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I. Summary

II. Setup

$.

This document explains how to navigate the State of Rhode
Island Payment Information RIPAY Website to retrieve purchase
order payment information and export to excel or print a
payment statement.

This website requires Internet Explorer 6.0 for full functionality.
HOWEVER, Netscape 6.2.3 or 7.1 can also be used for limited
functionality. (See website regarding differences.) You will also
need Adobe Acrobat Reader to view payment statements.
Downloads are available at the bottom of the menu. To get to
the RIPAY website and begin searching for Purchase Order
Payments, go to the URL http://www.ripay.ri.gov and the RIPAY
home page is displayed:

State of Rhode Island Payment Information

g B! RIPAY Website
RIPAY

Home

Welcome

This weh site contains payment information for the state of Rhode Island. To

havigate this wehsite, use the menu bar at the left, If you haven't got a clue what
to do, check out How To Use This Website or view the User Manual, a&lso, please

General Information | read our disclaimer,

PO Payment Search | This website requires Internet Explorer 6.0for full functionality, HOWEVER,

MNetscape 6.2.3 or 7.1 can also be used for limited functionality, (See General
Information Browser Issues regarding differences.)

aSEavmants - £4% NEW FEATURES * **

Check Number 11/15/2005 - Quasi-Public & State Agency &ACH Payment Information is now

Search available, Please review our User Manual if vou are having difficulty finding yaur
payment information,

Contact

P; A -
i | interer
A

= | Explorer

Get Acrobat

Reader ;l“ <

To view reports/statements in PDF format, it is recommended that Users have
Adobe Acrobat Reader 5.0 or higher installed on their own computers,

To export data to Excel, Users must have Microsoft Excel installed on their own
computers,
WEBSITE DATA STATISTICS

=

o
T

o

The last PO Payment activity was captured on: 11/14/2005

III. General Information

RIPAY_Manual.Doc

If you have a question or need information regarding using the
website or understanding its purpose, you should click the

General Information jcon on the menu bar. The following page
will be displayed:
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- State of Rhode Island Payment Information I E
S oo
L R RIPAY Website I
RIPAY -
General Information
Home Disclaimer Disclaimer for this website.
Request For Payment How vendors are paid by the State of Rhode
General Information Island.
How To Use This website Information/help on how to use the RIPAY
PO Payment Search website, o
Definitions of Terms Glossary of terms used within the PO
ACH P " - Fayment section of the RIPAY website,
ayments ¥ . .
4 Browser [ssues Current browser issues with RIPAY,

This page contains links to a disclaimer, a statement about how

to make a request for payment, quick instructions on how to use
the RIPAY website, definitions of terms used within this website,
and browser issues and concerns when viewing this website.

IV. PO Payment Search

To search for purchase order payments, click the PO Payment
Search menu item from the menubar at the left. The following
page will be displayed:

@ | State of Rhode Island Payment Information = Nk
L R RIPAY Website
RIPAY
PO Payment Search
Home Search CHtera - Please enter a valid $tate of Rhode Island purchase order.

* Purchase Order # Releaze #:

I Search For PO On
Search . .
General Information || I - Purchasing Website

PO Payment Search

Purchase Order #: Release #:

ACH Payments ¥ PO Description:
Agency Name:

Check Number

search Vendar Mame:

PO Status:

Contact

INVOICE INVOICE INVOICE INV¥OICE PAID DATE CHECK
NUMBER DATE AMOUNT STATUS NUMBER

Miorosaft®
i | interner =
@ | Explorer e

Get Acrobat®
Reader » =

Ba
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On this page, you must enter the exact Purchase Order number
and release number where required. When ready to execute a
search, click the ‘Search’ button. The spreadsheet will then be
loaded with search results:

?;ﬂ' , State of Rhode Island Payment Information x@,
Wy RIPAY Website b
/ %&;
RIPAY L
PO Payment Search
Search Criteria - Please enter a valid S5tate of Rhode Island purchase order.
Home .
Purchase Order #: Release #:
E Search For PO On
General Information S0ADTZE1905 ID Purchasing Website
4 Invoices Found
PO Payment Search
Purchase Order #: 50A00281905 Release #: 0
&CH Payments ¥ PO Description: METER RENTAL

