbergnat..  Geneva 1200 1200 000
8172017 81712017 8172017 8172017 5120830 738 CMACGMShip..  Geneva 425000 425000 000
a/172017 172017 an72017 an7207 s Diamon 0001 - Fort Wa a8t a5t 000
8172017 81712017 8172017 8172017 5120829 veETT CMACGMShip.. Geneva 425000 425000 000
8172017 81712017 8172017 8172017 8120828 7888 Molenbergnat.. 0001 - Fort Wa 11.00 11.00 000
8162017 7152017 162017 an62017 520827 TKT428 cther .. 0001 -Fort Wa. 340449 000 340843
8102017 27912017 8102017 8102017 5120826 1232 1238 piceSal.. 0001 - Fort Wa. 5550 000 5850
8102017 9790017 8102017 81072017 8120825 12121 1238 Apple SpiceSal.. 0001 -Fort Wa. 522000 000 589000

Show Torals:

70 Ready

b. by entering a keyword on the Filter field.

New Open Refresh Report~

Bver A Gozamgd [precrss
| 7202017 712012017 712012017 712012017 BL-20800 9 0001 - Fort Way. 20.00 90.00 0.00 000

4. Search for the existing record using the Advance Filter.



a. Click on the Filter button to show filter field.

Voucher
Mew Open Refresh Export -~ Close

Voucher Voucher Detail

g8 Layout Q. |Filter Records (F3) 531 records

X v

b. Click on the dropdown button to select criteria. Criteria are based on the columns present in the grid.

Vouchers

Mew Open Refresh Excel PDF Text 5V Close

Woucher 3earch | Voucher | Pending Approval | Posted | Voucher Detai
o Wiew X Clear AllFilters  Q, | Filter (F2) 4 193 record|(s)
. Iy
Voucher Date Date Post Date Date Created
Due Dare 1
82017 10182017 10182017
Fost Date
Date Creatsd 82017 10182017 10182017
Foucher No. 8/2017 10/18/2017 10/18/2017
Inwaice Mo,
52017 10182017 10182017
Feference
Check Comment 82017 1041872017 10/1872017
WVendor MName
Fr2017 B2 7T BATR207T
Location
Total Fr2017 BNFR207 sNFR207
Amount Due 2017 8/17/2017 8/17/2017
Amount Paid
-~ 207 B2 7T BATR207T
Ty

c. Select criteria and add conditions. Press Enter to see the search results.

Vouchers

Mew Open Refresh Ewxcel PDF Text 5V Close

Voucher Search | Woucher | Pending Approval | Posted | VWoucher Detai

gE View ¥ Clear All Fileers @4 | Filter (F3) 0 record(s)

X Mendor Mame ~ | |Contains ~ AP Vendor

| | | | |
Voucher Date Due Date Post Date Date Created Vouch:




d. You can use multiple criteria simultaneously for futher searching. Just click again button and it will show another dropdown next to 1st
criteria. Press Enter to see the search results.

Vouchers

Mew Open Refresh Ewcel PDF Text O&V

Woucher 5earch | Voucher | Pending Approval | Posted | Voucher Detai

09 Yiew ¥ Clear All Fileers | | &4 || Filter (F2) 0 record(s)

X Vendor Name w | Contains w | AP Vendor

X | Invoice Neo. w | Contains o |11111| |

5. Select from the existing records and click Open toolbar button. The screen for the selected record will open. User can also double click using
mouse to open the existing record.
Vouchers A O x

