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1. Double Click on the Phoenix icon on your desktop.
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PHOENIX

2. Enter Portal username in the Username field.

3. Enter Portal password in the Password field.

4. Click on the Connect button.

Phoenix Login

Plexse log in with your portsl usemame ond password,

5. Click on TWU Financial System Inquiry
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A series of windows will begin to open. All 3 Phoenix windows must remain
open. Windows may be minimized by selecting the minus sign (-) in the upper
right-hand corner of the window. Closing these windows will result in
disconnection from the Phoenix Application.
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Closing this window will cause Phoenix b close immediately, losing any unsaved
data. This Window may be minimized safiely 3t any time and may be closed
once all work in Phoenb is complete.
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6. Double click on Invoice Inquiry.

7. Double click on Invoices.
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The Find Invoices form will appear. This form offers various search criteria.
This document will cover the Supplier section located at the top of this form.

Only transactions that have transitioned to the Payables level may
be queried.

8. Enter the search criteria in the corresponding field (ex. Purchase Order
number in the PO Num field).The Name, Site, Number and Taxpayer ID
fields all have an LOV (List of Values) that can be used.

Supplier

Marre

Site T: er |0

PO Mum PO Shipment: -

9. Click on the Eind button in the lower right hand corner.

g=Find lvolces

Supplier

Marme her
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Mumber Terms: >
8 Pay Group: X
Invoice Status Holds

Paid

Invoice Template
Mumber
Feriod Type

Calculate Balance Owed. .

The Invoices form will appear. The Amount Paid area displays the amount
paid on transaction.

o |f the Name, Site, Number or Taxpayer ID field was queried, all
transactions for that supplier will be listed. Select the specific transaction
of interest and complete step 10.




10. Click on the Overview button, located at the bottom of the form.
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Type Supplier Supplier Num || Site Invoice Date Invaice Num | Invoice Curr | Inwoice Amount WWithheld Amount Frepaid Amoul
standard [Blackboard|550 JrorTLalfo2-mAR 2004 (57178 usD 595.00
| |Po Box 24 mAv2004  [saLE2001002{UsD 35,000.00
standard |Blackboard|550 |Po Box J24mav-2004  [SALE2001003jUSD 18,000.00
Standard [Blackboard 550 |Po BOX [23.AUG2004 | CRM2001005¢{USD 60,000.00 -
4 13
1 General

I Stat

Approval [Not Required

Pending Appraver

Amount Paid Invoice Status
Kuso 595.00_I> Status |Va|ida19d
I Accounted !Yes

Description |REGFEE[ALLI50N PETERSON TO ATTEND BLACKBOARD USERS CONF. 2/25,

¥
Holds 0
Distribution Total 595.00

Overview Distributions

The Invoice Overview form displays current payment information for the
specific transaction queried.

The Actual Payments area in the lower right hand corner displays the check
number and date the payment was issued.

Note the Due Date in the Scheduled Payments section. Payment will not be
made until the due date.
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