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Accounts Payable Menu

An accounts payable department has many responsibilities to fulfill to ensure that payments
to suppliers are made on time and the needs for flexibility in the organization are met. Some
of those responsibilities are described below, followed by a discussion of how the
PeopleSoft Accounts payables system helps you fulfill those responsibilities.

Managing Supplier Relationships

The accounts payable department needs to manage the organization’s relationships with its
suppliers so that goods are received and paid on time, according to established payment
terms. Those payment terms might be the same for all suppliers, or they might have been
negotiated with some or all of the suppliers according to the mutual needs of the suppliers
and the organization. The accounts payable department is responsible for creating and
maintaining a partnership with each supplier to ensure that all terms and conditions of the
relationship are met.

Processing Invoices

The department receives invoices and records liabilities and corresponding expenses or
assets. Depending on the size of the company, the accounts payable department might
receive hundreds of invoices daily and would need a system that creates vouchers quickly
and accurately.

Often, the accounts payable department will have to match vouchers with invoices and
purchase orders from other departments such as purchasing. So the department will need
an accounts payable system that integrates easily with the software systems of other
departments.

Processing Payments

The goal of the accounts payable department is to ensure that payments are made in a
most timely, accurate, and efficient manner possible. Before paying it's suppliers, the
accounts payable department needs to consider several factors, such as the due date of
the invoice, whether a discount can be taken, and the amount of cash on hand versus the
amount due to suppliers.

ORACL € JD Edwards

* EnterpriseOne Menus > FMIS Master Direciory > Fimancials > Accounts Payable _
Daily Processing b
Periodic Processing b

AP Advanced & Technical Operations »

Accounts Payvable Setup 3
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All processes are divided into Daily, Periodic, Advanced, and Setup process. The
procedures we will go through will focus on the processes for Daily and the Periodic
processes.

Address Book Overview

The address Book system is the foundation for other PeopleSoft EnterpriseOne systems.
The Address Book system contains names, address, and phone numbers for customers,
suppliers, companies, and so on. This information is stored in several database tables to
create a central repository of information. Other EnterpriseOne systems retrieve up-to-date
name and address information from the Address Book system.

For example, the Accounts Payable system uses address book information for supplier
payments and the Accounts Receivable system uses the address book information to
generate customer invoices and statements.

With a central repository of information that integrates with other EnterpriseOne systems,
you can effectively manage your address book information. The Address Book system
includes the following features:

» Maintenance of complete information for employees, customers, suppliers and so on.

« Notification of authorized users about special situations, such as credit warnings, hold
messages, and other critical account information.

+ Classification of entries by search type for inquiry and reporting purposes.

» Ability to retrieve information by name, addresses, phone number, and search type.

+ Management of tax information.

+ Ability to associate multiple addresses with a single address book record.

+ Effective dates for address changes.

+ Supplemental data for organizing and tracking information that is not included in
standard master tables.
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Supplier Master

Before you enter a voucher and issue payment to a supplier, a supplier master record for
that supplier must exist. The supplier master record is the central storage place for all
supplier information. Accounts Payable creates the supplier record, they set up address
book and mailing information, as well as information about how the system processes
vouchers and payments for that supplier. They use the Address Book Revisions program
(P01012) and the Supplier Master programs (P04012) to create a supplier record.

The information that Accounts Payable enters in a supplier record is stored in the following
tables:

Table Name Stored Information

Address Book Master (FO101) Alpha name and factor/special payes
Address Book- Who's Who (FO111) Mailing name

Supplier Master (FO401) Supplier information

Address Book - Contact Phone Numbers (FO115) Telephone number

Address by Date (FO116) Mailing address information

Bank Transit Master (F0030) Bank account information

You need to maintain only one address book number for each supplier throughout the
various systems. For example, if you use the Supplier Ledger Inquiry form to review
information or as you run reports such as A/R and A/P netting, the system uses the same
address book number.

A supplier record can be created from either of the following forms:
e Work With Addresses
e Work with Supplier Master
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W-9 Request for Taxpayer Identification Number and Certification.

Form W-9, Request for Taxpayer Identification Number and Certification, serves two purposes.

First, it is used by third parties to collect identifying information to help file information returns with the IRS.
It requests the name, address, and taxpayer identification information of a taxpayer (in the form of a Social
Security Number or Employer Identification Number). The form is never actually sent to the IRS, but is
maintained by the person who files the information return for verification purposes. The information on the
Form W-9 and the payment made are reported on a Form 1099.

The second purpose is to help the payee avoid backup withholding. The payer must collect withholding
taxes on certain reportable payments for the IRS. However, if the payee certifies on the W-9 they are not
subject to backup withholding they generally receive the full payment due them from the payer. This is
similar to the withholding exemptions certifications found on Form W-4 for employees.
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Address Book isi - Work With
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Line 1
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Address Book Revisions - Address Book Revision

Work With Addresses | Address Book Revision
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Address Number

ich Tools
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Address Book Revisions - Address Book Revision

Work With Addreszes | Address Book Revision
v X F Fom {5 {5 Tools

Address Number 345605
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Voucher Processing

Business Process Description Overview

Vouchers must be created in order to issue payments to suppliers and other
creditors. Effective management of voucher processing is fundamental to supplier
management, business process management, and the accounts payable
department.

Voucher processing assumes the organization has already set up its chart of
accounts, general accounting constants, ledger types, fiscal and date patterns. Also,
JE should be the user-defined code for journal entry documents.

Voucher processing is one example of three-tier processing. All PeopleSoft
EnterpriseOne systems use three-tier processing to manage batches of transactions.
The term three-tier refers to the following standard steps:

ENTRY - Basic voucher processing starts with the entry of voucher information via
either speed or standard method. Voucher entry sets up a payable in the system.
As data is entered, the Accounts Payable system validates the information in certain
fields to ensure that the integrity of the financial data remains intact. The system
marks it as unposted and adds it to the Account Ledger table and A/P Ledger.

REVIEW and APPROVE - After voucher entry, a supervisor reviews and approves
them. Only approved batches are eligible to be posted. Use the review process to:
+ Review and approve voucher batches

Add vouchers to existing batches

Place a batch in pending status so it cannot be posted until further analysis is

completed.

Review and change individual vouchers and journal entries.
To review vouchers before posting, a list of batches can be displayed based on user
ID, posting status, or a specific date range. When a list of batches is reviewed, the
number of entries within a batch and the total gross amount can be reviewed. In
addition, a specific voucher can also be reviewed.

POST - After entry, and review / approval, the vouchers are posted to the company’s
accounting records (general ledger). The system performs a number of automatic
tasks during the posting process. When a voucher entry is posted, the post program:
+ Selects unposted, approved batches and edits each transaction

Creates automatic offsets to A/P accounts

Posts/updates accepted transactions to the Account Balances table.

Changes the status of the voucher entry batch to indicate that it is posted (P in

Account Ledger and a D in the A/P Ledger).

Sends electronic mail messages for transactions that are in error.

Produces a General Ledger Post report, which lists successfully posted batch

details.
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Three-Tier Process
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Standard Voucher Entry

Request for Direct Payment’s; Converted RDP’s; Contract Retainage Payouts
(Most Commonly Used by Navajo Nation A/P Section)

Standard vouchers provide the most features and flexibility when entering vouchers for
suppliers’ invoices. When vouchers need to be added, changed, deleted, or voided, use
standard voucher entry.

¢ Note that voucher entry assumes suppliers, processing options, and AAl’s are set
up.

A supplier record must exist in the Address Book and Supplier Master tables before
entering a voucher. Typically, Accounts Payable will create a supplier record first, and
then the Voucher Matcher enters the voucher. However, it is also possible to create a
supplier record at the time of voucher entry. To do so, contact the Accounts Payable
section. From the Form menu on the Enter Voucher—Payment Information form, they will
follow the steps to enter a supplier record.

After receiving a supplier’s invoice, a voucher must be created before payment can be
made. Vouchers can be created by entering information from the supplier’s invoice.

Information about how the voucher for payment will be processed can be entered here or
automatically from the supplier record.

To enter a standard voucher:
Enter voucher information
Enter general ledger information

G/L information typically includes a debit to an expense account. When posted, the
system creates an offset to a liability account. When a voucher is completed, the system
displays the assigned document type and document number. This information can be
used to locate and review a voucher. The system assigns a batch type of V for vouchers.

When a standard voucher is entered, the system marks it as un-posted and adds it to the
Account Ledger and A/P Ledger tables. When posted, the system updates the Account
Balances table and marks the voucher as posted in the Account Ledger and A/P Ledger
tables.

The Navajo Nation frequently uses two methods to pay for materials.
e Request for Direct Payment (RDP)
e Purchase Requisition Converted to RDP

The Standard Voucher Entry will be used to process these two methods of payment.

) EnterpriseOne Menus — FMIS Master Directory — Financials — Accounts Payable — Daily
Via Menus Processing — Supplier & Voucher Entry > Standard Voucher Entry (P0411) ZJDE0001
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> Supplier & Voucher Entry
[u’ Speed Voucher Entry

v EnterpriseOne Menus > FMIS Msster Directory > Financials > A ts Payable > Daily Processing

[« Standard Voucher Entry

" Voucher Entry with Match - Tribal Funds

[’ Voucher Entry with Match - CG/CP/NC
Other Voucher Entry Methods >
Other Voucher Entry Methods >

(4l Voucher Journal Review

[# Post Vouchers to G/L

[# Voucher Journal Report

[« Name Search

L4’ Supplier Master Information

[ Supplier Ledger Inquiry

[ Supplier Payment Inquiry

Function Processes and Results
Enter Voucher )
Information 1. From the Supplier & Voucher Entry menu select, ‘Standard Voucher Entry’.

Standard Voucher Entry - Supplier Ledger Inquiry
v Q|+]|@ X FoEm = Rrow @ Toos

Supplier Number [ x |0,

Date From Thru (@ Invoice  (_JGIL

[l rRecurring ] summarize (Paid (O open () Withheld (w0 Al
Baich Mumber * D Display Audit
| Payments . Purchase Orders  Supplier Master

Mo records found.

Inwoice Batch Document Doc Document Doc Inwoice D
Mumber Mumber MNumber Type Type Co Date D
Function Processes and Results
Enter Voucher ) ,
Information 2. Click the ‘Add’ button.
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Standard Voucher Entry - Enter Voucher - Payment Information

v @ X F, Fom

— Bow { H Tools

Document NoTyp/iCo

Company #%
Supplier Number %

Invoice Number TA398011

GENERAL FUND

00010 BatchMNo 902306 Prev Doc
ML Business Unit E
|:| Discount % Default Payment Terms

Invoice Date G/L Date % Iggﬁ.m”' Service/Tax Date 02/01/2013
Records 1 -1 Customize Grid |py910 [v] Aohiat
& Erany Er:?:snl l'lal)l(g:lﬁ lf;(uunt ;:’:Efﬁleﬂ EX gg:a Remark gg:j glaaylus 'EE!FB 1F?:gg
0] 001 -]
Gross Disc Tax Taxable
Function Processes and Results
Enter Voucher ] ) )
Information At the ‘Enter Voucher-Payment Information’ form, complete the following required
(R) fields:
3. Click in the ‘Company™ field, enter the company number. (R)
4. Click in the ‘Supplier Number* field, enter the supplier's address book number. (R)
5. Click in the ‘Invoice Number’ field, enter the invoice number. (R)
6. Click in the ‘Invoice Date’ field, enter the invoice date. (R)
7. Click in the ‘G/L Date’ field, enter the current date. (R)
8. Click in the ‘Business Unit’ field, enter the business unit. (R)

o3

o
K
oo
K
oo

Optional fields (O)

Document Type/No/Co (O)
Payment Terms Code (O)
Service/Tax Date (O)

Note: If errors occur during data entry on fields in the header, correct them from the
header. The system does not allow changes to the grid until corrections are made
to fields in the header. When making corrections to fields in the header, the system

automatically updates the corresponding data in the grid.

Standard Voucher Entry - Enter Voucher - Payment Information

v ]j > H, Eom — Row { H Tools
Document Mo/Typ/Co 00010 Batch Ne 902206 Prev Doc
Company % 00010 GENERAL FUND
Supplier Mumber % 189576 MiL Business Unit 1
Invoice Mumber TA396011 [] biscount % Default Payment Terms
Invoice Date 050372016 G/L Date %  09/30/2017 Service/Tax Date 02/01/2018
Records 1-2
Pay Gross Taxable Tax Tax Tax Due
[ Itm Avasun Amount Amount RatelArea Ex Date ek
001 230.00 06/02/2016
002
Gross  830.00 Disc Tax Taxable
Oracle / PeopleSoft -15-
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Function Processes and Results

Enter Voucher . ) o i
Information 9. At the ‘Payment Information Detail’ area, click in the ‘Gross Amount’ field, enter the

gross amount of the Invoice. (Required field).

Optional Fields

1099 Flag (O)
Remark (O)

Due Date (O)

Pay Status (O)

Payee Number (O)
G/L Offset (O)
Discount Available (O)

P o%  o%
e e

X3

’0

X3

’0

X3

’0

X3

’0

Standard Voucher Entry - Enter Voucher - Payment Information
v [ X P, Eom = Row g5} Tools

Doecument Ne/Typ/Co 00010 Batch No 902806 Prev Doc
Company % 00010 GENERAL FUND
Supplier Number % 189576 MIL Business Unit 1
Imvoice Number TA396011 [[] Discount % Default Payment Terms
Invoice Date 05/03/2016 Gil Date %  09/3072017 Service/Tax Date 020172018
Records 1-2 Customize Grid |py910 [v] &b
@ Pay Gross Taxable Tax Tax Tax Due e Hdl Pay Pymt 1099
Itm Amount Amount Amount Ratefarea Ex Date od Statuz  Terms Flag
(. 001 880.00 06/02/2016 o A
O 002
Gross  880.00 Disc Tax Taxable
Function Processes and Results

Enter Voucher o . . . .
Information 10. Click in the ‘Handling Code’ field, enter the handling code if known.

¢ If the handling code is not known.
o Click the ‘Visual Assist’ button to view the handling codes.

Note: If there are multiple pay items, the system assigns pay item numbers that are
sequential. Recurring vouchers can have only one pay item.

I
]
Ly

Records 1-6 Customize Grid T, @ |
Code Description

. Default

1 Remittance Attachment - Mailed

2 Remittance Attachment - Pickup

3 Pickup by Payee

4 Pickup by Program/Dept.

()5 Manual Check

The ‘Handling Code’ field is a required entry. The Handling Codes describe the various
ways a payment can be distributed. The print screen above illustrates the options.
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All vouchers being inputted by departments/programs will have all their vouchers mailed out
from Cashiers Office. There will be no Demand payments processed thru the
Programs/Departments.

Several fields in the header and detail areas are completed automatically based on the
information setup for the specific supplier. For example, the Due Date is automatically
entered.

The 1099 Flag identifies the status of the payee as either an N for a non-corporate entity or
an individual or a blank for a corporation. Enter N or leave the field blank. At this point the
entry clerks do not flag for 1099. Reason is that the system automatically flags vendors
based on the selected object accounts that are set up for 1099. This is referred to as 1099
G/L Method.

Select User Define Code
W (_l [ Form 5% Tools

? Product Code oo Foundation Environment
User Defined Codes HC Special Handling Code-AAP Pymt
Description |

Records 1-6 Customize Grid |Grid Format Name1 ﬂ .1. iF |

Code Description

) Default

11 Remittance Attachment - Mailed
Remittance Attachment - Pickup
Pickup by Payee

Pickup by Program/Dept.

BA B R

Manual Check

Function Processes and Results

Enter Voucher )
Information At the ‘Select User Defined Code’ form, select code 5 (Manual Check).

11. Click the ‘Select’ button.
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» [, Fom — Row ¢c% Tools

Document Mo/Typ/Cao 00010 Batch Mo 902806

Company % 00010 GENERAL FUND

Supplier Number % 189576 MILFORD, ELMER L Business Unit

Invoice Number TA39E011 ["] Discount % Default Payment Terms
Invoice Date 05/03/2016 G/LDate %  09/30/2017 Senvice/Tax Date | 02/01/2013
Records 1-2 ize Grid [pyd10 [v] tb &
g Pay Gross Taxable Tax Tax Tax Due Remark Hdl Pay Pymt 1099
Itm Amount Amount Amount Rateldrea Ex Date Status  Terms Flag
(O] 001 &30.00 06/02/2016 A
ooz
Gross  850.00 Disc Tax Taxable

After entering the information on the Supplier Ledger form, the form should look like the

following above.
e Voucher for company number 00010 from Supplier number 189576 for $880.00 invoiced
05/03/2016, invoice number TA396011, a G/L Date of 09/30/2017, handling code ‘5’

Manual/ Demand check to be picked up by Program/Dept or Payee.

Function Processes and Results

Enter Voucher

Information After entering voucher information, enter the detail lines that distribute the voucher amount

to the G/L accounts.

13. Click the ‘OK’ button to access the G/L distribution form and continue entering the

voucher.
Standard Voucher Entry - G/L Distribution
Vv [ X [, Fom = Row 5 Tools
Document No/Typ/Co 2239430 PV 00010 Batch Number 902806
Supplier 189576 Explanation MIL
GIL Date 0813012017 Amt To Distribute 330.00
Records 1-3
* Account Explanation Sub Sub- B 1099
@] Account Number Description Roces _Remark- % | Tipe ledger U Flag
101007.3521 Meals / Ladging 800.00{ Council Delegate 00010 AA
® 101007.3523 Mileage 80.00 ||Council Delegate| = | ooo10 AR
<
Amount 380.00 Remaining

At the ‘G/L Distribution’ form, if you have more than one business unit tied to the voucher, you can
split them up here, see example above.

Function Processes and Results

Enter G/L o . .

Information At the ‘Standard Voucher Entry - G/L Distribution’ form, enter the following required (R)
fields for each detail line.
14. Click in the ‘Account Number* field, and enter the account number. (R)
15. Click in the ‘Amount’ field, enter the amount. (R)
16. Click in the ‘Explanation —Remark’ field, enter a remark. (R)
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The total amount entered for the lines of G/L distribution must equal the total amounts
entered in the gross amount fields for the voucher, or the system returns an error.

Standard Voucher Entry - G/L Distribution

Fle x fmm o o1

Document NoiTyp/Co 2239480 PYV 00010 Batch Number 902806
Supplier 189576 Explanation MIL
GIL Date 09302017 Amt To Distribute 830.00
Records 1-3
* Account Explanation Sub Sub- B 1099
] Account Number Description Rocesd _Remark- G| Tipe ledger T e Flag
101007.3521 Meals / Lodging 800.00 Coundil Delegate 00010 AA
® 101007 3523 WMileage 80.00 |Council Delegate] x 00010 A
<

Amount 830.00 Remaining >

The ‘Amount’ field at the bottom of the form, indicates the gross amount for the voucher.

The ‘Remaining’ field, provides you with an ongoing tally of what amount is required to equal the
gross amount of the voucher.

Function Processes and Results

Enter G/L .
Information 17. Click the ‘OK’ button.

18. Record your ‘Batch Number’ and Document No. (902806 / 2239480)

Supplier Ledger Inquiry - Supplier Ledger Inquiry
v Ot O 8 X P, Eom = Row ¢ Tooks

Supplier Number

Date From Thu @ invoice (O GIL
] Recurring [] summarize (O pPaid (O oOpen ()Withheld (@ Al
Baich Number [ [ Display Audit
Payments Purchase Orders Supplier Master
Records 1-2
2239480
[ [ Purchase Document Doc  Inveice Doc Inveice GL Due Document  Supplier Gross Open Batch Pay  Pay
Order Number Type  Number Co Date Date Date Type Number Amount Amount Number Stat Status Code
O 2239480 PV TA396011 00010 05/03/2016 09/30/2017 06/02/2016 Voucher 189576 880.00 880.00 502806 A Approved for Payment
O 880.00 880.00
<
Batch Payment History G/L Distribution Purchase Receipts

You can verify your entry thru the Supplier Ledger Inquiry form using the system assigned
document number.
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Speed Vouchers
(Most commonly used by NN A/P Section)

The following transactions: WIA; Foster Grandparent payments would be supported by
speed voucher entry.

As an alternative to entering standard vouchers, use the Speed Voucher method to enter
high-volume, simple vouchers. With speed vouchers, voucher and G/L distribution
information is entered on one form. Consider using this method for a voucher that has:

+ A single pay item (which has a single due date and tax rate/area)

« Simple accounting instructions

Do not use the speed method if there are multiple pay items. As with standard vouchers,
this information is stored in the A/P Ledger and Account Ledger tables. Changes or
deletion cannot be done using the speed voucher method. Instead, use the standard
voucher entry or speed release program.

) EnterpriseOne Menus — FMIS Master Directory — Financials — Accounts Payable — Daily
Via Menus Processing — Supplier & Voucher Entry - Speed Voucher Entry

T EnterpriseCne Menus > Financisls > Accounis Paysble > Daily Processing = Supplier & Voucher Entry

| Speed Voucher Entry |

Application: PO4115V, Form: WO4115VA, Version:

ZIDEDOOL
Function Processes and Results
To Enter a Speed . ) ,
Voucher 1. From the Supplier & Voucher Entry menu, select ‘Speed Voucher Entry’.
Speed Voucher Entry - Speed Voucher Entry
i‘ “ =, Row [, Form {53 Toals
Supplier Humber JOE Prev Doc
Company % NDWAMWIA Dot MoiType/Co
Invoice Mumber I RRPY310 I PO MoiType/Co
Invoice Amount Semvice/Tax Date |:| %  Discount
Invoice Date Tax Expl Code Business Unit
G/L Date Tax Rate/Area Payment Terms
Due Date Tax Amount Pay Staius
Approver No Taxable Amount Cat Code 07
Payment Remark Batch Number 929100
Amit to Distr
Function Processes and Results
To Enter a Speed ) , ) ) o
Voucher At the ‘Speed Voucher Entry - Speed Voucher Entry’ form, to identify the invoice,
complete the following required (R) fields.
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Click in the ‘Supplier Number’ field, enter the address book number. (R)
Click in the ‘Company’ field, enter the company number. (R)
Click in the ‘Invoice Number’ field, enter the invoice number. (R)

5. Click in the ‘Invoice Amount’ field, enter the invoice amount. (R)

6. Click in the ‘Invoice Date’ field, enter the invoice date. (R)

NOTE: If there are errors during data entry on fields in the header, correct them from
the header. The system does not allow changes to the grid until corrections are made to
fields in the header. When corrections are made to fields in the header, the system
automatically updates the corresponding data in the grid.

