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AP240

AP240 Managing Vouchers

Course Overview

Vouchers are records that are created for the processing of vendor invoices, employee expenses,
or adjustments. A voucher is also created for those items for which you must make payments, but
do not receive an invoice. Rent payments are a good example of a monthly payment for which
you would not normally receive a vendor invoice. Vouchers tie together the vendor, invoice date,
invoice amount, line items, distribution (accounting) information, and any purchase orders or
receivers for individual vendor invoices.

The AP240 Managing Vouchers course discusses reviewing, updating and managing voucher
information prior to payment creation.

Course Outline
The following sections and lessons provide information and step-by-step instructions on:

Course Audiences and Prerequisites

Lesson 1: Managing and Entering VVouchers
Lesson 2: Managing Voucher Control Groups
Course Summary
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Course Audience and Prerequisites

Audience(s)
The Judiciary audiences for this course are:

e AOC - DBF Accounting Operations
e District Court - HQ

GEARS Role(s)
This course is intended for Judiciary employees with the following GEARS role(s):

AP Supervisor

AP Manager

AP Senior Analyst (DBF- Reports Supervisor)
AP DBF Analyst

AP Field Supervisor (District Court Only)

Prerequisites
The recommended prerequisites for this course are:

e INT100 Introduction to GEARS
e AP100 Understanding GEARS Payables
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Understanding Procure to Pay

What is Procure to Pay?

Procure to pay is the transactional relationship cycle between Procurement (PO) and Payables
(AP). It provides control and visibility over the entire life-cycle of a transaction from the way an
item is ordered to the way that final invoice is processed - providing full insight into cash-flow
and financial commitments.

How Does Accounts Payable Work Together with Purchasing?
Accounts Payable and Purchasing work together seamlessly in various ways. They:

e generate vouchers for received goods and services
o perform 2-way or 3-way matching validation among receipts, purchase orders, and

invoices
o and allow the user to view related documents and transactions across the entire procure-

to-pay process chain
How Does GEARS Manage All of the Data for these Transactions?

As the two modules work together, you may wonder how the data is managed. GEARS utilizes
Informational Hierarchies. The Informational Hierarchy consists of the following:

=]

Voucher Origin

Control Group

Vendor

Business Unit
Voucher Origin
Control Group
Vendor
Voucher
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Each Business Unit acts as a separate area of control, representing an independent processing
entity. For all Judiciary wide transactions, your business unit is MDJUD. The Voucher Origin is
a designation to identify where the voucher data originated. The most commonly used origin is
Online which is noted as ONL.. This identifies that the vouchers was entered online and directly
within the Accounts Payable module. The Control Group acts just as its name states. It allows
control and management over an entire group rather than individual parts that make up the group.
The Vendor is a company or it could be an individual, which supplies goods or services to
another company (in this case the Judiciary). Finally, the Voucher is an electronic accounting
document produced after receiving a vendor invoice. It represents an internal intent to make a
payment to the vendor for goods and/or services for the amount due as noted on the invoice.

With respect to the vendor, all are contained within a centralized location called the Vendor
Master File. It is a central, comprehensive data base file maintained by the Department of
Systems and Fiscal Compliance (DBF) that contains information about vendors used to facilitate
financial transactions between companies. The information includes Tax ID, payment terms,
address, contacts, and payment or purchase transaction history.

There are several different voucher types that you may need to be able to recognize. They are:

o Direct Voucher: This is no source document.

o Standard Receipt Voucher: These are vouchers that require a match to an existing
receipt.

e Purchase Order (Express PO) Voucher: These are vouchers that require a match to a
local on-site procurement or corporate level purchase order.

There are steps to voucher processing worth noting. It assists with voucher dependencies and
balancing functionality. The steps are to:

Access the Voucher component.

Search / Select an approved Vendor.

Create vouchers online.

View purchase order and receiver references. Be sure to associate receiver lines with
voucher lines for matching.

Matching
With Accounts Payable and Purchasing working together it allows for 2-way and 3-way

matching. This is important because it is an internal control within GEARS, and it ensures that
you pay for only the goods and services that you order and receive. The following is a quick look
at 3-way vs. 2-way matching.
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Quick Reference

3-Way Matching vs. 2-Way Matching

3-Way Matching

2-Way Matching

Matches:

* Purchase Order

s Receipt (Receiving Report)
» Vendor’s/ Supplier Invoice

Matches:
* Purchase Order
» Vendor’s/ Supplier Invoice

Commonly used for any goods or services
that have been delivered or rendered and
a receipt has been processed withinthe
system.

