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MSJCEK MT. SAN JACINTO COMMUNITY COLLEGE DISTRICT

MT. SAN JACINTO COLLEGE

Contracts - Payment Status

Steps to Check Contract Invoice Payment Status

Log in to Galaxy: Enter your User ID and
Password and click OK.

Galaxy Login

« OK

[~ Change Password

County: | 33 - RIVERSIDE COUNTY |
User ID: |
password:|

X

¥ Cancel I

Click the + sign next to Business/Personnel
System, then click the + sign next fo
Purchasing System
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Business/Personnel Syst:

_J) Accounts Payable System

_J Accounts Receivable System

_) Asset Management System
_) Budget Development System
_J Credential System - County
_ Credential System - District
_ Financial System - County

H _ ) Financial System - District

_ ) Health and Welfare Benefits
_) Payroll System

_) Personnel/Position Control System

<

System

_ Purchasing System <
_) Retirement System
_) System Utilities

_) Year End Processing System

« OK | % Cancel|

Click the + sign next to View Purchasing,
then double click View Contracts.

Navigation Menu

X

# _ ) Personnel/Position Control System ;[

=

_ ) Purchasing System
_J Contract Management
_) tem Catalog
_J Location Management

_) Purchase Order Management
# _) Purchase Requisition Management

_J Receiving Management
4 _) User Security and Approv:
_) Vendor Management

als

| Viewipurchasing <

D View Contracts

O View Purchase Orders

O View Purchase Order Receiving Information
O View Purchase Requisttions

O View Vendor
O View Worksite Codes

=
" OK I ® Cancel[
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When the View Contracts window opens,
enter the “A"” PR number in both boxes next
to From P.R. Number, then click Find.

B View Contracts - Galaxy Production - o x|

menu)| \liew Contracts

search | Contract Data | B -

County: |33 - RVERSDE COUNTY v || District: | 03 - MT SAN JACINTO COMMUNITY COLLEGE |

From Contract Number: @ To: @ ContractLine Fiscal Year: ~|
Contract Prefix L] [~ Include only Contracts having at least one line

Contract Status: | ~| Ll e
From ContractCreated Date: | To:|
contactAmount| | | | I
ContractUseriD: [ (&

From P.R. Number. [ @ To: [ O] <
Vendor[ (@&
Vendor Name: [— Category: ,7j
shipToLocation:| [ temName:[ @
Worksite Location: @ Item Description:
Note Description: [
Project
Fund School  Resource Year Goal Function  Object
@ @ @@ @ @ @ Se Find

The next window appears with your PR
contract detail.

B View Contracts - Galaxy Production -

menu | \liew Contracts

Verify the vendor name to make sure you're ) /
looking at the correct PR, then click on the T S— 1 T T

£3005965 F 2,700.00
Payment History tab fo view the payment
status details.

103773 CARIBBEAN PACIFIC BUS M\/C N 11/02/2018 11/04/2018

<« |

District: [03-MT SAN JACNTO COMMUNTY COLLEGE Contract N & Print
Details | ttems | Account Di ion | Hotes | | Cost Distribution |
Contract Type: [N~ NORMAL Vendor: [102773 - CARIBBEAN PACIFIC BUS
Contract Status: [F-FiNaLZED Vendor Address: [1-1882 W VIRGINIA ST., smasmmuo CA 92411 USA
Contract Start Date: [117022078 End Date: [11092078 Vendor Phone Nor: [50s-357-0078 Fax Nor: [s0s-287-0079
Contract Create Date: [10722/2018 [~ Muki Year Contract m":"uvw‘m” E — m;: "_ i
Registration G CSLB License g
Contract Amount: [2.700.00 I~ Recurs Annually
Bill To Location: [MVC - MSJC - MENIFEE VALLEY CAMPUS
oo AV i A Bl Ship To Location: [MVC - MSJC - MENIFEE VALLEY CAMPUS
B R DUPRE SRUKENNETH Worksite Location: [MVC - MENIFEE VALLEY CAMPUS,
Update User D: [281720 1012312018 263 PM. Board Rt Desc: |
Override User : [ [
PR Requestor: Order Type: [CONTRACT
printed?: [v & Print nRev: [N Revemt: [

Once the Payment History is open, you will
need to scroll to the right at the bottom of
the screen to see the payment details.

B
Menu | View Contracts

search conn-acmm|

Contract Nb, [Contract Status | Contiact Amt. | Vendor Nbr, Vendor Name \Worksite [Multi Yr. | From Date | ToDate |Remaining
MVC

— C3005965 F 270000 103773 CARIBBEAN PACIFIC BUS N 11/02/2018 11/04/2018

You will see the Yendor Name at the top,
the Payment Date, the Payment amount,
and the Warrant Number (check number).

. . . ! [ 0
Typically, Acc.ounfs Payable will receive a o oS o T coes e e
check from Riverside County Office of et [ o | [ AEGourt Dbt | [Wots s Payment History lc.,,

Education 2-3 days after the Payment Date. | it o | etz ea m;gml;mmrm:d\:; wonFulves | Comert | M vt

. . . o Amount|_ Created By | Claim Nor. | Payment
Sometimes invoices are pulled for audit, if so, 270000 281730 0138543 10/23/2018 2,700.00 000 0.00 014114504
. o 700,00
this fakes an additional 1-2 days.

If you need to provide a vendor with the
exact check mailing date, please don’t
guess - contact Accounts Payable.

Who to contact:

e If you have questions about contfracts, please contact BusinessServices@msjc.edu.

e If you have questions about payment, please contact AccountsPayable@msjc.edu.
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