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A FAST Refresher 
How to lookup a voucher in Accounts Payable
(updated 09/21/2016)
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Voucher Research in FAST
Practical Uses


Vendor may inquire about payment of an invoice


You may need to view the vendor invoice


You may need to view the accounting entries

Navigation:


Accounts Payable


Review Accounts Payable Info


Vouchers


Voucher
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Then search with a Business Unit  (USF01) and the voucher number (00337043 in the illustration below)
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The search will reveal:
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Click the “Actions” link to view accounting entries, payment information, voucher details, or the document status.
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Select the desired item (for example accounting entries).
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Posting Process: AP Accrual GLDist Status:  Distributed
Main Information \_ Charifiebs )

Description ‘Monetary Amount Currency Code Ledger GLUnit
‘Accounts Payable 20,18 USD ACTUALS USFO1
'D0242008EFREIGHT 2018 USD ACTUALS USFO1
‘Accounts Payable 2249 USD ACTUALS USFO1
'D0242008EFREIGHT 2249 USD ACTUALS USFO1
‘Accounts Payable 2079 USD ACTUALS USFO1
'D0242008EFREIGHT 2079 USD ACTUALS USFO1
‘Accounts Payable -1371UsD ACTUALS USFO1

'D0B242008EFREIGHT 1371UsD ACTUALS USFO1




Or select payment information to view payment date, check number and amount.
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Click the image symbol  [image: image10.png]


 to view an image of the vendor invoice (illustration below).
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Delivery Service invoice
Invoice date June 24, 2006
Invoice number 0000346192256
Shipper number 346192
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For questions about your invoice, call:
(800) 811-1648
Monday - Friday
8:00a.m. - 9:00 p.m. ET.

or visit ups.com

or write:
UPS|
P.0. Box 650580
Dallas, TX 75265-0580
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