Commaonly used for non-item purchases
for which there are no receipts that can be
processed within the system.

» QOffice Supplies
* Furniture
* Computers

* RepairServices
s Rent/Lease Agreements
* Maintenance Contracts
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What Happens to My Voucher?
Here is the basic flow of vouchers in PeopleSoft Purchasing:

Create the woucher.
o Lise the online voucher pages.

v

Fun the Budget Checking Frocess.
. This process defermines whether funds exist fo cover the cost of the invoice.

v

Run the Matching Frocess.

. This process defermines whether the aporopriate source documents and unit price mafch the
detalls of the invoice.

» Matching and Budget checking is reguired prior fo aporoval

v

Approve the wvoucher.
= The voucher can require aporoval by vour infernal superiisor

b4 S

DBF the Reviews and Validates the voucher.

v

The voucher information and corresponding
documentation are sent to GAD for final processing by the
State of Maryland.

v

GAD sends back the Warrant/Payment information within
5-30 days.
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The Structure of a Voucher
A voucher consists of (3) basic elements:

o Header: The Header contains high-level information about the transaction.

e Line: Line level information details the goods or services being purchased.

o Distribution: Distribution level information includes the budget and accounting details
for the purchase.

Budget Checking

You can budget-check individual vouchers when you create them online, or you can budget-
check multiple vouchers and voucher accounting lines in batch mode. The online version and the
batch version of the Budget Processor process perform exactly the same tasks. Batch mode is
recommended for efficiency, and it is required if you budget-check voucher accounting lines.
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Lesson 1: Reviewing Vendor Information

Lesson Overview

Though the Systems and Fiscal Compliance unit manages vendor information, Local court and
Judiciary department locations have inquiry access to vendor records including the ability to
search and retrieve vendor information to manage their respective Procure-to- Pay transactions.
Vendor Inquiry is done through the Review VVendor component.

In GEARS, vendor information includes the following:

e Vendor name(s)

e Tax identification Number (TIN)

o Status, vendor class, and other basic business information that tells you what kind of
vendor you are entering

e 1099 status (whether a vendor is a 1099 vendor or not)

o Physical addresses for the vendor

e A vendor's mail code (remit-to address code)

NOTES:

e When a new vendor is created and saved, the system generates a 10-digit vendor ID. The
vendor's TIN is also entered as a vendor identifier in the system.

o When searching for a vendor in the system, you can use any of the data elements entered
on the vendor record including the vendor ID or the vendor's TIN.

e Thevendor's TIN and mail code combination is stored in the Short Vendor Name field
in the following format: 000000000-000. For example, the Short Vendor Name field
may display 123456789-000

Lesson Objectives
After completing this lesson, you should be able to:

e Search for vendor and review the vendor's information
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1.1 Searching for Vendors
Once vendors have been established and saved, you can search for the vendor record using the

Review Vendors search page. Use the Review Vendors page to search by name, short vendor
name (tax identification number), vendor status, and physical location (address, city, state, zip
code), among other criteria.
After completing this topic, you will be able to:

e Use the Review Vendors page to search for and review summary vendor information

Procedure

In this topic, you will search for a vendor using the Vendor Information - Review Vendors
page.

Step Action

1. Navigate to the Review Vendors search page.

Click the Vendors link.

2. Click the Vendor Information link.

Eendor Information

3. Click the Add/Update link.

4, Click the Review Vendors link.

Review Vendors
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Home | Workist | MuliChannel Console |  AddtoFavorites |  Signoul
Favortes . Main Menu > Vendors > Vendor Information » Add/Update > Review Vendors

ElNewwindow 7 Help [ Personalize Page %, hip

Review Vendors
“SetiD: EHARE Q Vendor ID: Q
Name: Equal o - ShortName: Equal o - a
Withholding Name: Equalto M Classification: -
Vendor Status: M Type: -

Persistence: -
Address: Equalto h City: ‘
Customer Number: Country: Q
1D Type: Tax|dentification Number - State: Q
VAT Registration ID: Postal:
Withholding Tax ID: Bank Account #:

Search Clear Add Vendor

The Review Vendors page is used to find and view summary vendor information
and to access a vendor record to review and update, when needed.

6. To begin a search, use one or more of several search options to narrow your search.
When you enter less criteria the system retrieves more vendor records.