Agency Name: COASTAL RES MGMT
Check Number
gsearch Wendor Mame: HASLER INC

PO Status: COMPLETE RECEIPT

Contact Wiew Other POs For This Wendor Wiew Payment Statement Wiew In Excel
INVOICE | INVOICE | INVOICE INVOICE
NUMBER DATE AMOUNT sTaTus |PAID DATE -
|u Explorer (=
1/27/2004 £177.00 PAID 2/9/2004 250180
Get .'ﬁ[mgat‘ | 1
S g ¢+7700 10/28/2003 £177.00 PAID 11/5/2003 241726
I <0324 7/28/2003 £177.00 PAID B/20/2003 297603
Pl 1156517 4/27/2004 £177.00 PAID 5/7/2004 276432

If you are search for a blanket PO and a release number is required,
the system will prompt you to enter a release number if one was not

entered:
E?f’_.' ’ State of Rhode Island Payment Information x@,
L) RIPAY Website g
RIPAY LG
PO Payment Search
Search Criteria - Please enter a valid S5tate of Bhode Island purchase order.
Home .
Furchase Order #: Releaze #:
E Search For PO On

General Information pENO0210216 I Furchasing Website

A release number is required for this purchase order.

RIPAY_Manual.Doc 5 Revised Date: 2/28/2005
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Saving Payment Information Into Excel

The PO Payment search results can be loaded into Excel by

clicking the 8% INExCEl |in1 - This will open Excel within your
browser with the data in the Excel spreadsheet where it can be
manipulated.

-

PO NUMBER £ SC AGENCY MAMENDOR AME PO STATU 'WOICE DATENOICE AMOLUES

DMETEH REN s CUAS TAL HES 003547 "HESLER INC CDMF’LETE RE 912930 : /242008 $177.00

50400287305
504002871905 0 METER REMT: COASTAL RES 003547 HASLER INC - COMPLETE RE 647700 10/28/2003 $177.00

S04002871305 0 METER REMT: COASTAL RES 003547 HASLER INC  COMPLETE RE 403248 FA2BS2003 £177.00
50400281905 0 METER REMT: COASTAL RES 003547 HASLER INC  COMPLETE RE 1166617 4/27/2004 F177.00

You can save the Excel file that is displayed within the browser to
retain this information on your computer. If the Excel file opened
within your browser, you can select ‘File’, ‘Save As..." to save the
file.

Viewing/Printing Payment Statement

The PO Payment results can be displayed as a statement which
totals the amount invoiced and amount paid. The PO Payment
Statement can be viewed/printed by clicking the

Wiew Payment Statement i which will display the payment
statement as a PDF file:

RIPAY_Manual.Doc 6 Revised Date: 2/28/2005
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(DR D

LERD IR N RN R

Simplify your review cycles

Click the

Total Invoice Amount:
Total Amount Paid To Date:

$708.00
$531.00

]

==

E S State of Rhode Island - Payment Statement

g 253

2 RIPAY

?

B Payment To: HASLER INC

=

T

= Purchase Order #: 50A00281905 Release #: 0

W

v Description: METER RENTAL

§ Agency Name: COASTAL RES MGMT

- PO Status: COMPLETE RECEIPT

Invoice Invoice Paid Check

Invoice Number Date Amount Invoice Status Date Number
912930 01/27/2004 $177.00 PAID 02/09/2004 259189
647700 10/28/2003 $177.00 PAID 11/05/2003 241728
403248 07/28/2003 $177.00 PAID 08/20/2003 227603
1166617 04/27/2004 $177.00 APPROVED FOR

“ icon to print a copy of your payment statement, or

the E icon to save it on your computer.

Viewing Other Purchase Orders For A Vendor

Upon a successful search, you will be able to view other purchase

orders for the selected vendor.
View Other POs For This Yendor

RIPAY_Manual.Doc

Click on the

link to view a list of purchase
orders for the current fiscal year. From this page you can also
filter on Fiscal Year and PO Status:
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g | State of Rhode Island Payment Information = A
Bl RIPAY Website %

