How to Find a Check Number, and Encashment Information

Execute tcode FBL1N
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 to search for a vendor OR if known, enter the vendor ID in the Vendor account textbox
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You can search for vendor by many pieces of information.  Most likely you will search by name.  The use of asterisks before and after each word will bring back the best results. 
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To view both open and cleared items, click the [image: image6.png]OAll items



 radio button
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 to execute the transaction.  If there are no open items, the following message will appear in the bottom right-hand corner of the screen:  [image: image8.jpg]No items selected (see long text)
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This screen will open to show open and cleared payments to that vendor.

To view the details of a line item, double-click on the line item.  Double-click on Doc Type KR, Document No 19….. - vendor invoice.
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This screen will open to show details of that vendor invoice.

[image: image12.wmf]Note:   If the invoice has not been paid (the Clearing field near the bottom of the screen is blank) OR if it was paid by ACH (the Clearing field is populated with a date/document number), there will be no check information available.

If you have opened a "Cleared" item, one that had a green icon then select Environment[image: image13.jpg]


 Check Information to view details about the payment.
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If the check has been cashed by the vendor, the Check encashment field will be populated.
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Check Number Here!!








