OSAS

Accounts Payable

Vendor Detail History

To print a report showing what vendors/amounts posted to certain GL accounts numbers:

1. Go to Accounts Payable/Purchase Order
2. Go to History Reports
3. Go to Vendor Detail History Report
4. Vendor ID:  Select a certain vendor by entering the vendor ID in the From and Thru fields or leave both From and Thru fields blank to look at all vendors.

5. Invoice No: Enter an invoice number or leave both From and Thru fields blank.

6. Date:  Select a date range by entering the beginning date in the From field and the eding date in the Thru field or leave both From and Thru fields blank to look at all dates.

7. Item ID: Enter an inventory item ID or leave both From/Thru fields blank to look at all items.

8. Location ID: Select a location or leave both From/Thru fields blank to look at all locations.

9. Job ID: Select a job or leave both From/Thru fields blank to look at all jobs.

10. GL Account:  Select a certain GL account number by entering the GL account number in the From and Thru fields or leave both From and Thru fields blank to look at all GL account numbers.

11. GL Pd/Year:  Select a certain GL period by entering the GL period in the From and Thru fields or leave both From and Thru fields blank to look at all GL periods.

12. Print By:  #6 GL Account Number

13. Print Type:  #1 Detail

14. Print For:  #1 Base Units

15. Print Additional Descriptions:  No

16. P to print

17. Select printer ID.