In the top section, you may search by the following fields:

- Name

- Short (Vendor) Name (Tax Identification Number and Mail Code Combination)
- Vendor ID

- Vendor Status

- Vendor Type

7. Use other search options including vendor address components such as street
Address, City, State, and Zip Code.

8. Click the Search button.

Page 10



6@ GEARS Training Guide

General Enterprise And Resource Support AP240 Man aging Vouc hers

OoRrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > Vendors > VendorInformation » Add/Update > Review Vendors

ENewwindow 7 Help [ Personalize Page [, htp ~

Review Vendors

“SetiD: SHARE a Vendor ID: Q

Name: Equal to v [Verizon Equal to - [s

Withholding Name: Equalto - Classil -

Vendor Status: M Type: -
Persistence: -

Address: Equalto - | City: [

Customer Number: Country: Q

1D Type: Tax Identification Number - | State: Q

VAT Registration ID: Postal:

Withholding Tax ID: [ Bank Account #: [ L
Search Clear

gt Venor | it et

SetiD  Vendor ID Name 1 Shorthame Address City State Couniry Effective Status.

SHARE 0000004122 5 VERIZON 230397860-001 PO BOX 4832 TRENTON NJ UsA Active

SHARE 0000004183 5 VERIZON 232743964-006 PO BOX 650457 DALLAS ™ UsA Active

SHARE 0000005278 & VERIZON 520270070-000 POBOX 17577 BALTIMORE ~ MD UsA Active

SHARE 0000005279 F VERIZON 520270070-001 PO BOX 28001 biﬂgﬁ PA UsA Active

SHARE 00000052815 VERIZON 520270070-004 PO BOX 660720 DALLAS Tx UsA Active

SHARE 0000005283 VERIZON 520270070-011 PO BOX 646 BALTIMORE ~ MD UsA Active

SHARE 0000005284 & VERIZON 520270070-015 POBOX 17577 BALTIMORE ~ MD UsA Active o
SHARE 0000005285 5 VERIZON 520270070-016 PO BOX 646 BALTIMORE ~ MD UsA Active

SHARE 0000005286 & VERIZON 520270070-019 POBOX 4832 TRENTON NJ UsA Active

Step Action

9. The Search Results grid displays a list of vendors matching your search criteria.

The Main Information tab for the vendor(s) listed is also displayed. This tab
provides basic vendor identifying information, including:

- Vendor ID

- Name 1 (legal name)

- Short (Vendor) Name (Vendor TIN and Mail Code combination)

- Address Information

- Effective Status (of the Address - Active or Inactive)

10. Click the Additional Vendor Info tab.
| Additional Vendor Info |
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Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul

ENewwindow 7 Help [ Personalize Page [, htp ~

st

Review Vendors
“SetiD: SHARE a Vendor ID: Q
Name: Equal to v [Verizon Equal to - [s
Withholding Name: Equalto - Classil -
Vendor Status: M Type: -
Persistence: -
Address: Equalto - | City: [
Customer Number: Country: Q
1D Type: Tax Identification Number - | State: Q
VAT Registration ID: Postal:
Withholding Tax ID: [ Bank Account #: [
Search Clear Add Vendor

First Kl 19019 O Last

Personalze | Find | View 41 | B | 3

Status  Classification Persistence  ARMNumber Withholding ~ Wthd Name
Approved  Outside Party Regular
Approved  Outside Party Regular
Approved  Outside Party Regular
Approved  Outside Party Regular
Approved  Outside Party Regular
Approved  Outside Party Regular
Approved  Outside Party Regular
Approved  Outside Party Regular
Approved  Outside Party Regular

VAT Vendor Open For Ordering  Sanctions Status
Valid
Valid
Valid
Valid
Valid
Valid

Valid

Valid

Valid

Step Action

11.

- Classification (type of vendor)

vendor can be used of transactions)

The Additional Vendor Info tab displays.