New Open Refresh Excel PDF [Text| sV G

Voucher Deca
X CearAlFiters Q [Fike 1 record(s) (1 selected)
X VendorName | v Contains v ||APVendor
Voucher Date | Due Date Post Date Date Crested | VoucherNo. | Invoice No, Reference Cneck Comment | vendor Name | Location Towl | AmountDue |  Amouncpeid Tx Posted
. tone20r7  one017 000 =
1
Print Duplicate Pay  Unpost DebitMemo  Unpost Preview Recuring  Export Import Close
["Deais | Prepaid ana Debitmemos  Atachments 0) 5(0) Auditlog(2) Approvel(1) | Addiionalinfo
Type ch PostDate [10/19/2017 Comtact Voucher No
Vendor +[2 Vendo Terms s Net 30 + | ship From AP Account 010
Invaice No 0151500 Oue Date (1011972017 ShipTo Withheld Amount
Invoice Dote 101912017 5 Recur || Reference Location  +/0 Currency
Check Comments Ship Via ~| payTo > Vendor Ordered By
+Insen QL Open Q. TaxDews Report 3 View
Load= Contact Convaaseq | Po# item N Description | Misc Descripton | UOM Ordered sies Cost | cos
BeanDocage  Dockage Dockege Bushets 300 20 1000
‘ »
Ishow Tozals:
7 @ O 9 Resdv J >

Here are the steps on how to open existing record via Search screen:
1. Select AP screen with Search toolbar button.
Purchasing (Accounts Payable)
Purchase Orders
Voucher Batch Entry
Vouchers
Batch Posting
Pay Vouchers
Pay Voucher Details

Process Payments

Import Vouchers from Origin

1099
Buyers
Liens

Vendors



2. Click the menu to open the Search screen. Example below is the Search Voucher screen.

n iRely LLC

Voucher Search

New Open Refresh Repor

Voucher Search | Voucher!

Pending Approval | Posted | Voucher

Bview Q [fiter(r3) 4165 record(s)

Voucher Date | Due Date Post Dace DoteCreated | VoucherNo. | Invoice No. Reference
| 7202017 71202017 712012017 12002017 8120801 10
| 7r012017 72072017 72072017 71202017 8L-20800 9
| 7202017 72012017 72012017 2002017 BL207%9 8
| 7202017 7202017 71202017 71202017 sL20728 7
| 7202017 12012017 12012017 12002017 BL20787 6
| 7r012017 72072017 72072017 71202017 BL207%6 s
| 7202017 72012017 712012017 1202017 BL20705 4
| 7202017 72012017 71202017 12002017 BL20724 3
| 7202017 12012017 12012017 12002017 820783 2
| 7202017 712002017 71202017 12002017 BL20752 1

Check Comment

3. Search for the existing record you want to open manually,
a. by scrolling down on records using the scroll bar.

Date Enter... | User Id
01/26/2016  irelyadmin -
01/25/2016  irelyadmin
0142520016 irelyadmin
01/252016  irelyadmin
01252016 irelyadmin
127312015 irelyadmin
12/28/2015  irefyadmin
11/24/2015  irelvadmin T

1 2016 iReby, All rights reserved
b. by entering a keyword on the Filter field.

Voucher Search

e
VoucherDate | Due Date * [ Posc Date Date Created Voucher No. Invoice No.

| 7r02017 7202017 712072017 7R012017 BL-20800 B

| 7r02017 7202017 712072017 71012017 BL20799 8

| 712012017 712012017 77202017 712012017 B8L-20796 s

| 7202017 712012017 712012017 712012017 BL20795 4

4, Or you can also use the Advance Filter.
a. Click on the Filter button to show filter field.
Voucher

Mew Open Refresh Bxport -~

Voucher Voucher Detail

BH Layout | Q |Filter Recor

X w

Reference

Close

33

£ Notifications (@) 5] Aceuites ¢

VendorName | Location Toral
AP Sample Ven... 0001 - Fort Way. 10000
AP Sample Ven.. 0001 - Fort Way, %000
AP Sample Ven... 0001 - Fort Way.. 000
AP Sample Ven... 0001 - Fore Way.. 7000
AP Sample Ven... 0001 - Fort Way. 5000
AP Sample Ven.. 0001 - Fort Way. 5000
AP Sample Ven... 0001 - Fore Way.. 2000
AP Sample Ven... 0001 - Fore Way.. 3000
AP Sample Ven... 0001 - Fort Way. 2000
AP Sample Ven.. 0001 - Fort Way, 1000
Check Comment | Vendor Name | Location

AP Sample Ven... 0001 - Fort Way
AP Sample Ven... 0001 - For Way
AP Sample Ver... 0001 - For Wy
AP Sample V... 0001 - Forc Wy,
4P Sample V... 0001 - Forc Wy,
4 Sample Ven... 0001 - FortWy..
AP Sample Ven.. 0001 - Forc Way..
AP Sample Ven... 0001 -Fort Way.

