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Overview


The Vendor/Customer Inquiry screens enable the user to quickly and accurately view Vendor/Customer information, including invoices, credit memos and payment applications for all documents. 

User can view current aging information for all, or selected vendor/customer groups and classes.  

The screens give you the ability to launch the vendor/customer maintenance screens for more detailed vendor/customer information or the document maintenance screens to view invoices, credit memos, payments etc. in further detail.
Advanced Vendor/Customer Inquiry (LK.VEN.00)/ (LK.CUS.00)
Template Tab

The Template Tab on the Vendor/Customer Inquiry Screen allows the user to save their selections in template file and load the saved template when they want to use the same selections next time.
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Public
The checkbox indicates whether the template/s is public (i.e. other users can see it) or private (only you can see it).
Template ID
Name of the Template.
Description
Description of the Template.

Buttons

Delete Template
Delete the selected template in the grid section.
Load Template
Retrieve the selected template in the grid section.
[image: image14.bmp]Save Template
Save the template to the grid section. The following sub screen will be pop up when user clicks on this button. Enter the Template ID, Description and enable the Public checkbox if the user wants to share the template.
Filter Tab

The Filter tab allows the user to filter their inquiry with several criteria. (E.g. Vendor ID, Vendor Class, Name, City, Country and so on.)
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Vendor/Customer  Fields
Enter the specific Vendor/Customer fields or enter “*” for all.

Vendor/Customer ID

Enter a specific Vendor/Customer ID you want to load.  Wildcards (*) can be used.
Vendor/Customer Class

Enter a specific Vendor/Customer Class you want to load.  Wildcards (*) can be used.
Name

Enter a specific name of a Vendor/Customer you want to load.  Wildcards (*) can be used.
City/State/Zip

Enter a specific City/State/Zip you want to load.  Wildcards (*) can be used.
Country

Enter a country to load all Vendor/Customer’s from a specific country
Status
Vendor/Customer status in Vendor/Customer Maintenance screen. (E.g. Any, Active, Inactive, One Time, Admin. Hold and Credit Hold)
Terms ID

Enter a country to load all Vendor/Customer’s from a specific country

Vendor Cury

Enter a currency to load all Vendor/Customer’s that have a specific currency

Document Fields
Enter the specific document fields or enter “*” for all
Document Class
Normal Invoice or Cheque or Any document format

Document Type
Normal Voucher, CN, DN, cheque and so on.
Status
Document status, Active , on Hold, Void or Any.
Invoice Number
Invoice Number of any document you want to load.
Ref/Chq Number
Reference Number of any document you want to load.
Company ID
Enter a company of the documents you want to load.
Currency ID
Enter a currency of the documents you want to load.
Terms ID
Enter the terms of the documents you want to load.

Entered
Enter a date to load documents that were entered on this date.
Document Date
Enter a specific Document Date
Invoice Date
Enter a specific Invoice Date
Discount Date
Enter a date to load documents that have this discount date.
Due Date
Enter a date to load documents that are due on this date
Pay Date
Enter a date to load documents that have this as a pay date
Period Entered
Enter a period to load all documents that were entered in this period
Period Posted
Enter a period to load all documents that were posted in this period
Button
Clear All

Clears all selection criteria from the grid

Select Tab

The select Tab on the Lookup Screen allows the user to determine the results based on specific criteria.

[image: image3.png]Advanced Yendor Inquiry (LK.VEN.00) [_[CIx]
! XK 4> HE@ |

Teplte | Fier [3668 | 5ot | Company | Verors | Bocuments | Hstry |

[ ] aodior | Poen | FeldNane T o[ vae T reren | ﬂ
f

actons ~ Customize + ]

o

\ [ohs 195 |ooeo | svseoM | 4ozjoott





And/Or
And: Both sides of the AND statement must be true
E.g. 'Account = 1010 AND Subaccount = 0000' would only return information for 1010 0000

Or: Either side of the OR statement must be true  
E.g.  ‘Account = 1010 OR Account = 1020’ would return information for Account 1010 and also information for Account 1020


Paren


Parenthesis or the round brackets. 
Field Name
Allows you to choose from a drop down lost the particular field you wish to search on. 
Operator
Begins with 
The start of the field is equal to the value. E.g. 'Begins with 11' would return 1100,1110,112354,1144000 …..
Between
Returns records between (and including) the values
E.g. 'Between 100,150' would return 100,101,102,103….148,149,150
Contains
Returns records that contain the string or number listed
E.g. Contains- to would return tomorrow, today, to, tools

Equal
The field is equal to the value.
Greater than 
The field is grater to the value.
Greater than

The field is grater and equal to the value.
or equal to 

In
The field is equal to one of the values in a list
E.g. 'in 1,2,3'  would return values when the field equals 1 or 2 or 3 

Is NULL

The field is BLANK

Less than

The field is less than the value.

