How to Lookup Vendor Payment History

Step 1: Select Vendor Lookup from Main Menu.

' B
% QSS ControlCenter 64 - Shoreline Joint Unified School QSS/OASIS (1520)  (mlol=) bl

File View Year | Messages | Window Mews Help+Video

AP Batch Maintenance
Purchasing Master Files
Purchase Orders [ Requisitions
Requisition Routing Master Files
ﬁ Vendor Maintenance
= Lookups
K:}? Account Lookup

r__‘l Settings [ Master Files

'::é? Account Maintenance

'::ﬁ Chart of Accounts f Beginning Balances

= W2/ 1099
1_% W2 [ 1099 Processing
=] Human Resources [ Payroll

a;" Employee Maintenance

% Absence Tracking
m Retirement

|:—:| HR. Reparting and Downloading
%’ HR. Repart [ Job Selector
E@ Personnel Downloader

I {SE ? HR Query
.=

= Absence Tracking Job Menu
"—

I M= Benefits Management Jab Menu
’—
H = Payroll Job Menu

Last Run: 0927 /2017 16:39:43

m

Yr:2018 Dist:64 Site:725 GS: W | 9/28/2017 3:05 PM

Vendor Payment History

Page 1



Step 2: Enter Vendor Name; shortening name will bring in more choices

-
3 Vendor Lockup

64 - Shoreline Joint Unified School QSS/OASIS [ =D

File Options Help+Video

>QOE 000 HRPRN=8|o

Statu:

@ Yendor Lookup | TIM Lnnkunl Commodity Lookup | Employes Lnnkupl Easultsl

District: |E4 ;I Date: I I LI ’70 Active

() Inactive (& Both

Page:1of 1

¥ Include addiional addresses W Include commodity codes

LContact Information

T Additional Information

Mamn

addess: |

[~ Search remit/add add?

City: I State: I Zip:

Femit Mame: I

Remit &ddress: I

City: I State: I_ Zip: l—

endor Humber: I Contact: I

Phnna[l_]l Fax:[l_]l

1099
OYes O Mo @ Al Mare: |

Preset: I TaxlD I SSM: I

Usze TaxIA-AII vl Use tax 1: I

Use tax 2:

Temns: I

Aocount Mumber, I

Comment I

Rating:
Type:

M2g Flag: I Category: I
Revolving Cash Object: I

9428/2017 |3:07 PM
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Step 3: receive multiple entries, select Fishman. Then Select Vendor Activity

Select Vendor
Activity

3 Vendor Lockup

64 - Shoreline JDinyuiﬁgSchool

QSS/0ASIS [r=E] S |

File Options Help+Video

Select
Fishman

>@®H 033

6 Records Read, 6 Records Matched. Showing 6 rows including 6 Vendors and 0 Additional Addresses.

HERadh=ET9

Wendor Lnnkupl TN Lnnkup] Commadity Lookup I Employee Lookup @ Besults I

Page:1of 1

Vendor Name Vendor #/Addr | Status| Address ‘Contact/Comment/Type/TIN Phone Number |Fax Number | Com Code:
FISCO 64 - 004309 1 1808 3RD AVE SE TIN: M
ROCHESTER,, MM 55304
FISHER SCIENCE 64 - 002296 A 485 5. FROMTAGE ROAD TIN: M (800) 955-1177 | (800) 955-0740
BURR RIDGE, IL 60521
FISHER SCIENTIFIC CO. 64 - 000262 1 4301 W, LEMOYNE ST, TIN: M
CHICAGO, IL 60651
FISHER, 5AM 54 -070601 A PO BOX 455 TIM: N
PT REYES STATION, CA
\ FISHMAM SUPPLY COMPANY 54 - 000047 A 715 50UTH POINT BLVD STE (CORPORATION (707) 763-8161 |(707) 763-7352
M TIN: M
FISICARO, BOB 54 - 002366 I CLOVER STORMETTA TIN: N (707) 565-9055
DISTRIBUTOR
1832 AMY AVE.

9/28/2017 3:08 PM
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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

.

