How do I view invoices in the system?

To view the image and status of your invoice in Unit4 Business World, once you log into the system you can go to Reports > P2P > P2P – Invoice Status Enquiry
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This will direct you to an enquiry page in the system and you will then have a range of options by which you can search for your invoice.
In the example below I have typed in the invoice number and then clicked on the search button and all of the possible results have been returned. You could also search by Supplier ID, Supplier Name, transaction number, your Cost Centre or Account Code (subjective) if required.
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How do I view the Invoice Image? 
You can scroll to the right hand side of the page and then click on the transaction number of the invoice which is highlighted in blue
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How do I know if my Invoice has been paid to the Supplier? 
The key to understanding the status of your invoice is shown in the T column on the enquiry page. 
If the Status is A – This means that the invoice is in workflow and requires further action before it will be paid
If the Status is B – This means the invoice is finished in workflow and is either ready for payment or has been paid.
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In the example above, because the Status is A, you can click on the ‘Workflow in Progress’ section and this will display a workflow map and show you who the invoice is with to complete further action. 

After reviewing the workflow map, you will then be able to liaise with the person that the invoice is with and ask them to take appropriate action to get the invoice paid.
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If the Invoice shows as a B status, you can scroll to the right of the screen and on the Link to reports section you can then click on the drop down and the click on Open and Historic.
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[bookmark: _GoBack]This will then direct you to the payments page and you will be able to see the due date on the invoice and whether the invoice has been paid or not. If the invoice has been paid it will show as a C status.
image7.png
€ Overview - Sys4 x | [ PROACTIS Central X | B F5Dynamic Webtop x P2P - Invoice Status Enquiry - U X [ INV_ac16008c-213e-4781-8919- x | + X
€ > C (Y @ https//ubw.unitdcloud.com/uk_sh1_prod_web/Default.aspx % 6
UNIT4 Business World On! @ v @O v Shropshire Council v 2 SC-TDIDONATO v & EZED) *™ | Search (Alt:q) Q i
Task management x  P2P - Invoice Status Enquiry X  Registration of incoming invoices X
(e ?

Account Acgount & contn Project Proiset Description 3 o (n) Currency | SU | Transdate
) ]
3 C11000  Payments to Contractors. 80012 Bicton CE (Cont) Primary School and Nursery -.. C00103 Bicton Primary Cond. PL VAT Purchases (Standard Rate NET).. GBP 908184 14/03/2019
3 C11000  Payments to Contractors. 80012 Bicton CE (Cont) Primary School and Nursery -.. C00103 Bicton Primary Cond. PL VAT Purchases (Standard Rate NET).. GBP 908184 14/03/2019
3 C11000  Payments to Contractors. 80012 Bicton CE (Cont) Primary School and Nursery -.. C00103 Bicton Primary Cond. PL VAT Purchases (Standard Rate NET).. GBP 908184 14/03/2019
3 C11000  Payments to Contractors. 80012 Bicton CE (Cont) Primary School and Nursery -.. C00103 Bicton Primary Cond. PL VAT Purchases (Standard Rate NET).. GBP 908184 14/03/2019
3 C11000  Payments to Contractors. 80012 Bicton CE (Cont) Primary School and Nursery -.. C00103 Bicton Primary Cond. PL VAT Purchases (Standard Rate NET).. GBP 908184 14/03/2019
3 C11000  Payments to Contractors. 80012 Bicton CE (Cont) Primary School and Nursery -.. C00103 Bicton Primary Cond. PL VAT Purchases (Standard Rate NET).. GBP 908184 14/03/2019
3 C11000  Payments to Contractors. 80012 Bicton CE (Cont) Primary School and Nursery -.. C00103 Bicton Primary Cond. PL VAT Purchases (Standard Rate NET).. GBP 908184 14/03/2019
3 C11000  Payments to Contractors. 80012 Bicton CE (Cont) Primary School and Nursery -.. C00103 Bicton Primary Cond. PL VAT Purchases (Standard Rate NET).. GBP 908184 14/03/2019
3 C11000  Payments to Contractors. 80012 Bicton CE (Cont) Primary School and Nursery -.. C00103 Bicton Primary Cond. PL VAT Purchases (Standard Rate NET).. GBP 908184 14/03/2019
3 C11000 _Pavments to Contractors. 80012 Bicton CE (Cont) Primary School and Nursery -.._C00103 _ Bicton Primary Cond. P1 VAT Purchases (Standard Rate NET)... GBP. 908184 14/03/2019

Choose columns | | Graphical presentation

Create widgst

Export

vl

hitps://ubw.unitdcloud.com/uk sh1_prod_web/ContentContainer.aspitype=topgen&imenu |

Links to
reports.