i =/—£:t-
RIPAY SN

Purchase Orders

Home Fiscal Year: IQDDE vl PO Status: |

5 PO/Releases Returned

General Information

Wendor Name: HASLER INC

PO Payment Search Wigw Unpaid Invoice Statement Wigw In Excel
ACH Payments v PO NUMBER |R#E SOUE  |PO DESCRIPTION| AGENCY NAME | PO STATUS
12400335444 0O 9/12/2005 METER REMTAL  GOWERMOR CLOSED
Check Number 1 10/1,/05-12/31/05
Search 50400333921 0 B/16/2005 METER RENTAL  COASTALRES  PARTIAL
2 MGMT RECEIFT
Contact 54400331614 0 7/12/2005 mailer acct EDUC ASSIST  CLOSED
3 176536-001 rental AUTHORITY
54400237254 0 10/7/2005 mailer rental EDUC ASSIST  CLOSED
4 176536-001 SUTHORITY
e 00C00322201 0 7/21/2005 postage JUDICIAL/COURT: COMPLETE
5| iniers #:| 5 RECEIPT

Get Acrobat®
Reader :

L -

Double-click a column header to toggle sort ascendingfdescending.

From this page you can view the purchase orders by selecting a
fiscal year and/or PO Status (See website Definitions of Terms for
more information). To view all of the invoices for a purchase
order, click on the PO number.

Saving Payment Information Into Excel

The purchase orders can be viewed and saved in Excel by clicking

the YigW InExcEl pyberlink. This will open Excel within your

browser with the data in the Excel spreadsheet where it can be
manipulated.

Viewing/Printing Unpaid Invoice Statement

From the Purchase Orders page, you can view all of the unpaid
invoices for every purchase order by clicking on the

Wiew Unpaid Invoice Statement hyperlink. The Unpaid Invoice
Statement will be displayed as a PDF file:

RIPAY_Manual.Doc 8 Revised Date: 2/28/2005
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%_B'Saveacapy = @J ﬁEWIﬂSe\emTem - @:|§ Q = D’i = 118%

- @ | ™ M = | 3 ‘D‘ Do more with Adobe POF
ia
=

o
=
£ | . .
£ @ | State of Rhode Island - Unpaid Invoice Statement
=} ) =, 4
& Y, \
b RIPAY
£
5
T
2 Unpaid Invoices For: HASLER INC
z Invoice Invoice
% Invoice Number Amount Date Invoice Status
7: PO#: 99C00301437 DIC HASLER
& Rel#: O JUDICIAL/COURTS
. 56681 $47.50 READY FOR AP
PO Unpaid Invoice Amount: $47.50
PO#: 99C00301439 DIC HASLER
Rel#: 0 JUDICIAL/COURTS
509236 $229.50 READY FOR AP
PO Unpaid Invoice Amount: $229.50
Total Unpaid Invoice Amount: $277.00

Click the " icon to print a copy of your unpaid invoice

statement, or the B icon to save it on your computer.

V. ACH Payments

RIPAY_Manual.Doc

To search for ACH payments, click the downward arrows on the

SNVl = menu item from the menubar at the left or
double-click on the word ACH PAYMENTS. The ACH menu
options will be displayed:

ACH Payments £

Municipal

Yendor
Quasi-Publicf State
Agencies

Internal Service
Funds

Imprest Accounts

Currently, only Municipal, Vendor, and Quasi-Public/State Agency
ACH Payment information is available online. Please click the
type of ACH payment you wish to find.

9 Revised Date: 2/28/2005
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Municipal ACH Payments

Home

General Information

If you selected Municipal within the ACH Payments menu, the
following page will be displayed:

State of Rhode Island Payment Information WL
RIPAY Website D

Municipal ACH Payment Search

Search Criteria - Please select a municipality and enter a date range.
Municipality:

[BARRINGTON TOWN OF =

*Start Date: *End Data: -

PO Payment Search | [11/l200s [ [1176m2005 7

ACH Payments

=

Municipal

vendor

Agencies

Quasi-Publicf State

Funds

Internal Service

Search

Contact

e
xplorer (fee

Get Acrobat®
Reader =

RIPAY_Manual.Doc

Imprest Accounts

Check Number ’T

50 _ .
BANK ITEM | oo PAYING |PAYMENTDOCUMENT
p“[;",:'TEENT ACCOUNT| aMoUNT |CATEGORY| 4orncy |NUMBER| NUMBER
1

L )

Double-click a column header to togale sort ascending/descending.