On the Additional Vendor Info tab vie the following information:
- Vendor's status (e.g., Approved, Denied, Unapproved (pending approval))

- Persistence (frequency of use, e.g., "Regular"),
- Open for Ordering status (when a vendor is approved and this flag is selected, a

12. Click the Audit Information tab.

| Audit Information |
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ORrRACLE

Home | Workist | MuliChannel Console | AddtoFavorites | Sign oul
Favorites - Main Menu > Vendors > Vendor Information » Add/Update > Review Vendors

ENewwindow 7 Help [ Personalizs Page [ hitp =

Review Vendors
“SetiD: [SHARE a Vendor ID: Q
Name: Equal to v [Verizon Equal to - [s
Withholding Name: Equalto - Ci -
Vendor Status: Type:

Persistence: hd
Address: Equalto - | City: [
Customer Number: Country: Q
1D Type: TaxIdentification Number - | State: aQ
VAT Registration ID: Postal:
Withholding Tax ID: [ Bank Account #: [

| search | Clear | Add Vendor

Search Results

Information

| Additional Vendor Info

Audit Information

Last Activity Date
0211212013
021122013
021122013
021212013
0211212013
021122013
0211212013
021122013
02112120

Last Modified By
ADC_CONVERSION
ADC_CONVERSION
AOC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION
AOC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION

ADC_CONVERSION

Last modified date

0211213 6:34PM

0271213 6:34PM

02/1213 6:39PM

0211213 6:39PM

02/1213 6:39PM

02/1213 6:39PM

0211213 6:39PM

02/1213 6:36PM

0211213 6:36PM

Created By
ADC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION

ADC_CONVERSION

Created Date/time

01/2513 9:38PM

0172513 9:39PM

0172513 9:43PM

0172513 9:43PM

0172513 9:43PM

0172513 9:43PM

0172513 9:43PM

0172513 9:43PM

0172513 9:43PM

Step

Action

13.

The Audit Information tab displays vendor record activity, including the user ID of
who created and last modified the record and when.

ORrACLE

Favorites  Main Menu > Vendors > Vendor Information > Add/Update > Review Vendors

Worklst

ENew Window 7 Help

[ Personalizs Page [ hitp =

Sign oul

Search Results

Main Information Additional Vendor Info

Audit Information

Last Activity Date
02122013
0211212013
0211212013
0211212013
0211212013
0211212013
0211212013
0211212013

020122013

Last Modified By

AQC_CONVERSION
ADC_CONVERSION
AOC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION
AOC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION

AOC_CONVERSION

Review Vendors
“SetiD: [SHARE a Vendor ID: Q
Name: Equal to v [Verizon Equal to - [s
Withholding Name: Equalto - e g
Vendor Status: T Type: T
Persistence: T
Address: Equalto - | City: [
Customer Number: Country: Q
1D Type: TaxIdentification Number - | State: aQ
VAT Registration ID: Postal:
Withholding Tax ID: [ Bank Account #: [
| search | [ Clear | Add Vendor

Last modified date
02/1213 6:34PM
0271213 6:34PM
02/1213 6:39PM
0211213 6:39PM
02/1213 6:39PM
02/1213 6:39PM
0211213 6:39PM
02/1213 6:36PM
02/1213 6:36PM

Created By
AQC_CONVERSION
AOC_CONVERSION
AOC_CONVERSION
AOC_CONVERSION
AOC_CONVERSION
AOC_GONVERSION
AOC_CONVERSION

ADC_CONVERSION

AOC_CONVERSION

Created Dateltime
0172513 9:38PM
0172513 9:39PM
0172513 9:43PM
0172513 9:43PM
0172513 9:43PM
0172513 9:43PM
0172513 9:43PM
0172513 9:43PM
0172513 9:43PM
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Step Action

14. To start a new search, use the Clear button to erase your current search criteria.

Then enter new search criteria, as desired.

15. You have successfully completed the Searching for Vendors topic.

You have learned how to:

- Search for a vendor using the Review Vendor page
- Review vendor information

End of Procedure.
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Lesson 2: Entering Vouchers and Identifying Voucher Types

Lesson Overview

An invoice is the document a vendor submits to request payment for goods or services delivered.
When vendor invoices are received by the Judiciary, the invoice information is entered into
GEARS Payables through a voucher. A voucher is used to record receipt of a vendor invoice and
aggregate payments to a vendor.

Voucher Types
There are two types of voucher created to record receipt of a vendor invoice:

1. PO Vouchers: references a source document such as a purchase order receipt (PO
receipt) or an Express Purchase Order (Express PO).

2. Non-PO Vouchers: entered to process a direct payment to a vendor, when no PO receipt
or Express PO has been created.

Both voucher types consist of a voucher header, voucher lines, and distribution lines. However,
once a PO receipt or Express PO has been associated to the voucher, the voucher inherits the
purchase order's header, line, and distribution information. The voucher details must be entered
when you create a non-PO voucher.

