Direct Payment Voucher
SJSU ‘ FINANCE Process: Payment Status
Module: CFS Accounts Payable

Overview

This business process guide demonstrates how search and review the payment status for a Direct Payment
voucher in Common Finance Services (CFS).

Direct Payment vouchers are created in the Financial Transaction Services (FTS) system by the department
requestor and approved by an Approving Official. Approved vouchers feed into the Common Finance Services
(CFS) at the end of each business day where they are audited by the Payment Services and processed for
payment.
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Log into CFS

The following instructions show how to log into CFS.

1. Go toone.SJSU.edu

2. Type CFS in the search
bar and click on the
magnifying glass then
select Common Finance
System.

The Connecting to CSU DUO
page displays.

3. In the SJSU ID Number field,
enter your 9 digit ID number

and then enter your password.

4. Click Sign In button.

SAN JOSE STATE UNIVERSITY

Qonesisy

1 Home

@y Favories Announcements

* First time using one.SJSU?

88 categories
N My inbox

Please read all Announcements by selecting view all. Additional help is available from the Help
option or directly at the one.SJSU Help page.

* How do I start 2

View more

View all

Search Results: 'cfs’

Roles: Al (change)

Tasks

Common Finance System (CFS) CFS Data Warehouse

Connecting to [ @
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5. You'll be taken to the CFS
9.2 Homepage.

6. Click on the NavBar. FCFSPRD
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Voucher Payment Status

This section demonstrates how to check the payment status of a Direct Payment voucher.

1. From the NavBar: Menu, RlaxE2asen i
navigate to Accounts _ Menu > Accounss Payae > Revew Accounis
Payable > Review = Payatlerm
Accounts Payable Info > el

Vouchers > AP Voucher
Document Status

©

= AP Accounting Entries

= AP Voucher Document Status

Recently Visited

3

= CTA Cash Reclassification

Favorites

= Document Tolerance Override

£ !
L% = Joumnal Drill Down
My Preferences.

= Match Exceptions Analysis

]

-------

L W
RegularEntry = Match Workibench

= Review Payables Revaluation

= Seli-Billed Invoice

E Seli-Billed Invoice Creation
E Unbalanced Accounting Entries
E VAT Defails

= Voucher
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Voucher Document Status Ing
page displays.

2. In Business Unit field: Enter
SJ000.

3. Enter a value for one of the
following fields-

e Voucher ID: 8-digit
CFS Voucher Number
(OOXXXXXX)

e |nvoice Number:
Supplier’s Invoice
Number

e Supplier ID: 10-digit
Supplier ID.

Note: The CFS Voucher ID
can be found in FTS with
associated Direct Payment. It
is not the same as the FTS
Voucher ID (WVOXXXXX

4. Click Search.

Voucher Document Status
displays.

The top part of page provides
information such as Voucher ID
(CFS Voucher No.), Invoice ID,
Voucher amount, and nhame and
Supplier ID for payee.

Voucher Document Status Inq

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

¥ Search Criteria

“Business Unit | = [SJOOO

jol

Voucher ID | begins with v | (00300000

Invoice Number | begins with . ‘

Invoice Date [ = v I ‘

p J

Supplier ID \ begins with ~ [

Short Supplier Name \ begins with w [

oL

Ucase Sensitive

Basic Search &' Save Search Criteria

Voucher Document Status

Business Unit  $J000 Voucher 1D (103712850
Invoice D 143362 Invoice Date 1111872015
Gross Amount  25183.74 usp Approval Status  Approved
SupplierID 0000001032 wActions  SJSURESE-001 Document Type  Voucher
Location _ MAIN status _Posted
oo -
Paynfents(1)
‘ Show Al
Associated Document
EIEY
Documents | Related Info ‘u»
Actions SetiD Document Type  DOC ID= Status Document Date  Supplier ID Location
¥ Actions 5J000 Payment 468592 Posted 0312412016 0000001032 MAIN
Return to Search H Refresh |

Document Tolerance Status Valid
Budget Misc Status Valid
Budget Status Valid

Match Status Not Applicable

of 1 v View Al

Go To Document Status
Inquiry
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The Documents section of page
displays the following payment
information-

e DOC ID: Shows either the
Check Number (6-digit
number).

e Document Date: Date of
payment.

If this section is blank, then no
payment has been made to
supplier. Please contact the
Payment Services Technician to
follow-up.

If payment has been made, click
the check number hyperlink under
Doc ID.

Voucher Document Status

Business Unit  SJ000 VoucherIp 031355 Document Tolerance Status Valid
Invoice ID 143362 Invoice Date 114182015 Budget Misc Status Valid
Gross Amount 2518374 Approval Status  Approved Budget Status Valid
Supplier 1D 0000001032 wActions  SJSURESE-001 Document Type  Voucher Match Status Nt Applicable
Location MAIN Status  Fosted
3\
”
(= -] A3
Fa‘,-men(fs[ﬂ
‘ Show All
Associated Document
®|[a atv Vew
Documents ‘ Related Info | 1»
Actions SetlD Document Type  DOC ID= Status Document Date  Supplier ID Location GoTo D‘I’::Irj';vt Status
r -
| ¥ Actions SJ000 Payment 468892 Posted 0312412018 0000001032 MAIN I 2
‘ Return to Search | ‘ Refresh ‘
Voucher Document Status
Business Unit  $J000 Voucher 1D 0313953 Document Tolerance Status Vaid
Invoice ID 143362 Invoice Date 111872015 Budget Misc Status Valid
Gross Amount  25183.74 usD Approval Status  Approved Budget Status Valid
Supplier D 0000001032 wActions  SJSU RESE-001 Document Type  Voucher Match Status Mot Applicable
Location ~ MAIN Status  Posted
3\
oo Y
Payments(1)
‘ Show All ‘
Associated Document
|5][a] v View Al
Documents. ‘ Related Info ‘ 3
Actions SetlD Document Type  DOC ID= Status Document Date  Supplier ID Location Eajlo [’?rf:"j'i‘f;“ Sails
¥ Ations 5000 Payment 468882 Posted 031242016 0000001032 MAIN ]
Retum to Search | | Refresn |
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The Payment Inquiry page
displays.

Under the Payment Inquiry
Result section, the columns
provide the following information:

¢ Payment Reference ID:
6-digit check number.

e Amount: The check
amount.

Note: The check amount
may be different than the
voucher amount because
the check amount may
include other payments to
supplier.

¢ Payment Date: Date of
check.

e Reconciliation Status:
Displays whether payment
has been reconciled.

e Reconcile Date: This is
the date SJSU uploaded
the monthly bank file and
not the date check was
cashed.

In the snapshot, the bank
file was uploaded on
4/1/16, so the check was
reconciled in the month of
March.

Contact

Please contact FinanceConnect with any questions at financeconnect@sjsu.edu or 4-1558.

Payment Inquiry

» Search Criteria

¥ Sorting Criteria

Payment Inquiry Result

[s][<]

I Payment Details H Addi

Actions

¥ Aclions

Source

VCHR

jonal o || Supelier Details || Einancial Gateway | b

nnnnnn

Amount

2518374

cul

USD

men:

cy

Creation Date

03/24/2016

032412016

04/01/2016
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