Making Purchase Order and Invoice Enquiries in Computron G2 Portal
[bookmark: _GoBack](as at 25/10/2019)

Once you have logged into the Computron G2 portal use the following steps to check if a purchase order has been paid or to see when it is scheduled to be paid:

1. Click on Computron Webdesk from the Computron G2 portal main menu.
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2. Select General Ledger.
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3. From the Start Menu select Trial Balance & Ledger Reports.
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4. Select Purchasing Zoom Enquiry for purchase order enquiries or Accounts Payable Zoom inquiry for invoice enquiries.
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Making Purchase Order Enquiries using Purchasing ZOOM Inquiry 

When you select Purchasing ZOOM Inquiry from the Trial Balance & Ledger Rerports menu (previous page), you will see the screen below 

1. Press the Continue button.
[image: ]
2. If you know any of the following details enter them in the appropriate fields and press the Continue button. Leaving this screen blank will enable you to search by PO number.

Note: 	Entering buyer code will display only your PO’s.
	Entering vendor code will display your PO’s for that vendor only. 
	Use From/To Order Date fields to see only PO’s raised in that date range. 
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3. In the PO Header Inquiry/List screen click on Database Reselect tab.
4. Enter the PO number and press the Fetch button.
5. Note: If your purchase order has been approved it will have the CLSD status. 
If there is an amount specified in the Invoiced Amount column it means that Invoices have been applied to this purchase order. 
[image: ]
6. Click the Voucher button to see all the info on the voucher.
Note: If the status is open the invoice has not been paid (see scheduled pay date).
[image: ]
Note: 	If a voucher has been paid the status will be closed and the scheduled pay date will be in the past. 
[image: ]
7. Click on Approval Detail button to see the approver and the approval process.
8. Use the Workflow Activity Log and Workflow Notes buttons to see any the history and any notes on this voucher. Press the Display Image button to see the document.
[image: ]
9. At the Workflow Activity Log screen below, press the Cancel button to go back to the previous menu.
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10. Press the Resume button to go back to the previous menu.
[image: ]
11. Use the Back button repeatedly to go back to the main menu.
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G2 Invoice Enquiries

1.  Click on G2 Icon in Webstar.
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2. Once in G2 Click on Computron Webdesk
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3. On next screen click on Trial Balance & Ledger Rpts an then Accounts Payable Zoom Inquiry
[image: ]
4. On screen below enter vendor ID EFC001 for refunds or search by options below always include history and choose Continue
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5. Click on Vendor Line to view vouchers
[image: ]
6. To search for a voucher click on Database Reselect and enter the invoice number(or part of)  and select Fetch
[image: ]

For payment enquiries, select voucher in question.  If there is no amount in the paid Amount Column (highlighted in red), it is not Paid.  The pay date is when it will be paid.

7. If there is an amount in the Paid Column, the invoice has been paid.  Click on Payment Inquiry to see how it was paid. ie CCK or EFT
[image: ]










8. Payment Enquiry screen will show you the cheque number if paid by cheque, you can then click on Check Reconciliation to see when the cheque was cashed
[image: ]
Below shows status of cheque and date it was cashed
[image: ]


Once the selected voucher comes up you can click on Workflow Inquiry and see different things relating to the voucher ie; the document, any notes and the process of the voucher 
You can click on any of the below you can’t make any changes or break anything these are only enquiry screens
9. To go back click on Resume

[image: ]  
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10. To go back on any other screens click on arrow back

[image: ] 

8

image1.png
* Workflow Approver

8 Procurement Poral
5 ECM Brec mvoice Approval

2 Accounts Payable. 2

- B8 AP Voucher Query
i AP REPORT - AUDIT
i CREDITOR AGING REPORT
i USER STATS REPORT
B AP Disrbution Query
W Fieview

2 Tl Blonce gy Zoom
12 6L Ledgr Qwery
i Corporate View
2 6L Tansaction Query

2P0 Distbuton Quey
2P0 em Query
2 Raem Query

Computron Webdesk





image2.png
[E@Purchasing - WF Enabled
R universal viies




image3.png
;/
computron “WEBdesk

Start Menu | Favorites

Trial Balance & Ledger Rpts.
[ Purchasing - WF Enabled




image4.png
@ General Ledger

i "
G e

B3 Purchasing - WF Enabled
5 universal utities

rial Balance Report
Ledger Report by Journal
Ledger Report by Account
Ledger Report by Transacton

ceseeee




image5.png
€ PO Inquiny/List - Intemet Explorer

o x

KS1 — PO Inquiry/List & prnt | EDesktop | @ Help | 4] About | 4 Ext

W +0ptions ~r
computron

[General | Reporting Options |

General Selection

Company Number:  [001 City of Greater Dandenong
Print Option:

