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College Financial System
User Procedure 

Title: 
Inquiry – Accounts Payable (Invoices) 

Description: 
This inquiry provides detailed information for specific supplier invoices. 

College Financial System (CFS) Prerequisites: 
•  System Navigation skills are required 

•  User at Maricopa requires  responsibility = “MCCCD Inquiry” to access this 
Accounts Payable Inquiry (MCCCD) form 

 

Menu Path 
Accounts Payable Inquiry � Invoices �  Invoices  
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Window Name: 
Accounts Payable Inquiry (MCCCD) 

 

Field Name Description/Action 

1. Supplier Name Enter supplier name for inquiry 

2. Supplier  
Number 

Enter supplier number for inquiry 

3. Purchase Order 
Number 

Enter purchase order number for inquiry 

4. Invoice Number Enter invoice number for inquiry 

 

1 2 

3 

4 



Last Saved On:  2/23/02 Page 3 of 10 Version 1.0 
Based on material purchased from Solbourne Computer, Inc.. Accounts Payable 

Window Name: 
Inquiry by Supplier name or Supplier number 

 

Field Name Description/Action 

5. Supplier Name Enter Supplier name 

6. Supplier 
number 

Enter Supplier number 

7. Click on the  or the FIND button. 
 Note:  In this query you can enter either Supplier name or Supplier number, 

you do not have to enter both. 
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Window Name: 
Accounts Payable inquiry (MCCCD) – by Supplier name or Supplier number 

  

This form will show all invoices entered for the Supplier name or Supplier number you 
have queried. 
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Window Name: 
Accounts Payable Inquiry (MCCCD) – Purchase Order number 

 

Field Name Description/Action 

8. Purchase Order 
number 

Enter purchase order number. 

9. Click on the  or the FIND button. 
 

8 

9 



Last Saved On:  2/23/02 Page 6 of 10 Version 1.0 
Based on material purchased from Solbourne Computer, Inc.. Accounts Payable 

Window Name: 
Accounts Payable Inquiry (MCCCD) – Purchase Order number  

 

This form provides all information regarding invoices matched to the queried purchase 
order number. 

Field Name Description/Action 

10. Invoice Select invoice to review 

11. Overview Detail invoice information 

12. Distribution Detail of GL account number applied to invoice 

13. Payments Payment detail for selected invoice 
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Window Name: 
Accounts Payable Inquiry (MCCCD) – Invoice Overview 

 

Overview of invoice detail 

Field Name Description/Action 

14. Amount Invoice amount 

15. Check number Check number 

16. Date Date invoice was paid  
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Window Name: 
Accounts Payable Inquiry (MCCCD) – Invoice Distribution 

  

Field Name Description/Action 

17. Distribution GL account code distribution 
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Window Name: 
Accounts Payable Inquiry (MCCCD) – Payments  

 

For detail information about payment click on PAYMENT OVERVIEW button 
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Window Name: 
Accounts Payable Inquiry (MCCCD) – Payment Overview 

 

Field Name Description/Action 

18. Check number Check number 

19. Check amount Check amount  

20. Check status Check cashed by bank 

21. Check clear 
date 

Date check cleared by bank 

 

 End of procedure 
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