B3 Vendeor Activity

=

Wendor Number: |000047

e

CHEGR T orm 2m - [+ ]

.

Clear

Ending Date: |06/30/2018 j

Azcending Date Order: [

Change year

Tranzaction Types:

Ch - Credit Merno

Cw - Cancelled warrant

CL - Establizhed payables/payment
Hw - Hand warrant

LE - Liability payment

PO - Purchase orders/pavments
P - Pay Voucher

RC - Revolving cash

TC - Trawvel Claim

Fi - Requisition

Reference Mumber: |

PO Acct Line #:

[rvoice Mumber: |

ok

Cancel
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Step 5: this provides a lot of info

ADVANCED:

Step 6: Select Grid Output

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

Select Grid
Output

\,:} Vendor Lookup

64 - Shoreline Jcl nified School

QS5/0ASIS (e o1 e S

File

=
= A

Views

Page

DaadE

Qa3 a

View:2of 2 Page:1ofil

Entered

07/01/2016
08/18/2016
08/18/2016
09/09/2016
09/19/2016
10/05/2016
10/05/2016
10/17/2016
10/17/2016
11/21/2016
11/21/2016
02/01/2017
03/10/2017
03/16/2017
03/20/2017
03/29/2017
05/01/2017
U 05/01/2017
06/30/2017
08/06/2017
09/27/2017

District: 064

|Program messages are displayed here

Vendor Number: 000047 - FISHMAN SUPPLY COMPANY
Beginning Date Ending Date
07/01/2016 06/30,/2018
Transaction Types
Reference Number:000000
PO Acct Line:0
Invoice Number:

QSS/O0ASIS
Page 1 of 1

[wvarfoptfqgss/data/VENDET last updated THU, SEP 28, 2017, 04:18 AM

Canceled Warrants 0.00

Credit Memo 0.00 0.00

Est Payables/Payments 0.00 0.00 0.00
Hand Warrants 0.00

Liability Payments 0.00 0.00
Purchase Orders/Payments 1,068.05 0.00 1,524.43
Pay Vouchers 0.00 0.00

Travel Claims 0.00 0.00

Revolving cash 0.00 0.00

Vendor Total 1,068.05 0.00 1,524.43

1 vendor(s) and 21 detail record(s) selected.

I

PD-179013 | 07/01/2016 400.00 01-0000-0-4300. 00-1110-3600-740-000-000 | BUS & SHOP CLEANING
PD-170290 08/18/2016 67.76 o.oo 01-0000-0-4300. 00-0000-8200-106-000-000 FLOOR SEALER
P0O-170290 | 08/18/2016 67.75 0.00 01-0000-0-4300.00-0000-8200-108-000-000 FLOOR SEALER
PO-170356 09/09/2016 23.27 0.00 01-0000-0-4300.00-0000-8200-108-000-000 SUPPLIES

PO-170356 | 09/21/2016 | 20139059 O -23.27 | 21.50 01-0000-0-4300.00-0000-8200-108-000-000 | SPRAY BOTTLES
PD-170290 10/07/2016 201410350 -67.76 62.59 01-0000-0-4300.00-0000-8200-106-000-000 1042810

PO-170290 | 10/07/2016 | 201410350 -67.75  62.59 01-0000-0-4300.00-0000-8200-108-000-000 | 1042810

PO-170544 10/17/2016 403.64  0.00 01-0000-0-4300.00-0000-8200-106-000-000 MAINTENANCE SUPPLIES
PO-170544 | 10/17/2016 403.64 0.00 01-0000-0-4300.00-0000-8200-108-000-000  MAINTENANCE SUPPLIES
PO-170544 11/23/2016 201459910 -403.64 403.64 01-0000-0-4300.00-0000-8200-106-000-000 MAINTENANCE SUPPLIES
P0D-170544 | 11/23/2016 | 20145991 O -403.64 398.46 01-0000-0-4300.00-0000-8200-108-000-000 | 1053365