AP Sample Ven.. 0001 - Fort Way.

AP Sample Ven.. 0001 - Fort Way.

51 records

Recent

Amount Due

100,00

2000

8000

7000

60.00

5000

40.00

3000

2000

1000

Total

10000

9000

8000

7000

6000

5000

2000

3000

2000

1000

&) Lock Sereen

Amount Paid

Amount Due

100,00

90,00

8000

7000

6000

5000

4000

3000

2000

1000

gnout /" Fullcreen =

000

000

000

0.00

000

000

000

0.00

000

000

Amount Paid



b. Click on the dropdown button to select criteria. Criteria are based on the columns present in the grid.
Voucher Search

Mew Open Refresh Report »

Voucher Search | Voucher Detail | Pending Approval Posted || Voucher
B8 View X Clear Al Filters Q| Filter (F3) 4,165 record(s)
x v
Voucher Date = Date Post Date Date Created \
Due Date
| 12017 71202017 7120/2017 t
Post Date
| || Date Created 12017 71202017 7120/2017 t
||| Voucher Ne- 12017 71202017 71202017 i
Invoice No.
| 12017 7120/2017 7120/2017 t
Reference
| || check Comment | /2017 712002017 71202017 £
| |[Vender Name /2017 712002017 712072017 '
Location
[ Tatal 12017 71202017 712002017 t
| |[Amount Due /2017 712012017 712012017 t
Amount Paid
| - 2017 7120/2017 7120/2017 t
Tav

¢. Select criteria and add conditions.
Voucher Search

New Open Refresh Report -

Voucher Search | Voucher Detail Pending Approval | Posted || Voucher

B8 View X Clear AllFilers Q| Filter (F3) 10 record(s)
> vendor Name ~ | | Contains - |AP Sampld | |
["Voucher Date | Due Date ["Past Date |"Date Created ["Voucher No.

d. You can select additional criteria to tighten your search further.
Voucher Search

New Open Refresh Report~

Voucher Search | Voucher Detail | Pending Approval | Posted || Vioucher

B View X Clear All Filters Q| Filter (F3) 10 record(s)

> Vendor Name ~ || Contains ~ | AP SAmple

X Location v || Contains v ‘0001 |

Select from the existing records and click Open button. The screen for the selected record will open.

Voucher Search

Open

New Refresh  Report -

Voucher Search | Voucher Detail | Pending Approval | Posted | Voucher
B View X Clear All Fiters Q| Fijter (F2) 10 record(s) (1 selected)
X |vendor Name | ¥| Contains ~ | AP SAmple
X |Location v || Contains v ||ooo1
VoucherDate | DueDate Post Date DateCrested | Voucher No. Invoice No. Reference Check Comment | VendorName | Location Total Amount Dt
(| |7r2012017 71200017 71202017 712072017 BL-20801 10 AP SampleVen... 0001 - Fore Way... 100.00 100
| 72002017 - -
Voucher - AP Sample Vendor
| 71202017
oy | U S Saw o O B Gepms DebitMemo  PostPreview Add Payables Recurring
| 770017 | Desels | Prepeidand Debitmemos | Aachmenss(0)  Acivides(0) | Auditlog () Approvel(0) | AddicorslInfo
| 700017 | TYPE *| voucher PostDate 7/20/2017 (| contact AP sample Vendor Contact | v Voucher No BL-20801
— *| AP Sample Vendor Terms  + Due on Receipt © Ship From « ap sample vendor Location |~ AP Account * 200000000000 |Q
Invoice No 10 Due Date |7/20/2017 £ shipTo  + 0001 - Fort Wayne ~ | Withheld Amount 0.00000
| 71202017
Invoice Date 712012017 [ Recur [ | Reference Location | 01 - Fort Wayne ~ | currency * usp v
| 71202017
Check Comments Ship Via ~| PayTo AP Sample Vendor Location |~ Ordered By irelyadmin Q|
| 71202017
# Insert @ Open @ TaxDewils X Remove [ Getprevious details B8 View Filter (F3) 24
| Contract PO# kem No. Description Misc Description | UOM Ordered Biled | CurrencyUnit | Rate Type Exchange Ra
| 1 1 UsD 000000 100
|