Speed Voucher Entry - Speed Voucher Entry

]‘j » —, Row [1, Form Tools
Supplier Number 190482 JOE, VICTOR A. Prev Doc
Company # 03477 NDWAWIA Doc No/Type/Co
Invoice Number RRPYZ10 PO MNo/Type/Co
Invoice Amount 126.72 Senvice/Tax Date |:| %  Discount
Invoice Date 04/08/2016 Tax Expl Code Business Unit
G/L Date Tax Ratelfrea Payment Terms
Due Date Tax Amount Pay Siatus
Approver No Taxable Amount Cat Code 07
Payment Remark I PY810tmg I Batch Number 979100
Ami to Distr

Function Processes and Results

To Enter a Speed
Voucher

To specify how to process the voucher, complete the following required (R) fields.
7. Click in the ‘G/L Date’ field, enter the current date. (R)
8. Click in the ‘Payment Remark’ field, enter a remark. (R)

Optional Fields

< Discount Available (O)

* Payment Terms (O)
Pay Status (O)

X3

0

RS
"

0
o
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Speed Voucher Entry - Speed Voucher Entry
v/ [ > =, Rew [ Form {5} Tools

Supplier Number 190482 JOE Prev Doc
Company % 03477 NDWAMIA Doc MoiType/Co 03477
Invoice Number RRPY310 PO NoiTypelCo
Invoice Amount 126.72 Service/Tax Date 04/11/2016 |:| %  Discount
Inwvoice Date 0408/2016 Tax Expl Code Business Unit 107020
GiL Date 04/11/2016 Tax Rate/Area Payment Terms
Due Date 05/08/2016 Tax Amount Pay Status A
Approver No Taxable Amount Cat Code 07
Payment Remark PY910tmg Batch Mumber 929100
Amt to Distr 126.72
Records 1-3
Account Explanation
(@ Account Number Desyigtion Amount Rermark-
KOR03001.3611 Meals [ Lodging 120.00 JPY910trng
KD809001.3113 Mileage 6.72PY910trng
| -\
Amount 126.72 Remaining
Function Processes and Results
To Enter a Speed ) ) . . .
Voucher To enter general ledger information, complete the following required (R) fields.
9. Click in the ‘Account Number’ field, enter the account number. (R)
10. Click in the ‘Amount’ field, enter the amount. (R)
11. Click in the ‘Explanation-Remark’ field, enter a remark. (R)
Repeat steps 9 -11until all line items are entered.
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Speed Voucher Entry - Speed Voucher Entry
D]j ® = Row [ Form {53 Tools

Supplier Number 190482 JOE, VICTOR A, Prev Doc
Company % 03477 NDWAWIA Doc Mo/Type/Co 03477
Invoice Mumber REPY310 PO NofType/Co
Inwoice Amount 126.72 Service/Tax Date 04M11/2016 |:| %  Discount
Invoice Date 04/08/2016 Tax Expl Code Business Unit 107020
GiL Date 04/11/2016 Tax Ratel/drea Payment Terms
Due Daie 05/08/2016 Tax Amount Pay Status A
Approver Mo Taxable Amount Cat Code 07
Payment Remark PYS10tmg Batch Number 929100
Amt to Distr 126.72
Records 1-3
Account Number g:zﬁg:l T3 Amount _Eég_ﬁ:f:o"
O K0809001.3611 Meals ( Lodging 120.00 PY910trng
[ K080%001.3113 Mileage 6.72 PY%10trng
® | o,
<
Amount 126.72 Remaining
Function Processes and Results

To Enter a Speed
Voucher

After completing the detail area of the speed voucher form, review your detail entries.

12. Click the ‘OK’ button.

Speed Voucher Entry - Speed Voucher Entry

— BRow [L Form ¢53 Tools
X |= > &t

Supplier Mumber
Company %
Invoice Number
Invoice Amount
Invoice Date

GiL Date

Due Date
Approver No
Payment Remark

Amt to Distr

Records 1- 1

Account Mumber

Amount

Oracle / PeopleSoft
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03477

04/11/2018

NOWAMIA

x 0, JOE
Doc No/Type/Co
PO MNo/TypefCo
Service/Tax Date
Tax Expl Code
Tax Rale/brea
Tax Amount

Taxable Amount

Account

Description (T

Remaining

-23-

Prev Doc

2310913

[]% Discount

Business Unit
Payment Terms
Pay Status

Cat Code 07

I Batch Mumber

929100 I

Explanation
-Remark-
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Function

Processes and Results

To Enter a Speed
Voucher

13. The system assigns a batch number, record your ‘Batch Number’ on the invoice.

14. Click the ‘Close’ button to exit.
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3-Way Match Voucher Entry
(Most commonly used by NN A/P Section)

The following transactions: Purchase Orders, Contracts and Child Care would be
supported by 3 Way Match Entry.

Before you approve a voucher to be posted to the General Ledger, you must create a
voucher using stock receipts. To verify that invoice information corresponds to your receipt
records, you can create a voucher based on an invoice.

Three-way Match matches:

o Receipts
o Supplier Invoice
o Purchase Order

To create voucher using Stock Receipts — Purchase Order
o Enter voucher information
o Enter general ledger information

When posted, the system creates an offset to a liability account. When a voucher is
completed, the system displays the assigned number (Document Type V), purchase order
number and document number. This information can be used to locate and review a
voucher. The system assigns a batch type of OP for purchase order.

When a 3-way match purchase order is entered, the system marks it as un-posted and
adds it to the Account Ledger and A/P Ledger tables. When the batch is approved and
posted, the system updates the Account Balances table and marks the voucher as
approved or posted in the Account Ledger and A/P Ledger tables.

If you record receipt information for items, you compare invoices to receipt records to create
individual vouchers. A three-way voucher match method implies that you use receipt records
to create vouchers.
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GovConnection, Inc.
TE03 STANDISH PL&CE
Rockville MD -20855

DUNS:B0-987-8782 . PLEASE FNCLOSE ATTACHED REMITTANCE
RECEITWITI Y ULR["‘L‘I'MJJ.H—.I

REMIT TO ADDEESS: i Fedaral ID Na. InveicaMs, | mwvelcs Dare
gugunwggg EE INC. G- TEITEGT 5370 0
PrEss, 15253-5906

oo [y el i peel s runiy sl miewd i
woge g wdid poanonn s msde W foll.

Sold Ta: Shipped To:
NAVAJD MATION-BERTHA DAHDZY
ﬁEﬁEgR;%RFTEQELE SECTION E%¥ﬁ‘:‘DEH£El{|ENWATSUH
- WATER RESOURCES- EUGENE WATSOM
WINDDW ROCK AZ B&515 HAVAJD ROUTE 12 ME #6678
FORT DEFIANCE AZ B&S04
CORP. SALES (800)998-0008 CREDIT DEPT (888)2%4-0268 CUSTOMER SERV (BOO)}998-0008
" Data of Order Ordie N Customer Purchasa Ordar Mo, Accoum Mo Tarma Date Shipped Shipped Yia_
LEFS L TN ] G1546323 jz&j/iq__,a?ﬂ TaaTehE Hat 30 | D&SE22/ 16 SMALL PKG
_ Quantty |
Hem Mo Description Unit Price Extanaion
ELRETS T SHART BUY ZZ40T WEKSTH EX-LZanv 1,698 . 7800 Z.997.54
SER. & FULGLGLIAXW HWFGR LYW SBUTEARA
SER.® FUAGLEIHEX HFGH LM S3UTRAMA
1 L |lTea2eas LS.6" i7 4810HQ 25668 18G8 2.2e8. 5700 2,E48.97
SER. # CHOEGTSFES MFGH FIHIFUTHAEA |
T TMTPLEASE WOTE EFT IMSTRUCTIOGNS <~~~ —"="~ |
Far electronic funds transfefs, please ramit o Cltizens Bank:
- ACH Fayments: AKA # 2L00p700L78. Accaunt & ISL0B7IETR
- WIRE Paymepts: ABA ¥ 0115-00120, Account & L310BT5272
Floase Includel invaice Aumber(s) in the transmitted information.
"We pravide moare timely and acourafe fnfarmatlon to the Business comaunity by
aharing aur secounts receivable information with crodif Bureaus.'
Eacmardered lbemy will be shipped and
/" Marchandice Sakes Tax | ShipplrgPackagng IRASICAIES Sl NN R L8 LRy Wk WAL ID. Inwoice Total
L_ 5,266,553 | S »‘ L 5,246.53 |
MCINTYRN ~ Ordered by : EUGENE WATSON
— — B — — =
Creer Mo, " Company | Account Mo, | Imvoice No Inwaice Tatal T
16646323 L 00005 ?44?656‘ 53709282 5,246.53 |
[ J
GOVCONNECTION, INC. (" FLEASE ENCLOSE THIS REMITTANCE )
E? Box 536477 L RECEIFT WITH ¥OOR PAYMENT.
TTSBURGH PA 15263-590&
gooos  P44Vk58 537092420000524kL53

b

Do VNN

Example: Copy of Invoice to process as a 3-Way Match.

_ EnterpriseOne Menus — FMIS Master Directory — Financials — Accounts Payable — Daily
Via Menus Processing — Supplier & Voucher Entry — Voucher Entry — 3- Way Match

Oracle / PeopleSoft - 26 - Revised 02/22/2018
Proprietary & Confidential



¥ EnterpriseOne Menus > FMIS Master Direciory > Financials > Accounis Payable > Daily Processing > Supplier & Voucher Entry

| Speed Voucher Entry

1 Standard Voucher Entry

Iﬁn_dﬁ Voucher Entry - 3-Way Match I

| Application: P0411, Form: W0411G, Version: ZIDE00OT }

Function Processes and Results
Enter Voucher
Information 1. From the Select Voucher Entry menu select ‘Voucher Entry — 3 Way Match.

Voucher Entry - 3-Way Match - Supplier Ledger Inquiry
v [')\ + |:| " I_-vEnrrn —., Row

‘o3 Tools

Supplier Number [

] i ¥
Date From Thru @ Invoice () GIL
] Recurring ] Summarize (OPaid (Oopen (O Withheld (@) Al
Batch Mumber * D Display Audit
Payments Purchase Orders Supplier Master
Mo records found.
] (@ Document Doc Document Doc Invoice GiL Due Gross
Mumber Type Type Co Date Date Date Amount
Function Processes and Results
Enter Voucher ] ) ] ‘ ‘
Information 2. At the Voucher Entry — 3-Way Match — Supplier Ledger Inquiry form, click the ‘Add
button.
Voucher Entry with Match - CG/CP/NC - Voucher Match
v ]‘j > !_-v Form — Bow Tools
Voucher Match | Supplier Classification Codes
Order Mumber oP * Eranch/ Plant
Vioucher Num. PV Baich 902206
Supplier | 25819 | COMPUTER CORMER INC
Invoice Num, 1234 Ca. I 03878 I
Gross Amount Tax Taxable Amt
Invoice Date Discount Amt. Retained Amt.
G/L Date 0372920 x r‘o Remaining
Records 1-1
OB e Guer  Namber swoier TN Uom  Toveusher el Retamed Retsned. To Relesce Dote
O
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Function Processes and Results

Enter Voucher
Information At the ‘Voucher Enter 3-Way Match — Voucher Match’ form, complete the

following required (R) fields.

3. Click in the ‘Order Number’ field, enter the purchase order number. (R)
4. Click in the ‘Supplier’ field, enter the supplier's address book number. (R)
5. Click in the ‘Invoice Num.’ field, enter the suppliers’ invoice number. (R)
6. Click in the ‘Co.’ field, enter the company number. (R)

7. Click in the ‘Invoice Date’ field, enter the invoice date. (R)

8. Verify the ‘G/L Date’ field, will default to the current date.

Voucher Entry with Match - CG/CP/NC - Voucher Match

—, Row Tools

Favorites

Form

voucher Num. Receipts To Match

Supplier Crders To Match [ COMPUTER CORNER INC
Invoice Mum. Release Retainage Co. 03876
Gross Amount Tax

Recost Vouchers

Invoice Date ; Discount Ami
Freight To Match

/L Date
Line Defaults
Function Processes and Results
Enter Voucher . .
Information 9. Click the ‘Form’ exit button.

10. Select ‘Receipts to Match’ from the form exit.

Voucher Entry with Match - CG/CPINC - Select Receipts to Match

v Q X = B 3 Teds

Order Number 326299 op w578 Branch/Plant

Supplier 29819 COMPUTER CORNER ING  ReceiPt Date

Item Number - thru

Account Number Recost

[ summary
Records 1 -2
Order Ln Oder  Or Description ™ Cuantity Amount Line Receipts Receipt  Receipt

O & ¢ Ty Number Ty Line 2 pEsCmR UoM  Open Gpen Number  Number Type Co

O & 03876 J 326229 OP Professional License FQC 06930 Microsoft Windows 10 EA 100 159.5500 159.55  KI150567.6320 1.000 427639 OV 03876

O o 3 326229 OP Shipping EA 0000 1277 K150567.6320 2.000 427639 OV 03876,
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Function Processes and Results

Enter Voucher

Information 11. Atthe ‘Select Receipts to Match’ form, verify the Amount(s) and Account Number(s).

Voucher Entry with Match - CG/CP/NC - Select Receipts to Match

.\’)\ >< = Row {5} Tools
‘rcer Number 226229 op 03878 Branch/Plant
Supplier 29819 COMPUTER CORNER ING  eeeiPt Date
ltem Number thru
lAccount Number [+ Recost
] Summary
Records 1-2
Order Ln Order Or Description - Tr. Quantity Unit Amount Line
D Q Co Ty Number Ty Line 2 Besoation UoM Open Price Open ccoustiluTber Number
& 103876 J 326229 OP Professional License FQC 08930 Microsofi Windows 10 EA 1.00 159.5500 159.55 K150567.6320 1.000
03876 h) 326229 OP Shipping EA .0000 12.77 K150567.6320 2.000

Notice there are (2) line items, if you click ‘OK’ it will only pick up the first line item.

o If there are (2) separate invoices, select each line separately, that way you have all separate
invoice numbers.

¢ If you have (1) invoice with all amounts, you select all the line items and process all the lines
at once.

In the example above, all the line items are selected in the grid to process the voucher, since there is
only (1) invoice number.

Function Processes and Results

Enter Voucher

Information If everything is correct, determine how many invoices you have.

12. Select the line number(s) in the grid according to the invoice.

13. Click the ‘OK’ button.

Voucher Entry - 3-Way Match - Voucher Match

' fil X P, Fom — Row {5} Tools

Voucher Match | Supplier Classification Codes

Order Number 326129 op 00010 Branch/ Plant 15012
Voucher Num 2238903 PV 0010 Batch 901777

Supplier 281060 GOVCONNECTION INC

Invaice Num 53709282 Co. 00010

Gross Amount 524653 Tax Taxable Amt

Invoice Date 0472212016 Discount Amt Retained Amt

GiL Date 0510312016 Remaining
Records 1-3
L (68 8 fimper 7y Swweter  Descoptons EgEG T Vot Cuantty Tovoutner  Tooucher oae] Date Suledger T i ber
O 1 326129 OP 281060 30952328 L9K63UT. 115012.4230 EA 2.00 2.00 2,997.56 2,997.56  05/22/2016 1.000
O 1 326129 OP 281060 ABOOK 15 G2 COR 115012.4230 EA 1.00 1.00 2,243.57 2,248.97  05/22/2016 2.000
O |

At the ‘Voucher Entry - 3-Way Match — Voucher Match’ form, on the next available line in the grid, you
may enter tax amount or take out retainage if applicable.

o The handling code can be update.
o Or make changes to the Address Book number.
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Function Processes and Results

Enter Voucher

Information CONTINUE...if tax, retainage, handling code, etc., need to be added, continue to step

17 below.

14. If NO further entry is required such as tax, retainage, handling code, etc., click the
‘OK’ button.

15. Record your Prev Document and Batch Numbers on the invoice.

16. Click the ‘Close’ button to exit.

To Add A Tax Line

If tax is being taken out of the payment, use this form by adding another line and enter a negative
tax amount.

Voucher Entry with Match - CG/CP/NC - Voucher Match

« [ X P, Fom = Row ¢ Tooks

Voucher Match = Supplier Classification Codes

Order Mumber 326229 oP 03876 Branch/ Plant K150567

Vaucher Num. 2733934 PV 03576 Batch 902208

Supplier 29819 COMPUTER CORNER INC

Invoice Num. 1234 Co. 03876

Gross Amount 17232 Tax Taxable Amt.

Invoice Date: 03032017 Discount Amt Retained Amt

G Date 0372902017 Remaining
Records 1-3

[+] Order or - Tr. Order Quantity Amount Order Line Crder

D @ P Number Ty Supplier Expense Account Description 1 UoM Quantity To Voucher To Voucher Amount Number Co
D 1 326229 OP 29819 K150567.6320 FQC 08930 Microsoft Windows 10 EA 1.00 1.00 159,55 159,55 1.000 03876
O 1 326229 OP 29819 K150567.6320 Shipping EA 1277 1277 2.000 03876
0 _([a]
Function Processes and Results

Enter Voucher

Information 17. On the next available line in the grid, click in the OP (Match Processing) field.

18. Click on the ‘visual assist’ button.
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Select User Define Code
v/ O X [, Eom (5 Tools

Product Code 43 Procurement
User Defined Codes Wi Voucher Match Cptions

Description |

=
i
I

Records 1-6 Customize Grid | Grid Format Mame1 .1. i |

Code Deszcription

Bypass Payment of Line

1 Match Quantity [ Amount
4 Create New Order Line
)5 Freight Distribution Line
7 Match and Close Balance
SRE: Cancel Balance of Line
Function Processes and Results

Enter Voucher

Information 19. At the ‘Select User Define Code’ form, select ‘Code 4’ (Create New Order Line).

20. Click the ‘Select’ button.

Voucher Entry with Match - CG/CP/NC - Voucher Match

v [ X H,Eem = Bow 3 Tools

Voucher Match | Supplier Classification Codes

Order Number 326229 oP 03876 Branch/ Plant K150567

WVoucher Hum. 2238937 PV 03876 Batch 902211

Supplier 29819 COMPUTER CORNER INC

Invoice Num. 1234 Co. 03876

Gross Amount 15853 Tax Taxable Amt

Invoice Date 03032017 Discount Amt Retained Amt

GIL Date 0372972017 Remaining
Records 1-4
O P N Ty |Desesns Im | CrEimE EEmiEer (L it i i et e o
|:| 1 326229 OP FQC 08930 Microsoft Windows 10 29819 Professional License K150567.6320 EA 1.00 1.00 159.55 159.55 1.000 03876
O 1 326229 OP Shipping 29819 K150567.6320 EA 1277 1277 2.000 03876
O 4 ISuﬂwarE Support | 4,000 03876
O s
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Function Processes and Results

Enter Voucher o )
Information 21. Atthe ‘Voucher Match’ form, click in the Order Number field, enter the purchase

order number.
22. Click in the ‘Order Type’ field, enter the order type.
23. Click in the ‘Supplier’ field, enter the address book number.
24. Click in the ‘Expense Account’ field, enter the account number.

25. Click in the ‘Amount To Voucher’ field, enter the negative total amount.
e  Click the minus sign first then, enter the amount.

26. Click in the next ‘available line’ in the grid, to view your entry.

Notice the ‘Description 1’ field, defaults with the description of the expense account.

To enter a Retainage

If retainage is being taken out of the payment, you would do that on this form adding another line
and minus out the amount.

Voucher Entry with Match - CG/CP/NC - Voucher Match
W B X P, Fom = Row % Tooks

kau:her Match = Supplier Classification Codes

Order Number 326229 oP 03876 Branch/ Plant K150567
Voucher Num. 2238937 PV 03876 Batch 902211
Supplier 20819 COMPUTER CORNER INC
Invoice Num. 1234 Co. 03876
Gross Amount 11853 Tax Taxable Amt
Invoice Date 030372017 Discount Amt Retained Amt
GIL Dale 032972017 Remaining
Records 1-5
R Soemessat [, S, St mel o od | ne g
| 1 326229 OP  FQC 08930 Microsoft Windows 10 29819 Professional License K150567.6320 EA 1.00 1.00 15955  159.55  1.000 03876
] 1 326229 OP  Shipping 29819 K150567.6320 EA 1277 1277 2.000 03876
4 326229 OP  Software Support 29819 K150567.6320 13.79- 4.000 03876
E Sales Tax-Current Yr 29819 5.000 03876
Function Processes and Results

Enter Voucher . . . . . )
Information 27. Click the “Visual Assist’ button in the OP (Match Processing) field.

28. Atthe Select User Define Code form, select code 4 (Create New Order Line).
29. Click the ‘Select’ button.
30. Click in the ‘Order Number’ field, enter the order number.

31. Click in the ‘Order Type’ field, enter the order type.

32. Click in the ‘Supplier’ field, enter the address book number.

33. Click in the ‘Description 1’ field, enter a description.
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34. Click in the ‘Expense Account’ field, enter the amount to voucher as a negative
amount.
®  Click the minus sign first then, enter the amount.

To enter a Handling Code

NOTE: If errors occur during data entry on fields in the header, correct them from the header. The
system does not allow changes to the grid until corrections are made to fields in the header. When
making corrections to fields in the header, the system automatically updates the corresponding data
in the grid.

Voucher Entry with Match - CG/CP/NC - Voucher Match
W ]j »® H_ Form — Row (o} Tools

Voucher Match Supplier Classification Codes

Crder Mumber 326229 op 03876 Branch/ Plant K150567

Voucher Mum. 2238937 PV 03876 Batch 902211

Supplier 28519 COMPUTER CORNER INC

Invoice Num. 1234 Ca. 03876

Gross Amount 11853 Tax Taxable Amt.

Invoice Date 030302017 Discount Amt Retained Amt.

G/L Date 03/29/2017 Remaining
Records 1-5
|:| @ g SLE::LEI .?; Description 1 Supplier Descrption 2 Expense Account g‘;lj Hﬂﬁlbe[
O 1 326229 OP FQC 05930 Microsoft Windows 10 29819 Professional License K150567 6320 1 1.000
O 1 326229 OP Shipping 29819 K150567.6320 2,000
|:| 4 326229 OP Software Support 29819 K150567.6320 4.000
O 4 326229 OP Sales Tax-Current ¥r 29819 107001.1221 5.000
O

Function Processes and Results

Information

Enter Voucher

35. Click in the ‘Hdl cod'’ field.

36. Click the ‘Visual Assist’ button.
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Select User Define Code
' () » H, Fom £gh Tools

Product Code oo Foundsation Environment
User Defined Codes HC Special Handling Code-A/P Pymi
Description | .

Records 1-6 Customize Grid |Grid Format Name1 [~ | T, =

Code Description
. Default
R Remittance Attachment - Mailed
2 Remittance Attachment - Pickup
3 Pickup by Payes
4 Pickup by Program/Dept.
()5 Manual Chack

The Select User Define Code form, provides code options on how your supplier/customer will be
paid.

o For this training you will select code (4) Pickup by Program/Dept.
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Select User Define Code

v QX

roduct Code

Description

Code

Uszer Defined Codes

Records 1-6 Customize Grid | Grid Format Mame1 T

[, Fom {53 Tools
00 Foundsation Environment
HC Special Handling Code-A/P Pymt

Description
Default
Remittance Attachment - Mailed
Remittance Attachment - Pickup
Pickup by Payee
Pickup by Program/Dept.
Manual Check

Function

Processes and Results

Enter Voucher

Information 37.

38.

Select ‘Code 4’ from the grid. (Pick up by program/department).

Click the ‘Select’ button.

Voucher Entry with Match - CG/CP/NC - Voucher Match

v i X

I—-V Form :{ Row gﬁ: Tools

Voucher Match | Supplier Classification Codes

Crder Mumber 326229 OP 03876 Eranch/ Plant K150567

Voucher Mum. IIEE5T B\ 03876 Batch o021

Supplier 28519 COMPUTER CORNER INC

Invoice Num. 1234 Co. 03878

Gross Amount 11853 Tax Taxable Amt.

Invoice Date 03032017 Discount Amt. Retained Amt.

G/L Date 0322017 Remaining
Records 1-5
|:| @ S SE::;e[ _IC_); Description 1 Supplier Description 2 Expenss Account gﬂ:j HE;be'
O 1 326229 OP FQC 08930 Microsoft Windows 10 29819 Professional License K150567.6320 4 1.000 |
|:| 1 326229 OP shipping 29819 K150567.6320 4 2.000 |
D 4 326229 OP Software Support 29819 K150567.6320 4 4.000
D 4 326229 |OP Sales Tax-Current ¥r 29319 107001.1221 4| C‘ 5.000
O

Oracle / PeopleSoft -35- Revised 02/22/2018

Proprietary & Confidential



Function Processes and Results

Enter Voucher

Information 39. Click in the ‘Hdl cod’ field, in the next line item in the grid.

40. Enter the ‘handling code’ and repeat steps for each line number(s) in the grid.

To Change Address Book Number

Voucher Entry with Match - CG/CP/NC - Voucher Match
v ]j > H_ Form — Row ::::: Tools

Voucher Match | Supplier Classification Codes

Order Number 326229 op 03876 Branch/ Flant K150587

Woucher Hum. FI3RIIT PV 03576 Batch 902211

Supplier 29519 COMPUTER CORMER INC

Invoice Mum. 1234 Co. 03876

Gross Amount 11853 Tax Taxable Amt.

Invoice Date 03032017 Discount Ami Retained Amt.

