ALEPH Guide
Checking Payments

After you sign in to Aleph:

Click on the file folder icon, called “Order Search.”

Search by title, order number, or ISSN, etc. by selecting the appropriate Index.
Enter the title, order number, or ISSN, etc. in the “Enter Starting Point” search box.
Click the Refresh Filter button or press the Enter key on your keyboard.

The order record should appear, highlighted, in the lower part of the screen.
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With the appropriate order record highlighted:

1. Click on the Expenditure tab.
2. For detailed information, click on the Select button.
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Budget Code Amount Local Price
CP-12-K21-2006 123.15 123.15
CP-12-K21-2006 12579 125.79
CP-12-K21-2006 125.79 125.79
CP-12-K21-2007 146.52 146.52

CP-12-K21-2008 167.80 167.80




After you’ve clicked the Select button:

1. Click on Invoice in the left menu.
2. Highlight the invoice line(s) you need more information about (one at a time).

3. The Note field will indicate what that payment (or credit) covered.

4. Click on the down arrow to view the entire Note field.
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