On this page, you can select the Municipality (or school district)
from the municipality drop down list, enter an estimated payment
date range, and click ‘Search’. The search results will show
details for fund transfers:

10 Revised Date: 2/28/2005



State of Rhode Island Payment Information
RIPAY Website Documentation

@ I State of Rhode Island Payment Information
P RIPAY Website
RIPAY

Municipal ACH Payment Search
Search Criteria - Please select a municipality and enter a date range.
Home Municipality:

| BARRINGTON TOWN OF =l

General Information
* Start Date: *End Date: E
PO Payment Search | [11/1/2005 7 [11n6z00s [

10 Invoices Found

ACH Payments ES

Municipal ) .
vendor Wiew Payment Statement Wiew In Excel

Quasi-Public/ State

Agencies
- BANK ITEM PAYING |[PAYMENTDOCUMENT
Tk S 5 Pl P“YMENT ACCOUNT| AMOUNT |CATEGORY | 4erncy |NUMBER| NUMBER
Irnprest Accounts DATE
11!14,I'EDDEPRIM.&RY £147.24 SUE-STANCE MHRH/HOSP 1102190 MNOWOS -
Check Number ACCOUNT PLINT
Search 11,!14,!2005PR1MARY £2,643.00 SUBSTANCE MHRH/HOSP 1103190 MOWOS
2 ACCOUNT ABIUSE MUNI
Contact 3 11/10/2005ALTERMATE  $28B6.60 SCHOOL — EDUC 1100662 572B110800 |
ACCOUNT LUMNCH {ELEM/SEC)
M 11/10/200Z ALTERNATE  $199.22 SCHOOL  EDUC 1100662 &72B110300
4 ACCOUNT LUNCH [ELEM/SEC)
11/10/2005 ALTERMATE  $5,595.10 SCHOOL — EDUC 1100662 672B110800
o i‘n'%:;;'éi = 3 ACCOUNT LUMCH {ELEM/SEC) =~

L

Double-click a column header to toggle sort ascending/descending.

Saving Municipal ACH Payment Information Into Excel

The Municipal ACH Payment search results can be loaded into

Excel by clicking the &% IMExcel iny  This will open Excel

within your browser with the data in the Excel spreadsheet.

: : MOTES
PREY MOMTHLY

TOBACCO SERV/SUBSTAMCE PAYMEMT/REIMBLRS
11/14/2005 FRIMARY $2.643.00 SUBSTANC COMMUNITY BASED  MHRH/HOSPL 1103130 WOWOS MUNI - PREVENT MOMTHLY
ACCOUNT EABUSE  PREVENTION TALS SERY/SUBSTAMCE PAYMEMT/REIMELRS
1141042005 ALTERMATE $286.60 SCHOOL  9/11/2005 LEA EDUC 1100662 B72B11080005 9/1/2005 LEA
ACCOUNT LUNCH 0119000030705 : [ELEM/SEC) 01190L0030105 :
141 D£2DDS|ALTEF|NATE| $199.22 SCHOOL  9/11/2005 LEA EDUC 1100662 B72B11080004 9/1/2005 LEA
ACCOUNT LUNCH 0119000030705 : [ELEM/SEC) 01190L0030105 :

You can save the Excel file that is displayed within the browser to
retain this information on your computer. If the Excel file opened
within your browser, you can select ‘File’, ‘Save As..." to save the
file.

RIPAY_Manual.Doc 11 Revised Date: 2/28/2005
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Viewing/Printing Municipal ACH Payment Statement

A Municipal ACH payment statement can be viewed/printed by

clicking the V1Ew Payment Statement |inw which will display the
payment statement as a PDF file. The statement includes
additional detailed information about the payment transfer and a
total amount transferred for the period selected.