GIL Date 032972017 Remaining

Records 1-5

] @ g SLE::::er _IC_); Description 1 Supplier Descripfion 2 Expense Account gg:j :i?_‘::ﬂ II‘:lT;bel
] 1 326229 OP FQC 08930 Microsoft Windows 10 29319 Professional License K150567.6320 4 1293 1.000
1 1 326229 OP Shipping 29819 K150567.6320 4 29819 2,000
1 4 326229 OF Software Support 29819 K150567.6320 4 29819 4.000
1 4 326229 OP Sales Tax-Current Yr 29819 107001.1221 4 29819 5.000
1

Address Book number change is also done here in the Payee Number field.
Function Processes and Results

Enter Voucher

Information 41. Click in the ‘Payee Number' field in the grid.

42. Enter the new ‘Address Book Number’ or use the ‘Visual Assist’ button for search.

To Enter a Check Remark
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Voucher Entry with Match - CG/CP/NC - Voucher Match

v B X F Em = R

Tools

Voucher Match | Supplier Classification Codes

Order Humber 326229
Woucher Mum. 2238937
Supplier 29319
Invoice Num. 1234
Gross Amount 118.53
Invoice Date 03/03/2017
G/L Date 037292017
Records 1-5
D@s W 3
O 1 326229 OP
O 1 326229 OP
N 4 326229 OP
N 4 326229 OP
]

oP 03876 Branch/ Plant K150567
PV 03876 Baich 902211
COMPUTER CORMER INC
Co. 03876
Tax Taxable Amt.
Discount Amt. Retained Ami.
Remaining
Descripfion 1 Supplier Description 2 Expense Account gg:‘j :i)’::e[ hi::;be[ Check Remark EEM
FQC 08930 Microsoft Windows 10 28819  Professional License K150567.6320 4 L 1.000 EA
Shipping 29819 K150567.6320 4 29819 2.000 EA
Software Support 29819 K150567.6320 4 29819 4.000
Sales Tax-Current Yr 29819 107001.1221 4 29819 5.000

If you enter a remark in the Check Remark field, it will print on the check stub along with
the invoice number information.

Voucher Entry with Match - CG/CP/NC
8 X F Em = A

Tooks

- Voucher Match

Voucher Match | Supplier Classification Codes

Order Number 326229 op 03876 Branch/ Plant K150567

Voucher Num 2738937 PV 03876 Balch 902211

Supplier 20819 COMPUTER CORNER INC

Invoice Num. 1234 Co. 13876

Gross Amount 11853 Tax Taxable Amt.

Invoice Date 03/03/2017 Discount Amt Retained Amt.

GIL Date 032972017 Remaining
Records 1-5
O [ S 3;"[::’5[ %: Description 1 Supplier Description 2 Expense Account Eglj :3’::5[ h{‘:me- Check Remark E’w g:’:n'm
O 1 326229 OP  [FQC 08930 Microsoft Windows 10 29819 Professional License K150567 6320 4 THIO, 1000 EA 1.00
O 1 326229 P Shipping 29819 K150567.6320 4 29819 2.000 EA
O 4 326229 OP  Software Support 29819 K150567.6320 4 29819 4.000
o 4 326229 O Sales Tax-Current ¥r 29818 107001.1221 4 29819 5000
=
Function Processes and Results
Enter Voucher o ) -
Information 43. Click in the ‘Check Remark’ field, and enter a remark.

. ‘ , .
44. Click the ‘OK’ button, when all entry is complete.
-37- Revised 02/22/2018
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Voucher Entry with Match - CG/CP/NC - Voucher Match
v [ X P, Eem = Row ; Took

Voucher Match | Supplier Classification Codes

Order Number | op * Branch/ Plant
Woucher Num. Y Prev Doc. Batch
Supplier
Invoice Num. Co.
Gross Amount Tax Taxable Amt.
Invoice Date 03292017 Discount Ami. Retained Amt.
GIL Date 03292017 Remaining
Function Processes and Results

Enter Voucher
Information 45. Record your Prev Document and Batch Numbers.

Voucher Entry - 3-Way Match - Voucher Match
W ]j ., Form — Row Tools

Voucher Match = Supplier Classification Codes

Order Number | op * Branch/ Plant
Voucher Num. Py Prev Doc. 735903 Batch 9777
Supplier
Invoice Mum. Co.
Gross Amount Tax Taxable Amt.
Invoice Date 05/03/2016 Discount Amt. Retained Amt.
GiL Date 05/03/2016 Remaining
Function Processes and Results

Enter Voucher ) )
Information 46. Click the ‘Close’ button to exit.

To verify your 3-Way Match voucher process, navigate to the link below:
* EnterpriseOne Menus > FMIS Master Directory > FMIS Inguiry Menu > Accounts Payable Inguiry
ul Supplier Master Information
ul Supplier Ledger Inguiry
ul Supplier Payment Inquiry

ul Open Requisitions

I ul Open Receipts

Function Processes and Results

Verify Voucher ) )
Match Information | 1. From the ‘Accounts Payable Inquiry’ menu, select ‘Open Receipts’.
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Open ipts by Supplier - Work With F ip
v O X T Bew {5 ool

DocMumber [+ [f | [ BranchPlant [+ [&voucnerea
Order Number [—m |_up o Line Number [+
Supplier T GIL Date DamaEiT
Item Number [+ [[] Display Supplier ltem
Account Balch
Records 1-5
T [ [ T [ [ | ——
Doc  Order or  Line Amount Document Order  2ndMem  Supplier  Trans  Prevaty Quantity Amount Recept Order  Sec
O Ty Numbers Ty  Number  Received Number o stIDey co Number Number UOM  Vouchered DranchPlant o hered Vouchered Line Sufix  UOM
FER 326229 OP 1.000 159.55 2238937 KI50567.6320 03876 29819 EA 00 K150567 100 159.55 1000 EA
[~ 326229 OP 2.000 1277 2238937  KIS0367.6320 03876 29319 EA K150567 12.77 1000 EA
[~ 326229 O 4.000 13.79- 2238937 KIS0367.6320 03376 29819 EA K150567 1379 000 EA
I AV 326229 OP 5.000 40.00- 2238937 1070011221 03876 29819 EA K150567 40.00- 000 EA
11853 TOTAL 11853
Function Processes and Results
Verify Voucher

Match Information | 2. Enter the purchase order in the ‘Order Number’ field.
3. Select the ‘Vouchered’ button.
Note: Notice the Doc Ty (Document Type) changed from OV to PV.

4. Click ‘Close’ to exit.

Multi-Voucher Single Supplier

v EnterpriseOne Menus > FMIS Master Directory > Financials > Accounts Paysble > Daily Processing > Supplier & VoucherEntry =~
> [ Speed Voucher Entry

[ul Standard Voucher Entry

[ Voucher Entry - 3-Way Match |
Other Voucher Entry Methods »; [’ Voucher Logging Entry

[’ Voucher Journal Review [ Voucher Detail Report

17, Post Vouchers to G/L [4’ Standard Voucher Entry
17, Voucher Journal Report [4’ Recurring Voucher Inquiry
[u Name Search [7, Recurring Voucher Report

[u’ Supplier Master Information [?, Recycle Recurring Vouchers
[ul’ Supplier Ledger Inquiry L4’ Prepayment Voucher Entry
[’ Supplier Payment Inquiry [4 Prepayment Selection

‘ [« Multi Voucher-Single Supplier

o’ Multi Voucher-Multi Supplier

4’ Multi Company-Single Supplier
Pay When Paid Voucher Entry Methods »
[ Voucher Journal Review

[# Post Vouchers to G/IL

[# Voucher Journal Report

Multiple Voucher Entry Programs

To quickly enter many vouchers for one or more suppliers, use one of the multiple voucher
entry methods. Unlike the standard voucher entry method, which is a two-step process, the
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multiple voucher entry methods are a single-step process. Use one of these multiple voucher
entry programs:

+ Multi Voucher-Single Supplier (P0411)
+ Multi Voucher-Multi Supplier (P0411)

You can use the multiple voucher entry methods only to add vouchers. To change, delete, or
void them, you must use the Standard Voucher Entry program (P0411).

The multiple voucher entry methods have other limitations. You cannot use them to enter this
information:

e Multiple pay items

e Multiple lines of GL distribution
e AssetID

e Asset ID speed coding

e Split pay items

e Special bank accounts

e Special GL offsets

e Special payment handling
e Automatic reversing entries
e Discounts

e Taxes

e Zero invoice amounts

e Prepaid vouchers

e Logged vouchers

e Recurring vouchers

The system creates a voucher for each detail line and updates the Accounts Payable Ledger
(FO411) and Account Ledger (F0911) tables.

Oracle / PeopleSoft -40 - Revised 02/22/2018
Proprietary & Confidential



Multi Company-Single Supplier

NIS Master Directory > Financials > Accounts Payable > Daily Processing > Supplier & Voucher Entry

«. Speed Voucher Entry
« Standard Voucher Entry

o Voucher Entry - 3-Way Match

Other Voucher Entry Methods »: [« Voucher Logqing Entry

o Voucher Journal Review «. Voucher Detail Report

/ Post Vouchers to G/L « Standard Voucher Entry

/ Voucher Journal Report «. Recurring Voucher Inquiry

«. Name Search / Recurring Voucher Report

< Supplier Master Information / Recycle Recurring Vouchers

«. Supplier Ledger Inquiry « Prepayment Voucher Entry l_e
o Supplier Payment Inquiry «. Prepayment Selection

ul. Multi Voucher-Single Supplier
«l. Multi Voucher-Multi Supplier

u. Multi Company-Single Supplier I

Pﬁ Application: P0411, Form: W0411G, Version: ZJDEO006 J

Use the Multi Voucher-Single Supplier program when you create a voucher that consists of
expenses incurred by multiple internal companies and is to be distributed to different GL
offset and bank accounts. When you do this, you create a one-to-one correspondence
between the general ledger distribution and the accounts payable offset.

The primary difference between a standard voucher and a voucher for multiple companies is
that you do not include a company on a multiple company voucher.

For a voucher with multiple companies:
e The GL distribution line determines which company is used for the offset.
e The account number represents the distribution expense associated with the pay item.

e The system generates a separate pay item for each line of distribution.

When you pay the voucher, the system uses the AP trade account, bank account, and offset
accounts for discounts associated with the company.

Information about vouchers for multiple companies is maintained in the Accounts Payable
Ledger (FO411) and Account Ledger (FO911) tables.

Note. No intercompany settlements are created when you enter a voucher for multiple
companies.
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Use these guidelines when entering vouchers for multiple companies:

If you entered a voucher on the Multi Company - Single Supplier form, you must

change it on this form.

When you distribute a voucher to more than one company, the domestic currency

must be the same for all companies.

When you post vouchers, the system creates intercompany entries if the expense or
liability accounts used for automatic offsets are from different companies.

Note. Vouchers created to distribute amounts to different GL offset and bank accounts must
be processed using the automatic payment process; you cannot use the manual payment
process.

Working with VVouchers

To review, change, delete, or void a voucher, it must first be located. Voucher information
is stored in the Account Payable Ledger and Account Ledger tables. The system assigns a
batch type of V for vouchers. Listed below are the types of vouchers used in Oracle JD

| | Code |De5=:ripti0n

|Descripti0n 2

Edwards:
Code |Descripti0n |Descripti0n 2
P Payables
PO Legislative Data-Port
P1 A/P Drafts Hard Coded use in A/P
P2 TANF Vouchers Data-port (CWA)
P3  scholarship Vouchers Data-port
P4 Foster Care Data-port
PS5 General Assistance Vouchers  Data-port
P& Initial Grant Vouchers Data-port
P7 LIHEAP Data-port
P8 CCDF-Child Care Provider Data-Port
P9 WIA-Workforce Data-Port
PA Credit Note Reimbursements  Hard Coded use in A/P, A/R
PB BACS Electronic Funds Transfer Hard Coded use in A/P
PC Percent Complete FASTR Entry
PD Debit Memo
PE Change to Voucher Amount Hard Coded use in A/P
PF  Recurring Billing
PG Gain/Loss on Exchange Rate Hard Coded use in A/P
PH P Card Transactions
Pl Physical Inventory
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PK
PL
PM
PN
PO
PP
PQ
PR
PS
PT
PV
PW
PX
PY
PZ
RP
up
WP
YP

Automatic Payment
Voucher Logging
Manual Voucher
Manual Payment
Void Payment
Periodic Invoice
Manual Billing
Recurring Voucher
Special Voucher

Electronic Funds Transfer

Voucher
Withholding

Proprietary Fund Budget Change
Payment Order - EDI Only

AJP Cash Basis
Direct Payments
Used Produt

Planning Work Orders

PCard Upload

Hard Coded use in A/P
Hard Coded use in Wchr Log
Hard Coded use in A/P
Hard Coded use in A/P
Hard Coded use in A/P
Hard Coded use in A/P

TZ Cash Basis EFT

Hard Coded use in A/P

Hard Coded use in A/P
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Locating Vouchers

Via Menus

EnterpriseOne Menus — FMIS Master Directory — FMIS Inquiry Menu — Financials — Accounts
Payable — Daily Processing — Supplier & Voucher Entry — Supplier Ledger Inquiry

v EnterpriseOne Menus > FMIS Master Directory > F

> A Payable > Daily Processing > Supplier & Voucher Entry
[« Speed Voucher Entry

[ Standard Voucher Entry

[ Voucher Entry - 3-Way Match

Other Voucher Entry Methods »

[ Voucher Journal Review

[# Post Vouchers to G/L

[# Voucher Journal Report

[« Name Search

[ Supplier Master Information

L' Supplier Ledger Inguiry

] [ { Application: P0411, Form: W0411G, Version: ZJDE00OL |

Function

Processes and Results

To Locate
Vouchers

1. Select ‘Supplier Ledger Inquiry’ from the Supplier & Voucher Entry menu.

Supplier Ledger Inquiry - Supplier Ledger Inquiry
v Q 4+ O @ X P Eem = Row g} Tools

|i X o\
Date From Thru @ Invoice (D GIL
[] Recurring [ summarize O praid () open (O Withheld (@) Al
Batch Mumber * [ Display Audit
| Payments || PurchaseOrders | Supplier Master
Mo records found.
Document Doc Invoice Document Doc Invoice Gl Due Supplier Gross Cpen
Mumber Type  MNumber Type Co Date Date Date Mumber Amount Amount

g

<

| PaymentHistoy = GILDi
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Function Processes and Results

To Locate

Vouchers 2. At the Supplier Ledger Inquiry form, to limit the search, complete
any of the following fields then, click ‘Find’.

. Supplier Number

. Date From

. Thru

. Batch Number

To limit the documents displayed by date, click one of the following

options:
. Invoice
. G/L

To limit the documents displayed by pay status, click one of the
following options:

. Paid

. Open

. Withheld
. All

To display only recurring vouchers, click the ‘Recurring Vouchers’ option.
To display pay items in summary format, click the ‘Summarized’ option.
. If you do not do this, the system displays pay items in detail format, with one line
per pay item.

Click the ‘Find’ button to display the documents that meet the search criteria.

View Document Types

Supplier Ledger Inquiry - Supplier Ledger Inquiry
v O 4+ O @ X F, Fem = Row & Tooks

Supplier Number

Date From Thru

@ Invoice () GIL
[[] recurring [] summarize (OPaid (Oopen (O Withheld (@ Al
Baich Mumber [ Display Audit
Payments Purchase Orders Supplier Master
No records found
& Purchase PO Doc Document Doc GIL Gross Open Invoice Invoice Supplier  Document Pay
Order Type Humber Type Date Amount Amount Number Date Co Number  Type Stat
Function Processes and Results
To Locate ) _ o ‘ o
Vouchers 3. You can view the different types of Document Types by clicking in the ‘Doc Type’ field.
4. Click the ‘Visual Assist’ button.
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Select User Define Code M X
" (1 » [ Eorm £5h Tools
roduct Code 00 Foundation Environment
User Defined Codes oT Documert Type - Al Documents
Description
Description 2
Customize Grid T, im|
Code Description Deszcription 2
® P Payables
- ~
) PO Legislative Data-Port
) PL AfP Drafts Hard Coded use in AfP
P2 TANF Vouchers Data-port (CWA)
) P3 Scholarship Vouchers Data-port
) P4 Foster Care Data-port
) PS5 General Assistance Vouchers Data-port
) P& Initial Grant Vouchers Data-port
- W
) |P7 LIHEAP Data-port
Function Processes and Results
To Locate . o ]
Vouchers 5. At the ‘Select User Defined Code’ form, click in the QBE field above the ‘Code’
column.
6. Enter the desired ‘Doc Type’ to view.
7. Click the ‘Find’ button.
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To Locate Vouchers using a Document Number & Summarized

Supplier Ledger Inquiry - Supplier Ledger Inquiry

W O 4+ O @ X P, Fom = Bow {5} Tools
Supplier Mumber *
Date From | [10:0172003 | ™ I 06/30/2005 I O Invoice FL
D Recurring @Summanze ( ::' Paid ( ::.' Open '.:::.' Withheld '§.' All
Batch Number ® Display Audit
Paymesnis Purchase Crders Supplier Master
Mo rétgrds found.
D @ Purchase Document Doc Invoice Doc Invoice GIL Due Document Supplier Gross Cpen Batch
Order MNumber Type  Number Co Date Date Date Type Number Amount Amount Number
Function Processes and Results
To Locate ‘ ) o ‘ , ‘ , )
Vouchers 1. Atthe ‘Supplier Ledger Inquiry’ form, enter the ‘Date From’ and ‘Thru’ date fields.
e Fortraining enter: 10/01/03 - 6/30/05

2. Select the ‘G/L’ radio button.

3. Select the ‘Summarize’ box.

4. Click in the QBE field above the ‘Document Number’ column, enter the document

number in the QBE Line.
5. Click the ‘Find’ button.
Supplier Ledger Inquiry - Supplier Ledger Inquiry
v O+ O @ F,, Fom = Row {53 Tools
Supplier Number *
Date From 10/01/2003 Thru 06/30/2005 ": J Invoice ‘.E.‘ GIL
[ recurring |1 Summarize (Opaid (O open  (OWithheld @ Al
Batch Number = Display Audit
Payments Purchase Crders Supplier Master
Records 1- 4
68465
D Q Purchase Document Doc Invoice Doc Invoice GiL Document Supplier Gross Open Batch Pay Pay
Order MNumber Type  Mumber Co Date Date Type MNumber Amount Amount Mumber Stat Status Code

O 68465 P5 1850+1/13/2004 02215 01/12/2004 01/12/2004 General Assi 93683 128.00 22916 P Paid in Full
O 68465 PV 871-7757/10-03 00010 10/01/2003 01/06/2004 Voucher 28853 .29 20576 P Paid in Full
O 00068465 68465 PV C0405 0002 68465 00520 06/03/2005 06/25/2005 Voucher 28694 427.12 164220 P Paid in Full
O 555,41

Search displays all vouchers with multiple pay items in a summarized single pay item
format, for date 10/01/03 to 06/30/05 for document number 68465.
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Supplier Ledger Inquiry - Supplier Ledger Inquiry
+ 0 @ X

[+, Eorm — Row Tools

Date From 10/01/2003 Thiu 06/30/2005
D Recurring ummarize Paid
Balch Number |2 [ Display Audit
Paymenis Purchase Orders Supplier Master
Records 1-4
68465
D @ Purchase Document Doc Invaice Doc Invoice GIL Document Supplier Gross Open Baich Pay Pay
Order Mumber Type  Mumber Co Date Date Type Mumber Amaount Amount Mumber Stat Sfatus Code
O 68465 PS 1850+1/13/2004... 02215 01/12/2004 01/12/2004 General Assi... 93683 128.00 22916 P Paid in Full
[l 68465 PV 871-7757/10-03 00010 10/01/2003 01/06/2004 Voucher 28853 .29 20576 P Paid in Full
O 00068465 68465 PV CO0405 0002 68465 00520 06/03/2005 06/25/2005 Voucher 28694 427.12 164220 P Paid in Full
m 555.41
Function Processes and Results
To Locate
‘ A
Vouchers 6. Uncheck the ‘Summarize’ box.
. = ’
7. Click the ‘Find’ button.
Supplier Ledger Inquiry - Supplier Ledger Inquiry
Vv O 4+ O m F,, Eom — Row
Supplier Humber =
Date From 10/01/2003 Thru 06/30/2005 O Invoice @i
[ Recurring [] Summarize (Cipaid () Open
Batch Number [+ [ Display Audit
Payments Purchase Orders Supplier Master
Records 1-11
63485
D @ Purchase Document Doc Invoice Doc Invoice GIL Due Document Supplier Gross Open Batch Pay Pay
Order Number Type  Number Co Date Date Date Type Number Amount Amount Number Stat Status Code
O 68465 PS5 1850+1/13/2004 . 02215 01/12/2004 01/12/2004 01/12/2004 General Assi 93683 128.00 22916 P Paid in Full
D 68465 PV 871-7757/10-03 00010 10/01/2003 01/06/2004 01/06/2004 Voucher 28853 .29 20576 P Paid in Full
] 00068465 68465 PV C0405 0002 68465 00520 06/03/2005 06/25/2005 07/03/2005 Voucher 28694 39.98 164220 P Paid in Full
O 00068465 68465 PV C0405 0002 68465 00520 06/03/2005 06/25/2005 07/03/2005 Voucher 28694 74.95 164220 P Paid in Full
D 00068463 68465 PV C0405 0002 68465 00520 06/03/2005 06/25/2005 07/03/2005 Voucher 28694 59.94 164220 P Paid in Full
O 00068465 68465 PV C0405 0002 68465 00520 06/03/2005 06/25{2005 07/03/2005 Voucher 28694 99.99 164220 P Paid in Full
D 00068465 68465 PV C0405 0002 68465 00520 06/03/2005 06/25/2005 07/03/2005 Voucher 28694 238 164220 P Paid in Full
O 00068465 68465 PV C0405 0002 68465 00520 06/03/2005 06/25/2005 07/03[2005 Voucher 28694 84.95 164220 P Paid in Full
O 00068465 68465 PV C0405 0002 68465 00520 06/03/2005 06/25/2005 07/03/2005 Voucher 28694 4.95 164220 P Faid in Full
O 00068465 68465 PV C0405 0002 68465 00520 06/03/2005 06/25/2005 07/03/2005 Voucher 28694 59.98 164220 P Paid in Full
O 555,41
Search now displays all vouchers with multiple pay items in an unsummarized format,

breaks down purchase order 68465 by line items.

Function

Processes and Results

To Locate

Vouchers 8. Click the ‘Close’ button to exit.
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Reverse an Unpaid Voucher

_ EnterpriseOne Menus — FMIS Master Directory — FMIS Inquiry Menu — Financials — Accounts
Via Menus Payable — Daily Processing — Supplier & Voucher Entry — Supplier Ledger Inquiry

v EnterpriseOne Menus > FMIS Master Directory > Financials > Accounts Payable > Daily Processing > Supplier & Voucher Entry

ul. Speed Voucher Entry
u Standard Voucher Entry
< Voucher Entry - 3-Way Match
Other Voucher Entry Methods »
4. Voucher Journal Review
Post Vouchers to G/L

7/
/ Voucher Journal Report

e

Name Search

JE

Supplier Master Information

| (< Supplier Ledger Inquiry |

ul f{ Application: P0411, Form: WO0411G, Version: ZJDEOOOL
Function Processes and Results
Reversing a ) ] o )
Voucher 1. Select ‘Supplier Ledger Inquiry’ from the Supplier & Voucher Entry menu.
Supplier Ledger Inquiry - Supplier Ledger Inquiry
v (_)\ —, Row {53 Tools
Supplier Number m x O, yaz
Date From Thru (@ Invoice () GIL
[ recurring ] summarize (CiPaid (O open  ()Withheld (@ AN
Batch Number + [] Display Audit
Payments Purchase Orders Supplier Master
Mo records found.
D @ Purchase Document Doc Invoice Doc Invoice GiL Due Document Supplier Gross
Order Number Type  Number Co Date Date Date Type Number Amount
Function Processes and Results

Reversing a ) ) ] - )
Voucher 2. Enter the address book number in the ‘Supplier Number’ field or other pertinent

information to retrieve the voucher.