Here are the steps on how to open existing record via Search screen:



1. Select AP screen with Search toolbar button.

[ Purchasing

2. Click the menu to open the Search screen. Example below is the Search Voucher screen.

B 21 oemosetup companytsource)

Posted | Paid | DateReco.. | Cle.. | PaymentL. | Bank Bawch d

v BATCH31S

BATCH.30

BATCH.304

v
v
v
asdasd v v BATCH.289
asdasaDA v v 1 BATCH.279
v v 4 BATCH272
2 v v 3 BATCH272
1 v v 2 BATCH272
o 3 sL42 arsdfedsa 1 v v " BATCH-266 n Approved 0172272016
012212016 20000000, BL41 sdafastdsaf _ Cracked M. 2500 2500 n Rejeced 01222016
afsafdf " 01222016
asddadasd
adasdad 15000
agtet 5000
25000
123456 75000 v v 8215422 BATCH253

a. by scrolling down on records using the scroll bar.

Date Enter... | User Id

01/26/2016  irelyadmin
01/25/2016  irelyadmin
01/252016  irelyadmin
01/25/2016  irelyadmin
01/25/2016  irelyadmin
127312015 irelyadmin
12/28/2015  irefyadmin

112442015 irehsadmin

1 2016 iRely, &ll rights reserved



b. by entering a keyword on the Filter field.

n i21 Demo Setup Company(Source)

Voucher

New Open Refresh Export~ Close

Voucher | Voucher Detail

82 Layout Q. | Cracked % |18 records
Voucher D... | Due Date AccountId Voucher No. | Invoice No. Vendor Na... Total Amount D... | Posted Paid
01/25/2016 0Z/09/2016 20000-000... BL-39 E£fh jugfig Cracked M... 141.75 141.75 o
01/25/2016  02/09/2016  20000-000.. BL-58 ASDSADS Cracked M... 14175 141.75
01/25/2016 02/09/2016 20000-000... BL-55 asdsadsa Cracked M... 143.00 143.00 o
01/25/2016 02/09/2016 20000-000... BL-54 sdsada Cracked M... 135.00 135.00 o
01/25/2016 02/09/2016 21001-000...  VPRE-1 adassdasd... Cracked M... -1.50 -3.00 e
01/22/2016 0Z/06/2016 20000-000... BL-52 asdasd Cracked M... 7,000.00 0.00 o L
01/01/2016 0116/2016 20000-000... BL-49 asdaSADA Cracked M... 50.00 0.00 W v
01/22/2016  02/06/2016  20000-000.. BL-48 3 Cracked M... 300.00 0.00 v o
01/22/2016 02/06/2016 20000-000... BL-47 2 Cracked M... 200.00 0.00 o v
01/22/2016 02/06/2016 20000-000... BL-46 1 Cracked M... 100.00 0.00 ~ ~
01/22/2016 02/06/2016 20000-000... BL-42 arsdfadsa Cracked M... 5.00 0.00 o L

4. Oryou can also use the Advance Filter.
a. Click on the Filter button to show filter field.

Voucher

Mew Open Refresh Bport ~ Close

Voucher Voucher Detail

29 Layout Q. |Filter Records (F3) 51 records
X ~
b. Click on the dropdown button to select criteria. Criteria are based on the columns present in the grid.
BE Layout Q |Filter Records (F3) 51 records
X v
Veucher Date -l = Account Id Woucher No.
Due Date

M6 20000-000.. ADJ1099-1
Account Id

16  20000-000.. BLS9
16 20000.000.. BLSS
Invoice No. W16 20000-000.  BL-SS
16  20000000.. BLS54

Voucher No.

Vendor Name

Total 016  20000-000.. VOP-1
Amaount Due 16 21001-000.. VPRE-1
Posted L IM1e  20000000.. BLS3
Paid 16 20000-000.. BL-52
Date Reconciled 16  20000-000.. BL-50
Cleared W16 20000-000.. BL-49
Payment Info W16 20000-000.. BL-43
Bank Tpi6  20000-000.. BL-4T7

01/22/2016  02/06/2016  20000-000.. BL-46
¢. Select criteria and add conditions.