_\
1 ©

S

I | Yfﬁi‘

I Pages

N Attachmerits

= @ allon
$.!
=
bl
RIPAY

State of Rhode Island - ACH Payment Statement

ACH Payment To: BARRINGTON TOWN OF

Est. Pay Bank Item Item Payment Document
Date Account Amount Category Description Agency Number Number
11/14/2005  PRIMARY ACCOUNT 147.24 SUBSTANCE ABUSE  EMFORCEMENT - TOBACCO MHRH/HOSPITALS 1103190  NOWOS MUNI
11{14/2005  PRIMARY ACCOUNT 2,643.00 SUBSTANCE ABUSE  COMMUNITY BASED PREVENTION MHRH/HOSPITALS 1103190  NOWOS MUNI
SERVICES (RISAPA)
11/10/2005  ALTERNATE 286,60 SCHOOL LUNCH 9/1/2005 LEA 01130LD030105 : EDUC (ELEM/SEC) 1100862  §72B11080005
ACCOUNT Programs Induded -, Lunch, Breakfast ,
Milk
11/10/2005  ALTERNATE 199.22 SCHOOL LUNCH 9/1/2005 LEA 01150LD030105 : EDUC (ELEM/SEC) 1100862  572B11080004
ACCOUNT Programs Induded -, Lunch, Breakfast ,
Milk
11/10/2005  ALTERNATE 5,595,10 SCHOOL LUNCH 9/1/2005 LEA 01150LD030105 : EDUC (ELEM/SEC) 1100862  572B11080003
ACCOUNT Programs Induded -, Lunch, Breakfast ,
Milk
11/08/2005  PRIMARY ACCOUNT 6,050,93 POLICE DETAILS INVOICE# 14 FHWA DESIGN TRANSPORTATION 285423 6700FBS590
11/09/2005  PRIMARY ACCOUNT 343,76 POLICE DETAILS INVOICE# 14 STATE MATCH TRANSPORTATION 285423 £700FB530
11/09/2005  PRIMARY ACCOUNT 1,512.73 POLICE DETAILS INVOICE# 14 STATE MATCH DESIGN ~ TRANSPORTATION 285423 5700FB530
11/08/2005  PRIMARY ACCOUNT 1,375.06 POLICE DETAILS INVOICE# 14 FHWA TRANSPORTATION 285423 6700FB530
11/04/2005  PRIMARY ACCOUNT £03,137.04 MV EXCISE MOTOR VEHICLE EXCISE TAX PHASE  ADMINISTRATION 1093451  210361-30

Total Amount:

Click the

621,290.68

-

CQUT IN ACCORDANCE WITH RIGL 44-34

the E icon to save it on your computer.

RIPAY_Manual.Doc
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icon to print a copy of your payment statement, or
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Vendor ACH Payments

Home

General Information

PO Payment Search |

ACH Payments

If you selected Vendor within the ACH Payments menu, the
following page will be displayed:

State of Rhode Island Payment Information

RIPAY Website TR
Vendor ACH Payment Search
Search Criteria - Please find and select a vendor and enter an invoice # or date range.
Find “endar *Fyendor Mame:
- Invoice #:; « *Start D ate: #*End Date;
Do282005 (9 |oacseoos Seavch

x

Municipal

¥endor

Agencies

Quasi-Public/ State

EST. . .
. ITEM -~ PAYING | PAYMENT |[INVOICE
eSS PAYMENT lamount | DESCRIPTION AGENCY | NUMBER |NUMBER

Check Number

Search

Contact

Miorosift®
internet 2 |

Explorer (Mg

RIPAY_Manual.Doc

Imprest Accounts

e =R

On this page, you must first find and select a vendor. To do this,
type at least 3 characters of the vendor name into the text field
titled ‘Find Vendor’. Please Note: If your vendor name is
less than 3 characters, you must type your exact vendor

name. Click m to begin your search. Any vendors found will
be loaded into the drop down list titled ‘Vendor Name’. If no
vendors were found, you will see the following message:

Mo vendors found.

Select the appropriate vendor name from the drop down list,
enter an invoice number or estimated payment date range and

click the ﬁ button. The search results will show details for
fund transfers:

13 Revised Date: 2/28/2005
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@b | State of Rhode Island Payment Information W L
By RIPAY Website o
L it 5,
RIPAY .L/:‘(’(,‘

vendor ACH Payment Search

Search CHteria - Please find and select a vendor and enter an invoice # or date range.