3. Click the ‘Find’ button.
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Supplier Ledger Inguiry - Sup

v O+ 3 8 X Fm SR T
Supplier Number  [ZTHEE vaz
Date From Thm nvoice (0 GIL
[(IRecurring [ summarize OpPaid Oopen  Owithheld @ Al
Batch Number [ [ bisplay Audit
Payments Purchase Orders Supplier Master
Records 1- 18
O [ Buchese Document  Doc  Invoice Doc  Invoice aL Due Document
rder Number Type  Number Co Date Date Date Type
Izl 00326797 2239479 PV TC164 03590 02/26/2018 02/26/2018 03/28/2018 Voucher
[ oo32s699 2237346 PV 7/01-08/21/14 03590  02/12/2015 10/23/2015 03/14/2015 Voucher
[m} 00325699 2237346 PV 7/01-08/21/14 03590 02/12/2015 10/23/2015 03/14/2015 Voucher
[ vo3asess 2237346 PV 7/01-08/21/14 03590  02/12/2015 10/23/2015 03/14/2015 Voucher
[1  oo0325699 2237346 PV 7/01-08/21/14 03590  02/12/2015 10/23/2015 10/23/2015 Voucher
[0  oososes4 2064848 PV 10/03/13-03/03/14 03590  03/26/2014 (09/08/2014 04/25/2014 Voucher
[1  oo30s854 2064848 PV 10/03/13-03/03/14 03590  03/26/2014 09/08/2014 04/25/2014 Voucher
[0  oososes4 2064848 PV 10/03/13-03/03/14 03590  03/26/2014 (09/08/2014 04/25/2014 Voucher
[1  oo30s854 2064848 PV 10/03/13-03/03/14 03590  03/26/2014 09/08/2014 03/08/2014 Voucher
O  oozsraze 1942797 PV 2-CO10110 03590 09/13/2013 10/23/2013 10/13/2013 Voucher
[1  oo2e1229 1942797 PV 2-CO10110 03590 09/13/2013 10/23/2013 10/13/2013 Voucher
[m} 00291229 1942797 PV 2 -Co10110 03590  09/13/2013 10/23/2013 10/23/2013 Voucher
[1  oozss0se 1915749 PV 01/ MAR 19-JUM.. 03500  06/14/2013 08/27/2013 07/14/2013 Voucher
[m} 00288058 1915749 PV 01/MAR 19-JUN... 03590  06/14/2013 08/27/2013 07/14/2013 Voucher
[1  oozss0se 1915749 PV 01/ MAR 19-JUM.. 03500  06/14/2013 08/27/2013 08/27/2013 Voucher
[m} 1435991 PV OFC OF LEGESLA.. 00010  06/17/2010 06/24/2010 07/17/2010 Voucher
m} 1280487 PV 0901 00010 04/01/2009 08/04/2009 05/01/2009 Voucher
O
<
Baich Payment History GIL Distribution Purchase Receipts

In order to reverse a voucher, the Open Amount must displayed an open amount and the

Supplier Gross
HNumber Amount

246142 850.00
246142 1,817.44
246142 5,700.00
246142 355.50
246142 357.97-
246142 9,870.00
246142 500.06
246142 18.74
246142 470.00-
246142 14,306.25
246142 1,001.66
246142 66125
246142 18,506.25
246142 3,956.73
246142 881.25-
246142 126.50
246142 143.00
54,762.66

Pay Status Code must be other than Paid in Full.

Supplier Ledger Inquiry - Supplier Ledger Inquiry

Batch
Number

902804
900810
900810
900810
900810
835125
835125
835125
835125
788221
788221
788221
777611
777611
777611
556921
476719

850.00

[+]
Stat | Status Code Number Desc Type
A Approved for Payment YAZ 03590 v

P Paid in Full YAz 03590 v

P Paid in Full YAZ 03590 v

P Paid in Full YAZ 03590 v

P Paid in Full YAz 03550 v

P Paid in Full YAz 03590 v

P Paid in Ful YAz 03590 v

P Paid in Full YAz 03590 v

P Paid in Ful YAZ 03590 v

P Paid in Full YAz 03590 v

P Paid in Full YAZ 03590 v

P Paid in Ful YAZ 03590 v

P Paid in Full YAZ 03590 v

P Paid in Full YAz 03590 v

P Paid in Full YAZ 03590 v

P Paid in Full YAZ 00010 v

P Paid in Full YAz 00010 v

Q 4+ 0 8 X FEm 8w o
Suppiier Number | ZEEE YAZ.
Date From Thru Oen
[ Recurring [ Summarize JPaid () Open  ()Withheld
Batch Number |- [ isplay Audit
Payments Purchase Orders Supplier Master
Records 1- 18
Purchase Document Doc  Inwoice Doz Invo GIL Due Document  Supplier Gross Open Batch Pay Supplier
& Co
Order Number Type  Number Co Date Date Date Type Mumber Amount Amoun Number  Stat | Status Code MNumber Desc
00326797 2239479 PV TC164 03590 02/26/2018 02/26/2018 03/28/2018 Vioucher 246142 850.00 850. 902804 A Approved for Payment YAZ 03590
O 00325699 2237346 PV 7/01-08/21/14 03530  02/12/2015 10/23/2015 03/13/2015 Voucher 246142 1,817.44 900810 P Paid in Full YAZ 03590
Function Processes and Results
Reversing a ) ) )
Voucher 4. Select the vouchered item(s) in the grid to reverse.
f ‘ ’
5. Click the ‘Select’ button.
Supplier Ledger Inquiry - Voucher Match Reversals
Supplier Favorites YAZ Business Unit K101103
Invoice N Voucher/ Ty/ Co 2239479 PV 03590
Form
Gross Al Payment Terms Payment Inst
Tax Amq Reverse Company 03590 Baich Number 902804
Taxable Amount Invoice Date 02/26/2018
Retained Amount GiL Date 021262013
Records 1 -1
Amount Retained ‘Quantity Ln Order or Line Order Receipt Address Pymt Pay Tax Tx 2nd ltem
g Account Number Matched Amount Matched UM Ty Mumber Ty Number Co Line Number Terms  Stat YN Expl Mumber
K101103.6530 890.00 EA J 326797 01 1.000 03590 1 246142 A M INVE TC 164
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Function Processes and Results

Reversing a ) )
Voucher 6. At the ‘Voucher Match Reversals’ form, click the ‘Form’ exit button.

7. Select ‘Reverse’ from the form exit.

Supplier Ledger Inquiry - Supplier Ledger Inquiry
+ [ @ X F,Fom = Row Tools

Supplier Number 246142 YAz
Date From Thru Oer
[ Recurring [] Summarize (O paid (O open () Withheld
Batch Number * [] Display Audit
Payments Purchase Orders Supplier Master
Records 1-18
urchase ecumen oC nvoice oC nvoice ue ocumen upplier ross pen alch ay y upplier
0O @& Purch: D it D Invai D Invoi GiL Di D it Suppli Gi O Baich P Suppli co
Order Number Type  Number Co Date Date Date Type Number Amount Amount Number Stat Status Code Number Desc
foucher .| proved for Paymen|
00326797 2239479 PV TC164 03590 02/26/2018 02/26/2018 03/28/2018 Vouch 246142 850.00 850.00 902804 A Ap d for P it YAZ 03590
00325699 2237346 PV 7/01-08/21/14 03590 02/12/2015 10/23/2015 03/14/2015 Vouch 246142 1,817.44 900810 P Paid in Full YAZ 03590
Voucher 8. At the ‘Supplier Ledger Inquiry’ form, click the ‘Find’ button to refresh the form.
Supplier Ledger Inquiry - Supplier Ledger Inquiry Query: [A
v Q4+ 08 T, Form = Row 53 Tools
Supplier Number  [245142 Yaz
Date From Thry @invoice  Oen
[J Recurring [ summarize Opad Oopen  Owittheld  ® Al
Baich Mumber [+ [ Display Audit
Payments Purchase Orders Supplier Master
Records 1 - 17 Customize Grid |PY!
0@ Purchase Document Dec  Invoice Doc Invoice G Due Document Supplier Gross Bpen Bafch Pay  Pay Supplier @ Baich  Baich
Order Number Type  Number Co Date Date Date Type Number Amount Amount Number Stat Status Code Number Desc ° Type Type Desc
00325699 2237346 PV 7/01-08/21/14 03590 02/12/2015 10/23/2015 03/14/2015 Voucher 246142 1,817.44 900810 P YAZ 03590 v Voucher Entry
fo1-08/21f /12]. /23! 14/ h h
00325699 2237346 PV 7/01-08/21/14 03580 02/12/2015 10/23/2015 03/14/2015 Voucher 246142 5,700.00 900810 P YAZ 03580 v Voucher Entr
h 2 her Entry
00325699 2237346 PV 7/01-08/21/14 03590 02/12/2015  10/23/2015  03/14/2015 Voucher 246142 355.50 900810 P YAZ 03590 v Voucher Entry
fo1-08/21f /12]: /23! 14/ h h
00325699 2237346 PV 7/01-08/21/14 03590 02/12/2015 10/23/2015 10/23/2015 Voucher 246142 357.97- 900810 P YAZ 03550 v Voucher Entr
h her Entry
00305854 2064848 PV 10/03/13-03/03/14 03590 03/26/2014  09/08/2014 04/25/2014 Veucher 246192 9,870.00 835125 P YAZ 03590 v Voucher Entry
/03/13-03/03]. /26]. /8. 25/ h h
O 00305854 2064848 PV 10/03/13-03/03/14 03590 03/26/2014  09/08/2014 04/25/2014 Voucher 246142 500.06 835125 P YAZ 03550 v Voucher Entry
- -4 ‘oucher . ‘oucher Entry
00305854 2064848 PV 10/03/13-03/03/14 03590 03/26/2014  09/08/2014 04/25/2014 Vouch 246142 19.74 835125 P YAZ 03590 v Voucher Entr
00305854 2064848 PV 10/03/13-03/03/14 03590 03/26/2014  09/08/2014 09/08/2014 Voucher 246142 470.00- 835125 P YAZ 03590 v Voucher Entry
h h
00291229 1942797 PV 2 - CO10110 03590 05/13/2013  10/23/2013 10/13/2013 Voucher 246142 14,306.25 788221 P YAZ 03590 v Voucher Entry
h h
00291229 1942797 PV 2 - Co10110 03590 09/13/2013  10/23/2013  10/13/2013 Voucher 246142 1,001.66 788221 P YAz 03590 v Voucher Entry
/13/: 123). 13/ h i
00291229 1942797 PV 2 - CO10110 03580 09/13/2013  10/23/2013 10/23/2013 Voucher 246142 681.25- 788221 P YAZ 03580 v Voucher Entry
h h
00288059 1915749 PV 01 / MAR 19- JUN... 03590 06/14/2013  08/27/2013 07/14/2013 Voucher 246142 18,506.25 777611 P YAZ 03590 v Voucher Entry
I /14 /27, /147 h h
00288059 1915749 PV 01 / MAR 19- JUN... 03590 06/14/2013  08/27/2013 07/14/2013 Voucher 246142 3,956.73 777611 P YAZ 03590 v Voucher Entry
h h
00288059 1915749 PV 01 / MAR 19- JUN... 03590 06/14/2013  08/27/2013 08/27/2013 Veucher 246192 881.25- 777611 P YAZ 03590 v Voucher Entry
I /14]. /27, /27 h h
1435991 PV OFC OF LEGESLA... 00010 06/17/2010 06/24/2010 07/17/2010 Voucher 246142 126.50 556921 P YAZ 00010 v Voucher Entry
h h
1280487 PV 03-01 00010 04/01/2009  08/04/2009 05/01/2009 Vouch 246142 143.00 476719 P YAZ 00010 v Voucher Entr
O 53,912.66
<
Batch Payment History GIL Distribution Purchase Receipts

Reversing a ) . . ) .
Voucher 9. At the ‘Supplier Ledger Inquiry’ form, the ‘Open Amount’ field has no open amounts

and document number 2239479, is no longer in the grid.
e You are now ready to reenter the voucher.

If this is a complete reversal, where the receipt needs to be corrected.
e Notify the receiver to reverse, correct or cancel the receipt.

10. Click the ‘Close’ button to exit.
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Revising Unposted Voucher

It is possible to change or delete an unpaid voucher before it is posted. However, one cannot
change the following key fields:

e Document Number
e Document Type

e Document Company
e Company

e Supplier Number

e GJ/L Date

e Currency Code
To change the information in a key field, take one of the following actions:

e Delete the voucher and reenter it.
e Copy the voucher, make changes, click OK then delete the original voucher.

The system allows payment of an unposted voucher if it is approved. Once a pay item has
been paid, it cannot be changed unless the payment is voided.

Voucher information is stored in the A/P Ledger and Account Ledger tables.

Voucher batch information is stored in the Batch Control table.

EnterpriseOne Menus — FMIS Master Directory — FMIS Inquiry Menu — Financials — Accounts
Via Menus Payable — Daily Processing — Supplier & Voucher Entry — Supplier Ledger Inquiry

¥ EnterpriseOne Menus > FMIS Master Directory > Financials > Accounts Payable > Daily Processing > Supplier & Voucher Entry
u. Speed Voucher Entry
«_ Standard Voucher Entry
4. Voucher Entry - 3-Way Match

Other Voucher Entry Methods »

Voucher Journal Review

VE

/ Post Vouchers to G/L
FA

Voucher Journal Report

VE

Name Search

u. Supplier Master Information

I:J Supplier Ledger Inquiry |

ul SUDD[ Application: P0411, Form: W0411G, Version: ZJDE0001

Function Processes and Results
To Revise ] ) )
Unposted 1. Select ‘Supplier Ledger Inquiry’ from the ‘Supplier & Voucher Entry’ menu.
Vouchers
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Supplier Ledger Inguiry - Supplier Ledger Inquiry

VaR®) [, Form — Row ¢oi Tools

Supplier Mumber 319072

Date From Thru @ Invoice () GIL

[] Recurring [] Summarize O pPaid O open (O withheld (8 AN

Batch Number % [] Display Audit

Payments Purchase Orders Supplier Master
Function Processes and Results

To Revise ) ) o )
Unposted At the ‘Suppll_er Ledge_r Inquiry’ form, to limit the search, complete any of the following
Vouchers fields then, click the ‘Find’ button.

Supplier Number
Date From

Thru

Batch Number

To limit the documents displayed by date, click one of the following options:

To limit the documents displayed by pay status, click one of the following options:

. Invoice

. G/L

. Paid

. Open

. Withheld
. All

To display only recurring vouchers, click the Recurring Vouchers option:

To display pay items in summary format, click the ‘Summarized’ option.
(] If you do not do this, the system displays pay items in detail format, with one line

per pay item.
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Supplier Ledger Inquiry - Supplier Ledger Inquiry
v QO

Supplier Number

Date From Thru
|:| Recurring |:| Summarize
Batch Number * [] pisplay Audit
Payments Purchase Crders Supplier Master
Mo records found
Purchase Document Doc Invoice Doc Invoice GiL Due Document Supplier Gross Cpen Batch
Order Mumber Type  Mumber Co Date Date Date Type Number Amount Amount Mumber
Function Processes and Results
To Revise ) . s .
Unposted 2. In the ‘Supplier Number’ field, enter the supplier address book number.
Vouchers ] o
3. Click the ‘Find’ button.
Supplier Ledger Inquiry - Supplier Ledger Inquiry
Q + O @ X F,Em = Row Tools
Supplier Number  [SIETTR NORTHWEST RIVER SUPPLIES.
Date From Thru nvoice () GIL
] Recurring [] summarize Opraid  (Oopen (O Wwithheld (@ Al
Batch Number [ Display Audit
Payments Purchase Orders Supplier Master
Records 1- 12
O Purchase Document Dot Invoice Doc  Invoice GIL Due Document  Supplier Gross Open Batch Pay  Pay Supplier c,
Order Number Type  Number Co Date Date Date Type Number Amount Amount Mumber  Stal  Stalus Code  Number Desc °
00314156 2166156 PV 272770 03955  03/13/2015 05/07/2015 04/12/2015 Voucher 319072 611.90 872679 P Paid in Full NORTHWEST R... 03955
] 00314156 2166156 PV 272770 03955 03/13/2015 05/07/2015 04/12/2015 Voucher 318072 169.92 872679 P Paid in Full NORTHWESTR... 03955
| 00314156 2166156 PV 272770 03955 03/13/2015 05/07/2015 04/12/2015 Voucher 318072 50.96 872679 P Paid in Full NORTHWESTR... 03955
| 00314156 2166156 PV 272770 03955 03/13/2015 05/07/2015 04/12/2015 Voucher 319072 50.96 872679 P Paid in Full NORTHWEST R... 03955
] 00314156 2166156 PV 272770 03955 03/13/2015 05/07/2015 04/12/2015 Voucher 318072 67.96 872679 P Paid in Full NORTHWESTR... 03955
| 00314156 2166156 PV 272770 03955 03/13/2015 05/07/2015 04/12/2015 Voucher 319072 84.96 872679 P Paid in Full NORTHWESTR... 03955
| 00314156 2166156 PV 272770 03955 03/13/2015 05/07/2015 04/12/2015 Voucher 319072 67.96 872679 P Paid in Ful NORTHWEST R... 03955
] 00314156 2166156 PV 272770 03955 03/13/2015 05/07/2015 04/12/2015 Voucher 318072 36.51 872679 P Paid in Full NORTHWESTR... 03955
| 00314156 2166156 PV 272770 03955 03/13/2015 05/07/2015 04/12/2015 Voucher 319072 36.51 872679 P Paid in Full NORTHWEST R... 03955
O 00314156 2166156 PV 272770 03955 03/13/2015 05/07/2015 04/12/2015 Voucher 319072 63.71 872679 P Paid in Full NORTHWEST R... 03955
] 00314156 2166156 PV 272770 03955 03/13/2015 05/07/2015 04/12/2015 Voucher 318072 23.00 872679 P Paid in Full NORTHWESTR... 03955
0 1,264.35
‘Supplier Ledger Inquiry - Supplier Ledger Inquiry
v Q4 O @ X R Fom = Row {3 Tods
Supplier Number [+
Date From Thiu @1nvoice (D GIL
[ Recurring [ summarize Opaid Oopen  Owithneld @ Al
Batch Number [+ [ Display Audit
Payments Purchase Orders Supplier Master
Regords 1-2
2239480
Purchase Document Doc  Invoice Doc Invoice GL Due Document Supplier Gross Open Batch Pay Supplier & Bafch  Bafch
Order Number Type  Humber Co  Dae Date Date Type Number ~ Amount Amount Number  Stat  Status Code Number Desc ° Tye  Type Desc
2239480 PV TA396011 00010 05/03/2016 09/30/2017 06/02/2016 Voucher 189576 880.00 880.00 902806 A Approved for Payment MIL 00010 v Voucher Entry
O 880.00 880.00
<
Batch Payment History GIL Distribution Purchase Receipts
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Function Processes and Results

To Revise
Unposted
Vouchers

4. Select the ‘Voucher’ record in the grid.

5. Click the ‘Select’ button.

Supplier Ledger Inquiry - Enter Voucher - Payment Information

v W X P, Fom = Row {5} Tools
Document No/Typ/Co 2739480 PV 00010 Batch Mo 902506 Prev Doc
Company # 00010 GENERAL FUND
Supplier Mumber % 159576 MiL Business Unit 1
Invoice Number TA396011 [] Discount % Default Payment Terms
Invoice Date 05/03/2016 G/L Date %  09/30/2017 Service/Tax Date 0210172018
Records 1-2 Customize Grid |py910 [v] & &
@ Pay Gross Taxable Tax Tax Tax Due Remark Hdl Pay Pymt 1099
Itm Amount Amount Amount RatefAirea  Ex Date Cod Status Terms Flag
[0} 001 250.00 06/02/2016 5 A
002
Gross  380.00 Disc Tax Taxable
Function Processes and Results
To Revise

6. On Enter Voucher-Voucher Payment Information, change the information in any field

Unposted - | ]
that is not a key field and click OK.

Vouchers

Note: If the gross amount is changed, the system automatically displays Enter Voucher-
G/L Distribution to prompt a change in the amount of the G/L distribution and verify that
they balance.

On the above example to locate a voucher, select any voucher.

¢ Notice the fields that cannot be changed are grayed out.

e Change the gross amount, click OK.

¢ Note that the G/L Distribution form appears but that the amount cannot be directly
changed.

e |Instead, another entry must be made. The following shows how the $850.00
expense is reduced by $100.00 by making another entry to decrease Fee Expense
by that much.

e The $850.00 amount cannot be directly modified.

Function Processes and Results
To Revise o ) )
Unposted 7. At the ‘Enter Voucher-G/L Distribution’, change the value in the following
Vouchers field to create a balancing entry:
e Account Number
e Amount
6. Optionally, change the text in the Explanation — Remark field and click ‘OK’.
Oracle / PeopleSoft -54 - Revised 02/22/2018

Proprietary & Confidential



Voucher Entry with Match - CG/CP/NC - G/L Distribution

>< I .'v Form — Row ¢o% Tools
Cocument MoTypiCo 2239490 PV 02697 Batch Mumber 902840
Supplier 36084 Explanation CHEE, TOM
GIL Date 040972018
Records 1-3

* Account Explanation
48 Account Number Description Amount _Remark- Co

D 2697.0515 Received Not Vouchered 850.00 Consulting Fee 02697
) KO70723.8350 Support Cost-Personal A 100.00- Support Cost-Personal A 02697

<

Amount Remaining
Speed Status Change

Use Speed Status Change application to verify Handling code and Payee Address fields
when it comes to Three-Way match entries.

As your inquiring on Purchase Orders you will notice that you are NOT able to view the
Handling code or if the document was remitted to a different AB Number. If changes need
to be done with the Handling Code or the Payee Address field then, you would use this
form.

You might need to revise vouchers before paying them. For example, after you assign a bank
account to vouchers, you might decide to pay those vouchers from a different account. This
Is especially common when you close a bank account and need to assign the vouchers to the
account from which you now pay.

If you entered the voucher using either the Standard Voucher Entry program or the Speed
Voucher Entry program (P0411SV), you can use the Speed Status Change program to make
changes that do not affect the voucher posting. Making changes using the Speed Status
Change program can be more efficient than using the Standard Voucher Entry because:

e You can locate and change more than one voucher at a time.

e The system does not reopen the batch, so you do not need to post it again.

. EnterpriseOne Menus — FMIS Master Directory — Financials — Accounts Payable — Daily
Via Menus Processing — Automatic Payment Processing > Speed Status Change
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* EnterpriseCne Menus > Financials = Accounis Payable = Daily Processing = Automatic Payment Processing
I al Speed Status Change I

Application: PO4115, Forrm: WO41154, Version:
ZIDEDDDL

Function Processes and Results

To Speed Status

Change 1. Select ‘Speed Status Change’ from the Automatic Payment Processing menu.

Work with Speed Status Change
v = Row %3 Tools

Supplier Number | = .0 |ARIZONA DEPARTMENT OF PUBLIC S

GiL Bank Account

Pay Status

No records found.

[] [ge] Document Doc  Alpha Account Numper  Eusiness  Open Hdl Invoice Invoice e HA Dot
Number Type  Name Unit Amount Cod  Date Number Cod Description Co Description
<
Global Update Spiit

Powerform, Global Update, Split power button available.

Function Processes and Results

To Speed Status

Change 2. At the ‘Work with Speed Status Change’ form, enter the address book number in the

‘Supplier Number’ field or other pertinent information using the header or QBE line.

