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Eden How-To
Searching Payments by Vendor
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1.

Open Eden Menu. Accounts Payable = Vendor Information = Vendors

= Eden (Module View) - O
File Wiew Eormat  Help
= £ system -Ee.

F-C Adminiztration
Bl Aocounts Payable

B Vendor Infomation
=L I
=4 Wendar Listing
=4 Wendor Master Report
=4 Wendor Balance Report
=4 Wendor Balance by Zip Code
L =4 Wendor Labels
5 Wendor Merge Utiliy
=4 Wendor Import
=4 Inactivate Vendors
=4 Wendor Papments Repart
5 Purged Wendaors
B[] 1099 Processing
B+ State withholding
-] Irvnicing
H-[ ] Check Processing
H- ] Feports
t-[] Setup

2

[
u [E
[
[

H-[] Accounts Receivable
/-] Budget Preparation
t-[] Fiwed Asszets
H-[] General Ledaer
H-[] Human Resources
t-[ Payrol

H-[] Project Accounting
H-[] Purchasing

Select funnel button

| File Edit Record Mavigate For Reports  Format

HOYORERY =] . Il . IRCRRR-=1Y

’j‘ Main | Profile |ﬁddresses |Defau|tsﬂ;imits |

o
gl

A new “Vendor Find” (QBE) window will pop up

Search by vendor # (if you know it) OR last name

= Vendor Find (QBE)
- FEile Edit QOBE Format Tab Help
lAzmvacoliof

r Default Insurance Information | Adjustment

i Main Defaults/Limits | Profile/B alances

] Wendor # || | First active

] Cugtomer # Last active
Last name Release
First name:
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a. Vendor number: enter vendor number in box
Last name: enter the core words of the vendor name only. Note: this search is very sensitive.
Sometimes you may know the contractor by a name, but their W-9 name (aka name in the financial
system) is a little different. It’s best to keep the search simple to the core words of the vendor name.
Each word should be surrounded by asterisks (don’t use spaces), that allows the system to search all
vendors with any parts of those words. Can’t find the vendor? Try dropping an “s” at the end, check
your spelling, etc. For example, instead of searching “GHILOTTI BROS, INC.” you should search
“*GHILOTTI*BRO*”

Vendor Find (QBE)

| File Edit QBE Format Tab Help

ii[ﬂi"z-ﬁ'ﬁ\?'ﬁaiﬁa

- Drefault Inzurance Information |

[ Main D efaults/Limnits | FProfile/E al:

] Yendor # First

] Custarner # Last

| Last name [FGHILOTTIEROA B
First narme

5. Hit the lighting bolt funnel at the top. The pop-up window will disappear
VYendor Find (QBE)
File Edit OBE Format Tab Help

TEEEES) ] 1.

Default Insurance Information |
T T \

6. If there are multiple vendors with the name you searched, multiple vendor profiles will return in your

search. For instance, here | searched “*GHILOTTI*” and (obviously) multiple vendors came up. The bottom
right corner of the screen says “1 of 6”

Vendors - O x
File Edit Record MNavigate [orn Reports Format Jab  Help
@O w nliE RO AS I iolef
4=
| [Main |Profie |A_ddresses \Dev’aultsﬂgmlts |
=]
g Status
- Vendor £ Customer # First active @ Active Bidder #
= Lastname MAGGIORA & GHILOTTI, INC. Last active [07/06/2013 ) Inactive Type R
=
g First name Release O Hold payments [ Preferred wendor
o]
5 Address 555 DUBOIS STREET o e | L=
1z Piint 1099 [] 1099 name [vend
13
o 1039 Type M Miscellaneous
3 City[SAN RAFAEL State [CA Zp [34901-3985 IS
. Default 1099 box
Country
W-9 received Federal'wH ]
Phone |(415) -4598 640 Contact
Federal WH doc source
Fax |(415) 4594884 Contactphone ( ] -
Email Contactcell [{ ) -
Web site
Fed Tax ID [34-1574746 SIC code
State Tax ID O Take discount always
Bus lic #
Fed tax name

GoldStandard [server] |[talias | TSN @ 1 of 6 i
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Navigate to the vendor profile you are looking for by selecting Navigate from the top bar then = Next or

Prior. Sometimes we have multiple vendor profiles set up. Usually it’s because somebody set up an old one a

long time ago and it hasn’t been deleted. You will find out shortly though if it’s an old vendor profile because

when you look up the paid invoices you will see no activity on them. In that case you’ll want to go to the

other profile.