Select ink

Open and Historic
Select ink

Select ink

Select ink

Select ink

Select ink

Select ink

Select ink

Select link

B 2312,pdf




image1.png
Bl =

Fle  Home Insert

Page Layout

Formulas  Data  Review

Book1 - Excel

Help  Unitd Excelerator

Q Tell me what you want to do

Tom Di Donato

=

18 Share

= ] = Elspit | O oo
i ] fomunter Q[ 3 = A o
2 QA h e | @ m? L
Nomal PageBresk Page. Custom (7] Grtnes (7 Headings | Zoom 100% Zoomio | New Amange Freeze Suitch Macros
Breiew Loyout Views Sdecton Window Al Panes [ =® Windows~ | -
Workbook Views Show Zo0m Window Wacos
(€ UPDATES AVAILABLE Update for Ofice ar ey to be Instle,but it we neetocosesome apps, | _ Updateow x
Q26 - fo v
A | B | c | D | E | F | G | H | 1 | 3 | K | L M| N P | a s | T W[5
1] Menu
2|
13 - Global reports.
)
JEHl || Customers and sales T Finance and Procurement A
I
a v
o Prance ¥
B | e
] B Fixed Assets v
o
» = e A
B | oormation pages
a KW~ P2P Open and Historc
Z|
] Link- ncoming Invoce Worow
Bl | oo
= P29 - Contract References
2] 29 - Invoice Status Encuiry | —
e
2| P2P - Invoices against Parked S.
2| Financial Information P2P - Open and Historic Items
0| Coer
31 [@ P2P- Parked Involces
= ¥
33| | Revorts Proactis Data ¥
| cnn > -
Sheet1 ® [ o
a0

Ready





image2.png
H oS- = Book! - Excel TomDiDonato [

Fle  Home et Pagelwout Fomus  Data  Review  View 12 Share

# Coectons - ompress Pictures 2 picure Border - %) | Mg Forward - |2 Align-
Lo | Come ] compresspretures | [0 o0 [E—— L2 picture Bord ] ingonins - alg
B & Color~ ) Change Picture - et Q@ Picture Effects - ] ¥ Send Backward - &1

M At P -
sachapound | (50 Aistc Efects - 423 Rese Picure o B picturetoyout- | o HljSelectionPane  “hRotster | o7 e Width: [3614cm ©

Adjust Picture styles 5 Accessibilty Armange size 5 A

|| €negh 1025 cm =

picture1 - £ v

A

' P2P-Invoice Status Enquiry

¥ Selection criteria

o1 Results

19 [ oettiert Attees [ Cony o cinsoars

20
Task Taskc Workfiow SuppiD
* T Process S owner | owner (1) status (1) (U]

i
2| sCTEsTC =]
23|

Due
date

Account

InvoiceNo. Account )

SupplD

1 A Purchase Invoi..  Approve Purchase Inv.. 207334 Deboral Workdlow in progr.. 1000387 Vodafone Corporate . [SCTESTC [ 08/03/2019  A25005  Fire Safety Equipm... 1C

Sheet1 | Sheetz | Sheet3 @ [«I ] O]
Ready i





image3.png
Bl =

Insert

Page Layout

Formulas.

Data

Review.

View

Help

Book!