Lesson Objectives
After completing this lesson, you should be able to:

Identify steps in the voucher entry process
Identify voucher statuses

Process purchase order based invoices
Process non-purchase order based invoices
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2.1 Understanding Voucher Entry
Generally, voucher entry and processing includes the following steps:

Create and save the voucher

Process the voucher

Approve the voucher within court or department
Create and process voucher control groups (DBF Only)
Post vouchers (DBF Only)

Generate General Ledger journals (DBF Only)

IS

The table below describes each step in the voucher entry process.

Voucher Step Description

Avoucher s created efther through anling entry.

1. Create and save voucher

Local court and Judiciary departments run on-demand (immediate) processes to prepare the
voucher for approval and posting. These processes include:

+ Matching: compares voucher lines with referenced purchase order and receipt lines o
venfy that what was ordered is being paid. This process is also referred to as three-way
matching,

v Budget Checking: validates accounting information

v Document Tolerance: venfies that the amount of the voucher lines copied from a
purchase order fine doss not exceed the defined tolerance percentage/amaount

2. Process voucher

NOTE: Non-purchase order vouchers only require Budget Checking.

Vouchers are approved within the coutt or department that the voucher was originated. Voucher
approval routings vary forthe following vouchertypes:

3. Approve voucher v Employee Re-imbursements
v Local Couts
o Judicial Information Systems (JIS)

Once voucher have been processed, the DBF Accounts Payable Supervisor creates voucher

. control groups and submits them for review by the designated DBF personnel.
4. Create and review voucher control

groups (DBF) Voucher accounting lines and attached documentation are venfied in the control group. Comections
are made, If needed. The control group can also be deleted if applicable.

Afterthe voucher control group has been venfied, vouchers are then pasted using the Voucher
5. Post vouchers (DBF) Post process. This process creates accounting enties and posts themfo the Payables madule

6. Generate General Ledger joumals Once voucher accounting enties are crezted and posted in Payables, the Journal Generator
(DBF] process is run by DBF to create comespanding General Ledger Joumal entrss.
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2.2 Understanding Voucher Statuses

Vouchers go through several stages from initial entry to payment to posting. GEARS Payables
tracks these stages using various statuses. The following status types relate to various actions and
processes that can be run on a voucher:

e Entry status

o Approval status

¢ Document Tolerance status
e Budget status

¢ Match Status

¢ Voucher Post status

This topic discusses the stage and statuses that a voucher in GEARS may have from voucher
entry to processing the voucher for approval and posting. After completing this topic, you will be
familiar with:

e Various statuses that a voucher can have during processing

You can review voucher statuses on the Summary page of a voucher. The voucher Summary
page is displayed below.

Home | Workist | Mulihannel Console |  Add foFavorites | Sign out
Favorites * Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry

[*] Related Content () New Window ? Help (& Personalize Page 5} hitp
) Related Documents " Invoice Information | AOC MD Payment | Payments | Voucher Aftibutes | Error Summary

Business Unit: MDJUD Invoice Date: 04012013
Voucher ID: 00000093 Invoice No: STP-2309
Voucher Style: Regular Invoice Total: 72.00 UsD
Contract ID:
Vendor Name: STAPLES Pay Terms: Due Now
300 PearTree Ln Voucher Source: online
Strongs\ill, OH 28371
Entry Status: Postable Origin: ONL
Match Status: Matched Created: 041012013
Approval Status: Approved Created By: elisha.archibold
Post Status: Posted Modified: 04072013
Modified By: tara dean
Doc Tol Status: Valid ERS Type: Not Applicable
Budget Status: Valid Close Status: Open
Budget Misc Status: Valid

*View Related

& save |& RetuntoSearch | [Z] Moty

Payment Inquiry

) Refresh

Go

[Er Add

Summary | Related Documents | Invoice Information | AOC MD Payment | Payments | Voucher Afiibutes | Error Summary

Reviewing Voucher Statuses

The following table illustrates the values for each voucher status - before and after processing.
The statuses are listed in the order that they would occur:
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Status Type Process Initial Status ~ Post-Processing Statuses
Entry Status Voucher Entry Open » Postable: Voucher passed all system validations and
can be posted.
s Recycle: There are errors that must be corected
before the voucher can be posted.
+ [Delefed: The voucher has been deleted.