Vendors
1 File Edit Record | Mavigate Reports  Format Tab  Help
B4 @ @ ¥K pr b2 | M Eirst Ctrl+F nga §u|e=
=y Pri Ctrl+P
o | |Main |Profile |_| 4 Brior r+ |
at(le o Mext Ctrl+N
g L Statuz
9 Vendor ¢|§ Ml Last Ctrl+L | First active @ Active Bidder #
=l Last name & Jump 1 = | Last active |08/03/2018 ) Inactive Type R
=%
g First name ] Browse Ctrl+B | Release () Haold paymerts [ Prefemed vendor
Fir=y & Sort Ctrl+5 8 ) 1099
& Address |5 L Foreign address [
; ﬂ Refresh Ctrl+R F Print 1093 ] 1099 name |Vend
: [=] = . -
T = Toggle Grids  Crl+G M Miscellaneous
% City S| ZEI ag’e 2 _ State [CA Zip (94901 MERTREE
B Default 1099 box
Country
W-9 received Federal'wH [
Phone |(415) -4547 011 Contact
Federal WH doc source
Fax|[ J - Contactphore | ) -
Email Contact cell |{ )
Web site
Fed Tax ID (68-0273167 SIC code
State Tax ID [ Take discount alwaps
Bus lic #
Fed tax name

Once you are on the vendor profile you need, to check invoices, go to Tab = Paid Invoices.

s

dit BRecord MNavigate Forn Reports  Format

[ Tab | Help

) UR b b2 \gaéaé@@jgﬁ Mext Tab Ctrl+Tab
Previous Tab Shift+Ctrl+Tab
sin | Profile | Addresses | Defaults/Limits | revious 12 et e
Main A+ M
Vendor # e Profile AP e -
Last name |GHILOTTI BROS., INC. Addresses AltA tive
et Defaults/Limits Altel  fIPayments
Address [525 JACOBY STREET Balances Alt+B
PQ History Alt+0 O 10¢
. . M Vi
City[SAN RAFAEL — Unpaid Invoices Alt+U isc
Paid Invoices Alt+l Bult 1099 box
Country
Check History A+ K Eived
Phone |(415) 4547011 Contact
Credit Card Payments Alt+R H doc source
Fax|[ ) - Contact phone
. Default Insurance Information  Alt+N
Email
Adjustments/Reimbursements
Web site
Fed Tax ID [58-0273167 SIC code Follow-Up Metifications A+ W

State Tax ID
Bus lic #

Fed tax name

[ Take discount always
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You may see nothing here at first, so you have to set the filters. Click the Filter button in the top right

File Edit Record Mavigate Ffornn Reports Format Tab  Help

@oxrw alinpRio®aas i o |

=
2 | Balances |Pg History \unpaid Invoices |Paid Invoices | Check History |Cgedit Card Payments |Default Insurance Information |ndjush11entszeimbursemems |
o

2 Status

= Vendor # (06278 Customer # First active () Active Type R

= Last name (GHILOTTI BROS., INC. Last active |08/03/2018 ) Inactive [ Preferred vendaor

o

b=

%| First name Release (73 Hold payments

2

To filter by transaction date
a. A new window will pop up. Here is where you will narrow your search based on the timeframe you
want all invoices from. Use the “Transaction date” search box. Transaction date is the date of the
payment (NOT the invoice date). Here | wanted to see all payments made after 5/5/2013 so |
searched “>05/05/2013"

Paid Invoice Find (QBE) — O
File Edit OQBE Format Tab Help
i A2EIYFcdp i6g

Main | tem Lines | Approval Queues | LCredit Card

Doc # Group -
Inwvoice # Year Origin
Dezcription
Invaice date Tranzaction date >|:|5.-"|:|5.-"2|:|13 Received date
[ueue - Due date

b. Hit the lightning bolt funnel. The pop-up window will go away. The Vendor screen will now show all
of invoices which checks have been cut and issued for. The newest ones are on top (sorted by check
date — note not by vendor invoice date). The “Total” amount in the bottom right summarizes the
total dollar value of invoices based on your filter.