3. Click the ‘Find’ button.

Work with Speed Status Change

Favorites

Supplier Number ARIZONA DEPARTMENT OF PUBLIC S

G/L Bank Account  Row
Pay Stalus Global Update

Single Pay ltem

Split
B - Attachments
Decument Dec Alpha Business Open Hdl Invoice Invoice Hdl
g Number Type Name Accaunt Number Unit Amount Cod Date MNumber Co Cod Description
2237640 PV ARIZONA DEPARTMENT OF PUBLIC SAFETY 10.0120.02 1 44.00 4 10/13/2015 FA14-AZ-0940 TO 0942-00 04042  Pickup by Program/Dept.
O Pay Status 'A’ 44.00
1 Grand Total 44.00
<
Glebal Update Split
Function Processes and Results
To Speed Status
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Change

4. At the ‘Work with Speed Status Change’ form, select the line item in the grid to change.
5. Click the ‘Row’ exit.

6. Select ‘Single Pay Iltem’ from the row exit.

Update Single Pay Item

/' X [ Fom

Supplier
Doc NofMype/Co

PO NoiTypelCo

Inwoice Number

Due Date %

Open Amount
Discount Taken
Met Amount
Payee Number

Approver Number
G/L Bank Account
Remark

Business Unit %

Pay When Paid

{23 Tools

99555 ARIZONA DEPARTMENT OF PUBLIC 5
2237640 P 04042 Pay ltem 001
GIL Offset

FA14-AZ-0940 TO 0942-00 Invoice Date 1041302015
® E"'g. Pay Siatus A Approved for Payment
44.00 Payment Instrument Default (AR & A/P)

Payment Handling Code |4— Pickup by Program/Dept.
44.00 Category Code - 07 Default

00556 ARIZONA DEPARTMENT OF PUBLIC 5

10.0120.02 General Fund Disbursement

1 Metting Status 0

Pay When Paid Group Mumber

At the ‘Update Single Pay Item’ form, you can update any of the fields highlighted.

For training purpose, the Payment Handling Code will be changed from 4 to 3.
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Update Single Pay Item

£y Tools

ot

[, Eorm

Doc NofType/Co

PO MoiTypefCo

Inwoice Mumber

99556

F237 640

FA14-AZ-0940 TO 0942-00

ARIZONA DEPARTMENT OF PUBLIC 5

04042 Pay ltem 001
GIL Offzet
Inwoice Date 1001352015

Due Date 1101212015 Pay Status Approved for Payment
Open Amount 4400 Payment Instrument Default (AR & A/P)
Discount Taken Payment Handling Code Pickup by Payee

Met Amount 4400 Category Code - 07 Default

Payee Number 00556 ARIZONA DEPARTMENT OF PUBLIC 5

Approver Number

G/L Bank Account 10.0120.02 General Fund Disbursement

Remark 046

Business Unit %

Pay When Paid

Metting Status 0

Pay When Paid Group Mumber

Function

Processes and Results

To Speed Status
Change

7. At the ‘Update Single Pay Item’ form, click in the ‘Payment Handling Code’ field,

8. Enter a code ‘3’ (Pickup by Payee).

9. Click the ‘OK’ button.

Work with Speed Status Change

v Q = Bow ¢33 Tools

Supplier Number 99555
G/L Bank Account

Pay Status

Records 1-3

ARIZONA DEPARTMENT OF PUBLIC S

Proprietary & Confidential

O [ Nomer | Type | ame Accoutbumber  GEPS DL O Dae Humber 0 Codnaserpin Co Deseripton
E 2237640 PV ARIZOMA DEPARTMENT OF PUBLIC SAFETY 1 44.00 3 10/13/2015 FA14-AZ-0940 TO 0942-00 04042 {Pickup by Payee 638 NCFS/ICWA
D Pay Status ‘A" 44.00
O Grand Total 44.00

<

Global Update Split

Function Processes and Results
To Speed Status . ) ) , .
Change 10. The Hdl Code Description was updated, click the ‘Close’ button to exit.
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Deleting Unposted Voucher - Supplier Ledger Inquiry

When deleting an unposted voucher on the Supplier Ledger Inquiry form, delete either an
entire voucher or a pay item for the voucher that has not been paid.

Alternatively, delete an unposted voucher on the Voucher Entry Journal Review form.
The functionality of this form is similar to the Supplier Ledger Inquiry form.

The primary difference is that the Voucher Entry Journal Review form displays
summarized information only. Because of that, it is possible to delete an entire voucher,
but not an individual pay item.

When deleting an unposted voucher on the Voucher Entry Journal Review form, the
system updates the Voucher Entry Journal Review form and the deleted voucher no longer
displays.

Regardless of whether deleting an unposted voucher on the Supplier Ledger Inquiry form,
or on the Voucher Entry Journal Review form, the system does not provide an audit trail. If
an audit trail is desired or necessary, post the batch and then void the voucher.

) EnterpriseOne Menus — FMIS Master Directory — FMIS Inquiry Menu — Financials — Accounts
Via Menus Payable — Daily Processing — Supplier & Voucher Entry — Supplier Ledger Inquiry

4

m
3
D

terpriseOne Menus > FMIS Master Directory > Financials > Accounis Payable > Daily Processing > Supplier & Voucher Entry

a Speed Voucher Entry

«_ Standard Voucher Entry

I Voucher Entry - 3-Way Match
Other Voucher Entry Methods »

u. Voucher Journal Review

/ Post Vouchers to G/L

/ Voucher Journal Report

«. Name Search

o Supplier Master Information

| ul. Supplier Ledger Inquiry

[
- ”[ Application: P0411, Form: W0411G, Version: ZJDE00O1 ;

Function Processes and Results
To Delete
Unposted 1. From the Supplier & Voucher Entry menu, select ‘Supplier Ledger Inquiry’.
Voucher(s)
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Supplier Ledger Inquiry - Supplier Ledger Inquiry
v O+ O & X

[+, Eom

Supplier Number

Date From Thru Invoice () GIL

[ recurring [ summarize (OPaid (O open () Withheld (@) Al

Batch Number * [ Display Audit

Payments Purchase Orders Supplier Master
Mo records found
D & Purchase Document Doc Invoice Doc Invoice GIL Due Document Supplier Gross Open Batch Pay Pay
Order Number Type  Number Co Date Date Date Type Number Amount Amount Number Stat Status Code
<
Batch Payment History G/L Distribution Purchase Receipts
Function Processes and Results
To Delete
‘ H Fa) H H ‘ H
Unposted 2. At the ‘Supplier Ledger Inquiry’ form, enter the supplier number in the ‘Supplier
) g
Voucher(s) Number’ field.
e If the supplier number is unknown, enter pertinent information using the
QBE line to retrieve the voucher you are deleting.
H = ’
3. Click the ‘Find’ button.
Supplier Ledger Inquiry - Supplier Ledger Inquiry
v Q4+ [0 @ X H, Fom — Row Tools

Supplier Humber 190482 Jo.

Date From Thru @ ivoice (DG

[ Recurring [ Summarize Oopen O withheld @ Al

Bafch Number [+ [ Display Audit

Payments Purchase Orders Supplier Master
Records 1- 17
O Document Doc  Invoice Doc Inveice GIL Due Document  Supplier Gross Open Batch Pay  Pay
Number Type  Wumber Co Date Date Date Type MNumber Amount Amount Number Stat Status Code

O 2238892 PV PY510.1 03477 11/27/2015 11/30/2015 12/01/2015 Voucher 190482 600.00) 600.00 901526 A Approved for Payment
|:| 2095919 PV T350373 00010 10/07/2014 11/12/2014 11/06/2014 Voucher 190482 203.84 847174 P Paid in Full
O 2034635 PV EMER PAY ADV 6/... 00010 06/19/2014 06/19/2014 07/19/2014 Voucher 150482 130.00 823124 P Faid in Full
O 2031250 PV SAL PAY ADV PPE_. 00010 06/09/2014 06/10/2014 07/09/2014 Voucher 190482 354.00 821263 P Paid in Full
[l 1735824 PV EMERG ADVANCE... 00010 06/19/2012 06/19/2012 07/19/2012 Voucher 190482 330,00 711850 P Paid in Full
O 1716531 PH 223959-1716531 00010 04/15/2012 04/30/2012 04/30/2012 P Card Trans... 190482 10.00 703034 P Paid in Full
|:| 1704149 PV FAM EMER PAY A 00010 03/29/2012  03/29/2012 04/28/2012 Voucher 190482 250.00 697774 P Paid in Full
O 1602842 PH 190209-1602842 00010 07/16/2011 07/28/2011 07/16/2011 P Card Trans... 190482 35.00 649107 P Paid in Full
O 1475510 PV EMERGYADV 00010 09/16/2010 09/16/2010 10/16/2010 Voucher 190482 200.00 579707 P Paid in Full
O 1463074 PV T161192 03625 07/27/2010 08/03/2010 08/26/2010 Voucher 190482 497.00 574790 P Paid in Full
O 1448664 PV TA161192 00010 07/27/2010 07/23/2010 08/26/2010 Voucher 190482 200.00 564354 P Paid in Full
[l 1380621 PV SALARY ADV 02/2... 00010 02/26/2010 02/26/2010 03/28/2010 Voucher 190482 57.00 525912 P Paid in Full
O 1340757 PV EMERGENCY ADV... 00010 11/24/2009  11/24/2009 11/24/2009 Voucher 190482 296.00 504210 P Paid in Full
|:| 956529 PV EMERG ADVANCE . 00010 01/15/2008 01/15/2008 01/15/2008 Voucher 190482 300.00 353635 P Paid in Full
O 874876 PV T325083 00010 0B/15/2007 08/30/2007 09/14/2007 Voucher 150482 627.71 329158 P Faid in Full
O 861151 PV TA329083 00010 08/15/2007 08/09/2007 08/09/2007 Voucher 190482 300.00 325970 P Paid in Full
| 4,410.55 600.00

<

Batch Payment History G/L Distribution Purchase Receipis

You cannot delete line items or pay items that are on purchase orders from Open Receipts.
Reserved only for those not tied to the original purchase order such as code 4 added new lines.
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You cannot delete a voucher once it has been paid or partially paid.

Supplier Ledger Inquiry - Supplier Ledger Inquiry

v a4+ > F,Eorm — Row ¢33 Tools
Supplier Number i [ 190452 0
Date From Thru
[] Recuri [[]5ummarize () Paid
Batch imber
Payments Purchase Orders Supplier Master

ecords 1- 17
) (g Porchase Document Dot Invoice

Order Number Type  Number

@ Invoice (O GIL
(open  ()Withheld (@) Al
[ isplay Audit
Doc Invoice G Due Document  Supplier Gross Open
Co Date Date Date Type Number Amount Amount

Batch Pay  Pay
Mumber  Stat  Status Code

5. Click the ‘Delete’ button.

2238892 PV PY510.1 03477 11/27/2015 11/30/2015 12/01/2015 Voucher 190482 600.00 600.00 901526 A Approved for Payment
Function Processes and Results
To Delete
Unposted 4. Select the voucher or pay item from the grid to be deleted.
Voucher(s)

|| Message from webpage > 3
1 i
i o Are you sure that you want to delete the selected itern? !
1 i
1 I
L Ok Cancel I
I r—rr e T
Function Processes and Results
To Delete
Unposted 6. Atthe ‘Message from webpage’ form, click OK to delete the entire voucher.
Voucher(s)
Note: If you are unsure, you can click the ‘Cancel’ button.

Voucher Entry with Match - CG/CP/NC - Supplier Ledger Inquiry

W f"{ + |:| ]j [, EForm — Row :::::: Tools
Function Processes and Results
To Delete
Unposted 7. Click the ‘Find’ button to refresh the form.
Voucher(s)
Note: The voucher selected for deletion will no longer be displayed in the grid.

Supplier Ledger Inquiry - Supplier Ledger Inquiry

v Q + O @ X
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Function

Processes and Results

To Delete
Unposted
Voucher(s)

8. Click the ‘Close’ button to exit.

Delete an Unposted Voucher - Voucher Journal Review

¥ EnterpriseOne Manus >

FMIS Master Directory =

Fimancials >

Accounts Paysble = Daily Processing > Supplier & Youcher Entry

<4 Speed Voucher Entry

o Standard Voucher Entry

J Voucher Entry - 3-Way Match

Other Vioucher Entry Methods »

- Voucher Journal Review I

p—
ME-|

[Applicaticn: PO011, Form: WOO011A, Version: ZIDEDQQZ

Function Processes and Results
To Delete an
Unposted 1. Select ‘Voucher Journal Review’ from the Supplier & Voucher Entry menu.
Voucher(s)

Voucher Journal Review - Work With Batches

~[a] x
Batch Mumber / Type

(®) Unposted Batches

. Form  — How

() Posted Batches

53 Toals

* W

Voucher Entry

() Al Batches

() Pending

Function Processes and Results
To Delete an
Unposted 2. At the ‘Work With Batches’ form, click the ‘Find’ button.
Voucher(s)

Voucher Journal Review - Work With Batches

v (‘l > [, Ferm — Row Tools
Batch Mumber / Type 901541 v Voucher Entry
(®) Unposted Batches () Posted Batches () Al Batches () Pending
Previous Baltch Number / Type 901541 Vv
Records 1- 13 Customize Grid |PY910
D Batch Baich Batch Bafch Slatus Difference Difference User Restatement 32 Period
Type Number Date Status Descripfion Amount Documents 1D Status Status
Ow 901777 05/03/2016 A Approved 500,886~ 1- TUD4_AMS
W 901541 01/25/2016 Pending 4,750- 1- TUD4E_AMS
Function Processes and Results
To Delete an
Unposted 3. Select the batch number in the grid, to be delete.
Voucher(s)
4. Click the ‘Select’ button.
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Voucher Journal Review - Voucher Entry Journal Review

I X F, Eom = Row (5 Tools

Batch NumberType 901541 W Voucher Entry

Records 1-2 Customize Grid T, s |

oucher YVoucher  Woucher Supplier GIL Gross
Type Mumber Company Mame Date Amount
PV 2238897 03337 AMERICAN BARCODE AND RFID 01/25/2016 47.50

47.50

] Total

Function Processes and Results
To Delete an
Unposted 5. At the ‘Voucher Entry Journal Review’ form, select the ‘Voucher Number’ in the grid.
Voucher(s)
6. Click the ‘Delete’ button.

, 28]

Message from webpage

:I Areyou sure that you want to delete the selected itern?

L
Function Processes and Results
To Delete an
Unposted 7. At the ‘Message from the webpage’ form, click the ‘OK’ button.
Voucher(s)

Voucher Journal Review - Voucher Match Reversals

 Fom g3 Tools

AMERICAN BARCODE Business Unit

Supplier 247734
Invoice Number PY910.2 Voucher! Ty/ Co 2238897 PV 03337
Gross Amount 47.50 Payment Terms Payment Inst
Tax Amount Company 03337 Batch Number 901541
Taxable Amount Invoice Date 07212016
Retained Amount G/L Date jo1/2512016489 r‘e
Records 1-2
sz = B wEmE T 25 Bk
[O] K0830112.4420 32.50 100 EA 325901 OP 03337 3.000 1 247734 )
(@] K0830118.4420 15.00 1.00 EA 325301 OP 03337 4.000 1 2477341
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Function

Processes and Results

To Delete an
Unposted
Voucher(s)

8. At the ‘Voucher Match Reversals’ form, click the ‘Cancel’ button.

Voucher Journal Review - Voucher Entry Journal Review

v O 4 | X | P, Eom — Row &% Tooks
Batch NumberType a01541 W Voucher Eniry
Records 1-2 Customize Grid T, i@ |
D “oucher  Woucher “oucher Supplier GiL Gross
Type Mumber Company MName Date Amount
[]prv 2238897 03337 AMERICAN BARCODE AND RFID 01/25/2016 47.50
] Total 47.50
Function Processes and Results
To Delete an
Unposted 9. At the ‘Voucher Entry Journal Review’ form click the ‘Close’ button.
Voucher(s)

Delete a Voucher Pay Item

Function

Processes and Results

To Delete Voucher
Pay Item

4. To delete a voucher pay item:

K3

%  Choose the voucher and click Select.

%  On Enter Voucher Payment Information, choose the pay item and click Delete.

%  Click OK to confirm the deletion.

%  Click OK again.

“  On Enter Voucher G/L Distribution, change the Amount field to adjust for the pay item you
deleted

Click OK.

K3
o3
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Working with Voucher Batches

Reviewing Vouchers

When reviewing vouchers for posting, it is possible to display a list of batches based on
such things as their status. For example, a user may want to review all batches with a
posting status of pending. If the batch review security feature is activated, the system might
not list all batches. Instead, the system lists only the batches that the user is authorized to
review and approve.

When reviewing a list of batches, access transaction detail for a specific voucher batch. For
example, it is possible to review the number of vouchers within a batch. One can also
select a specific voucher or journal entry. If adding, changing, or voiding a voucher in a
batch that has been posted, the system changes the batch status from posted to the default
entry status (either pending or approved). The batch must be posted again. The system
posts only the changed transactions.

EnterpriseOne Menus — FMIS Master Directory — Financials — Accounts Payable — Daily

Via Menus Processing — Supplier & Voucher Entry — Voucher Journal Review
¥ EnterpriseOne Menus > FMIS Master Directory = Financisls > Accounts Payshle = Daily Processing > Supplier & Voucher Entry
Supplier & Voucher Entry » u| Speed Voucher Entry

Manual Payment Processing » [u Standard Voucher Eniry
Automatic Payment Processing » [ Voucher Entry - 3-Way Match

Accounts Payable Reporis 3 Other Voucher Enfry Methods »

Data Port »l . Voucher Journal Review |

PCard Upload Wells Fargo » |# Post Vouchers to GIL [ Application: P0011, Forrm: WOO11A, Version: ZIDE0002 l

Function Processes and Results
Reviewing . .
Vouchers 1. From the Supplier & Voucher Entry menu, select ‘Voucher Journal Review'.

Voucher Journal Review - Work With Batches

4 .\'l [, Form — Row £5% Tools

(®) Unposted Batches () Posted Batches () All Batches (O Pending

Mo records found. Customize Grid |PY910 v & e
D Batch Batch Batch Batch Status Difference Difference User Restatement 52 Period Cash Basis
Type Mumber Date Status Description Amount Documents 18} Status Status Status

When the ‘Voucher Journal Review - Work With Batches’ form is displayed, the ‘Unposted Batches’ radio button and a batch
type V for Voucher Entry defaults.
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Voucher Journal Review - Work With Batches

—., Bow Tools

v

* W Voucher Eniry

Batch Number f Type

(®) Unposted Batches (0) Posted Batches () All Batches () Pending

Records 1-33 Customize Grid |PY910 [v] A&
| 201537| [
0 Batch Batch Batch Batch Status Difference Difference User Restatement 52 Period Cash Basis
Type MNumber Date Stafus Description Amount Decuments 18} Stafus Stafus Status
Function Processes and Results
Reviewing

2. Click the ‘Find’ button, to display all batches
< OR > enter the batch number in the ‘Batch Number’ field to limit the search then,

click ‘Find’.

Vouchers

Voucher Journal Review - Work With Batches

v (O X [, Eom = Row &% Tools

Batch Number / Type * v Voucher Enfry
(®) Unposted Batches () Posted Batches () &Il Batches () Pending
Records 1- 1 Customize Grid |PY910 [v] &
901537
Batch Batch Batch Batch Status Difference Difference User Restatement 52 Period Cash Basis
Type Mumber Date Status Description Amount Documents D Status Status Status
v 901537 01/25/2016 A Approved 247,556~ 1- TUD4_AMS
Function Processes and Results
Reviewing . . ,
Vouchers 3. Select the batch from the grid then click ‘Select’.
Voucher Journal Review - Voucher Entry Journal Review
v O+ @ X
1er Enfry

Batch MumberType

Records Customize Grid T, [:“]

GI/L Distr

Voucher Voucher  Voucher 3L Gross
Type Mumber Company Voucher Jate Amount
PV 2238895 03337 AMERICAN BARCODE AND RFID 01/25/2016 2,475.56
] Total 2,475.56
[l Function [ Processes and Results |
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Reviewing
Vouchers

5. Click the ‘Row’ exit button.

6. Select ‘Voucher from the row exit.

4. At the ‘Voucher Entry Journal Review’ form, select the voucher in the grid.

Voucher Journal Review - Voucher Match Reversals

l , Eom

‘53 Tools

Supplier 247734 AMERICAN BARCODE... Business Unit K0830113
Invoice Number PY910 Voucher! Tyf Co 2238895 PV 03337
Gross Amount 247556 Payment Terms Payment Inst
Tax Amount Company 03337 Baich Number 91537
Taxable Amount Invoice Date 0112572016
Retained Amount GI/L Date 01/25/2016
Records 1-2
Amount Retained Quantity Ln Order Or Line Order Receipt Address Pymt Pay Tax Tx
@ e Matched Amount Matched &L Ty Number Ty Number Co Line MNumber Terms  Stat YN Expl
(@) KDB30118 4210 222571 100 EA J 325801 OP 1.000 03337 1 247734 A M
K0830118.4420 249.85 5.00 EA 1 325901 OP 2.000 03337 1 297734 A M
Function Processes and Results
Reviewing ) , ) . )
Vouchers 7. At the ‘Voucher Match Reversals’ form, verify all information from document to what

batch.

is entered in the system.
e AB Number, Co Number, Invoice Number, Business Unit, etc., before approving

8. Click the ‘Close’ button.

Voucher Journal Review - Voucher Entry Journal Review

W {_l + ]j » [, Form Bow :::::: Tools
Batch MumberType o)1 Favorites 1er Entry
Records 1-2 Row Customize Grid ~ , T, [:’]
G/L Distr
D Voucher  Voucher Voucher sl Gross
Type Mumber Company Voucher late Amount
W] PV 2238895 03337 AMERICAN BARCODE AND RFID 01/25/2016 2,475.56
] Total 2,475.56
Function Processes and Results
Reviewing ) ) )
Vouchers 9. At the ‘Voucher Entry Journal Review’ form, click the ‘Row’ exit.
10. Select ‘G/L Distr’ from the row exit.
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Voucher Journal Review - G/L Distribution

[R]r om = oo 30

Document No/TypiCo | 2233385 PV 03337 Batch Number 901537
Supplier 247734 Explanation AMERICAN BARCODE AND RFID
GIL Date 012572016
Records 1-3
Account Explanation GL PODoc  Purchase PODec 1098  JELine  Pay PO Tax

) Account Number * o tion fr=m _Remark- Co  pae s g Order Type Flag  Number Itm LT 5w temmo
® 3337.0515  Received Not Vouchersd 222571 P4301-0000A-1D0 ZEBRACARD 03337 01252016 100 03337 00325901 op 10 001 AA 000 0
O 3337.0515  Received Not Vouchered 249.85 BD0015-440 ZEBRA, YMCKO 03337 01/25/2016 50003337 00325901  OP 20002 AR 000 0
01/25/2016

<
Amount Remaining
Function Processes and Results

Reviewing ) , . . . .
Vouchers 11. Atthe ‘G/L Distribution’ form, verify all information from document to what is entered

In the system.
e  Supplier AB Number, Co. Number, Account Number, PO Number, Amount, etc.

Note: If you need to enter additional voucher(s) into an existing batch continue to step
12 below.

12. If batch review is complete, click the ‘Cancel’ button.

13. Click the ‘Close’ button at ‘Voucher Entry Journal Review’ form.

Voucher Journal Review - Voucher Entry Journal Review
v {'{1\ + ]j » [, Eorm — Row {o% Tools

Batch MumberType * W Vioucher Entry
Records 1-2 Customize Grid .1, E:‘
D Voucher  Voucher Voucher Supplier G/L Gross
Type MNumber Company MName Date Amount
E| PV 2238895 03337 AMERICAN BARCODE AND RFID 01/25/2016 2,475.56
] Total 2,475.56
Function Processes and Results
Adding a o ) o
Voucher(s) If you need to enter additional voucher(s) into an existing batch:
14. Click the ‘Add’ button at the ‘Voucher Journal Review - Voucher Entry Journal
review’ form.
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Voucher Journal Review - Enter Voucher - Payment Information

B X P Fom = Row £ Took

Document NorTyp/Co Bateh No

Company Approver

Supplier Number % Business Unit

Invoice Date G/L Date % Service/Tax Date.

Records 1-1 Customize Grid [PY910 V] &3

H i e D ey At Rema At Fag  humser Swus mont Rawea | Ex e o
(O} 001
Gross Disc Tax Taxable
Function Processes and Results

Adding a ‘ o ] )
Voucher(s) 15. At the ‘Enter Voucher — Payment Information’ form, complete voucher information.