Unitd Excelerator

- Brcel

Q Tell me what you want to do

Tom Di Donato

=

18 Share

iy S i o x5 S=EH o Bwet  [cen - B [ B 3 [E v sy O

ER Copy RFil-

pate RS Condional Formates Cel | Inset Deete Format e e

~ W Format Painter Formatting~ Table~ Styles~ - - & Clear Filter - Select~

=) - 3 v
A | 8 | ¢ | o | E | F | & | W | 4 | 3 | k | v | m | N | o | ® | a | R | s | T Ul

)

Bl

|

2|

&)

o ) Project | Prosct | pescription e} cotn Curency | OUT | TransNo | Transdate R

52| [=]

5

54| Tissioning - Residential, Nursing, Domicil Fire Safety Equipm.. P2 VAT Purchases (Exe.. GBP 13800 | 3004350 |06/02/2019 | Select link. -

5| 13800

36/ v

s

x Time executed 17/03/2018 103617 Nomberofrows 1

59|

Bl

61

=

&

5; Choose columns Graphical presentation Create widget Export Analyzer

= B E

&l g

Sheet! | Sheet2 | Sheet3 | Sheetd @ I o}
Ready B o - 1 100%





image4.png
[ Transaction detais - Unitd Busin: X |+ =

<« C Y @ nhttps//ubw-accept03.unitdcloud.com/uk_sh1_acpt03_web/Default.aspx % O
UNITZ Business World On! # v Shropshire Council v % SC-TDIDONATO v & @@ ‘Search (Alt+q)
Transaction details x
4] P2P - Invoice Status Enquiry > Transaction details o= arel@l?
Transaction # Image
Fiscal year Period »
2018 201806 e
Transaction date Valuedate
l06/02/2010 l06/02/2010
ot P
To: Shvaptire Councl ot
InvoiceNo ot
screstc - or e
- DUEDATE:  csczane
APIARID APIAR Type
1000387 P ivoce
Vodafons Corporate L1 et
escpion |Gy | U | Umtpres | VAT [ VAT | o
Amounts - I e o o e
Curr. amount (GEP)
13800
Export

e e - [+





image5.png
Bl = s

Insert  Pagelayout Formulss  Data  Revi

%cut .
B3 Copy -
" Format Painter

Clipboard &

picture1  ~

A

Book1 - Excel

jew  View  Help

Pict

Unitd Excelerator

General

Format

T
Q Tell me what you want to do

@

Styles

Insert Delete Format

Tom Di Donato

18 Share

3

Find &

# Clear Select

cells Editing

P2P - Invoice Status Enquiry

¥ Selection criteria

Results

# T

Detaillevel | Alllevels | Copy to clipboard

Process Step

Purchase Invoi...  Approve Purchase Inv.

Task

Task.
owner (T)

207334 Deborat

Workfiow
status (1)

Workflow in progr.

SupplD

i InvoiceNo.

SupplD
SCTESTC

1000387 Vodafone Corporate .. SCTESTC

Due
date

Account
Account )

=]

08/03/2019  A25005  Fire Safety Equipm... 1C

Sheet1 | Sheet2 | Sheet3 | Sheets

Sheets |

Ready

®





image6.png
Bl = s

Book1 - Excel

Tom DiDonato (1

fe  me e Goplowmn B Gra o e Ep Ui T merimrsimds 12 Share
= 8 Elsit | OV oo
i 0 e Dromer Q[ = A o
rmal Page Break Page CUstom (7] Gridiines [ Headings | Z00M comto  New Amange Freeze witc acros.
Preview Layout Views o Selection  Window  AllPanes - [ Unhide | E) indow Position | Windows~  +
Workbook Views Show Zoom Window Macros ~
N1 - £ v
A | B | c | D | E | F | G | H | 0 | x | v | M [ N ] o | P | a| s LT | u | v [ W[
B
S [€] P2P- ovcicn Status Encuiy > M
1l v
2
=i @ No e nes
1
5| v 1
% @ invoice Control
G Excoded
18] v
ol APPROVE
| PURCHASE INVOICE
2
i v
2 agministrator
u (SYSTEM) ()
| v
% Deborah
El o
3
3 . ’EI
£l w1 | 1
& ]
z &
2 Y
Bl L
Sheetl | Sheet2 | Sheets | Sheets | Sheet7 | Sheetd | Sheets | (&) [ 1 D
Ready