PO-179013 02/03/2017 201521950 -239.01 239.01 01-0000-0-4300.00-1110-3600-740-000-000 BUS & SHOP SUPPLIES
P0-171530 | 03/10/2017 125.79 0.00 01-0000-0-4300.00-0000-8200-108-000-000 | Cleaning Supplies
P0O-171523 03/16/2017 92.71 0.00 01-0000-0-4300.00-0000-8200-108-000-000 Invoice 1071397 i
P0O-171528 | 03/20/2017 125.79 0.00 01-0000-0-4300.00-0000-8200-108-000-000  Fishman 1069680
PO-171530 03/31/2017 20157699 0 -125.79 125.50 01-0000-0-4300.00-0000-8200-108-000-000 1069680

P0-171523 | 05/05/2017 | 20161047 O -92.71 | 85.64 01-0000-0-4300.00-0000-8200-108-000-000 | 1071397

PO-171528 05/05/2017 20161047 O -125.79 125.50 01-0000-0-4300.00-0000-8200-108-000-000 1069680

PO-179013 | 06/30/2017 -160.99 0.00 01-0000-0-4300.00-1110-3600-740-000-000 | EOY MASS CLOSE
P0O-185009 08/06/2017 700.00 0.00 01-0000-0-4300.00-0000-8110-740-000-000 CUSTODIAL SUPPLIES
P0D-180534 | 09/27/2017 368.05 0.00 01-0000-0-4300.00-0000-7200-700-000-000 | COPY PAPER
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Step 6: Easier to read

Select the
MORE ADVANCED Can be loaded in Excel .
Excel icon far
Step 7: Select Excel icon far right right
=5/ Grid Output bt - ) S
File Options
e lHDmx
Entered Feference Paid “wWarrant i St Enc Amount Account Invoice Mo -
07/01/2016  {PO-179013 0F/01/20168 ooooooog 400.00 0.00) 01-0000-0-4300.00-1110-3600-740-000-000 BUS & SHOP CLEAMING
08418/2016 | PO-170290 0318/2016 Qo0oooaa E7.76 0.00) 01-0000-0-4300.00-0000-3200-108-000-000 FLOOR SEALER
0g8A8/2016  |PO-170290 08/18/2016 Qo0oooaa E7.75 0.00) 01-0000-0-4300.00-0000-5200-108-000-000 FLOOR SEALER
09/08/2016 | PO-170356 03/09/2016 Qo0oooaa 23.27 0.00) 01-0000-0-4300.00-0000-8200-108-000-000 SUPPLIES
094942016 | PO-170356 09/21/2016 20139058(0 2327 21.50( 01-0000-0-4300.00-0000-8200-108-000-000 SPRAY BOTTLES
10/05/2016 | PO-170290 10/07/2016 20 41035(0 -B7.76 £2.59( 01-0000-0-4:300. 00-0000-8200-106-000-000 1042810
10/05/2016 | PO-170290 10072016 20M41035(0 -B7.75 £2.53( 01-0000-0-4300. 00-0000-8200-108-000-000 1042810
10/17/2016 | PO-170544 10/17/2016 | 00000000 40364 10.00] 01-0000-0-4300.00-0000-8200-106-000-000 MAINTENANCE
10M7/2016  |PO-170544 1017/2016 Qo0oooaa 403,64 0.00) 01-0000-0-4300.00-0000-3200-108-000-000 MI-"-:\LN_IFFANEE
11212016 |PO-170544 11/23/2016 20145991 (0 -403.64 403,64/ 01-0000-0-4300. 00-0000-8200-106-000-000 MAINTENANCE
11421/2016  |PO-170544 11/23/2016 20145331 (0 -403.64 393 46( 01-0000-0-4300. 00-0000-8200-108-000-000 1053365
02014207 [PO-179013 02/03/2017 20152195(0 -239.m 239.01 | 01-0000-0-4300.00-1110-3600-740-000-000 BUS & SHOP SUPPLIES [
03A10/2017  [PO-171530 0310/2017 Qo0oooaa 12579 0.00) 01-0000-0-4300.00-0000-8200-108-000-000 Cleaning Supplies ||
03A6/2017  |PO-171523 03A16/2017 Qo0oooaa 927 0.00) 01-0000-0-4300.00-0000-8200-108-000-000 Invoice 1071337
H
03/20/2017  |PO-171528 03/20/2017 Qo0oooaa 125.79 0.00) 01-0000-0-4300.00-0000-8200-108-000-000 Fishman 1069680
03/29/2017  |PO-171530 03431217 20157699(0 125,79 125.50( 01-0000-0-4300. 00-0000-8200-108-000-000 10B9680 [l
05/01/2017  |PO-171523 05/05/2017 201610470 927 85.64( 01-0000-0-4:300.00-0000-8200-108-000-000 10713597
05401/2017  |PO-171528 05/08/2017 20161047 (0 -125.79 125.50( 01-0000-0-4300. 00-0000-8200-108-000-000 1063680 |
06/30/2017  |PO-179013 06/30/2017 ooooooog -160.99 0.00) 01-0000-0-4300.00-1110-3600-740-000-000 EOv MaSS5 CLOSE
08/08/2017 | PO-185009 08/06/2017 Qo0oooaa 700.00 0.00) 01-0000-0-4300.00-0000-511 0-740-000-000 CUSTODIAL SUPFLIES |
09/27/2017 | PO-180534 09/27/217 Qo0oooaa 3J6B.05 0.00) 01-0000-0-4300.00-0000-7200-700-000-000 COPY PAPER - i
Step 8: Excel selection box, just click Continue
r -
Settings
o Columnz to Exclude Ewport az Text 'Owvernide’
Drelirniter
l—_| Entered o~ Entered -
-
Reference Reference
Oriertak Paid - Paid -
Se=lie Wiarrant 7 W' arrant 0
f& Portrait Wi St Wt St
" Landscape Enc Enc
R Arnavnt S Armount S
Selectall | Clearal | Selectal | [ Clearal |
Caontinue Cancel
S
Click Continue
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Double Click
Step 9: Double click Excel file Excel file