Approval Status Voucher Approval To Be Approved  »  Pending: The voucher is awaiting approval.

» Approved: The voucher has been approved by an
authorized user.

o Denied: The voucher has been denied by an
approverin the approval workflow. The voucher
should be updated or canceled (by authorized DBF
user).

Document Tolerance  Document Tolerance  Nof Checked  «  Valid® The voucher has been successfully passed
Status Checking document tolerance checking.
» Exceptions (Error): The voucher has not passed
document tolerance checking and has ermors.

Budget Status Budget Checking Not Checked  »  Valid: All voucher lines and distributions have passed
budget validations.
»  Exceptions (Error): There are budget exceptions on
one or mare voucher distributions that must be
cormected.

Match Status Matching No Match » Matched: The voucher is successfully matched.

+ ToBe Matched: Vouchers have not gone through the
Matching process orvouchers have been
unmatched.

» Exceptions (Error): Exceptions occurred when
applying the match rules to the voucher.

o Manually Overridden: The match status was
overridden and manually assigned by an authorized
DBF user.

Post Status Voucher Posting Not Posted » Posfed Accounting entries have been created and
posted tothe Payables module.
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2.3 Reviewing a Voucher
A voucher contains several tabs / pages which provide summary and details, including:

Summary tab
Related Documents
Invoice Information
Payment

MD AOC Payment
Errors

In this topic you will review the pages within the voucher component.

After completing this topic, you will have reviewed the following information within the voucher
component:

Voucher statuses

Voucher summary information

Voucher related transaction information

Invoice information

Payment reference information from the State of Maryland General Accounting Division
(GAD)

Payment options (e.g., payment method, hold options, payment messages)

o Payment schedule options (e.g., scheduling payments vs. recording manual payments)

e Voucher errors that may occur during the Voucher Build process

Procedure

In this topic, you will review the pages within the voucher entry component.
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ORrRACLE

Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

) Related Documents ' [nvoice Information | AOC WD Payment " Paymenis

(] Related Content & New Window 7 Help [& Personalize Page & tip

%I GEARS

O General Enterprise And Resource Support

Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul

Voucher Aftributes ' Error Summary

Business Unit: MDJUD Invoice Date: 04/0172013
Voucher ID: 00000093 Invoice No: STP-2309
Voucher Style: Regular Invoice Total: 72.00 UsD
Contract ID:
Vendor Name: STAPLES Pay Terms: Due Now
300FearTreeLn Voucher Source: Online
Strongsyill, OH 28371
Entry Status: Postable Origin: ONL
Match Status: Matched Created: 04/0172013
Approval Status: Approved Created By: elisha.archibold
Post Status: Posted WModified: 04/0772013
Modified By: tara.dean
Doc Tol Status: Valid ERS Type: Not Applicable
Budget Status: Valid Close Status: Open
Budget Misc Status: valid
“View Related Payment Inquiry v G
I3 Save £ Retumntio Search |[Z] Moify | Refresh [+ Add
Summary | Related Documents | Invoice | AOC MD Payment | Payments | Voucher Aftributes | Error Summary

Step Action

1. The Summary page of the voucher lists a summary of the voucher gross amount,
payment terms, source, status, information about the user that last modified the
voucher and when, and links to related information.
The Summary page only displays after a voucher is saved.

2. The voucher statuses display in the bottom left corner of the page including:
- Entry Status
- Match Status
- Approval Status
- Document Tolerance Status
- Budget Status
- Post Status

3. The Voucher Source field indicates the voucher's source. Sources include:
- Online
- Contracts (Recurring VVoucher Contracts)
- Receivables Customer Refunds
- Non-EST
- Traffic Refunds
- Procurement Cards
- Quick Invoice
- Self Service Invoices (Interpreter Invoices)
The voucher in this example was created through online entry. The Voucher
Source is "Online".

4, You can review when the voucher was created, by whom, and when it was last

modified.
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Step

Action

5.

When applicable, you can access the inquiry pages of related transactions using the
View Related drop-down list.