16. Click the ‘OK’ button to confirm.

Voucher Journal Review - Journal Entry Prompt

toy 1ooks

...Preliminary Distribution Account...

Amount 13.20

Account Number

KO0830115.4450

Explanation - Remark

Track Taxes

Tax Expl Code

Tax RatefArea

Additional Charge

FPastage, Courler, Shipg

field.

Function Processes and Results
Adding a .
Voucher(s) 17. At the ‘Journal Entry Prompt’ form, enter the account number in the ‘Account Number’

18. Click the ‘OK’ button.
19. Click ‘Cancel’ at the ‘Payment Information’ form.

20. Click ‘Close’ at ‘Voucher Entry Journal Review’ form to exit.
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Approving Vouchers

Upon reviewing the vouchers, if you are a batch approver you may approve your batches.

Based on the Accounts Payable Office procedures, Accounts Payable will approve or delete
any entries that do not comply with accounts payable.

¥ EnterpriseCne Menus = FMIS Master Directory > Financials > Accounts Payable = Daily Processing = Supplier & Voucher Entry
Function Processes and Results

Approving ) o )

Vouchers 1. Select “‘Voucher Journal Review’ from the Supplier & Voucher Entry menu.

Voucher Journal Review - Work With Batches

QX FoEm = Row g Toos

Batch Mumber / Type 901537 W Voucher Entry
{®) Unposted Balches () Posted Batches () All Batches ) Pending
Previous Batch Number / Type 901537 Vv
Records 1-33

D Batch Batch Batch Batch Sialus: _ Difference Difference User
Type MNumber Date Status Description Amount Documents 1D

v 902582 09/07/2017 Pending 200,000- 1- 501

Ow 902581 09/07/2017 Pending 100,000~ 1- 50

Ow Q02580 08/23/2017 U In Use GBI

v 902321 06/20/2017 A Approved 2,500- 2- TUDSE_MGR

Ow 902320 06/19/2017 Pending 2,700- 2- TUDSE_MGR.

Ow 902319 06/18/2017 Pending 50,000- 1- TUDSE_MGR

|:| A 002196 03/22/2017 U In Use 1- | 5C

Ow 902161 12/08/2016 Pending 10,000- 1- 501
v 902160 12/08/2016 Pending 10,000- 1- sCa

v 902158 12/08/2016 Pending 10,000- 1- 5CQ

Ow 902155 12/05/2016 E Error 151,200~ 5- TUDSE_MGR.

Ow 901777 05/03/2016 A Approved 500,886~ 1- TUD4_AMS

Ow 001541 01/25/2016 Pending 4,750- 1- TUD4_AMS

Ow 901537 01/25/2016 A Approved 247,556~ 1- TUD4_AMS

Ow 901526 01/22{2016 Pending 60,000- 1- TUD4_AMS
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Function Processes and Results

Approving

Vouchers 2. Click the ‘Find’ button. When the ‘User ID’ field is blank, the grid will display all the

Unposted Batches.

Notice the ‘Status Description’ column, there are different statuses for the batches. A batch
must be a ‘Approved’ in order to Post.

A batch with ‘Pending’ status will need to be revised before posting.
A batch with ‘In Use’ status indicates the user is still working with that batch.
e Although sometimes you will have to revise the status to pending, verify with user
before revising the status.
A batch with ‘Error’ status needs to be reviewed by the user or PowerUser.

Working with a batch with ‘Pending’ status

Voucher Journal Review - Work With Batches
v O X L E

Favorites

Batch Number / Type ther Enfry
(®) Unposted Batches Row tches () Pending
Batch Approval
Revise
Batch Reviews ' Customize Grid |PY910 ~] L&
Post by Batch TUOIE_MGR
Batch Batch Difference Difference User Restatement 52 Period Cash Basis
O
Type Number Subsystem G/L Post | Amount Documents D Status Status Status
902321 06/20/2017 A Approved 2,500~ 2- TUDSE_MGR.
902320 08/19/2017 Pending 2,700 2- TUDSE_MGR.
902319 06/18/2017 Pending 50,000~ 1- TUDSE_MGR.
Owv 902155 12/05/2016 E Error 151,200~ 5- TUDSE_MGR
Function Processes and Results
Approving ) ) ) ,
Vouchers 3. At the ‘Voucher Journal Review - Work With Batches’ form, select the batch or batches

In the grid that you want to approve.
4. Click the ‘Row’ exit.

5. Select ‘Batch Approval’ from the row exit.

Voucher Journal Review - Batch Approval

v - coy Tools

Batch NumberType 02320 W

@ pproved - Baich is ready to post

(") Pending - Batch is not ready to post
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Optional: You may approve multiple batches after step 5 above. This option allows you to
approve all the batches with one click.

Voucher Journal Review - Batch Approval

v X [, Fom 3 Tooks

Batch MumberType 02749 W

ppm'.r-ed - Baich is ready to post

() Pending - Batch is not ready to post

Voucher Journal Review - Batch Approval

A4 I_-v Eorm nols

Favorites
Batch Mumil W
Form
udy to post
Ok to All

L_TFENDING - Batcn 15 not ready to post

Function Processes and Results
Approving ) .
Vouchers 6. At the ‘Batch Approval’ form, select radio button ‘Approved — Batch is ready to post’.

7. Click the ‘OK’ button.

Note: If you selected more than one batch to post, the next batch will appear, repeat step
6 and 7 until all selected batches have been processed.
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Voucher Journal Review - Work With Batches

Bafch Mumber / T . ther Eniry

(®) Unpo Row tches () Pending
Batch Approval
Revise
Re Batch Reviews »
Post by Batch TUOSE_MGR
Batch Batch Difference Difference User
Type HNumber Subsystem G/L Post Amount Documents ]
902321 06/20/2017 A Approved 2,500~ 2- TUDSE_MGR.
902320 06/19/2017 A Fpproved 2,700 2- TUDSE_MGR
W 902319 06/18/2017 A Approved 50,000~ 1- TUD9E_MGR
|:| v 902155 12/05/2016 E Error 151,200~ 5- TUDSE_MGR

Notice Batch Number 902320 and 903219, status description change from Pending to
Approved you are now ready to post the batches.

Function Processes and Results
Approving
Vouchers 8. At the ‘Work With Batches’ form, select the batches with ‘Approved’ status from the
grid.

9. Click the ‘Row’ exit button.

10. Select ‘Post to Batch’ from the row exit.

Printer Selection

7 b4 I_-v Form Tools

Printer Selection = Print Property Document Setup Advanced

Printer Name WNNOOCPRHNTWOC-Dell5310n
Printer Locafion ACCTS PAYABLE
Printer Mode! LASER PRINTER
Number of Copies ﬂ » Range: 1-9999
Function Processes and Results
Approving
Vouchers 11. At the ‘Printer Selection’ form, click the ‘OK’ button.
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11 until all selected batches have processed.

Note: If you selected more than one batch to post, the next batch will appear, repeat step

Voucher Journal Review - Work With Batches

v r:'}.\ » [, Form — Row Toolz
Batch Number / Type * W Voucher Enfry
(®) Unposted Batches () Posted Batches () ANl Batches () Pending
Records 1-4
TUISE_MGR
D Batch Batch Batch Batch Status Difference Difference User
Type Number Date Status Description Amount Decuments D
v 902321 06/20/2017 A Approved 2,500- 2- TUDSE_MGR
v 002320 06/19/2017 A Approved 2,700- 2- TUDSE_MGR
@\-’ 902319 06/18/2017 A Approved 50,000~ 1- TUDSE_MGR
|:| v 902155 12/05/2016 E Error 151,200~ 5 TUDSE_MGR
Function Processes and Results
Approving
Vouchers 12. Atthe ‘Work With Batches’ form, deselect the check mark in the grid.
Voucher Journal Review - Work With Batches
v f:_,u\ * [ Form — Row Tools
Batch Number / Type * v Voucher Enfry
(®) Unposted Batches () Posted Batches () ANl Batches i) Pending
Records 1-4
TUIXSE_MGR
I:l Balch Bafch Balch Batch Status Difference Difference User
Type Number Date Status Description Amount Decuments D
v 902321 06202017 A Approved 2,500- 2- TUDSE_MGR
|:| W 902320 06/19/2017 A Approved 2,700~ 2- TUDSE_MGR
v 902319 05/18/2017 A Approved 50,000- 1- TUDSE_MGR
|:| W 902155 12/05/2016 E Error 151,200~ 5- TUDSE_MGR
Function Processes and Results
Approving
Vouchers 13. click the ‘Find’ button to refresh the form.
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Voucher Journal Review - Work With Batches

4 .\'l [, Form — Row ¢53 Tools

Batch Number [ Type ® Y] Voucher Entry
(®) Unposted Batches () Posted Batches () ANl Batches () Pending
Records 1- 1 Customize Grid |[PY910 [v] L]
TUDSE_MGR
0 Batch Batch Batch Batch Status Difference Difference User Restatement 52 Period Cash Basis
Type Humber Date Status Description Amount Decuments 8] Status Status Status
Ov 902155 12/05/2016 E Errar 151,200~ 5- TUDSE_MGR
Function Processes and Results
Approving
Vouchers 14. Batches are no longer displayed, this confirms the batches are posted, click the
‘Close’ button to exit.

Accounts Payable Inquiries

Inquiries in Oracle JD Edwards are programs used to view data without printing a report.
These are view only and data cannot be changed in the inquiry screens.

Supplier (Address Book) Inquiry

To view information on suppliers that the Navajo Nation conducts business with, Oracle
JDE Address Book system is an online form of files that contain names, addresses and
phone numbers. The address book system is a central repository of information that is
shared among all JDE modules.

EnterpriseOne Menus — FMIS Master Directory — FMIS Inquiry Menu — Accounts Payable Inquiry

Via Menus —> Supplier Master Information (P04012 / ZJDE00O1)

* EnterpriseOne Menus > FMIS Master Directory > FMIS Inguiry Menu > Accounts Payable Inguiry

[’ Supplier Master Information

1|E

Supplier Ledger Inquiry

1E

Supplier Payment Inquiry

1|E

Open Requisitions

1E

Open Receipis
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v EnterpriseOne Menus > FMIS Master Directory > Financisls > Accounts Psyable > Dsily Processing > Supplier & Voucher Entry
[« Speed Voucher Entry

[u’ Standard Voucher Entry

(4 Voucher Entry - 3-Way Match
Other Voucher Entry Methods »

(4’ Voucher Journal Review

|# Post Vouchers to G/L

[# Voucher Journal Report

[u’ Name Search

Supplier Ledger Inquiry
[« Supplier Payment Inquiry

Function Processes and Results

Supplier Master

Information Inquiry 1. From the Accounts Payable Inquiry menu, select ‘Supplier Master Information’ < OR >

from the Supplier & Voucher Entry menu, select ‘Supplier Master Information’.

Supplier Master Information - Work With Supplier Master
v O 4+ [0 W X = Row [£ Repor 3 Tools

Alpha Name | D Display Phone

Search Type W [] Display Address

No records found. Customize Grid 1, g}
(| Address Alpha Individual C Long Industry Sch Tax
S Mumber Name Tax ID M Address Class Typ v

This form enables you to perform supplier master searches to view information specific to a
supplier. Accounts Payable uses address book information for supplier payments.

To view supplier records

Supplier Master Information - Work With Supplier Ma
v QO X =, Bow [ Repor iz} Tooks

Alpha Mame [ Display Phone

Search Type W Display Address

No records found. Customize Grid |rwms M
| | | | | | |

= Sch  Address Alpha Leng Industry Tax Individual c
Typ  Number Mame Address Class (o] Tax ID M
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Function

Processes and Results

Supplier Master
Information

1. At the ‘Supplier Master Information — Work With Supplier Master’ form, check the

‘Display Phone’ and the ‘Display Address’ boxes.

2. Click the ‘Find’ button.

Notice the Search Type field in the header, defaults to V' (Suppliers). You may change

the search type.

Supplier Master Information - Work With Supplier Master
v O 4+ 0O @& —, Row [ Repoit {3} Tools

Alpha Name

Display Phone

Search Type v Display Address
Records 1-100 > Customize Grid [rwms w18t
Sch  Address Alpha Address " Industry Individual C
@ Typ  Number Name Line 1 City Prefix Class Tax ID M
Ei} v 99990004 ANDY MILL 24 SAINTSBURY IRVINE 714 A
_ v 9999012 SOMMER, PAUL 23907 BRECKENRIDGE FOREST DR SPRING
O oF v 323744 GUILLA M NOTHSTINE PO BOX 736 FRUITLAND
) v 323736 THE ESSENTIAL COMPANY 495 Houghton Muffin Bhvd. Pittsburgh 877 827-8900
v 323144 STARK, TONY 10880 MALIBU POINT MALIBU 855 6826982 HOM
W 323062 STARK INDUSTRIES WEST 10880 MALIBU POINT MALIBU
W 322633 STARK INDUSTRIES 6511 AVENUE OF THE AMERICAS NEW YORK
W 322595 TEMPE DOWNTOWN COURTYARD PO BOX 741574 ATLANTA 7000
Function Processes and Results

Supplier Master
Information

The first 100 records are displayed in the grid, you may use the QBE line to narrow your

search.

3. Click the ‘Close’ button exit.

To view a specific supplier

Supplier Master Information - Work With Supplier Master

v T4+ O @ X

—., Row E’\‘; Report

+ Alpha Mame

Search Type v

Mo records found.

& Sch  Address
Typ  Number

[*Rachers* X

Alpha
Mame

Lang

isplay Phone
isplay Address

Address

Customnize Grid |rwms [v] tii

Individual c
Tax ID M

Function

Processes and Results

Supplier Master
Information Inquiry

To view information on a specific supplier.

1. Enter the supplier's name in the ‘Alpha Name’ field.

. It is always wise to use the asterisks (*) wild cards at the beginning of and at
the end of the name you are searching.
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2. The ‘Search Type’ field defaults to V' for (Supplier).

3. To view the phone number and address, check the ‘Display Phone Number
and ‘Display Address’ boxes.

4. Click the ‘Find’ button to retrieve the information.

Supplier Master Information - Work With Supplier Master
v O 4 [ W X =, Row Eﬁ, Repord {3 Tools

Alpha Name [+] Display Phone
|3_{| Dizplay Address

Search Type

=
&

Although the Search Type defaults to 'V’ you have the option to change it.

Supplier Master Information - Work With Supplier Master
v QO 4+ O @ X = Row [ Repod Tools

Alpha Name “Rachers® Display Phone
Search Type v Display Address
Records 1-4 Customize Grid |wms ] et
| o ndress Alpha Address “ prome | Phons Phone Long Incustry Tax individual G
Typ  Number Name Line 1 ity Number  Type Address Class D TaxID M
® v 232383 RACHERS OFFICE EQUIPMENT PO BOX 2019 GALLUP USEAB 28861 5200 850323137
v 184019 RACHERS OFFICE EQUIPMENT & SUPPLIES PO BOX 1967 GALLUP 505 7227203 USE AB 28861 5200 850323137
v 103506 RACHERS OFFICE EQUIPHENT & SUPPLIES DAMON PROFESSIONAL BUILDING ~ WINDOW ROCK 828 8712160 USE AB 28561 5200 850323137
O &V 28661 RACHERS OFFICE EQUIPMENT PO BOX 2018 GALLUP 505 7227203 850323137 5200 850323137

If you have access to the ‘Long Address’ field, there are notations made by the Accounts Payable
staff, these notes are created to warn of duplication of address book numbers created over time. The
notes provide recommendations on which address book number to use.

4
Notice the ‘Attachment’ button there is an attachment for AB# 28661. These notes are created
by the Accounts Payable staff, instructions to other users.

Media Object Viewer
X

IREC'D UPDATED ACH APPLICATICN - UPDATED BANK INFORMATION @ VENDCR'S REQUEST. CHANGED FROM WASHINGTON FEDERAL TO PINNACLE BANK. 9/5/14

Text1

When you click the ‘Attachment’ button, the ‘Media Object Viewer’, form displays the text message.

Siipplier Master Information - Work With Supplier Master
v QO+ O @ X = Bw E”f, Regort {33 Tools

A | s
Alpha Name Rachers Display Phone
Search Type N Display Address
Records 1-4 Customize Grid |nwms
Sch  Address Alpha Address . Phone Phone Long Industry Tax
# Typ  Number Name Line 1 City Prefix Number Type Address Glass D
v 232383 RACHERS OFFICE EQUIPMENT PO BOX 2019 GALLUP USE AB 28661 5200 850323137
v 184019 RACHERS OFFICE EQUIPMENT & SUPPLIES PO BOX 1367 GALLUP 505 722-7203 USE AB 28661 5200 850323137
v 103506 RACHERS OFFICE EQUIPMENT & SUPPLIES DAMON PROFESSIONAL BUILDING ~ WINDOW ROCK 928 871-2160 USE AB 28661 5200 850323137
® £V 28661 RACHERS OFFICE EQUIPMENT PO BOX 2019 GALLUP 505 722-7203 850323137 5200 850323137

The Tax ID field is an important field, this identification code is required by various tax authorities.
This can be a social security number, federal or state corporate tax ID, sales tax number, and so on.
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The system verifies the number and prints the separators in their correct format, according to the
value of TAXC (Person/Corporation Code). If no value exists for TAXC, the system uses the
Corporate Entity.

Attention Accounts Payable users: The Supplier Master record supplies the default value for the tax
ID for 1099 processing.

siipplier Master Information - Work With Supplier Master
v O 4+ 0 @ X = Bow [ Repor {F Tooks

Alpha Name *Rachers® [] Display Phone

Search Type [ Display Address

Records 1-4 Customize Grid | rwms
Sch | Address Alpha Address . Phone Phone Leng Industry Tax

MNumber Name Line 1 Gty HIEE Number Type Address Class 0

v 232383 RACHERS OFFICE EQUIPMENT PO BOX 2019 GALLUP USE AB 28661 5200 850323137
v 184019 RACHERS OFFICE EQUIPMENT & SUPPLIES PO BOX 1387 GALLUP 505 722-7203 USE AB 28661 5200 850323137
A 103506 RACHERS OFFICE EQUIPMENT & SUPPLIES DAMON PROFESSIONAL BUILDING WINDOW ROCK 928 871-2160 USE AB 28661 5200 850323137

® F vV 28661 RACHERS OFFICE EQUIPMENT PO BOX 2019 GALLUP 505 722-7203 850323137 5200 850323137

The Search Type field, this code specifies the kind of address book record to search for.
Supplier Master Information - Work With Supplier Master

Select User Define Code
v O+ 0O m X —, Row  [% Repor Tools v O X P Eom 3 Tooks
Alpha Name *Rachers* Display Phone
SRS v Display Address Product Code n Address Book
User Defined Codes ST Search Type
Records 1-4
Description |
& Sch Address Alpha A_ddless
Typ  Mumber Mame Line 1
A 232383 RACHERS OFFICE EQUIPMENT PO BOX 2019
v 184019 RACHERS OFFICE EQUIPMENT & SUPPLIES PO BOX 1987 Records 1-32 Customize Grid | Grid Format Name1 =
vV 103506 RACHERS OFFICE EQUIPMENT & SUPPLIES DAMON PROFESSIONA
® & Vv 28661 RACHERS OFFICE EQUIPMENT PO BOX 2019 Code Description
3T TANF
= ~
O TAX Tax Authorities
3 TC Transportation Carriers
v Suppliars
) VP Suppliers - Preferred
I VX Duplicate Vendor Entry I
O w Warehouse
I (@] Ex-employees I
O z2 Data Rep Test v
Search Type: Do not use ‘Sch Typ’ VX or X to pay invoices, these are inactive AB#'s.
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Supplier Master Information - Work With Supplier Master
v Q4+ 0O & 9 {53 Tools
Alpha Name

Display Phone

Search Type Display Address

Who's Whao

Sch  Address Alp Address Ci
Typ  MNumber Na Attachments Lime 1 ity
232383 RAC PO BOX 2019 GALLUP
Bank Account
184019 RAC ES PO BOX 1987 GALLUP
AJB Revision
103506 RAC S DAMOMN PROFESSIONAL BUILDING WINDOW ROCK
78661 Raf  cegional Info PO BOX 2019 GALLUP

Commaodity Structure

Direct Connect

Function Processes and Results
Supplier Master
Information Inquiry | 5. To view additional Information on a specific supplier, select the ‘Address Number’ from
the grid.

6. Click the ‘Row’ exit button.

7. Select the option from the row exit to view. For this training, select Who's Who.

Supplier Master Information - Who's Who

Work With Supplier Master  Who's Who
v O W X B Fom| — Row < > 5% Tooks

Favorites
Address Number 2RER1 WENT [ ] pisplay Phone
Row [] Display Address
Detail
Records 1-3
Phones
O [ Lne Alpha Email / Internet Mailing
D Mame MName
Related Person |
|:| 0 |RACHERS OFFI AACHERS OFFICE EQUIPMENT
n 1 BEGay, ERUNE L /dternate Address IEGAY, ERLINE L
] Aftachments
Function Processes and Results

Supplier Master

Information Inquiry | 8. At the ‘Who’s Who’ form, click the ‘Row’ exit button. This allows you to drill further to
view specific information.

9. Select an option from the row exit to view.

10. Click the ‘Cancel’ button to exit.
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Supplier Master Information - Work With Supplier Master
t& + (0 @ X =Row (£ Repot g Took

Ipha Name *Rachers®
earch Type v
Records 1 - 4
& Sch  Address Alpha
Typ  Mumber Mame
v 232383 RACHERS OFFICE EQUIPMENT
\ 184015 RACHERS OFFICE EQUIPMENT & SUPPLIES
U 103506 RACHERS OFFICE EQUIPMENT & SUPPLIES
§ v 28661 RACHERS OFFICE EQUIPMENT

|;J'_| Display Phone
|1 Display Address

Address
Line 1

PO BOX 2019
PO BOX 1587

DAMON PROFESSIONAL BUILDING

PO BOX 2019

City
GALLUP
GALLUP

WINDOW ROCK

GALLUP

Prefix Phone Phone Long
MNumber Type Address
USE AB 28661
505 722-7203 USE AB 28661
928 871-2160 USE AB 28661
505 722-7203 850323137

Back at the ‘Work With Supplier Master’ form, you can view specific supplier information. Since AB#
28661 this is the only valid AB# for Rachers, let’s explore the specific information.

Function

Processes and Results

Supplier Master

grid.

2. Click the ‘Select’ button.

Information Inquiry [ 1. To view specific supplier information, select Address Number (AB#) 28661 from the

e The first line item in the grid is selected by default.

Supplier Master Information - Supplier Master Revision

Work With Supplier Master | Supplier Master Revision

X P Fom { % {5 Tools

Supplier Number 28661
Long Address Number

850323137

FRACHERS OFFICE EQUIPMENT

Vouchers Purchaging1 Purchazsing 2 GIL Distribution

Tax Information

EDI Informiation

Credit Message

Payment Terms - A/P

Payment Instrument T
Factor/Special Payee 28651
Parent Number

Approver Number

Met 30 Days
Elec Funds Transfer{A/R & A/P)
RACHERS QFFICE EQUIPMENT

Hold Payment M
Float Days
Pre-Note Code |:|

Payment Creation
(®) By Supplier

() By Pay ltem

() By Voucher
() By Contract

At the ‘Supplier Master Revision’ form, you have additional tabs across the form that store specific

information for this supplier.
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Supplier Ledger Inquiry

You may need to view data on certain suppliers for various reasons. To view the data
navigate to the following menu below.

Via Menus EnterpriseOne Menus — FMIS Master Directory — FMIS Inquiry Menu — Accounts Payable
Inquiry — Supplier Ledger Inquiry

¥ EnterpriseCne Menus > FMIS Master Directory = FMIS Inguiry Menu > Accounts Payable Inquiry

ul| Supplier Master Information

1E

. Supplier Ledger Inguiry

s 5| Application: P0411, Form: W0411G, Version: Z)DEO001

Function Processes and Results

Supplier Ledger ) ) )
Inquiry 1. Select ‘Supplier Ledger Inquiry’ from the Accounts Payable Inquiry menu.