Home Find Yendor: Ftandar Mame:
{sample B [SAMPLE VENDOR INC =l
General Information
9 Invoice #: = * Start Date: *End Date:
PO Payment Search | | [1728000s TF |p2egeoos T E
ACH Payments £ 4 Invoices Found
Municipal . .
Wendor Yiew Payment Statement Yiew In Excel
uasi-Fublicd State

Agencies
Internal Service Funds
Imprest Accounts

EST

DATE
2/2e/2009 11043.7 REC DESIGM 97112 TRAMSPORTAT 180462 a7112-
Check Number 184

1

Search 9 2/2e/2009 2760.93 REC DESIGM 97112 TRAMSPORTAT 180462 a7112-
3
4

e ITEM s PAYING PAYMENT |INVOICE
PAYMENT AMOUNT DESCRIFTION AGEMNCY NUMBER |NUMBER

1054
2f21/2003 17323.43 REC DESIGN 97112 TRANSPORTAT 160230 97112~

183
2/21/2005  4330.86 REC DESIGN 97112 TRANSPORTAT 1602350 97112-

183

Contact

Microsift®
| Interaet
@ |Explorer e

Get Acrobat® | == 2
Reader /= Double-click a column header to toggle sort ascending/descending.

Saving Vendor ACH Payment Information Into Excel

The ACH Payment search results can be loaded into Excel by

clicking the 8% INExC&l |in1 - This will open Excel within your

browser with the data in the Excel spreadsheet.

TI0

SAMPLE 2/28/2005 110437 REC DESIGN 37112 TRG-STAT (0010 TRANSPORTATION 180462 97112184 RECDESIGN
YENDOR INC 80% FED/20% STATEI gz
SAMPLE 2/28/2005  2760.93 REC DESIGMN 37112 TFG-STAT (0011 TRANSPORTATION 180462 971121084 REC DESIGN
YENDOR INC 80% FED/20% STATEI gz
SAMPLE 2/21/2005 1732343 REC DESIGN 37112 TRG-STAT (001)1 TRANSPORTATION 160250 97112183 RECDESIGN
YENDOR INC 80% FED/20% STATEI gz
SAMPLE 2/21/2008 433086 REC DESIGMN 97112 TFG-STAT (001)1 TRAMSPORTATION 180250 97112182 RECDESIGN
YENDOR INC 80% FED/20% STATEI gz

You can save the Excel file that is displayed within the browser to
retain this information on your computer. If the Excel file opened
within your browser, you can select ‘File’, ‘Save As..." to save the
file.

Viewing/Printing Vendor ACH Payment Statement

A Vendor ACH payment statement can be viewed/printed by

clicking the “iew Payment Statement |in. which will display the
payment statement as a PDF file. The statement includes

RIPAY_Manual.Doc 14 Revised Date: 2/28/2005
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additional detailed information about the payment transfer and a
total amount transferred for the period selected.

S@-02 -8 RORE]|K e |[OA-EB-Bohx -e DOEE| W
1
E & h , State of Rhode Island - ACH Payment Statement |
@ RIPAY
% ACH Payment To: SAMPLE VENDOR INC
= Est. Pay Item Payment Document
Date Amount Item Description Agency Number  Number
022872005 11,043.70 TFG-STAT (001) TRANSPORTATION 180462 97112-184
B0% FED/20% STATE
02/28/2005 2,760.93 ::Gw-:'m'r (001) TRANSPORTATION 180462 97112-1084
B80% FED/20% STATE -
02/21/2005 17,323.43 ::::TAT (001) TRANSPORTATION 160250 97112-183
B0% FED/20% STATE
02/21/2005 4,330.86 ::sw-:'m'r (001} TRANSPORTATION 160250 97112-183
B0% FED/20% STATE
FHWA
Total Amount: 35,458.92
Click the "™ icon to print a copy of your payment statement, or
the H icon to save it on your computer.
Quasi-Public/State Agency ACH Payments
If you selected Quasi-Public/State Agency within the ACH
Payments menu, the following page will be displayed:
@ | State of Rhode Island Payment Information = T
Dol RIPAY Website L 2N
RIPAY
Quasi-Public/State Agency ACH Payment Search
Search Criteda - Please select a quasi-public /state agency and enter a date range.
Home Cuasi-public/State Agency:

|ENGLISH FOR ACTION =l

General Information
* Start Date: *End Date: E
PO Payment Search | [11/152005 [ [11/50005