B8 Layout QU |Filter Records (F3) 18 records

X | Vendor Name v || Contains v || Cracked |

Voucher D... | Due Date Account Id Voucher No. | Invoice No. Vendor Na.



d. You can select additional criteria to tighten your search further.
Voucher

New Open Refresh Export ~ Close

Voucher Voucher Detail

BB Layout Q r Reco 1 records

X||vendor Name ~ | Contains ~ || Cracked

X||Due Date ~ 01/17/2016 |E|and (01/23/2016 B
Voucher D... | Due Date Account Id Voucher No. | Invoice No. Vendor Na... Total Al
01/20/2016 01/20/2016 20000-000... BL-32 Cracked M... 1,250.00

5. Select from the existing records and click Open button. The screen for the selected record will open.

[Voucher
New Open Refresh Export~ Close

Voucher | Voucher Detail

PN =

BBlaour  Q 3) 1 records (1 selected)
X [VendorNome |+ [Conwins |~ [Cracked
X |Due Date ©|[Lascweek |+ (011772016 || and (017232016 |
VoucherD... | Due Date | Accouncid | Voucher No. | Invoice No. | Vendor N. Total | AmouncD...| Posted | Paid | DateReco. | Cle.. | Payment. | Bank Baxchid | Approver | ApprovelS.. | Approval D,
v ozonm 0202016 20000000 BL32 Crackeam. 125000 000 iRely Admin
Voucher - Cracked Mug
New Save Search Delete Undo Dupicate Post Recap  Add Receipt Close
Detals | Prepaid and Debitmemos | Auachments (0) | Comments(0) | Audit Log (0)
Type: Post Date: 017202016 &) Contact: | Voucher No:
Vendor Terms  [Netts ~ | ShipFrom:  Location 1 | AP Account: 20000-0000-000
Invoice No Due Date: [02/04/2016 [ ShipTo (0001 - Fore Wayne | Withheld Amount
Invoice Date: 0172012016 | Reference: Location: 0001 - Fort Wayne ~ | Currency usp
Check Commens: Ship Via ©| Ordered 8y: ~| Recurring:
+ Insert Q Open Q TaxDewils X Remove [ Getpreviousdecails B3 Layout  Q
Contract ttem No. Description | Misc Description | Ordered Biled Cost | CostUoM | GrossiNetUoM | NecWeig.. | Discou Tax Total | Accountid | Comments
5 16 Propane 1,000 1,000 125 Gallon 000 ox 000 125000 21000.0001.000
<
Ship From: |12 - Approval Subrotal: 125000
0 Shippin
; Require Approval: [ ] Status: peine
Tax:
ShipTo: | Fe Approval Notes: -
e Amount Paid:
Amount Due: 1,25000
©@ QO & Eded

Poge 1] or1

Here are the steps on how to open existing record via Search screen:

1. Select AP screen with Search toolbar button.
(£ Purchasing

1 Purchase Orders

& Bill Batch Entry

A Bills

. Recurring Transactions
1 Batch Posting

4 Pay Bills

# Pay Bill Details

4 Print Checks

. Paid Bills History

_# Vendor Expense Approval
_+ Import Bills from Origin

| @Vendurs

[] Open Payables

=] vendor History

=] cash Requirements

=] Check Register

=] AP Transactions by GL Account

2. Click on the menu to open the Search screen. Example below is the Search Voucher screen.
g iQ 2] F;L K|
New View Refresh Bxport  Close

CE ) I

Bl Date Duebate  Accoutld BillNo. Invoice Mo, Vendor Name Total  AmountDue  Posted  Paid DateRecond.. Cle. Paymentinfo Bank Approver Approval Sta_. Approval Date:
A5 030216 200100000 BL1330 1 Vendor 1 2000 2000
0072016 01/22/2016 210100000  BL-1333 2 Vendor 2 2750 24750 ]
120292015 0Y/0B2016 210100000  BL1332 3 Vendor 3 ss3.08 ssa08 5]

3. Search for the existing record you want to open manually,

Date Entered
01/08/2016
01/08/2016
01/08/2016



a. by scrolling down on records using the scroll bar.