Supplier Ledger Inquiry - Supplier Ledger Inquiry

+ |:| ]j ® I .'u Form — Row o Tools

Supplier Number i w

L.

This form enables you to perform supplier searches to view specific financial information of a
supplier and applicable transactions.

The ‘Select’ ™ button selects the record or row you select in the grid and pulls up detail information
on suppliers by document.

The ‘Find’ “* button finds all available transactions by document number or any search specified.

The ‘Close’ X button exits you from the form.
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Supplier Ledger Inquiry - Supplier Ledger Inquiry
v O 4 O ® X F, Eom = Row {5 Tools

Supplier Number H x t’.‘;\

Date From Thru @ Invoice (D GIL

[] Recurring [ summarize (Paid () Open () Withheld () Al

Batch Number * D Display Audit
Payments Purchase Orders Supplier Master

NurecTua.mnn

N @ Purchase PO Doc Document Dot GiL Open Gross Pay Invoice
Crder Type MNumber Type Date Amount Amount Stat Mumber

To narrow the search, use the following fields:

. Date from

. Date thru

. Batch number
o Detail QBE line

supplier Ledger Inquiry - Supplier Ledger Inquiry
v O+ O @ XK F Eem =, Row ¢} Todls

Supplier Mumber H = C;\

Date From Thru @ Inwoice (O GIL

[ recurring [ summarize (O Paid () Open  ()Withheld (@) AN

Batch Number ® D Display Audit
Payments Purchase Orders Supplier Master

Mo records found.

I:l @ Purchase PO Doc Document Doc GiL Open Gross Pay Invoice
Crder Type MNumber Type Date Amount Amount Stat Mumber

Additional radial buttons can help to further narrow your search:
Invoice

G/L

Recurring

Summarize

Paid

Open

Withheld

Display Audit
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To search for information on a specific supplier

Supplier Ledger Inquiry - Supplier Ledger Inquiry

v {'{ |:| ]j e Form — Row Tools
Supplier Humber 30000l = Y binau
Date From Thru @ Invoice () GIL
[] Recurring [ ]| Summarize (Paid () Open () Withheld (@) AN
Batch Mumber % [] Display Audit
Payments Purchase Crders Supplier Master
Function Processes and Results

Supplier Ledger . o . . . .
Inquiry Notice the default is in the ‘Supplier Number’ field, so you can enter the supplier

address book number directly.
2. Enter the supplier address book number in the ‘Supplier Number’ field.

If the AB# is unknown, select the visual assist button to search.

o At the ‘Address Book Long Number Search’ form, enter the name of the supplier
in the ‘Name Search’ field.
o Click the ‘Find’ button.
o To view the alpha name and the address book number.
o Some suppliers may have several supplier numbers.
. Select the Address Book number in the grid.
. Click the ‘Select’ button.
3. Click the ‘Find’ button.
Oracle / PeopleSoft -84 - Revised 02/22/2018

Proprietary & Confidential



Supplier Ledger Inquiry - Supplier Ledger Inquiry

v QO 4+ O @ X HF, Bem = Row g5 Tools

Supplier Number [30000] * C‘ U-HAUL

Date From Thru @ nvoice (D GIL

D Recurring D Summarize O Paid O Open O ‘Withheld @ Al

Baich Number [+ [ Display Audit
Payments Purchase Orders Supplier Master

Records 1-38

Proprietary & Confidential

O Purchase PO Doc Document Doc GIL Open Gross Pay Invoice Invoice Co Supplier  Document Pay
Order Type Number Type Dale Amount Amount Stat Number Date Number  Type Status Code
O 00304025 oP 2080500 PV 10/06/2014 2,707.00 P 4212655 08/04/2014 00010 30000 Voucher Paid in Full
O 00304025 op 2080500 PV 10/06/2014 200.00 P 4212655 08/04/2014 00010 30000 Voucher Paid in Full
O 00291361 oF 1954553 PV 11/22/2013 2,385.00 P 4034223 11/02/2013 00010 30000 Voucher Paid in Full
O 00281567 oP 1885250 PV 06/06/2013 2,106.00 P 3923662A 05/15/2013 00010 30000 Voucher Paid in Full
(] 00281567 op 1885250 PV 06/06/2013 150.00 P 3923662A 05/15/2013 00010 30000 Voucher Paid in Full
D 1879149 PV 05/22/2013 50.00 P 3923662 05/15/2013 00010 30000 Voucher Paid in Full
O 00273013 oP 1813391 PV 12f03/2012 1,802.50 P 3800981 A 10/31/2012 00010 30000 Voucher Paid in Full
O 00273013 oF 1813391 PV 12/03/2012 404.50 P 3800981 A 10/31/2012 00010 30000 Voucher Paid in Full
D 1807365 PV 11/19/2012 5.00P 3800981 10/31/2012 00010 30000 Voucher Paid in Full
O 00272208 op 1804357 PV 11/14/2012 413.60 P 3780814 09/30/2012 02317 30000 Voucher Paid in Full
O 00271908 op 1798880 PV 11/01/2012 202.00 P 3776240 09/21/2012 02317 30000 Voucher Paid in Full
D 00266293 or 1758594 PV 08/09/2012 2,052.00 P 3732287A 07/11/2012 00010 30000 Voucher Paid in Full
O 00266293 oF 1758594 PV 08/09/2012 150.00 P 3732287A 07/11/2012 00010 30000 Voucher Paid in Full
O 1755132 PV 08/01/2012 5.00 P 3732287 07112012 00010 30000 Voucher Paid in Full
D 1743692 PV 07/05/2012 245,24 P 3677316 04/11/2012 00010 30000 Voucher Paid in Full
O 1713514 PV 04/25/2012 5.00 P 3675412A 04/07/2012 00010 30000 Voucher Paid in Full
O 00260802 oP 1709968 PV 04/12/2012 292.00 P 3675412 04/07/2012 00010 30000 Voucher Paid in Full
O 00260802 op 1709968 PV 04/12/2012 42.00 P 3675412 04/07/2012 00010 30000 Voucher Paid in Full
O 00255586 oF 1668779 PV 01/04/2012 1,881.00 P 3606337 12/14/2011 00010 30000 Voucher Paid in Full
<
Batch Payment History G/L Distribution Purchase Receipts
38 records displayed for specific supplier AB# 30000.
Supplier Ledger Inguiry - Supplier Ledger Inquiry

v Qo+ O @& X R Fm = Row {5 Tooks
Supplier Number j3000] x O‘ L-HAUL
Date From Thru @ nvoice (D GIL
[ Rrecurring ] summarize (O Paid (OoOpen (O Withheld (@ All
Bafch Mumber * [ Display Audit

Payments Purchase Orders Supplier Master
Records 1-38
D Purchase PO Doc Document Doc GlL Open Gross Pay Invoice Invoice o Supplier  Document Pay
Order Type Number Type Date Amount Amount Stat Number Date Number Type Status Code
D 00304025 oF 2080500 PV 10/06/2014 2,707.00 4212655 08/04/2014 00010 30000 Voucher Paid in Full
O 00304025 op 2080500 PV 10/06/2014 200.00 4212655 08/04/2014 00010 30000 Voucher Paid in Full
O 00291361 op 1954553 PV 11/22{2013 2,385.00 4034223 11/02/2013 00010 30000 Voucher Paid in Full
D 00281567 or 1885250 PV 06/06/2013 2,106.00 3923662A 05/15/2013 00010 30000 Voucher Paid in Full
O 00281567 oF 1885250 PV 06/06/2013 150.00 39236624 05/15/2013 00010 30000 Voucher Paid in Full
O 1879149 PV 05/22{2013 50.00 3923662 05/15/2013 00010 30000 Voucher Paid im Full
D 00273013 oF 1813391 PV 12/03/2012 1,802.50 3800981 A 10/31/2012 00010 30000 Voucher Paid in Full
O 00273013 oF 1813391 PV 12f03/2012 404.50 3800981 A 10/31/2012 00010 30000 Voucher Paid in Full
O 1807365 PV 11/19/2012 5.00 3800981 10/31/2012 00010 30000 Voucher Paid in Full
(] 00272208 op 1804357 PV 11/14/2012 413.60 3780814 09/30/2012 02317 30000 Voucher Paid in Full
O 00271908 oF 1798880 PV 11f01/2012 202.00 3776240 09/21/2012 02317 30000 Voucher Paid in Full
O 00266293 oP 1758594 PV 08/09/2012 2,052.00 3732287A 07/11/2012 00010 30000 Voucher Paid in Full
(] 00266293 op 1758594 PV 08/09/2012 150.00 3732287A 07/11/2012 00010 30000 Voucher Paid in Full
D 1755132 PV 08/01/2012 5.00 3732287 07/11/2012 00010 30000 Voucher Paid in Full
O 1743692 PV 07/05/2012 245.24 3677316 04/11/2012 00010 30000 Voucher Paid in Full
O 1713514 PV 04/25(2012 5.00 3675412A 04/07/2012 00010 30000 Voucher Paid in Full
D 00260802 oF 1709968 PV 04f12/2012 292,00 3675412 04/07/2012 00010 30000 Voucher Paid in Full
O 00260802 op 1709968 PV 04/12/2012 42.00 3675412 04/07/2012 00010 30000 Voucher Paid in Full
Dd_nm op 1RRAT7Y DY 01/04/2017 123100 £0A337 12/14/2011 00010 0000 Voucher Paid in Full
Batch Payment History G/L Distribution Purchase Receipts
Oracle / PeopleSoft -85- Revised 02/22/2018



Use the horizontal scrollbar to view more data, by sliding it to the right.

Supplier Ledger Inguiry - Supplier Ledger Inguiry

v O 4 O @ X H, Fm = Row 53 Tools
Supplier Number m x C U-HAUL
Dale From Thru @nvoice (D GIL
[ Rrecurring ] summarize (O Paid (OoOpen (O Withheld (@ All
Bafch Mumber * [[] pisplay Audit
Payments Purchase Orders Supplier Master
Records 1-38
D & gulchase PO Doc Document Doc GlL Open Gross Pay Invoice Invoice Co Supplier  Document Pay
rder Type Number Type Date Amount Amount Stat Number Date Number Type Status Code
D 00304025 oP 2080500 PV 10/06/2014 2,707.00 P 4212655 08/04/2014 00010 30000 Voucher Paid in Full
O 00304025 oP 2080500 PV 10/06/2014 200.00 P 4212655 08/04/2014 00010 30000 Voucher Paid in Full
O 00291361 oP 1954553 PV 11/22{2013 2,385.00 P 4034223 11/02/2013 00010 30000 Voucher Paid in Full
D 00281567 oP 1885250 PV 06/06/2013 2,106.00 P 3923662A 05/15/2013 00010 30000 Voucher Paid in Full
O 00281567 oF 1885250 PV 06/06/2013 150.00 P 39236624 05/15/2013 00010 30000 Voucher Paid in Full
O 1879149 PV 05/22{2013 50.00 P 3923662 05/15/2013 00010 30000 Voucher Paid in Full
D 00273013 oF 1813391 PV 12/03/2012 1,802,50 P 3800981 A 10/31/2012 00010 30000 Voucher Paid in Full
O 00273013 oP 1813391 PV 12f03/2012 404.50 P 3800981 A 10/31/2012 00010 30000 Voucher Paid in Full
O 1807365 PV 11/19/2012 5.00 P 3800981 10/31/2012 00010 30000 Voucher Paid in Full
O 00272208 oF 1804357 PV 11/14/2012 413.60 P 3780814 09/30/2012 02317 30000 Voucher Paid in Full
O 00271908 oP 1798880 PV 11f01/2012 202.00 P 3776240 09/21/2012 02317 30000 Voucher Paid in Full
O 00266293 oP 1758594 PV 08/09/2012 2,052.00 P 3732287A 07/11/2012 00010 30000 Voucher Paid in Full
(] 00266293 oF 1758594 PV 08/09/2012 150.00 P 3732287A 07/11/2012 00010 30000 Voucher Paid in Full
D 1755132 PV 08/01/2012 5.00 P 3732287 07/11/2012 00010 30000 Voucher Paid in Full
O 1743692 PV 07/05/2012 24524 P 3677316 04/11/2012 00010 30000 Voucher Paid in Full
O 1713514 PV 04/25(2012 5.00 P 3675412A 04/07/2012 00010 30000 Voucher Paid in Full
D 00260802 oP 1709968 PV 04/12/2012 292.00 P 3675412 04/07/2012 00010 30000 Voucher Paid in Full
O 00260802 oP 1709968 PV 04/12/2012 42.00 P 3675412 04/07/2012 00010 30000 Voucher Paid in Full
O 00255586 oP 1668779 PV 01/04/2012 1,881.00 P 3606337 12/14/2011 00010 30000 Voucher Paid in Full
<
I Batch Payment History G/L Distribution Purchase Receipts I

The Supplier Ledger Inquiry form is referred to as a Power form. You can access further
details of a specific record thru these buttons. Power buttons are short cut navigations,
instead of using the Row and Form exit buttons.

1. Select a record from the grid.
2. Click one of the following buttons displayed on the form.

Payments
Purchase Orders
Supplier Master
Batch

Payment History
GI/L Distribution
Purchase Receipts
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Supplier Ledger Inquiry - Supplier Ledger Inquiry
v Q4+ O W X | Bl =

Row “ Tools

Supplier Humber Favorites

Date From Form

[ ] Recurring [] Summari Payments Inguiry

Batch Mumber : Recycle Vehrs
Furchase Orders

Payments

Records 1 - 38

O &
]

Purchase
Order

00304025

Purct  sypplier Master

FPay When Paid

Metting
DocuMmerm .
Mumber Type

2080500 PV

(IR LTS IFLT

Mumber

4212655

These buttons create a short cut since you have to navigate to access the forms using

the ‘Form’ exit menu.

Supplier Ledger Inquiry - Supplier Ledger Inquiry

v QO

+ O @ X F Fom

Supplier Number

Date From

[ ] recurring

Batch Mumber

Payments

Records 1-338

Purchase
D @ Crder

I
Ll
Ll
[

00304025
00304025
00291361
00281567

— Row h Tools

—

[] summarize

Purchase Orders

Document h
Mumber Ty

2080500 PV
2080500 PV
1954553 PV
1885250 PV

Favorites

Row
Batches
Summary
Payment History
Revise Recurr Vchrs
G/L Distribution
Purchase Receipts
Multi Company
Pay When Paid Detail
Attachments

Regional Info

This short cut also applies to the ‘Row’ exit menu.

Search using a Purchase Order number
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Supplier Ledger Inquiry - Supplier Ledger Inquiry

v O 4 O B X P, Fom = Row {5 Toos
Supplier Numbsr [ 3g000 UeHAUL
Date From Thru @ ivoice O GIL
] Recurring ] summarize (O praid (O Open Withheld (@) Al
Batch Number [+ [ Display Audt
Payments Purchase Orders Supplier Master
Records 1-33
Document Doc  Invoice Dec  Invoice GIL Due Document  Supplier Gross Open
m|
Number Type  Number Co Date Date Date Type Number Amount Amount
m| 00304025 2080500 PV 4212655 00010 08/04/2014 10/06/2014 0S/03/201% Voucher 30000 2,707.00
0 00304025 2080500 PV 4212655 00010 08/04/2014 10/06/2014 (05/03/2014 Voucher 30000 200.00
m| 00291361 1954553 PV 4034223 00010 11/02/2013 11/22/2013 12022013 Voucher 30000 2,385.00
0 00281567 1885250 PV 39236624 00010  05/15/2013 06/06/2013 06/14/2013 Voucher 30000 2,106.00

Baich
Mumber

840974 P

Pay
Stat

840974 P
792691 P
764823 P

Pay
Status Code

Paid in Full
Paid in Full
Paid in Full

Paid in Full

Rumber ese ©0

U-HAUL 00010
U-HAUL 00010
U-HAUL 00010
U-HAUL 00010

When searching with a purchase order number using the QBE column ‘Purchase
Order’, notice the (2) zeros in from of the purchase order in the grid.

Supplier Ledger Inquiry - Supplier Ledger Inquiry

v O 4+ [0 8 X F, Em = Bow 3 Tooks
upplier Number 30000 U-HAUL
Date From Thru @ Invoice (O GL
] Recurring [[] Summarize OPaid () Open () Withheld (@ All
Bafch Mumber [+ [ oisplay Audit
Payments Purchase Orders Supplier Master
Records 1 -38
O @ Purchase Document Doc  Invoice Doc Invoice GIL Due Document Supplier Gross Open Batch Pay Pay Supplier
Order Number Type Number Co Date Date Date Type Number Amount Amount Number Stat Status Code Number Desc
D 00304025 2080500 PV 4212655 00010 08/04/2014 10/06/2014 09/03/2014 Voucher 30000 2,707.00 840974 P Paid in Full U-HAUL
D 00304025 2080500 PV 4212655 00010 08/04/2014 10/06/2014 09/03/2014 Voucher 30000 200.00 840974 P Paid in Full U-HAUL
Function Processes and Results
Supplier Ledger . .
Inquiry — Search 4. Using the QBE line, Purchase Order column, enter the purchase order number
. i i *)
using PO Number using the wild cards (*) before and after the purchase order number.
5. Click the ‘Find’ button.
Supplier Ledger Inquiry - Supplier Ledger Inquiry
v Q4+ O E T, Eorm — Row : Tools
Supplier Number 30000 U-HAUL
Date From Thru LG
[J Recurring [] summarize Opaid Oopen (O withheld @ Al
Batch Number [+ (] Display Audit
Payments Purchase Orders Supplier Master
Records 1-3
246944~
0@ Purchase Document Doc  Invoice Doc Invoice GIL Due Document Supplier Gross Open Batch Pay  Pay Supplier
Order Number Type Number Co Date Date Date Type Number Amount Amount Number Stat Status Code Number Desc
D 00246944 1607084 PV 35068924 00010 07/13/2011 08/08/2011 08/12/2011 Voucher 30000 1,855.00 650779 P Paid in Full U-HAUL
D 00246944 1607084 PV 35068924 00010 07/13/2011 08/08/2011 08/12/2011 Voucher 30000 150.00 650779 P Paid in Full U-HAUL
O 2,005.00
<
Batch Payment History G/L Distribution Purchase Receipts

Oracle / PeopleSoft

Proprietary & Confidential

-88 -

Revised 02/22/2018



Function

Processes and Results

Supplier Ledger
Inquiry — Search
using PO Number

The purchase order is retrieved in the grid, you can use all the search tools available

on the form to find information about this order.

6. Click the ‘Close’ button to exit.

Supplier Payment Inquiry

You may need to view data on certain payments for various reasons.

navigate to the menu listed below.

To view records

Via Menus

EnterpriseOne Menus — FMIS Master Directory — FMIS Inquiry Menu — Accounts Payable Inquiry
— Supplier Payment Inquiry

* EnterpriseCne Menus

> FMIS Master Directory = FMIS Inguiry Menu > Accounts Payable Inquiry

1E-

1E-

Supplier Ledger Inquiry

Supplier Master Information

1E

. Supplier Payment Inguiry

Application: P0413M, Form: W0413MB, Version:

ZIDEDOD2

Function

Processes and Results

Supplier Payment
Inquiry - Work With
Payments

. Select ‘Supplier Payment Inquiry’ from the Accounts Payable Inquiry menu.

Supplier Payment Inquiry - Work with Payments

B X P, Eom = Row (3 Joos

Payee Number H
Payment Number

Bank A

unt Number

From Date

Thru Date

Supplier Ledger

No records found.

@ Pmment  Payment
Type Type Description

Pajment Pajment Payes Payes Address Payment Post
Number Date Number Number Amount

Status  Inst Instrument

Pay Payment Cleared

Vaid Batch

ani
Account Number Date Number

The Supplier Payment Inquiry form, enables you to perform payment searches using any of the
header and QBE fields to view a check number or information for a specific supplier.

The Select button selects the record or row you highlight in the grid and pulls up detail information on

payments.

Oracle / PeopleSoft
Proprietary & Confidential

-89 -

Revised 02/22/2018



The Find button finds all payments in order by payment number or finds payments specific to search
items entered.

The Close button exits you from the form.

To narrow the search the following fields can be completed:

o Payment Number
° Bank Account Number
) From Date

o Thru Date
o QBE Line in the grid

To search for payment information

Supplier Payment Inquiry - Work with Payments

v 'l_l"— ., Eom  — Row %} Tools

Payee Number I 135018 I AVIATION LABORATORIES

Payment Number

Bank Account Number

=
From Date 01/01/2004 Thru Date

Supplier Ledger

No records found.

@ Payment Payment Payment Payment Payee Payee Address Payment Post Pay Payment
Type Type Description MNumber Date Humber MNumber Amount Status Inst Instrument

Notice a visual assist button in the ‘Thru Date’ field, click this button to view a calendar,
select a date from the calendar.

Function Processes and Results

Supplier Payment ) ) , )
Inquiry - Work With | 2. Atthe ‘Work with Payments’ form, enter the supplier address book

Payments number in the ‘Payee Number’ field.
o If the supplier address book number is unknown, click the visual assist button.
o At the Address Book Long Number Search form, enter the name of the
supplier in the Name Search field.
o Click the Find button.
= To view the alpha name and the supplier address number.
= Some suppliers may have several supplier numbers.
o Select the supplier in the grid
o Click the Select button.

w

. To narrow the search, click in the ‘From Date’ field, enter a from date.

4. Click in the ‘“Thru Date’ field, enter a thru date.

5. Click the ‘Find’ button.
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Supplier Payment Inquiry - Work with Payments
v a4 8K R m = T

Payee Number 135018 AVIATION LABORATORIES
Payment Number :

Bank Account Number =

From Date 001/2004 Thu Date [127312009

Supplier Ledger

Records 1-2
_F;aymerli Payment Payment Payment Payee Payee Address Payment Post Pay
ype Type Description Humber Date Number Humber Amount Status Inst
O PK Automatic Payment 488430 06/07/2005 135018 AVIATION LABORATORIES 2,248.14- D
Oz 2,248.14-
<
Batches

Payment Cleared Bank
Instrument Date Account Number
Default (AR & A/P) 06/07/2005 10.0120.02

All payments for the specific supplier is displayed. The ‘Payment Number’ field, displays

the check number (488430).

Supplier Payment Inquiry - Work with Payments
v Q| + @ X F,Fom = Row 5} Tooks

Payee Number 135018 AVIATION LABORATORIES
Payment Number :

Bank Account Number =

From Date 01/01/2004 Thru Date |12/31/200

Supplier Ledger

Records 1-2
Payment Payment Payment Payment Payee Payee Address Payment Post Pay
Type Type Description Humber Date Humber Mumber Amount Status Inst

(O} PK Automatic Payment 488430 06/07/2005 135018 AVIATION LABORATORIES 2,248.14- D
2,248.14-

Payment Cleared Bank
Instrument Date Account Number
Default (A/R & AJP) 06/07/2005 10.0120.02

Use the horizontal scrollbar to view more fields and data.

To view addition information

Oracle / PeopleSoft -91-
Proprietary & Confidential

Revised 02/22/2018



Supplier Payment Inquiry - Work with Payments
vio O+ |1 X

Payee Humber

Payment Number

Bank Account Mumber

From Date

Supplier Ledger

Records 1 -2

Payment
% Type

() PE

Ealches

Favorites

Form

Supp Ldar

Metting

Payment
Type Description

Automatic Payment

., Form |—- Row

o3 Tools

Payment
Mumber

488430

ATION LABORATORIES

Payee Address
Mumlber

135018 AVIATIOM LABO

Function

Processes and Results

Supplier Payment
Inquiry - Work With
Payments

6.

Notice the first line item in the grid is selected by default.
You may select a different line item in the grid if there were more line items.