Hlle Edit  Hecord [Mavigate for Heports  bormat  lab Help B
@O all iR Ri6® A 258 (0o oHf
]
2 | Balances |Pg History |ur1paid Invoices |Paid Invoices | Check History |Cged\t Card Payments |Deﬁu|t Insurance Information |Ad]ushﬂenis!Reimbursements |
o
g Status
g Vendor # Customer # First active &) Adtive Type R
=7 Lastname |[JACKSOM'S HARDWARE, INC. Last active |01/09/2019 ) Inactive [ Preferned vendor
o
=
T First name Release 3 Hold payments ST Filter
2
% Type | Invoice # Invoice Date | Description Bank Check # Status Check Date Invoice Amountl
£.
g Min 17898 01/02/2015 | CUST# 1568; ORDER 22882 apbank 00335133 01/03/2013 43.55 . ~
=
% in ||16775 12/12/2018 CUST# 1557; ORDER. 14051 apbank 00335139 01/09/2019 59.41
| in ||16506 12/07/2018 CUST#1567;0RDER 11178 apbank 00334847 12/21j2018 8.67
in ||15626 11/27/2018 CUST# 1566; ORDER. 5610; DOC# 15626 apbank 00335139 01/09/2013 23.50
in ||15685 11/27/2018 CUST #15969 ORDER: 5TN 54 apbank 00334606 | (Cancelled 12/05/2018 152,59
in ||15475 11242018 CUST #15969 STATION 5 apbank 00334606 | |Cancelled 12/05/2018 28.18
in ||15196 11/19/2018 CUST #15969 ORDER #2594 apbank 00334606 | |Cancelled 12/05/2018 174.39
in ||15198 11192018 CUST #15569 ORDER #2612 apbank 00334606 | |Cancelled 12/05/2018 272.48
in ||14404 11/09/2018 CUST# 1566; ORDER 995910; DOC# 14404 apbank 00335139 01/09/2019 102.00
in |/14334 11/08/2018 CUST# 1566; ORDER 995488; DOC# 14334 [apbank 00335139 01/09/2019 34.83
v
_____ e — e A e | ea—— Fr— ———
Total 234,155.88

||GDIdSlandard [zerver] ||ta\ias ‘-[ﬁj 1at20 .t
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i. Definitions of the columns:
1. Type:ignore this
2. Invoice #: the number on the invoice issued by the vendor. These are not City of San
Rafael invoice numbers, and will vary vendor by vendor
Invoice date: this is the date listed on the invoice, again by the vendor
Description: text entered by DPW admin staff when invoice was processed
Bank: ignore
Check #: this is the check number . Note. If there were multiple invoices in one

o v ks w

period for one contractor, you could have multiple payments made to them on the
same lump sum check. Here we issued one check (check #00332309) to Ghilotti Bros
for three different invoices they sent us:

Invoice Date | Description Bank Chedk # Status Check Date Invoice Amount |
07/31/2018 | VIA SESSI STORM DRAIN apbank 00332309 08/06/2018 78,249.13 ||
07/26/2018  ||GBI JOB NO 18613; PROJECT & PAVE MARIF|[apbank 00332309 | 08/06/2018 33,600.00
07/25/2018 GBI JOB NO 18618; PROJECT GRIND & PAVE [apbank 00332308 08/05/2018 22,500.00
05/29/2018  |[VIA SESSI STORM DRAIN PROGRESS PYMNT|[apbank 00331933/ [Cancelled | [07/23/2018 2,999,13
06/26/2018  ||GBI JOB NO 17404 apbank 00331933| [Cancelled | [07/23/2018 164,641,37

7. Status: ignore
8. Check date: this was the date of the City check that was sent out
9. Invoice amount: this is the amount of the invoice
11. To filter by account code (or dept)
a. Click the Filter button in the top right

File Edit Record Mavigate Fo

@Oy w aliEEgi0®a g 8 oo

1 Reports  Format Tab  Help

Q Balances |Pg History ‘anaid Invoices |Paid Invoices | Chedk Histary |CLedit Card Payments |Defau|t Insurance Information |Adjush'nenis,’Reimbursemenis |
g Statuz

g Vendor # 06273 Customer # First active & Active Type R

e Last name |GHILOTTI BROS., INC., Last active 08/03/2018 ) Inactive [ Preferred vendor

