AR Detailed Procedure
Searching for Transactions

Searching for Transactions

When a transaction has been created in CUFS, there may be a need to search for that
transaction at a later time. There are two ways of searching for transactions and these can
be used by users with any AR responsibility.

Option 1 — Finding Transactions

To search for a transaction carry out the following steps:

1. Double click on Transaction from the Navigator screen.

2. Double click on Transactions again from the sub categories of Transactions. This
will take you the Invoice header screen.
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3. Click on the ‘torch’ icon in the top tool bar as shown above. This will now open a
new dialogue box called Find Transactions.

‘O Find Trangactions

= Transaction Mumbers |-
Sales Order Nurnber
Ship To Bill To
Name
MNumber

Taxpayer D

PO Nurnbers
Docurnent Mumber
Reference Mumbers
Transaction Dates
GL Dates
Batches
Sources
Trangaction Types

Class | Complete ~

Primary Salesperson Period

Credited Transaction Currency

o v (T

Version 2.0 (extract from AR 2 manual V6) Jan 20 Page 1 of 3



AR Detailed Procedure
Searching for Transactions

4. To search by transaction number enter the transaction number into the Transaction

Number field and then press tab. Otherwise you can use any of the other fields

available to assist you in your search. Upon populating all the relevant fields click on

‘Find’.

5. Your transaction will now display if you searched on the transaction number.
However if you used other search criteria, you may be presented with a range of
invoices and this will appear in the Transactions Summary screen. You can review
each transaction by clicking into the line and then clicking on the ‘Open’ button.

3P} - Estate Managemen
Source Operating Unit Legal Entity Marne MNumber Bill To Customer =]
. Manual Invoice] Cambridge University Cambridge University 806326 Estate Management

tanual Invoice Carnbridge University Carnbridge University 8058839 Estate Management
Manual Invoice Cambridge University Cambridge University 526701 Estate Management
Manual Invoice Cambridge University Cambridge University 26709 Estate Management
Manual Invoice Cambridge University Cambridge University 526712 Estate Management
1
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6. You will now have the invoice header screen displayed.

O Transactions (Cambridge University : GBP)
Transaction Balance Due
Source Manual Invoice Date |20-JAN-2020 Line |1.00
Number 1082311 o GL Date |20-JAN-2020 Tax |0.00
Class |Invoice v Currency GBP Freight |0.00
Type |AG Internal Trading Document Num Charges |0.00
Reference Transaction Il )1 Total [1.00
W Complete Details Refresh
Main More MNotes Commitment = Reference Information
Ship To Bill To Sold To
Name ENGLISH
MNumber 1036
Address Faculty of English Paying Customer
9 West Road
., CAMBRIDGE, CB2 1QA United Kingc
Contact
Commitment Payment Details
Payment Term |Internal
Due Date | 20-JAN-2020
Select Instrument
Line ltems | Tax Freight Distributions Sales Credits )I Incomplete
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Option 2 — F11 function using a PC

To search for the transaction, carry out the following steps:

Double click on Transaction from the Navigator screen.

2. Double click on Transactions again from the sub categories of Transactions. This
will take you the Invoice header screen.

3. Pressthe F11 key. This will turn the invoice header screen in to query mode (light
blue screen colour).

O Transactions
Transaction Balance Due
Source Date Line
— Mumber @ GL Date Tax
Class - Currency Freight
Type Document Murm Charges
Reference Transaction I Total
Leqal Entity [~ Complete Details Refresh |
Iain hlare [Maotes Cammitment | Reference Information

Enter the transaction number into the Number field (indicated above).

Hold the CTRL key and press the F11 key and to search for your transaction
number.

6. This will now pull through the transaction number in question.

O Transactions (Cambridge University : GBP)

Transaction
Source |Manual Invoice Date |20-JAN-2020
Number 1082311 @ GL Date 20-JAN-2020
Class |Invoice - Currency GBP
Type |AG Internal Trading Document Mum
Reference Transaction [
W Complete
Main More MNotes Commitment = Reference Information
Ship To Bill To
Name EMNGLISH
Number 1036
Address Faculty of English
9 West Road
., CAMBRIDGE, CB2 1QA United Kingc
Contact
Commitment
Payment Term |Internal
Due Date | 20-JAN-2020

Balance Due
Line

Tax
Freight
Charges
Total

Details

Sold To

Paying Customer

Payment Details

1.00
0.00
0.00
0.00
1.00

Refrash

Select Instrument

Line ltems |

Freight Distributions
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