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Review a Payment in Accounts Payable Using Regular Entry 

This Addy Note explains how to verify the payment status of a supplier in UCF Financials.  

Step Action 
1. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Navigate to Main Menu > Accounts Payable > Vouchers > Add/Update > Regular 
Entry.  
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Step Action 
2. Enter the Business Unit. If you know the Voucher ID, enter it at the prompt. 

Otherwise, enter the relevant information in the Search Criteria to locate the invoice.  
 

3. Click Search.  

4. Click the Payments tab. 
 

 
 

5. Scroll down to the Schedule Payment section.  
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Step Action 

 
 
Note: If the invoice has been paid, a check number will appear in the Reference box 
and a Payment Date will be assigned.  
 
If no values have been assigened, scroll up to the Payment Information section and 
review the scheduled due date. The date in the Scheduled Due field determines when 
the invoice is eligible to be paid.  
 

 
 
Note: Travel vouchers for EMP suppliers are processed in a Control Group. In order 
for a voucher to be paid, the group to which the voucher belongs must be verified. If the 
scheduled due date has been met but the invoice has not been paid, the group has 
probably not yet been verified.  
 

6. To determine the Control Group number, click the Invoice Information tab. The 
Control Group number can be found on the Invoice Information tab next to the 
Supplier ID.  
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Step Action 
7. Navigate to Main Menu > Reporting Tools > Query > Query Viewer. Search for 

query FXAP_CONTROL_GRP_W_VCHRS.  
 

8. Select the desired run option (HTML, Excel, XML).  

9. Enter the Business Unit and Control Group number at the prompt. Click View 
Results.  
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Step Action 
10. Review the Grp Status. A Grp Status of Assigned or Ready for Review means the 

invoice is not eligible to be paid, whereas a Status of Verified means that it is eligible 
for payment. 
 

 