®screen  OForeground O Background
POHO (%001 |Fand/or  EPIC Report: POIL
PO Har [Citem [schedule [ Detai

Type PO Number: Release

2 [z22222 [222 900
Vendor Type PO Number: Release

7 [z22222 [122 900

O Vendor Name

222227222
CGD Contract No.

=

kst

®100% -





image6.png
(€ PO INQUIRV/LIST - Internet Explorer - o x

DS15 — PO INQUIRY/LIST Gemt | Deskop | @ Help | B About | 5 Bt

) ’ oK

computron
oK

‘Company Number: 001 Gty of Greater Dandenong
[select Query

General Selection

Status:
Buyer Code:
Authorization Code:

Range Selection

From  Vendor ID: To Vendor Ip:
From Order Date: " To Order Date:
From Exp Date: 7 o exp Date:

&)

> Continue Cancel

®100% -





image7.png
(& PO Header Inquiry/List - Internet Explorer - o x

IL10 — PO Header Inquiry/List &G prnt | £ Desktop | @ Help | 1 About | 45 Bt
W Soptions &0 4

computron
More Data

(1t ommary DN | obiecs |

Next Comp/type/PO No./Rel to Display:

i[5 [oszsndllons _change path |

Typ PO Number Rel Vendor Vendor Name Status Ord Date Buyer PO Total Amt Received Amt Invoiced Amt Aut
032976-001 READ07 ~ READING BOOKS AND MUSIC PRTD  29/08/2018 1S9 76.00 N
032678001 W\ ELECTORAL COMMISSION. PRI 29/08/2018 TAZ

v

_Header Detl | | Header Notes | |_Address Detl | [>POTtems | |_POItSched | | PO Sup Detl |

|_PoDistrib | |_PORev.Hdr | | RCHeader | | Voucher | [ Misc. Charge | |_Approval Detail |

IL10 More Data ®100% ~





image8.png
PO INQURY/LIST - Internet Explorer - o
ol

IL10 — PO INQUIRY/LIST Gemt | Deskop | @ Help | B About | 5 Bt
W Soptions &0 4

computron
End of Range Reached

[t [ Summary | Database Reselect |

Voucher §  Vendor InvoiceNumber P.O.Num Rel H SchdPay Due Amt

e o oEe owwy oGm0 w9

_pisplay Detl | |_Misc. Charge | |_Distributions | |_Approval Detail |

[2IcTtemPo | [ 1C Sup Detail | |_IC PO Header |

110 End of Range Reached 100%





image9.png
& OPEN/CLOSED INVOICE INQUIRV/LIST - Internet Explorer - o

1L10 — OPEN/CLOSED INVOICE INQUIRY/LIST | & pnt | £7 pesitop | (2 e 1) about | 4 Bxt

4 options
) " + x q

computron

End of Range Reached
[t [ Summary | Database Reselect |

Voucher S  Vendor InvoiceNumber P.O.Num Rel H SchdPay DueAmt

s QO cves: o weron o issois
576414 ED CAMOB2  231657-D01 026737-001 0 N 21/07/2018
576468 CLOSED ~CAMOB2 ~ 231658-D01 026737001 0 N 21/07/2018

_pisplay Detl | |_Misc. Charge | |_Distributions | |_Approval Detail |

[2IcTtemPo | [ 1C Sup Detail | |_IC PO Header |





image10.png
e

DS1— INQUIRY FUNCTIONS

/A
computron

Show Queues
Show Related Objects

Image Functions
Resume

51

& print | £ Desktop | @ Help | 4 About | 4 Bt
)

®100%




image11.png
ILLG — Workflow Activity Log
+0ptions

%

computron

[t [ Summary | Database Reselect |

o
Date
28/08/2018
26/08/2018
28/08/2018
29/08/2018
29/08/2018
29/08/2018
29/08/2018

HH

MM ss

2
1
1
20
2
20
54

1

E

52

5

Workgroup User

APPROC
APPROC
APPROC
APPROVER
WRXAGENT
WRXAGENT
APPROC

LG End of Range Reached

)
ca
cc1
ca
™
ars
as
=

G pint | Evesion | @ e | 11 About | 4Bt

Task
)

DIMPDOC

ENTERVPO
ENTERVPO
WEBAPUSY
AGENTVOU
AGENTVOU
comvivou

+ x 4
End of Range Reached
Activity Actvity  To
Description Target  UserD
DICOM IMAGE TMPORT ENTERVPO
o Approval Tala Asera APRWOU A2

Haied tasera@cod.vic.gov.au
‘Approve w] Update Via ECHExec AGENTVOU.