ACH Payments S
Municipal

Yendor
Quasi-Publicf State
Agencies

Internal Service
Funds

Imprest Accounts

EST. . )
j ITEM . PAYING | PAYMENT |INVOICE
PAYMENT |amounT | DESCRIPTION AGENCY | NUMBER |NUMBER

1

Check Number
Search

RIPAY_Manual.Doc 15 Revised Date: 2/28/2005
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On this page, you can select the Quasi-Public or State Agency

from the drop down list, enter an estimated payment date range,
and click ‘Search’. The search results will show details for fund

transfers:
@ | State of Rhode Island Payment Information = AT
Bois RIPAY Website @L‘?’Q
RIPAY -
Quasi-Public/State Agency ACH Payment Search
Search Criteria - Please select a quasi-public /state agency and enter a date range.
Home Quasi-public/State Agency:
|ENGLISH FOR ACTION =l

General Information
*Start Date: *End Date:
PO Payment Search | [o/52005 (9] REZ

2 Invoices Found

ACH Payments S

Municipal . )

Vetear View Payment Statement view In Excal

Quasi-Public/ State

Agencies EST. . .

: o PAYING PAYMENT (INVOICE
nternal Service Punds PAYMENT | 5 DESCRIFTION AGENCY | NUMBER |NUMBER
Irnprest Accounts

1 10/21/2005 3156.87 EDLIC 1097234 672H101¢
Check Number (ELEM/SEC)
Search 2 0 /29/2005 73584 EDUIC 1090180 G72H092%
{ELEM/SEC)

Saving Quasi-Public/State Agency ACH Payment Information
Into Excel

The ACH Payment search results can be loaded into Excel by

clicking the 8% INExCEl |in1  This will open Excel within your
browser with the data in the Excel spreadsheet.

PAYING YMENT! INVOICE :

DESCRIPTION. © AGENCY

) : : ¢ NUMBEFR: : NLIMBEF; : NOTES ; PO# . REL# |
1072172008 318687 EDLIC 1097224 E72H10190 RIDE GRNT FyMT .
1 [ELEM/SEL) 034 1430-80200-501
ENGLISH FOR  9/23/2005 78504 EDIIC 1090180 B72H03270 RIDE GMT PYMTS
ACTION [ELEM/SEL) ooz 1430-80200-501

You can save the Excel file that is displayed within the browser to
retain this information on your computer. If the Excel file opened

within your browser, you can select ‘File’, ‘Save As..." to save the
file.

Viewing/Printing Quasi-Public/State Agency ACH Payment
Statement

A Quasi-Public/State Agency ACH payment statement can be

viewed/printed by clicking the “i&w Payment Statement |in)
which will display the payment statement as a PDF file. The
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statement includes additional detailed information about the
payment transfer and a total amount transferred for the period
selected.

A = (‘J 1] ‘ 3 N 8 |?5°”° T @ ‘Dl"‘ gl e ‘Ym‘ Adobe’Reader‘%?
% ¥
o =
& \%j State of Rhode Island - ACH Payment Statement
-4 TN
= E.r_;/lv

ACH Payment To: ENGLISH FOR ACTION

Est. Pay Item o Payment Document

Date Amount Item Description Agency Number Number

10/21/2005 3,156.87 RIDE GRNT PYMT 1430-80200-601 EDUC (ELEM/SEC) 1097234  £72H10150034

09/25/2005 7.858.40 RIDE GNT PYMTS 1430-80200-601 EDUC (ELEM/SEC) 1090180  &72HO3270002
Total Amount: 11,015.27

Click the ™™ icon to print a copy of your payment statement, or

the B icon to save it on your computer.

VI. Check Number Search

To search for backup detail by check number, click the Check
Number Search menu item from the menubar at the left. The
following page will be displayed:

§'f I State of Rhode Island Payment Information é: r:
7o) RIPAY Website %’z}\
RIPAY L
Check Number Search
Home Search Criteria - Enter a valid check number & click Search. Then select the payee name.

* Check #: Payes Mame:
General Information || j IE

PO Payment Search

Check #: Date Paid:
ACH Payments ES Payee Name:
Municipal
Yendor
Quasi-Publicf State
Agencies INVOICE p - AGENCY p RELEASE
Internal Service NUMBER | AMOUNT IDESCRIPTION  “pave  |PONUMBER| b vpER
Funds
Imprest Accounts 1

Check Number 2

Search
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On this page, you can enter a check humber and click ‘Search’.
(Because the State of Rhode Island makes payments from
multiple banks, the same check number may be used for multiple
payments. To find the correct check reference, use the drop
down list of payee names.) The payee name drop down list will
be loaded with payees for the check number and spreadsheet will
then be loaded with payment information for the first payee. If
the payee displayed is not the one you were searching for, select
another payee from the drop down list, and its payment
information will automatically be displayed. If your payee is not
displayed in the list, no payment information exists.