User Td

irelyadmin
irelyadmin
irelyadmin
irelyadmin
irelyadmin
irelyadmin
irelyadmin
irelyadmin
irelyadmin
irelyadmin

b. by entering a keyword on the Filter field.

o = B O3

New  View  Refresh Bgort  Close
= Layout ~ T 383 records
il Date Due Date Account Id il No. Invoice No. Vendor Name Total  AmountDue  Posted

[F] 12/29/2015  01/08/2016  2101-00-000  BL-1332 F15737C Sample Vendor 553.08 553.08
[C] 01052016  01/15/2016  2101-00-000  DM-82 721959A-DM  Sample Vendar 210 210
[F] 010s/2016  01/15/2016  2101-00-000  BL-1318 7219594 Sample Vendor 49639 49639
[ o1/0s/2016 01/15/2016 2101-00-000 DM-81 721397A-DM Sample Yendor 3.02 3.02
[ 01/05/2016 01/15/2016 2101-00-000 BL-1317 721397A Sample Yendor 71239 712.39
1| 12/29/2015 01/08/2016 2101-00-000 BL-1308 713814C Sample Yendor 529.04 529.04
[[] 12/29/2015  01/08/2015  2101-00-000  BL-1307 716409C Sample Yendor 673.73 673.73
[[] 12/292015  01/08/2016  2101-00-000  BL-1306 714633C Sample Vendor 664.92 664.92
[ 12/29/2015 01/08/2016 2101-00-000 BL-1305 714631C Sample Yendor 623.87 623.87

4. Or you can also use the Advance Filter.
a. Click on the Filter button to show filter field.

= Layout ~ | SF || Filter Re F3 0 records © Clear All Filters
=) v
b. Click on the dropdown button to select criteria. Criteria are based on the columns present in the grid.
5 Layout » 1,305 records
=1 -
Bill Date = e Account Id Bl Ho.

[ | Due Dake Wo1s  2101-00-000 BL1334
[F] | Account Id \eo1s 2101-00-000  BL-1333
[ | Bl Na. s 210100000  BL-1332
[] | Invoice No. frois 2101-00-000  BL-1331
[7] | vendar Name Heois 2101-00-000  BL-1330
[T | Total 2016 2101-00-000 B-1329
[F1 | Amount Due pois 2101-00-000  BL1328
1 Posted Mao1s 2101-00-000  BL-1327
1| paid Ebo1s 2101-00-000  BL-1326
[ pate Reconciled 2016 2101-00-000  BL-1325
1} Geared feo1s 2101-00-000  BL-1324
1 payment o Mao1s 2101-00-000  BL-1322
[l Y ~ pos 210100000  BL-1321
[F] 12/10/2015 01/09/2016 2101-00-000  BL-1320
I| 1 1272172015 01 20/2016 2101-00-000 BL-1319

c. Select criteria and add conditions.

@ vendor Name ¥ || Contains b |Samp|e‘ufendmi |

d. You can select additional criteria to tighten your search further.

P

& | vendor Name ¥ || Contains » | Sample Vendor

—

© Due Date v | [ Today | |01/26/2016 =]

5. Select from the existing records and click View button. The screen for the selected record will open.

Here are the steps on how to open existing record via Search screen:



1. Select AP screen with Search toolbar button
! L:l | Accounts Payable
J | Activities

[=] Pay Bill Detail

|:=] Pay Bills
Bill Batch Entry
[.=] Batch Posting
[=]Print Checks
[z=|Import Bills from Origin
[Z=] Bill Entry
|:=] Paid Bills History
[.=| Recurring Transactions

[:=] Purchase Order
(= | Maintenance
[:=] Vendors
3| Reports
2. Double-click mouse to open screen. If there's already an existing record, Search screen will open. Example below is the Search Pay Bills screen.
||l Search Pay Bils =|lo x|
+] ) KJ _iil @
New Open Sclected Refresh  Export
7 -
Bank Account Bank Account Mumber Payzble Id Vendar « Amount Paid 1z Posted
[ | My Bank 111-000 PAY-15 0000000001 14.00 ] E
[ | My Bank 111-000 PAY-16 0000000001 108.00 [
[ | My Bank 111-000 PAY-21 0000000001 273.00 7l E |
[ | My Bank 111-000 PAY-22 0000000001 72.00 [}
|F My Bank 111-000 PAY-11 0000000002 72.00 m
|F My Bank 111-000 PAY-14 0000000002 93.00 m E
@ Help | Ready

