
PAID INVOICE INQUIRY 
Click FINANCIALS on the toolbar, Scroll to ACCOUNTS PAYABLE, Scroll to INVOICE INQUIRY AND 
REPORTS, Double Click VENDOR INVOICE LISTS 

 
On the toolbar, select the Magnifying Glass and type in your search criteria.   

  
Like other screens, the option to search multiple fields such as Vendor Number and Invoice may be utilized 
to speed up and isolate your request.  Hit enter on the keyboard or click the green check mark on the toolbar 
to reveal the search results.   
 

  
On the toolbar click the Browse Icon to reveal the following screen.  Search results reveal the Vendor name, 
Invoice, Voucher, PO#, Warrant, Check#, Amount, Use Tax, and STS.  You can manipulate the view of the 
report to show the data in the order you wish, by clicking on any of the headers within the top row of the 
report.  

 



  
The STS Field indicates Status and will display PD once the payment has been processed in MUNIS.  This 
designation should not be misconstrued as the warrant having been redeemed at a financial institution; the 
field is updated in the system upon completion of cash disbursing the payment and may or may not be 
cashed.   
 
Note:  Toolbar fields  
  
 