== )

@@ﬂ | <« AppData » Roaming » gss » UserFiles » SVR199881123.PORT22610 » BIZ64BA » Temp ~ | 49 || Search Temp o

Organize » Mew folder =~ [0 @

(T Microsoft Excel Name Date modified Type Size

@_] Out20170928153205 xls 9/28/2017 3:32 PM Microsoft Excel 97... 3KB
[ Favorites € VL000001.htm 9/28/2017 3:20 PM  Chrome HTML De... 293 KB
4 Downloads € VL000002.htm 9/28/2017 3:22PM  Chrome HTML De... 234 KB
%% Dropbox
. payroll (1010.4011)
I Bl Desktop
2| Recent Places
- Libraries
3 Documents
J’ Music
=/ Pictures

EE videos
@ Homegroup

1% Computer
& os()

G‘j MNetwork
% BRUCE-PC
% pO-LT

| TECH-PC

| TPt 501 70928153205, + | [l Excel Files (7" ads"adsm;_~ |

Tools - [ Open |v] ’ Cancel I
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Step 10: Click finish

Text Import Wizard - Step 1of 2 1 =

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Mext, or choose the data type that best describes your data.
Original data type

Choose the file type that best describes your data:
i@ - Characters such as commas or tabs separate each field.

(7 Fixed width - Fields are aligned in columns with spaces between each field.

Startimportat row: | 1 ! File grigin: 437 : OEM United States |

Preview of file C:\Users\Bruce\AppData\Roaming'gss\UserFiles\svR, 199, .. . \Out20170928153205. x5,

nteredReferencePaidWarrantWr StEncimountlccountInvoice No o
T/01/Z2016P0-17301307,/01/201€00000000400.000.0001-0000-0-4300_00-1 [ W
8/18/2016eP0-17029008,/18,/20160000000067 . 760_0001-0000-0-4300_00-00
B8/1B8/2016P0-17029008/18/,20160000000067 .750.0001-0000-0-4300_00-00
9/09/2016P0-170350059,/09/20160000000023_270.0001-0000-0-4300_00-00 -

I I

; mext> | | Finish

Click
Finish
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Excel file can be sorted or analyzed.

