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Date  

YARDI VOYAGER PROCEDURES MANUAL  
  

REPORTING – STATUS OF AN INVOICE  

  
1-31-18  

  

  
  
PURPOSE:  To determine if an invoice has been paid  
  
PREPARED BY:  SM or DM  
  
WHEN PREPARED: As needed, but, prior to calling or emailing the accounting department  
  
(1) Log-in to Yardi Voyager.  
  
(2) From your dashboard, on the side menu, click on “ROLES” (A) and then click on 

“RESIDENT MANAGER” (B).  
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(3) From the side menu, click on “ANALYTICS” (A); then click on “OPERATIONS” (B); 

then click on “AGED PAYABLE” (C)  
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There will now be two reports available.  They are:  
  
Aging - The Aging report will display all items currently in the system unpaid  
  
Payee Ledger - The Payee Ledger will display all invoices, paid and unpaid  
  
Both reports will allow you do drill down into the control numbers to view attachments and checks.  
  
  
(4) AGING REPORT  

On the Payable Analytics Screen  
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A) Select Aging from the pulldown list  
B) Enter Your Property Code  
C) Enter in the Period Box the Month & Year  
D) Enter in the Age As Of Box Today’s Date  
E) Check the box for Detail  
F) Click on Display to view the report  

This will display current open invoices.  
If you see asterisks (*) that means there are more items to view.  
All items in BLUE are available for drilling down to invoices and attachments.  
  

  
  
  
  
  
(5) PAYEE LEDGER  
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On the Payable Analytics Screen  
A) Select Payee Ledger from the pulldown list  
B) Enter Your Property Code  
C) Enter in the Period Box the Month & Year  
D) Check the box for Detail  
E) Click on Display to view the report  

All fields are optional allowing you for many different types of searches.  
This will display current open invoices by vendor  
If you see asterisks (*) that means there are more items to view.  
All items in BLUE are available for drilling down to invoices, attachments and checks.  
If you want to search on a specific vendor, enter the information in the payee field and display.  
  

  