Less than

The field is lees or equal to the value.
or equal to

Not between

Reverse of the Between, returns records not between the listed value. E.g.    
                

Not Between 2,5  would return values less than 2 or greater than 5

Not contains

Reverse of Contains, Returns records not in the list. An exclusion criteria. 
                                     
E.g. Not Contains 1' returns all values that do not have a 1 anywhere in the
 


field

Not equal

The field is not equal to the value.

Not in


Reverse of IN, returns values that do not equal any in the list

Is Not NULL

The field is NOT BLANK.

Value


The value you wish to search for

Clear All

Clears all selection criteria from the grid


Buttons

Close


Closes the screen

Show SQL

Display SQL query
Load History

Loads the Vendor history based on the selection criteria 
Load Documents
Loads the Documents list based on the selection criteria

Load Vendors

Loads the Vendor/Customer list based on the selection criteria
/Customers
Sort Tab

The sort tab determines the sequence in which the results are returned.
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Field Name
Allows you to choose from a drop down list for the particular field you wish to sort on. 

Ascending

Determines the order that the results are returned.
/Descending

Button
Clear All

Clears all selection criteria from the grid

Company Tab

The Company Tab allows user to view customers/vendors and their document information specific to one (or multiple) companies
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Check Boxes
Current Company
Displays information for the current company the user is logged in to (this option automatically defaults on).
Selected Companies
Checking this box will allow you to select a specific company or companies to search on

Show Active

Will only display active companies in the grid
Companies Only
Selected

Select the companies you wish to view information for.

Company ID

Displays all companies in the database

Company Name
Displays the Company names in the database

Active


Displays the company status (active/not active)

Vendors/Customers Tab

The Vendors/Customers Tab displays results of the vendors/customers after pressing the load vendors/customers tab
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Search 
Results Fields

Displays the Vendor/Customer details as per Vendor/Customer 





Maintenance.
Status
Vendor/Customer status in Vendor/Customer Maintenance screen. (E.g. Any, Active, Inactive, One Time, Admin. Hold and Credit Hold)

Buttons
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   Notes


Allows you to view any notes that have been entered on the  




selected customer/vendor.

· Excel Icon


Export the Vendor/Customer details to Excel.

Customer Maintenance

Launches the Customer Maintenance Screen (08.270.00)
Vendor Maintenance

Launches the Vendor Maintenance Screen (03.270.00)

Documents Tab
The Documents tab displays all document information (including applications), based on the select, sort and company criteria loaded. 
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Aging Date

Change the aging date to review aging detail at a particular point in time

Show Unreleased
Enable this checkbox to display all unreleased transactions.
Documents
Search results

Displays all documents (based on select, company and sort criteria)

Applied to
Displays transactions applied to the document selected in the search results grid

Buttons
· Excel Icon


Export the documents info to Excel.

Customer Maintenance

Launches the Customer Maintenance Screen (08.270.00)

Vendor Maintenance

Launches the Vendor Maintenance Screen (03.270.00)

Document Trans

Launches the Vendor/Customer Document Transaction Screen

History Tab

The History Tab displays balances of the vendors/customers after pressing the load vendors/customers button.  All transactions are grouped by the transaction type (i.e. Payment, credit adjustment, purchase etc...).  This information can be exported to excel using the [image: image9.png]
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Fiscal Year

Enter the Financial Fiscal Year or enter “*” for all. This is a required field.
Button
· Excel Icon


Export the Vendor/Customer balances to Excel.

How to Generate a Advanced Vendor/Customer Inquiry
To generate a Advanced Vendor/Customer Inquiry please follow the below steps:
1. Select Renown Foundation | Advanced Vendor/Customer Inquiry. 
2. In the Filter tab, enter the Vendor/Customer details to the appropriate Vendor/Customer fields.

3. In the Filter tab, enter the document details to the appropriate document fields.

4. In the Select tab, enter the appropriate formula or leave all the fields blank.

5. In the Sort tab, enter the sort order. By default it will sort by Vendor/Customer ID.

6. In the Company tab, select the appropriate company. By default the Current Company option will be selected.
7. Click on Load Vendors/Customers button at the bottom of the right side. The Vendors/Customers tab will displays results of the vendors/customers information.
8. Click on the Excel icon at the bottom of this screen to export the vendors/Customers information to an Excel spreadsheet (if required).
9. In the Vendors/Customers tab, select one of the transaction and then click on the [Load Document] button. This will display the transaction details in the Documents tab.

10. Click on the Load History tab.  The History tab will be displayed with the vendors/customers balances. Change the Fiscal Year if you wish to display the results for a specific year.
11. Click on the Template tab, select [Save Template] if you wish to save the existing filter. The Save Template window screen will pop up. Enter the Template ID, Description and check the Public checkbox if users want to share the template to others. Click OK to save the template.
12. Click on the [Show SQL] button to browse the selection criteria in SQL script. This will allow the users to copy and paste the selection criteria for future use.[image: image11.png]
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