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Log in to CI FINANCIALS

follow the path below to 
Accounts Payable > REGULAR ENTRY



After clicking SEARCH, it will populate all vendors 
with a name ‘CAMARILLO’

The highlighted below will be vendor CAMARILLO 
LAWN MOWER’s supplier ID on Peoplesoft



Search by supplier ID to find all the invoices 
that were paid for this vendor



Search Results shows payments made for 
this vendor. Click on invoice no. 12939, for 

example



Click on the PAYMENT tab



If payment date and reference is blank, it means 
the invoice will be paid in the future, and the date 

is found on SCHEDULED DUE

Reference is the 
check number



On PAYMENT OPTIONS, you will be able 
to tell if the vendor is set up to be paid by 

CHECK- CHK or ACH- EFT
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