Here is an example of a check number search, and in this
example the search returned 2 payee names for check #250129:

Search Critera - Enter a valid check number & click Search. Then select the payee name.

* Check #:

Payee Mame:

250129

Upon selecting the payee you wish to view, the payment information is

MEWY ENGLAND ICE CREAM CO NG j -

LIMICATIONS

displayed:
o | State of Rhode Island Payment Information g@,
a);ﬁ-}] B RIPAY Website TR
—— 2 v
RIPAY LN
Check Number Search
Home Search Criteria - Enter a valid check number & click Search. Then select the payee name.
* Check = Payee Mame:
ceneral Information 250129 MEYY EMGLAND ICE CREAM CO INC j -

PO Payment Search

Municipal ACH
Payments

Check Number
Search

Contact

Get Acrobat®
Reader =

RIPAY_Manual.Doc

5 Payments Found

Check #: 250129 Date Paid: 12/18/2003
Payee Mame: NEW ENGLAND ICE CREAM CO INC

Wiew Payment Statement

AGENCY RELEASE
nNamE  |PONUMBER | winBER

1 £107.20 CHILDREM &
TOUTH

2 47k XHO445 £214.40 SHERRERT 2 CHILDREM &
ICE CRE&M YOUTH

3 47k HHO G4 $£214 .40 SHERBERT & CHILDREM &

1

ICE CREAM  YOUTH

479K XHO443 214,40 SHERBERT & CHILDREM &
ICE CREAM  YOUTH

5 479K XHO442 £214.40 SHERBERT 8 CHILDREN 8
ICE CREAM  YOUTH
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Viewing/Printing Check Statement

A Check statement can be viewed/printed by clicking the

wiew Payment Statement |in which will display the payment
statement as a PDF file. The statement will show more backup
details and the total paid:

Bl ssveacony =) (A 0 ‘ \“:} 7 seect Text = ;.iﬂ @g N I:‘ l:‘ = 95% - & f ‘ O :B| | Do more with Adobe PDF
S'L’)l' , State of Rhode Island - Check Statement
S
ﬂ-‘; IPAY
Check #: 250129 Date Paid: 12/18/2003

Payee Name: NEW ENGLAND ICE CREAM CO INC

Invoice Amount PO Release
Number Paid Description Agency Number Number  Notes
479IKNHO462 107.20 CHILDREN & YOUTH 0 INV.2026759 |
47INHOA45 21440 SHERBERT & ICE CREAM CUPS CHILDREN & YOUTH 0 INV.2028349,2028557
4TIROHOH 21440 SHERBERT & ICE CREAM CUPS CHILDREN & YOUTH 0 INV.2027556,2027838
4TIROHO43 21440 SHERBERT & ICE CREAM CUPS CHILDREN & YOUTH 0 INV.2026952,2027164
4TIROHOH2 21440 SHERBERT & ICE CREAM CUPS CHILDREN & YOUTH 0 INV.2026015,2026970
Total Amount: 964.80

I Pages \I Lavyers \l Signatures \l Bookmarks

Click the "™ icon to print a copy of your payment statement, or

the H icon to save it on your computer.

VII. Questions or Concerns

The RIPAY website includes a Contact page for help obtaining
information relating to a purchase order or invoice. Click the
Contact |ink on the menu bar. This page contains a link to the
state agency telephone directory (PDF file). Please be sure to
contact the appropriate agency. If the agency is not found,
this page also contains a link to all state government agency
websites:
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@ . State of Rhode Island Payment Information NG
B RIPAY Website 2R
) 3 3
RIPAY i

Contact

Home

All RIPAY information is agency-specific, If you have payment questions,/concerns,
you must contact the appropriate agency associated with the payment, Please
use the State of Rhode Island Telephone Directory for contact information or find
PO Payment Search your contract information by searching the Agency YWebsite Links,

General Information

ACH Payments ¥
State of Rhode Island Telephone Directory

Check Number ) )
Search Agency Website Links

Contact

To obtain information about payments not found on this website, you must contact
the User Agency Business Office,

If you have a guestion/concern or need help with this website, send an email to:

RIPAY Web Administrator
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