A9 &F|- Out20170928153205.xs - Microsoft Excel EEET
Home Insert Page Layout Formulas Data Review View Acrobat [ 9 = e E3
= . Calibri 11 - = E[; = General - _.ég g=Insert ~ - W ﬁ

g =E=E- $-% Syles P pelete - | [g- £ ©

| " = W - [EiFomat - | @+ Fitter~ select-
Clipboard = Faont Fl Alignment Fl Number Fl Cells Editing

C25 - I | v
A B C D E F G H i

1 Entered Reference Paid Warrant Wr St Enc Amount Account §
2 7/1/2016 PO-179013 7/1/2016 0 400 0 01-0000-0-4300.00-1110-3600-740-C
3 8/18/2016 PO-170290 8/18/2016 0 67.76 0 01-0000-0-4300.00-0000-8200-106-C
4 | 8/18/2016 PO-170290 8/18/2016 0 67.75 0 01-0000-0-4200.00-0000-8200-108-C
5 9/9/2016 PO-170356  9/9/2016 0 23.27 0 01-0000-0-4200.00-0000-8200-108-C
6 9/19/2016 PO-170356 9/21/2016 20139053 Q -23.27 21.5 01-0000-0-4300.00-0000-8200-108-C
7 | 10/5/2016 PO-170290 10/7/2016 20141035 Q -67.76 62.59 01-0000-0-4300.00-0000-8200-106-C
8 | 10/5/2016 PO-170290 10/7/2016 20141035 O -67.75 62.59 01-0000-0-4300.00-0000-8200-108-C
9 |10/17/2016 PO-170544 10/17/2016 0 403.64 0 01-0000-0-4300.00-0000-8200-106-C
10 10/17/2016 PO-170544 10/17/2016 0 403.64 0 01-0000-0-4300.00-0000-8200-108-C
11 11/21/2016 PO-170544 11/23/2016 20145991 Q -403.64  403.64 01-0000-0-4300.00-0000-8200-106-C
12 11/21/2016 PO-170544 11/23/2016 20145931 O -403.64  398.46 01-0000-0-4300.00-0000-8200-108-C
13 2/1/2017 PO-179013 2/3/2017 20152195 O -239.01  239.01 01-0000-0-4300.00-1110-3600-740-C
14 | 3/10/2017 PO-171530 3/10/2017 0 125.79 0 01-0000-0-4300.00-0000-8200-108-C
15| 3/16/2017 PO-171523 3/16/2017 0 92.71 0 01-00:00-0-4300.00-0000-8200-108-C
16 | 3/20/2017 PO-171528 3/20/2017 0 125.79 0 01-0000-0-4200.00-0000-8200-108-C 3
17| 3/29/2017 PO-171530 3/31/2017 20157699 O -125.79 125.5 01-0000-0-4300.00-0000-8200-108-C
18 5/1/2017 PO-171523 5/5/2017 20161047 Q -92.71 85.64 01-0000-0-4300.00-0000-3200-108-C
15 5/1/2017 PO-171528  5/5/2017 20161047 Q -125.79 125.5 01-0000-0-4300.00-0000-8200-108-C
20 6/30/2017 PO-179013 6/30/2017 0 -160.99 0 01-0000-0-4300.00-1110-3600-740-C

| 21 8/6/2017 PO-185009 8/6/2017 0 F00 0 01-0000-0-4300.00-0000-2110-740-C
22 | 9f27/2017 PO-180534 9/27/2017 0 368.05 0 01-0000-0-4300.00-0000-7200-700-C
23
24

[25] I
26
27
28
29 |
30

Il 31 I

. 32 -

| 4 4 » M| DUt20170928153205 . ¥ (4] il | 20
Import chusersibruce‘\appdatairoamingigssiuserfilesisvr199.58.112.3 port.296... || [@]@ I 100% ISI U I:-EI
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