3. Search for the existing record you want to open manually,
a. by scrolling down on records using the scroll bar.

Is Posted

4893933

4]

b. by entering a keyword on the Filter field.

|l Search Pay Bills = =1iE|
o « R . @
New  Open Selected Refresh  Export
v p—
Bank Account Bank Account Mumbsr Payzhble Id Vendar Amount Paid Is Posted

[ | My Bank 111-000 PAY-1 0000000001 108.00 (=] -

[ | My Bank 111-000 PAY-2 0000000001 108.00 [}

[ | My Bank 111-000 paY-3 0000000001 108.00 ]

[ | My Bank 111-000 PAY-4 0000000001 108.00 ]

[ | My Bank 111-000 PAY-S 0000000001 108.00 (=] L

[ | My Bank 111-000 PAY-§ 0000000001 144.00 [ 3

[ | My Bank 111-000 PAY-15 0000000001 14.00 (=]

[ | My Bank 111-000 PAY-1€ 0000000001 108.00 [}

[ | My Bank 111-000 PAY-21 0000000001 273.00 7l

[ | My Bank 111-000 PAY-22 0000000001 72.00 ] i
@ Help | Ready

4. Oryou can also use the Advance Filter.



a. Click on the Filter button to show filter field.

40 records & Clear All Fikers

b. Click on the dropdown button to select criteria. Criteria are based on the columns present in the grid.

T 40 records (=) Clear Al Fiters
]
Bank Account )_nk Account Numbsr Pzyzble 1d Vendar Amount Paid Iz Posted
[l Bank Account Mumber 1-000 BaY-1 000000001 108,00 A oL
= | Pavable 1d 1-000 PAY-2 0000000001 108.00 ] T
[~ | vender 1-000 PaY-3 0000000001 108.00 A
= | Amount Paid 1-000 PAY-4 0000000001 108.00 ]
[~ | Is Posted 1-000 PAY-S 0000000001 108.00 [l £
c. Select criteria and add conditions.
= T——E H
= Vendar ~ | Equals ~ || 000000001 And v
d. You can select additional criteria to tighten your search further.
& | Vendor ~ | |Equals ~ | |0000000001 And | ¥
& Is Posted » | Equals > |Yes ¥ |and |»
Bank Account Bank Account Numbsr Payable Id Vendor Amcunt Paid Is Posted
[E | MyBank 111-000 PAY-21 0000000001 272.00 Fl
[£ My Bank 111-000 PAY-51 0000000001 350.00 @

5. Select from the existing records and click Open Selected button.
|| Search Pay Bills =13

ol & [[&

New | Open Selected| Refresh  Close

T 2 records (1 selected) &} Clear All Fikers
g Vendor > | |Equals > | 0000000001 And |
& Is Posted ~ | Equals v |Yes > | And |»
Bank Account Bank Account Number Payable Id Vendor Amount Paid Is Posted
|| vy Eank 111-000 PAY-21 DODDOOO0OL 7300 ]
[ | My Bank 111-000 PAY-S1 0000000001 380.00 [F]
@ Help | Resdy

6. The screen for the selected record will open.

\a Pay Bills Detall 2| ol x|
3 - [ =]
y ‘) " -
o w i @ % @3

New Search Print Unpost Recap Close
Vendor No: 0000000001 Date Paid: 05/ Record No: PAY-21
Bank Account: 12 Payment Method: Currency: usp
Amount Paid: 273,60 | Unapplied Amount: 0.00 | Vendor Credit: 50,000.00
Bank Balance: 115,418.60 | Check No: 00000004 Withheld: 106.40
Notes:

Due Date Bill No. Terms Bill Total AP Account Discount  Amount Due

05/23/2014  BL-1 Net 30 0 27010-0000 0.00

(7] ;| Posted Page |1 of 1 o
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