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FBL1N - To verify Travel Check (written and cashed)
1. Type FBL1N in the shortcut field and press ENTER, or select the report from your Favorites.

2. In the Vendor account selection area, click the Matchcode icon.

3. Use the scroll arrow buttons to find the tab Vendors by Name.

In the Name field, enter the employee’s last name followed by an asterisk.

Click the green checkmark at the bottom of the window to search.
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4. Find the employee’s name, click to highlight and click the green checkmark at the top of the
window to accept.  The vendor number will now appear in the Vendor account selection area.

5. Under the Line item selection area, mark the circle for All items.

6. Click the Execute icon.
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7. The Reference column will have Trip numbers from travel reimbursements that have completed
Workflow.  Find the appropriate line with the trip number you wish to inquire about and
highlight the trip number. Note: the amount in the column to the right will be a negative
number since this is money being paid by UT.

8. At the top of the screen click the menu item Environment | Check
Information

9. Under the Check information section, details on when the check was
written and cashed will be displayed.