Click the View Related list.
| Payment Inguiry - |

In this example, click the Purchase Order Inquiry list item.
[Purchase Order Inquiry |

Click the Go link to open the inquiry page.

| 4 s . e iy
(M B nttp:i/oracleld,courts state.md.us13080/psp/Fotst_ O ~ & X || EUREBuIar £kt (2 Purchase Orders

i OIRZ
Home | Workist | MuliChannelConsole | AddtoFavortes | Signout
Favorites ~ Main Menu > Purchasing > Purchase Orders > Review PO Information > Purchase Orders
ENewWindow ? Help [& Personalize Page & htip
Purchase Order Inquiry

Purchase Order

Business Unit: MDJUD PO Status: Dispatched
POID: 0000000147 Budget Status: Valid
PO Date: 04/01/2013 Doc Tol Status: Valid
Vendor Name: STAPLESD1-1 BacKorder Status: Not Backordered
Vendor ID: Vendor Details Receipt Status: Received
Buyer: Jone, Hold From Further Processing
e [ Amount Summary ______________________|
PO Reference:
Merchandise: 7200
:ea:erze(aus . g;tR;v Document Status FreightTaxMisc.: 0.00
eader Commen ching . .
Change Order Activity Summary Total: 7200usD
Encumbrance Balance: 0.00USD

Personalze | Find | View A1 1B [ 3 prst Bl g op1 1 st
Merchandise

Line ttem 1D Item Description Category PO Gty om  jercher Status
1 FZ pe-1 Stamps. Rubber MISCELLANEOUS 1.0000 EA 72.00USD Approved | (2 =
& Retumto Search | |[Z] Nefify 5 Related Lif

The inquiry page opens in a new window.

After reviewing the inquiry page, click the Close button to return to the voucher.

Page 21




Training Guide
AP240 Managing Vouchers

&

o

GEARS

General Enterprise And Resource Support

Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

| MuliChannel Console |

Add fo Favorites |

Sign oul

[¥] Related content ) New Window 7 Help [& Personalize Page &, ntp
m Relaled Documents |/ Invoice Information " AOC MD Payment " Paymenis " Voucher Attibutes " Error Summary
Business Unit: MDJUD Invoice Date: 040172013
Voucher ID: 00000093 Invoice No: STP-2308
Voucher Style: Regular Invoice Total: 7200 uso
Contract ID:
Vendor Name: STAPLES Pay Terms: Due Now
300 Pear Tree Ln Voucher Source: Online
Strongsvill, OH 28371
Entry Status: Postatile Origin: ONL
Match Status: Matched Created: 040172013
Approval Status: Approved Created By: «elisha.archibold
Post Status: Posted Modified: 0410772013
Modified By: tara.dean
Doc Tol Status: valid ERS Type: Not Applicalle
Budget Status: valid Close Status: Open
Budget Misc Status: valid
“View Related Purchase Order Inquiry v
2 Save & RelumtoScarch  |[] Moty | |7 Refresh | Add| [ Updatc/Dispiay)|
Summary | Related D | Invoice | AOC MD Payment | Payments | Voucher Afiributes | Error Summary
Step Action
10. The Summary page for the voucher displays.
Click the Related Documents tab.
" Related Documents |
OrRACLE
Home: Worklist MuliChannel Console Add to Favorites Sign out
Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry
[~] Related Content 0 New Window 7 Help & Personalize Page &, hip
Summary Inwoice Information ' AOC MD Payment " Payments " Voucher Atfributes " Error Summary
Business Unit: MDJUD Invoice No: Aetion:
Voucher ID: 00000093 Invoice Date: 0410172013 T
Voucher Style: Regular Voucher [ Run,
Vendor ID: 0000000009

~ Payment Details

Payment Status

Requested for Payment

Scheduled to  Payment
Pay

04/01/2013

Remit
SetiD
SHAR

ference

Personalize | Find | View Al | &

; Remitting  Payment Gross Payment _
Remit Vendor (0008 ethod  Amount Paid Amount Payment Curre
E 0000000009 1CHK 72.00 usb

<]

~ Voucher Line - PO Information
Invoice
line

1

Match Line Option

Full Match

PO Business
Unit
MDJUD

Purchase Order

0000000147

Personaize | Find |

. Schedule Quantity Unit of P
Line Number o= Item D B Measure Unit Price
1 1DC-1 1.0000 EA

First K14 014 O Last

Invoice
line

Receiving Business.
Unit
MDJUD

Receipt Number

0000000105

o 1. Receiver Shipping » Unit of Applied Receiver Merch
ReceiptLine o e Guantity Entered b2 e
1 1 1.0000 EA 72.000

Personaize | Find | view 21 | B |

Frst K 1019 O Last

Merchandise Amol

@ save A RetumtoSearch | [ Motfy | Refresh |

Summary| Related D | Invoice

| ADOC MD Payment | Payments | Voucher Aftributes | Error Summary

Undate/Display)|
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Step Action

11. The Related Documents page displays.

This page displays documents that have been associated with the voucher including
payments, purchase orders, and receipts (if applicable).