7. Click the ‘Form’ exit button.

You may select an item from the form menu, to view further options.
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Supplier Payment Inquiry - Work with Payments
~ O 4 W X M, Eom| = Row | 5% Tools

Favorites

Payee Mumber 135018 AVIATION LABORATORIES
Payment Mumber * Row
Bank Account Number * Attachments
From Date 0101200  Batches 12/31/2005
Supplier Ledger Pymt Entry
Pymt Sum
Records 1-2 ¥
Woid Pymt
% Payment Payment Payment Payment Payee Payee Address
Type Type Description Mumiber Date MNumber MNumber
(0] PE Automatic Payment 488430 06/07/2005 135018 AVIATION LABORATORIES
Oz
L4
Eatches
Function Processes and Results

Supplier Payment ) ) o
Inquiry - Work With | 8- Click the ‘Row’ exit button.

Payments . You may select an item from the row exit menu, to view further options.

Open Receipts Inquiry

You may need to view data to determine status of receipts of ordered items on purchase
orders. You can view open receipts, which are receipts for which you have not yet created
vouchers. You might do this to determine the receipts for which vouchers need to be
processed. You can review the amount and quantity open for each receipt.

Via Menus EnterpriseOne Menus — FMIS Master Directory — FMIS Inquiry Menu — Accounts Payable Inquiry
— Open Receipts
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* EnterpriseOne Menus > FMIS Master Direciory = FMIS Inguiry Menu > Accounts Payable Inquiry

ul | Supplier Master Information
ul Supplier Ledger Inguiry
ul Supplier Payment Inguiry

ul . Open Requisitions

I ul. Open Receipts I

Application: P43214, Forrm: W432144, Version:

ZIDEQDOL
Function Processes and Results
Open Receipt 1. Select ‘Open Receipts’ from the Account Payable Inquiry menu.
Inquiry

Open Receipts - Work With Purchase Receipts

Doc. Number  [= . . Branch/Plant . [ Vouchered
Order Number (] ) x Line Number x [ Closed Lines

Supplier B G Date 0410372017
Item Number = [ Display Supplier ltem
Account - Batch

No records found

O] ey Do¢  Ower Or  Line JR— Amount Amount Document  Order  2nd ltem Supplier Quantity  Quantity Receipt
=V | Ty Mumbers Ty Mumber CCOUE SRy Received Mot Vouchered Mumber o Mumber Number Received  Not Vouchered Line

This form enables you to search for purchase orders that are Received but Not Vouchered,
Vouchered and Closed Lines of purchase order receipts.

Open Receipts - Work With Purchase Receipts
v Q X = B {5 Tooks

Doc. Mumber * * = Branch/Plant * DVoucherad

Order Number * a Ling Number ® |:| Closed Lines
Supplier * G/L Date 04/0372017

ftem Number : [ Display Supplier ltem

Account * Batch

Mo records found.

D Rev Doc Order Or Line Account Number Amount Amount Document Order 2nd ltem Supplier
Ty Numbers Ty Number Received Not Vouchered Number Co MNumber Number

You may change the Order Type field from default OP to O1 to display generated purchase orders
from contracts (OC).

To check an order to see whether any vouchers have been created.
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Open Receipts - Work With Purchase Receipts
NN}

Row

=~ ioy Tools

Doc. Mumber * Branch/Plant * [Iwouchered
Order Mumber * Ling Mumber * [Jclosed Lines
Supplier x GIL Date 04/03/2017
Item Number ® |:| Display Supplier ltem
Account = Batch

Function Processes and Results

Open Receipt
Inquiry

3. Click the ‘Find’ button.

1. Atthe ‘Work With Purchase Receipts’ form, enter the purchase order number in the
‘Order Number’ field.

2. Verify the Order Type field, change if applicable.

Open Receipts - Work With Purchase Receipts

w {1 » =, Row {53 Tools
Doc. Number * * * Branch/Plant = @guchergd
Order Number | go7ss op * Ling Number *
Supplier * /L Date 04/03/2017
ltem Number * D Display Supplier ltem
Account * Batch
Function Processes and Results

Open Receipt
Inquiry

4. Click the ‘Vouchered’ box in the header.

Open Receipts - Work With Purchase Receipts

v O X = BRow ({5} Tools
Doc. Number
Order Number 60768 op z
Supplier
Item Number
Account *
Records 1-2
Doc Order Or Line Amount
D Ty Numbers Ty Number Accalntitiumbes; Received
@ 60768 OP 1.000 113014.5720
|

124.28
124.25

Branch/Plant

Line Number z

G/L Date

04/0372017

[ Display Supplier em

Baich
Amount Document Order 2nd ltem
Wouchered MNumber Co Number
124.28 240406 00010 C260030991
124.28 TOTAL

[ vouchered

Receipt Doc
Line Co

Supplier
Number

Quantity
Received

28652 00010

The system displays the order detail lines with the quantity and amount entered on the voucher.

Code Description

w PV Voucher

PV Document Type represents voucher.

To view Purchase Orders Not Vouchered.
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‘Open Receipts - Work With Purchase Receipts

Doc. Number Branch/Plant * [[Ivouchered
Order Number oP - Line Humber : [[] Closed Lines
Supplier 5 GIL Date 0272572013
Item Number [ Display Supplier ltem
Account = Batch
Records 1.5
Doc Line Order or Amount ‘Quant Znd Hem Amount Supplier Order Trans Document Order Receipt ‘Quantity
O1 Rev 7" fumber  Numbers Ty Recewved SERCT T 2 Not Vouchered Number Not Vouchered Number  Co UOM  Number Branch/Plant  gugre  Line Received

If the ‘Order Number’ is unknown, use the header fields or QBE fields to narrow your search
such as the fields listed below:

. Document Number
. Order Number

o Branch/Plant
o Supplier AB#
o Item Number
. Account
o QBE Line
Function Processes and Results
Open . . ) g
Receipt 1. Enter the purchase order number in the ‘Order Number’ field.

Inquiry 2. Verify the ‘Order Type’ field, change if applicable.

3. Click the ‘Find’ button.

Open Receipts - Work With Purchase Receipts
v O X I, Row Tools

Doc. Number [+ . . Branch/Plant B [ Voucherad

Order Mumber 326065 oF - Line Number - [ Closed Lines

Supplier - G/L Date Da/032017

Htem Number = [ Display Supplier Item

Account - Bafch

Records 1-5

One B0 S, & M M Amows b Aemee O MOkm S T o e S O S Lo
O ov 326065 OP L.000 650.00 650.00 427487 KI30576.7130 03175 262991 EA 500.00 K130576 1 000 EA
O ov 326065 OP 2.000 219.90 219.50 427487 KI30576.4420 03175 262991 EA 2.00 K130576 1 000 EA
O ov 326065 OP 3.000 2,200.00 2,200.00 427487  K130576.4540 03175 262991 EA 2000.00 K130576 1 000 EA
O ov 326065 OP 4.000 879.12 §79.12 427487 KI30576.7130 03175 262991 EA 999,00 K130576 1 000 EA
O 3,949.02 3,949.02 TOTAL

At the Work With Purchase Receipts form, a list of items ordered of the purchase order is
displayed in the grid.

In the grid notice the Doc Ty (Document Type) field displays OV. That indicates that this purchase
order has NOT been vouchered.

Notice the Amount Not Vouchered field, the amount is displayed, this is also an indication that the
receipt has NOT been vouchered.
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Code Description Description 2

(w oV Do Mot Use--Receiving Docum...  Hard Coded to Receiving

OV is the Document Type of a purchase order receipt processed. Meaning the purchase
order receipt was processed by Purchasing however, has not been voucher match by

Accounts Payable.

View actual receipt date processes

Open Receipts - Work With Purchase Receipts

v QX

Doc. Mumber Favorites Brancl
Order Number Line M
Supplier GLD
[tem Mumber Account Distribution [ ] i
Account Attachments b Batch

Detail Information

i .
Doc F0. Delall rowse Amount Amount Document
Journal Entries Received Mot Viouchered Mumber
650.00 427487

AJP Ledger
] o 219.90 427487

Receipt Routin
] o P g 2,200.00 427487

Function Processes and Results

Open Receipt
Dates and Address
Book Information

1. Select a detail line from the grid.
2. Click the ‘Row’ exit button.

3. Select ‘Detail Information’ from the row exit.
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Open Receipts - Purchase Receipt Detail

Work With Purchase Receipts | Purchase Receipt Detail

X { > 8 Toois
Favorites
rder F 03175
ineny Form
eceip Lot Detail 03175

Address Numbers

Crder Dates

Accoun
Operati Journal Entries
Receipt Routing
Function Processes and Results

Open Receipt ] . . )
Dates and Address | 4- Atthe Purchase Receipt Detail tab, click the ‘Form’ exit button.

Book Information )
5. Select ‘Order Dates’ from the form exit menu.

Open Receipts - Dates

> | a4 Tools
Crdered 04/15/2016
Canceled
Requested 04152016
Promised Delivery 04/15/2016
Criginal Promised 04/1542016
Received 050272016

@IL 05/05/2016

At the ‘Open Receipts — Dates’ form, all the dates pertaining to the purchase order process
are displayed.

o The Receipt G/L date is the date the purchase order receipt was posted to the
General Ledger.
o If the ‘doc type’ (document Type) was ‘OV’, counting from this date, you can determine

the number of days the receipt has been pending for voucher match process.
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To view who processed the Receipt by address book number

Function Processes and Results

Open Receipt . ) ,
Dates and Address | 6- Click the ‘Closed’ button.
Book Information

Open Receipts - Purchase Receipt Detail
Work With Purchase Receipts

Purchase Receipt Detail

X < > B} Jooks
Favorites
03175
Form
Lot Detail 03175

Address Numbers

Item N

Crder Dates

Accoun
Dperai Journal Entries
Receipt Routing
Function

Processes and Results

Open Receipt ) . . )
Dates and Address | 7- Atthe ‘Purchase Receipt Detail’ tab, click the ‘Form’ exit button.
Book Information ]
8. Select ‘Address Numbers’ from the form exit menu.

Open Receipts - Address Numbers

¢oh Toolks

Supplier

262991 P54 WORLDWIDE CORR.

Ship To

300624 DBHS-PREVENTION

Buyer Humber
Carrier Mumiser

Ordered By 161398 WIL!

Received By 1000039

At the ‘Open Receipts — Address Numbers’ form, address book numbers corresponds with
name(s) of who process the purchase order.
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Function Processes and Results

Open Receipt ) )
Dates and Address | 9- Click the ‘Close’ button to exit.

Book Information

Operating Budget (BA)/Commitment Inquiry

The purpose of checking the Operating Budget is to check at what level funds are available.
The level number classifies accounts in the general ledger. You can have levels up to 9
levels of detail. Level 9 is the most detailed and Level 1 is the least detailed.

Budget amounts are set at level of detail 6. Object accounts are only expensed at a level of
detail 7.

If the situation rises where the budgeted amount is at a lower level of detail (e.g. level 5)
than the expense object account (e.g. level 7), the Budget Comparison inquiry rolls up to
allow inquiry at the budgeted amount level.

Budgeting provides a projection of future expenses and revenues. Using budget inquiry,
you can compare actual amounts to your projections and use the information to improve
your budgeting process.

Via Menus EnterpriseOne Menus — FMIS Master Directory — FMIS Inquiry Menu — Work with Navajo Nation
Funds — Trial Balance/Ledger Comparison with Encumbrances

¥ EnterpriseCne Menus = FMIS Master Direciory > FMIS Imguiry Menu > Work with Navajo Nation Funds

ul. Trial Balance Ledger Comparison

ul| T/B Ledger Comparison with Encumbrances

e

Trial Bala| Application: PO9210A, Form: W09210A4, Version:
MMO002

Function Processes and Results

Checking the ) ) ) ,
Budget 1. Select ‘T/B Ledger Comparison with Encumbrances’ from the Work

with Navajo Nation Funds menu.
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T/B Ledger Comparison with Encumbrances - Trial Balance / Ledger Comparison

V4 ('l M'{ o3 Tools
Skip to Account % I 118005.5700 I @Selecl { Skip To
Ledger Type 1 BA Budget Amount Level Of Detail 7 [ Period / Date
Ledger Type 2 AA General Ledger LT 1 Thru Date 03/31/2016
Typel/Subledger * LT 2 Thru Date

Mo records found.

Level Of  Account Posting Account Ledger 1 Ledger 2 Variance Ledger 1
D Detail

Mumber Edit Code Description Balance Balance Balance Period Balance
Function Processes and Results
Checking the ] ) ) ]
Budget 2. Atthe ‘Trial Balance / Ledger Comparison’ form, enter the business unit, separator,
and a LOD 5 object code in the ‘Skip To Account * field.
. If the object number is not known, click on the visual assist button.

3. Deselect the check mark from the ‘Select / Skip’ To box.
. This allows the grid to expand to show a detailed breakdown of the current
budget.

4. Enter identical dates to reflect the last day of the current month in the ‘LT 1 Thru
Date’ and ‘LT 2 Thru Date’ fields.
. Dates must be identical.

5. Click the ‘Find’ button.

T/B Ledger Comparison with Encumbrances - Trial Balance / Ledger Comparison

v Q X = Row 3 Tools

Skip to Account % 118005 5700 [ select / Skip To

Ledger Type 1 BA Budget Amount Level Of Detai 7 [lPeriod/ Date

Ledger Type 2 A General Ledger LT 1 Thru Date 13512016

Type/Subledger T LT 2 Thru Date 13612016

Records 1-44 Customize Grid [Grid Format Name2[v| 1, ']
O Ei::llm :t”;\’:g" Eﬂﬁ"éina gj;:"‘i::m" Budget Amount Balance  General Ledger Balance g:";":'f Budget Amount Peri General Ledger Per \;Z::ig“;alam lmnce Ei:ﬁﬂc’: Account ID

Oz N UTILITIES - DGS

Os 1180055710 B Energy 3,391,373.00 3,341,373.00 100.00 03546981 &
Oz 1180055720 Electric 27,594.40 27,594.40- 03547001

Oz 1180055730 Natural Gas 1,723.42 1,723.42- 03547010

Oz 1180055740 Propane 23075 239.75- 03547028

=0 1180055710 B Energy 3,341,373.00 20,557.57 3,311.815.43 99.12 13546961

Os 1180055750 B Services 371,746.00 371,746.00 100.00 03547044

Notice the General Ledger Balance column currently has a balance of 29,557.57 from
previous encumbrances.

The BA checks the annual operating budget. If this budget is not checked, the
encumbrance may exceed the budget amount for a particular account; therefore, causing
an over expenditure to that particular budget. It is important to correctly enter an operating
budget encumbrance using the correct version for the proper budget ledger to be viewed.
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T/B Ledger Comparison with Encumbrances - Trial Balance / Ledger Comparison

QO X = Row ) Toos

Skip to Account % 11505 5700 [ Select  Skip To

Ledger Type 1 o Budget Amount Level Of Detai 7 [Jperiod /ate

Ledger Type 2 A General Ledger LT 1 Thru Date TAR01E

Type/Subledger T LT 2 Thu Date WB1016

Recards 1- 44 Customize Grid [Gi
O EZ“':"IO' ﬁi‘;:g: ;gi‘ggﬂa :;”C‘r‘i::m Budget Amount Balance  General Ledger Balance ‘B’:::"‘:f Budget Amount Period Balance  General Ledger Period Balance :,’g::jg‘;a‘ma l” \P/:E:
[m]E! N UTILITIES - DGS

Os 1180055710 B Energy 3,391,373.00 3,391,373.00 100.00

D 7 118005.5720 Electric 27,594.40 27,594.40

Oz 1180055730 Natural Gas 172342 172342

Oz 1180055740 Propane 239.75 23975

& 1180055710 B Energy 3,341.373.00 29,557.57 %912

The blue subtotal lines at LOD 6, displays a budget balance of 3,311,815.43 as of
03/31/2016.

Capital Job/Contracts & Grants Budget (JA)/Commitments Inquiry

Job Cost (Contracts & Grants) provides a method of capturing material and labor expenses
and production statistics at a lower reporting level than the standard general ledger. Using
job cost, you can tack labor and materials as well as production statistics by job. Actual
expenses and statistics applied to jobs are then summarized with the general ledger
expenses and statistics for financial reporting. The program is primarily used to view job
and project commitment details on an account-by-account basis. The budget is also for
viewing subcontract commitments. These budgets are set up for particular jobs or contracts
and should be handled differently than the annual operating budget. Once again, it is
important to select the correct version upon entering the commitment to ensure the proper
ledger is encumbered.

The Job Cost (JA) account number will always begin with the letter K for contracts, C for
capital projects, and N for non-capital projects.

_ EnterpriseOne Menus — FMIS Master Directory — FMIS Inquiry Menu — Work with Contracts &
Via Menus Grants — Contract or Grant Status Inquiry

¥ EnterpriseOne Menus > FMIS Master Direciory > FMIS Inguiry Menu > Work with Contracts & Grants

ul| Contract or Grant Status Inguiry

= Application: P512000, Form: W5120004, Version:
L NNO0OL
Function Processes and Results
Checking the ) )
Budget Job Cost 1. Select ‘Contract or Grant Status Inquiry’ from the ‘Work with Contracts & Grants menu.
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Contract or Grant Status Inquiry - Job Status Inquiry

VoD NS .

Display | Additional Selections

Project Options Columns Job Codes AccountCodes More Columns

From Date/Period

Job Mumber K030714 CG JOM HEADSTART-CHIMLE ~ Thru Date/Period 31/2006
Job Posting Edit M Level of Detail g
Column Version MM (Blank = User 1D} Subledger =

Form Actions

Subcontracts Change Mgmt Profit Recognition
Row Actions
Progress Enlry - Select One - ﬂ Q Commitment Inquiry Budget by LT
! Records 1-35
|:| & L Cast Account Original Budget Amt Revised Budget Amt  Actual Amount Budget Balance Open Commit Amount P % Revised Spent
D Type Description E
Function Processes and Results

Checking the
Budget Job Cost

2. Atthe ‘Job Status Inquiry’ form, enter the K account number in the ‘Job Number’

field.

3. Click in the “Thru Date/Period’ field, enter a date to reflect the last day of the current
month.

o Although the Thru Date/Period field defaults with the current date, always

enter a date that is the last day of the current month for an accurate financial budget.

4. To narrow your expense ranges in the grid go to step 5, otherwise click the ‘Find’

button.

Contract or Grant Status Inquiry - Job Status Inquiry

W (O X H, Eom — Row [£ Report

Display I Additional Selections IProject Options Columns Job Codes Account Codes More Columns

Skip From/Thru
Skip From Cost Code:

Skip Thru Cost Code:

Display
* Skip From Cost Type: x [] pisplay Zero Accounts
* Skip Thru Cost Type: * [] Display Header Accounts

|:| Display Header Description

To Date

#) Inception

Cumulative

) Period

Function

Processes and Results

Checking the
Budget Job Cost

(Optional Steps)

5. Select the ‘Additional Selections’ tab.
6. Click in the ‘Skip From Cost Type:’ field, enter an expense range.

. This is the beginning expense range, enter 4000.
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Contract or Grant Status Inquiry - Job Status Inquiry
v QO & ., Eorm — Row E’\’, Report ¢z, Tools

Display = Additional Selections =~ Project Options  Columns

Job Codes

Al Codes  More Columns

Skip From/Thru Display To Date
Skip From Cost Code: * Skip From Cost Type: D Display Zero Accounts é Inception
Skip Thru Gost Code: * Skip Thru Cost Type: [] Display Header Accounts () Cumulative
|:| Display Header Description
Function Processes and Results

Checking the o . i
Budget Job Cost 7. Click in the ‘Skip Thru Cost Type:’ field, enter a thru expense range.

(Optional Steps) . This is the thru expense range, enter 5000.

8. Click the ‘Find’ button.

Contract or Grant Status Inquiry - Job Status Inquiry

~/ (0 % F,Fom — Row [ Report Toals

Display | Additional Selections Project Options Columns JobCodes Account Codes More Columns

Skip From/Thru Dizplay To Date
Skip From Cost Code: * Skip From Cost Type: 4000 [] pisplay Zero Accounts (®) Inception
Skip Thru Cost Code: * Skip Thru Cost Type: 5000 [] Dieplay Header Accounts

|:| Display Header Description

Records 1-8
|:| & IE) %?:; ggzlrji:iiun Criginal Budget Ami Revised Budget Amt  Actual Amount Budget Balance Open Commit Amount E
O 6 4300 Data Conv-Supplies 1,910.24 B
|:| 5 4100 Office Supplies & Equipme 1,910.24
O 6 4410 Operating Supplies 15,599.81 52,706.21 52,706.21 B
O 7 4421 Data Conv-Gen Op Supp 15,599.81 15,599,81 1
M [3 4410 Operating Supplies 15,599,81 68,306.02 15,599.81 52,706.21
O 5 4400 Operating Supplies 15,599.81 68,306.02 15,599.81 52,706.21

O 4 4000 Supplies 17,510.05 68,306.02 15,599.81 52,706.21

b D 1 Total: 17,510.05 68,306.02 15,599.81 52,706.21

The Actual Amount and the Open Commitment Amount columns indicate expensed and
encumbered purchase orders against the budget.

The blue subtotal lines at LOD 6, Cost Type 4410, displays a Budget Balance of
52,706.21 as of 03/31/2006.

Oracle / PeopleSoft -104 - Revised 02/22/2018
Proprietary & Confidential



Glossary

Definitions

Duplicate voucher/invoice notification — system feature that alerts user that same
supplier invoice number was already entered on another voucher. Prevents
duplicate payments.

Invoice — a bill from a provider of goods and services, requesting payment.

Payment group - vouchers that have similar information, such as the same bank
account and payment instrument. This allows the system to process similar vouchers
in the same way. You use the payment groups when you review and write payments.

Payment processing — the process where a payment records are matched one-to-
one to vouchers in the system. In other words, one payment record corresponds to
only one (not multiple) voucher. Can be done manually or automatically.

Procurement — A process where goods and services are first ordered. In
procurement, vouchers are automatically created when the (1) purchase order, (2)
supplier invoice, and (3) receipt match.

Posting — The process following voucher entry and approval when the vouchers are
recorded in the company’s accounting records. Without posting, a company does
not have the most current report of its balances and performance.

Purchase order — In procurement, a specific request to order goods and services
from a specific provider of goods and services.

Recurring Voucher — A type of voucher that occurs with a consistent frequency.
For example, the maintenance contract agreement must be paid on the first of every
month.

Redistribution — the process when logged vouchers are removed from the
suspense account and reassigned the appropriate G/L account.

Supplier management — Knowledge about and relationships established with
suppliers so as to leverage an organization’s purchasing power for better terms and
conditions.

Three-way matching — Matching purchase order, receipt document, and vouchers.
Voucher — a document produced by the purchaser of goods and services to

represent the details contained on the provider’s invoice (product number,
description, quantity, cost per unit) in order to prepare for payment processing.
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Understanding G/L Date Warnings

When entering a transaction, the system edits the G/L date against the open period in the
company constants. If entering a voucher with a G/L date that is not in the current or next
accounting period, a warning or an error message is generated.

In the example below, if the company constant in the G/A system is set with the current
period equal to 06, and transactions are entered to periods 06 and 07 (June and July), a
warning or an error message would NOT occur because these are open periods. This is
known as a “two-period” window. If a transaction is entered outside the two-period window,
a message will appear.

2004 2005 2004

* PYED I PRCOY | | | PACOH I WACOH
Jurng —/ \\—.Jul','
Current MNext Parod
Pariod
Mo Errors
PYEB = Price Year Erel Ralmoe ar Warnings

PHCCY = Post Befone Cur Odf
Ay Prst Afver Cur OfF
WAL= Way After Cur O

Error messages

PYEB — You entered a G/L date in the prior year.

PBCO - You entered a G/L date before the current period.

PACO - You entered a G/L date that is after the two-period window.
WACO - You entered a G/L date in a future year.
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List of Contacts

FMIS PROJECT MANAGER
TECHNICAL SUPPORT
ACCOUNTS PAYABLE
PROCUREMENT/INVENTORY
ACCOUNTS RECEIVABLES
JOB COST

GENERAL ACCOUNTING
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Laura Johnson
Nathan Francisco
Marcie Allison-Destea
Rachel Williams

Judy Cordero
Deborah Etsitty
Carolyn Bailey
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928 871-6106
928 871-6337
928 871-7805
928 871-6318
928 871-6770
928 871-6220
928 810-8543
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