%| First name Release _3 Hold payments

2

b. A new window will pop up. Go to the “Item Lines” tab. Under “Account #”, Select “E” and enter the
account string, or part of the account string, you are looking for, or department code, or fund code,
etc. This will filter all invoices by that vendor based on the account filter you apply. Remember that
asterisks (*) are wild cards — so the search will pull anything that includes other numbers where the
asterisks are. E.g. enter *-44-* and it will pull every invoice that hit public works.

i E Paid Invoice Find (QBE)

| File Edit GOBE Format Tab Help
1l 2EAF @8 i6Qg

Main | Item Lines | Approval Queues | LCredit Card

Tupe > | ltem code Guantity E xtensic
Partial papment [#] Unit Unit cost Fived azs
I Tax * | 1093 box Carnmod
A Description
A Account # m
! Froject # -
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c. Hitthe lightning bolt funnel. The pop-up window will go away. The Vendor screen will now show all

invoices that fit that account filter. The “Total” amount in the bottom right summarizes the total
dollar value of invoices based on your filter.

[ Vendors — O X
File Edit Record Mawvigate For Reports Format  Tab  Help
@oxrwallinEliooass B 0 0l
Balances |POHistory |unpaid Invaices [Paid Invoices | Check History | Credit Card |Defauit In formation_| Adj Rein |
Vendor # Customer #| | First advel:l Zt;l:;ive Type E
Lastname [JACKSON'S HARDWWARE, INC. | Last active @ st [ Frefenied vendor
First name | | Release I:I () Hold payrments 7 Filter |
Type | Invoice # Invoice Date | Description Bank | Check # | Status | Check Date | Invoice Amountl -
@ CUST# 1568; ORDER 22882 apbank 00335139 01/03/2019 43,59 I A
in 16508 |[12/07/2018  |[cusT#1567;0RDER 11178 |[apbark || 00334847 |[12/21/2018 ] 8.67|
i |[15628 |[11/27/2018  ||cusT# 1566; ORDER 5610; DOC# 15626 |[apbank || 00333139| |[o/osja01s || 23.50 |
in|[14404 |[11/09/2018  |[cusT# 1556; ORDER 995910; DOC# 14404| pbank || 00335139 |[o1jogj2013 | 102,00 |
i |[14334 |[11/08/2018  ||cUST# 1566; ORDER 995488; DOC# 14334|[apbank || 00333139 | |[o/osja01s || 34.83
i |[13892 |[10/31/2018  ||cusT#1566; ORDER 921035 |[apbank || 00334330|[Cancelled | [11/21/2018 || 16.08 |
- : . : : : : Total ”__202,844.?3I

12. If you want to get more of a description for an invoice or figure out exactly where it was coded to, click

anywhere on the row so that it’s highlighted in green, select the magnifying glass, and in the pop up window

select Invoice History = OK
E Vendors

File Edit Record Mavigate Fforn Reports Format  JTab Help

@aoxrrwalnElioeass-ji

Balances |Pg|-ﬁ;tr',r |L_i'pad1nmces Paid Invoices | Check History |[:r_e¢itﬂirdPa',|mmts |Defajt1r_ﬂ.rm1nﬁrmatim
Status

Vendor £ 06278 Customer #| | First achve|:| ) elhe
Lastname [GHILOTTI BROS. , INC. | Last active [08/03/2018 ~ | (7} nactive

I First name | | Release |:| 1 Hold payments
Type | Invoice # I Invoice Date I_Descripﬁan I Bank | Chedk #
| 3."1 1831502 Jo7/31/2018 Iwn SESSI STORM DRAIN Japbark | 00332309
E“lﬁﬁ 18-1 |07/26/2018  ||GBI JOB NO 18518; PROJECT & PAVE MARIF |apbank 00332309

in |[8s18-2 07262018 |[GBL] Select form to display X e 00332309

IE“PP.YMENT 1 |os/23/2018  ||\vIAS £ Imvoics Checks Ak 00331938

n_J7013 Dbsrzsiz01e |[G81Y & fisics Hisiom k|| oossiss

E|1?404—14 |os/26/2018  ||PROJ Ak 00332165
: in ||17425-04 08/25/2018 | (GBI ] v oK I X Cancel | k|| 00331938
E“laﬁdfﬁ |05/31/2018  ||GBI JOB#18606; GBI TEM#018-806-01  |japbank || 00331338
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13. An Invoice History window will pop up. Go to the Items Tab and select the payment row (it will all be
highlighted in green) and then select the plus sign on the left so that a new row pops down below it

