
Vendor Liability Aging Report 
 
Navigation:  Accounts Payable, Reports, Voucher Reconciliation, Vendor Liability Aging  
 
Report Highlights:  Provides an aged listing of outstanding invoices for an individual 
agency by vendor as of a specific date 
  
Report Fields:  Business Unit, Voucher ID, Invoice ID, Accounting Date, Invoice Date, 
Scheduled Due Date, Not Yet Due, 1-30 Days, 31-45 Days, 46-60 days,  Over, Total 
 
 
Step 1: Click on the Payables Open Liability Report link 
 
 

 

 
 
 
Step 2:  Click on the “add a new value” tab and create a new run control.  Press the 
yellow, ADD button.  
 
 

 
 



Step 3:  Enter the following fields:  
 
As of Date:  
As of Date Type = Accounting Date 
Business Unit Option = Value 
Business Unit = Agency Business Unit 
Aging Cycle ID = MONTH 
Report Vendor By = Remit Vendor 
Remit Group by = Business Unit/Vendor 
Detail or Summary = Detail 
 
Press the Yellow RUN button. 
 
 

 
 
 
 
 



Step 4   Click on “Vendor Liab Aging Data & Report” and press the yellow OK button.  
 

 
 
 
Step 5   Click on the Process Monitor Link to see the job you just ran.  
Select the Process Name Link once job has reach Run Status = Posted 

 
 
Step 6: Under the Process Detail, Select the final “Success” link.  

 
 



 
Step 7:  Select the View Log/Trace link  

 
 
 



Step 8 Select the PDF file to download to your computer.  
 

 
 


