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How to Lookup Vendor Payment History 

 
Step 1:  Select Vendor Lookup from Main Menu. 
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Step 2: Enter Vendor Name; shortening name will bring in more choices 
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Step 3: receive multiple entries, select Fishman. Then Select Vendor Activity  

  

 

 

 

 

 

 

 

 

 

Select Vendor 
Activity 

Select 
Fishman 
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Step 4: Notice Beginning and Ending date is set for current year. Any year can be entered. Beginning 
Year changed to 2015. Click OK 

  

 

 

 

 

 

 

 

 

 

 

 

Click 
OK 

Change year 
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Step 5: this provides a lot of info 

ADVANCED: This info can be pulled into a table and loaded into excel.  

Step 6: Select Grid Output 

 

 

 

 

Select Grid 
Output 
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Step 6: Easier to read  

MORE ADVANCED Can be loaded in Excel 

Step 7: Select Excel icon far right 

 

 

 

Step 8: Excel selection box, just click Continue 

 

 

 

Select the 
Excel icon far 
right 

Click Continue 
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Step 9: Double click Excel file 

 

 

 

 

 

 

 

 

 

 

 

Double Click 
Excel file 
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Step 10: Click finish 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click 
Finish 
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Excel file can be sorted or analyzed.  

 