Send to Convert Queue. comvvou
Haied eservices@cgd.vic.gov.a
‘Approved PO matched! APPROVED A2





image12.png
€ INQURY FUNCTIONS - Internet Explorer
DS1 — INQUIRY FUNCTIONS

/7
computron

> Show Queues
Show Related Objects
Workflow Activity Log

Workflow Notes

Display Image

Image Functions

51

& | (D Destop




image13.png
& OPEN/CLOSED INVOICE INQUIRV/LIST - Internet Explorer - o

1L10 — OPEN/CLOSED INVOICE INQUIRY/LIST | & pnt | 7 pesitop | (2 e 1) about | 4 Bxt

W 4 options e ‘
computron
End of Range Reached

[t [ Summary | Database Reselect |

Voucher S  Vendor InvoiceNumber P.O.Num Rel H SchdPay DueAmt

s QO cves: o weron o issois
576414 ED CAMOB2  231657-D01 026737-001 0 N 21/07/2018
576468 CLOSED ~CAMOB2 ~ 231658-D01 026737001 0 N 21/07/2018

_pisplay Detl | |_Misc. Charge | |_Distributions | |_Approval Detail |

[2IcTtemPo | [ 1C Sup Detail | |_IC PO Header |





image14.png
webst~ r \DJ\‘A\WHM%HZ\MEI’%I‘%\QM@ Gl se |




image15.png
Gi e

- * Workflow Approver

8 Procurement Poral
5 ECM Brec mvoice Approval
T Moot Payale

8 AP Voucher Query
5 4P Ditbution Query

1 Fieview
7 General Ledger

4§D T Blane iy Zoam
4 6L LedgerCary
& Corporate View
6L Tamsacion Quey
2 Purchasing
§2 70 Dsviution Query
P temuey
£ R tem Query

13 Computron Webdesk





image16.tmp
Sl M2 1| ane |

Reesse 150 LVE™

./ Trial Balance & Ledger Rpts

rial Balance Report
Ledger Report by Journal A~
Ledger Report by Account

Ledger Report by Transacton

‘GL Z0OM Inquiry

‘Accounts Payable ZOOM nquiry

Purchasing ZOOM inquiry

[ ist alance & Ledger Rots

[ Purchasing - Wr Enabled

ceseeee

[ el Balance & Ledger Rots





image17.tmp
(& ZOOM PROCESSING - Internet Explorer - o

KS1 — ZOOM PROCESSING & prnt | EDesktop | @ Help | 4] About | 4 Ext
V4 4
computron

Selection Criteria

Company:

Voucher Ing Option: Incude History Open Only O Open/Closed Vouchers
Sort Option
orted by Vendor 1D
First ID to Display: EFC001
[Isorted by Abbreviated Name
Frst Name to Diply: | —
[sorted by VENDOR ABN
Frst Record to Dispay: | E—
[sorted by Vendor Name
First Record to Dsplay: 1

> Continue | (_Cancel

Ks1 100%





image18.tmp
(& Vendor MasterInquiry - Internet Explorer

IL1A3CGD — Vendor Master Inquiry

V4
computron

4 0ptions

[0t | patabase Reselect | objects |

Vend 1d

EFC0L
EFFO02
EFFO0S
EFTO0L
EGO001
EGADDZ
EGADS
EGADDS
EGEDL
EHADDL
E
EAROOL
E
EG001

_Master petail |

Full Name.
REFUND EFT

J&EM EFFERN PTYLTD
EFFUSIONTECH PTY LTD
EFTEL CORPORATE

EG INCURSIONS
‘CAROLINE EGAN
RICHARD EGAN
HEATHER EGAN

ALISON EGERTON

EHA (VICTORIA) INCORPORATED-US.
EHPA SYMPOSIUN-USE EINO15

WOLFGANG EHRLICH
EHS SUPPORT PTY LTD.
EIGEN TACTILE

Act T Emp

G pint | Evesion | @ e | 11 About | 4Bt

GRP HOLD A/P BALANCE

REF
sun
EFT
E
e
sun
EFT
REF
REF
e
sun
REF
EFT
E

|_Assigned Companies | |_Remit-To Codes | |_Voucher Inquiry | _History Inquiry |

Corporate stats | | vendor Transfer




image19.tmp
€ Voucher Inquiry - Interet Explorer

IL3C — Voucher Inquiry

V4
computron

4 0ptions

[t [ Summary | Database Reselect | Objects |

Next Invoice/Type to Display:
LM %] _|>Fetch | _change Path |
Invoice Number  Voucher Co. S H Pay Date
LHOGR19003 599253 001 C N 19/03/2019 AUD
L1RQL0/19002 59699 001 C N 19/03/2019 AUD
LRHVTERO.PIL 583554 001 C N 18/09/2018 AUD
MAHAMEVNAWA BHAVANA, 605263 001 C N 15/08/2019 AUD
MARCUS.FORSTER 609669 001 C N 09/07/2019 AUD
MARIA LEAU 594961 001 C N 05/02/2019 AUD
MARDANABOGDANOVIC 612902 001 C N 15/08/2019 AUD
MASROOR JAFARI 599221 001 C N 19/03/2019 AUD
MAUREEN MULEN 607268 001 C N 18062019 AUD
MRCH.DANDRNONG 463 001 C N 1SS AD

