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Summary of when to use the P2P enquiry reports. 
There are 3 useful P2P (purchase–to–pay) enquiry reports available in Agresso web. Below is a summary of what you 

may use the reports for and the user guides available for each report. 

 

Introduction to RPU03  
This is a P2P report which can be used to check the points listed in the above chart under the heading Supplier 

Invoice sent to UoR. It will show all supplier invoices registered or posted for payment and, those already paid. 

Where to find RPU03 
This report is available in Agresso web in the following 
location. 
 
Main menu > Reports > P2P reports > RPU03 - Purchase 
Invoice Payment Report 
 
Should you not have access, please request access to 
P2P Enquiry Reports by emailing  
financial-systems@reading.ac.uk. 
Please copy in your Head of School/Function. 
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To save this report as a favourite for easier access, click 
on the button containing the heart in the top right- 
hand corner after you have selected RPU03 from the 
main menu on your homepage.  
 
The colour of the button will change to blue. 
 
 
 

 
 
 

 

  
 
The report will now be available for you to select in 
your favourites box on the right-hand side of your 
homepage. 
 

 
  

How to use RPU03 
Please take time to read the report description which appears at the top of the page once you have selected RPU03. 

It provides further details about the report. 

 

 

1. The selection criteria allow you to search for the invoice using various options. The easiest and quickest 

option is to search using a purchase order (PO) number. The Period less than field will default to the current 

financial period and will go back 12 periods in the Period greater than field. When searching on a PO number 

you may remove these periods or, change them if the PO was raised outside of period it defaults to. 

 

 
 

2. After entering the PO number, click the Search button.  

 

 
 

3. You will only see the invoice detail line/s in your results if the invoice raised by the supplier, against this PO, 

has been received by Accounts Payable (AP) in finance and either. 

a. Registered for payment (column heading T will state ‘A’) or, 

- an Agresso task is likely to have been received by the approver to approve payment of the invoice. 

b. Posted in Agresso awaiting payment (column heading T will state ‘B’) or, 



 

 

c. Posted in Agresso and has been paid (column heading T will state ‘C’) 

 
 

4. Each line containing a PO number represents the invoice/s posted for payment or which have been paid. 

 

 
 

 

5. The due date is the date the invoice is due for payment. 

 

 
 

6. The payment date is the date the invoice was settled for payment. If this field is blank, then payment has yet 

to be made (check the due date – it could be in the future). Payment runs take place every week on a 

Wednesday and Friday. 

 

 
 

7. Click on the blue transaction number to see. 

a. Transaction coding 

b. Copy of the invoice – you can save or print a copy, but it will always be present in this report. To 

copy, click on the image of the invoice, select “save as” from the menu options, select the folder you 

wish to save to. You are also able to select print from these options. 

 

 

 

 

 

 

 



 

 

See screen shot below for transaction coding and copy invoice. 

 

  

Payment of Student and Visitor Expense Claims 
This report may also be used to check payments for student and visitors’ paper expense claims. Click on the 3 dots 

next to the Supplier ID like field to open a Lookup window.  

 

Enter the name of the student/visitor in the blank field (use % as your wild key), click search. Click on the name 

from the drop down provided. 

 

This will return you to the enquiry report and populate the field with your selection. Click the search button to run 

the enquiry. 



 

 

 

Above example shows 3 paper expense claims paid for a student including the payment date. 

 

END 

 

 