3
4 Invoice History - O *
File Edit Record Mavigate Feporic Format Tab  Help
@orvalii®oas Bl ui o nmddwme t2lioleof
Main |Items |Addresses |ap|:xovalg.imes |Tota§s |
Invoice # Transaction date |0?’.|’24J'2018 - | Year | 2019| Invoice date !
Description |VIA SESSI STORM DRAIN | queue [pw ~ |[pubiic Works Departn] t
Po# | | E
vendor 06278 |laHLoTTT BROS., INC, | o
Type Item Code I I guantizzl Unit | Unit Costl Exteﬂsicnl E
ils -
E

[\

You are going to look at the box second from the left. In this invoice, it was coded to Project #11347-02:

Main |Items |Addresses |kxxovalQJﬁJﬁ |Toial_s |

Invoice £ |18315-02 | Transaction date |0?!24!2013 - | Year | 2019| Invoice date
Description |VIA SESST STORM DRAIN | queue [pw ~ | [Public Works Departri
PO | |
Vendor 06273 |lsHILOTTT BROS., NG, |
Type Item Code | | quantity| unit | Uit Cost Extension |

78,249.13

\ia Sessi Storm Drain; 6/30/18 - 7/30/18

|l11347-02- - |E ||205-44-39050-9270 || 100.000001| 78,249, 13 |

If the box second from the left is blank, that means it was coded to a operating budget code, not a project

number. This invoice was coded to 206-44-48001-9270 (Gas tax fund contract. services
Main |Items |Addresses |analgﬂies |Toial_s |

Invoice # |18618-1 | Transaction date |07/24/2018 ~ |  Year Invoice date |07/256/2018 -

Description (GBI JOB NO 18618; PROJECT & PAVE MARIPOSA ROAD | queue pw ~ | Public Works Departm
PO# | |
Vendor 06278 |sHILoTTI BROS., INC., |
| Type Item Code | | Quantity | Unit | Unit Cost | Extension|
1s - 39,600.00

Project: Grind & Pave Mariposa Rd.

|E ||206-44-48001-9270 | |100.000001 | 39,600.00
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Finally, if there is a number entered under “PO #”, then it was coded to a PO number. This invoice was
coded to PO #00917:

G I

roice History

Eile Edit PRecord MNavigate Ffeports Format Tab Grid  Help

@orv alit®ns Bl W A t2liole

Main |ltems |Addresses |ﬂ¢:|::rmrdg.|a.|es |Tnti$ |

Invoice # |9294 | Transaction date |07f24f2018 - | Year | 2019| Invoice date I@

Description |L1NE 6 SILVERADO $20,681.00~ | Queue ||JW - ||Pub|ic Wark
PO# 00917 |
Vendor 31142 | winmER CHEVROLET |

| 1tem code | | Quantity | Unit

| Unit Cost|

v e

Options $125.00
Tommy Gate Lift Gate 1000% £3500.00

|E | 500-44-46001-5720 || 100. 000001

— 1 T T 1T 1T

14. You will also notice that there will be more descriptions here about what the invoice was for. There are two

places where descriptions are inserted:

Main |Items |Addresses |aq::rmrdg.|a.|$ |Tniii_s |

Invoice # |18618-1 | Transaction date |U?f24f2018 - | Year | 2019| Invoice date

Description GBI JOB NO 18618; PROJECT & PAVE MARIPOSA ROAD | queue pw ~ |[Public Works Departm|
PO# | |
Vendor 06278 |eHmoTTI BROS., INC, |

Project: Grind & Pave Mariposa Rd.

E 206-44-45001-9270 100.000001 35,600.00

Type Item Code | | guanth‘_:zl Unit I Unit Cost Extensionl
1s - 39,600.00
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