o

X

G pint | Evesion | @ e | 11 About | 4Bt
@ x4

More Data

Curr Amt Before Pmt

500.00
500.00
9167
20000
17.00
250,00
93.60
20000
50.00
ans0

Vou Paid Amt User ID Current Queue

500.00
500.00
9167
20000
17.00
250,00
93.60
20000
50.00
ans0

~
O

|_voucher Detail | |_History Inquiry | | Master Detail | [_Company Detail | |_Remit Detail | | Payment Inquiry |

_Misc charge |

[_1cttempo | [_1CSup Detail | | PO Header |

|_Workflow Inq_|

IL3C More Data

& 100%





image20.png
(© VoucherInquiry - Intemet Explorer

IL3C — Voucher Inquiry

V4
computron

4 0ptions

[ Semmvmary | Database Ressiect | obiects |

Invoice Number
40522557

9122192
AFAC.ONFERENCE
ANGELAASTUTO.
45626755

45757730

46301296

40634806
OSHEA,MEDICAL CENTRE
HEIDY.SHIROMA, FERNAN
MARDANA.BOGDANOVIC
TIM.STICAEY
THUY.PHAM

45970998

Voucher
613643
613609
613576
613555
613547
613545
613499
613458
613461
613451
612902
61289
612895
612893

co.
001
001
001
001
001
001
001
001
001
001
001
001
001
001

lannanocannnnooo®

z====zz=z=2=2z2=2=2=2=2=2z2

Pay Date
14/12/2018
13/08/2019
28/06/2019
20/08/2015
20/08/2019
20/08/2015
20/08/2019
20/08/2015
0/08/2013
200872019
15/08/2019
20/08/2015
20/08/2019
20/08/2015

- o x

G pint | Evesion | @ e | 11 About | 4Bt

Curr Amt Before Pmt.

AuD
AuD
AuD
AuD
AuD
AuD
AuD
AuD
AuD
AuD
AuD
AuD
AuD
AuD

120.00
950.00
605.00
159.63
300.00
300.00
300.00
20000
61.63
1080.00
93.60
520,00
93.60
20000

Vou Paid Amt

159.63
300.00
300.00
300.00
20000

1080.00
93.60
520,00
93.60
20000

@ x4

More Data

UserID. Current Queue

|_voucher Detail | |_History Inquiry | | Master Detail | [_Company Detail | |_Remit Detail | | Payment Inquiry |

[_Misccharge | [ _1CTtemPO | | ICSup Detail |

|_Po Header |

|_Workflow Inq_|

IL3C More Data

®100% -




image21.png
Summary | Database Reselect

Invoice Number Co. Mtd PayDate Ind CkNum Curr InvDate Gross Amount Typ
) LHOCR/1S003 001 EFC 19032019 001 184625 AUD  14/03/2019 500.00 voU

| History Detail | |_Distribution Ing | | Modify History | [_Master Detail | | Company Detail |
Remit Detail | |_Check Reconil





image22.png
DS13 — Check Reconciliation & prnt | EDesktop | @ Help | 4] About | 4 Ext

) K
computron
Company: 001 Bank Acct: 001
Cooh Acct: oot
Pay Function: w TItem Number: M 184625
Type: c Match Number: 292252
Status: 2 (1=O0PEN, ECONC,3=VOID,4=PART RECONC)
Transaction Date: 19/03/2019 Recondie/Stop Date: 20/03/2019
——— 50000 Swtementbote  19/03/2019
Void Amount: Pay Currency: AUD
Recondled Amt: 500.00 Pay Method: EFC
Vendor ID: EFC001 Factor ID:
Vendor Name: 'ASBESTOS REMOVALIST ( AUST
Create ID: P1 Modify ID: MTS
Internal Check No. 104053
Internal SW1: Internal SW2:
Void Check Information
Stop Numb Reason Code:

Stop Authorzation: Stale Dated: (v=ves,

> Continue | (_Cancel




image23.png
| oucherDetab | _ itory nquy | _ MasterDetah | | Company et | |_ ke Detat | | payment nqury
(Moccharge | | icntempo | | 1csupoetal | [ pomeader | | worktowing |

G Vean R -





image24.png
(& INQUIRY FUNCTIONS - Intenet Explorer

DS1 — INQUIRY FUNCTIONS
/7
computron

> Show Queues
Show Related Objects
Workflow Activity Log
Workflow Notes
Display Image
Image Functions

Resume

&Gerint [pesktop @1




image25.png
G pint | Evesion | @ e | 11 About | 4Bt
@ x4

End of Range Reached