12. The voucher in this example references a purchase order (PO) and a purchase order
receipt (PO receipt).

The PO or PO receipt lines associated with each invoice line on the voucher display
in the Voucher Line - PO Information and Voucher Line - Receiver Information
sections, respectively.

13. The Payment Details section displays actual payment information for payments
disbursed by the Judiciary (e.g., Return of Escrow payments). This information
includes the status, scheduled pay date, payment method, and paid amount.

NOTE: Payment information for State issued warrants is displayed on the AOC
MD Payment page.

14. Click the Invoice Information tab.
| Invoice Information |
ORACLE

Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites  Main Menu > AccountsPayable > Vouchers > Add/Update » Reqular Entry
[¥] Related Content ) New Window 7 Help [5f Personalize Page &, hiip =
Summary | Relaled Documents W ADC MD Payment ' Paymenis ' Voucher Atiributes | Error Summary
——— et ot et —
sre oy
:?::2 ) Comments(1)
:i:a::e:::::;dur Search o ~Pay Terms: i Due Now |
‘;:’5';:‘;:;0“5: - Basis Date Type: Acct Date }"ﬁ B
Freight: ] bon Werchandise Summary Print Invoice
‘Dlwr::\bule by: U:::Prlce: Quan:t\ty: . . I
DneAsset;ﬁ E
fosoonl Recsnersy |
A T 0
Step Action
15. The Invoice Information page displays.

Use the Invoice Information page to enter/update voucher header, line, and
distribution (accounting) information.

Page 23




Training Guide T GEARS

AP240 Man aging Vouchers Q General Enterprise And Resource Support

Step Action

16. The voucher header contains high-level information about the voucher including,
the voucher ID, invoice number and date, accounting date, vendor information, and
the total amount of the voucher.

17. Voucher attachments and comments are added in the voucher header.

Add attachments or comments using the corresponding links in the header. The
number of attachments or comments added is indicated next to the hyperlink.

In this example, one attachment and one comment has been added.

18. The Accounting Date field for the voucher displays beneath the Invoice Date field
at the top on the page.

The Accounting Date is used to determine the date the transaction will be posted to
the General Ledger. This date defaults to the current date.

19. The payment terms default in the Pay Terms field. Use the Look up button to
identify different payment terms, if applicable.

20. The Copy From Source Document section below the header is used to create a
voucher using information from other documents including express POs, PO
receipts, vouchers, and voucher templates.

21. Every voucher must contain at least one invoice line to be saved.

Line information is entered or copied to into the Invoice Lines section of the
voucher.

22. In the Invoice Lines section, the Distribute By field is required and defaults as
"Amount." This indicates that you will distribute the cost of the line item by amount
rather than quantity.

If applicable, you can select "Quantity" to distribute the cost of the line item by
quantity. This sis applicable on to non-PO vouchers.

NOTE: If a voucher is created from a purchase order (PO) or PO receipt, the
voucher lines will default with the attributes of the purchase order lines. You cannot
change the Distribute By method.

23. When a voucher is created from another transaction, such as a PO or PO receipt, the
voucher line information is carried over from the copied document.

Otherwise, you must enter the line information.

24.

25. Each invoice line must have at least one distribution line (funding source).

If the voucher line and distribution were copied from another document such as a
purchase order or purchase order receipt, the distribution information defaults.
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Step Action

26. In the Distribution Lines section, the following Chartfield information displays on
the GL Chart tab:

- Account

- Batch Agency

- Fund

- Program

- Appropriation Number

- Appropriation Year

- Program Cost Account (PCA)

- Project Business Unit (Grants and Capital Projects)
- Project ID (Grants and Capital Projects)

- Activity (Grants and Capital Projects)

217. Asset information can be viewed on the Assets tab, if applicable.

28. Click the AOC MD Payment link at the bottom of the page.

NOTE: You can also access payment information by clicking the AOC MD
Payments tab at the top of the page.

| a0C MD Payment|

ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites = Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry
[*] Related Content &NewWindow 7 Help [ Personalize Page B htip
Summary | Related Documents | Inwoice information | (e[S FIEEATITAN “ Payments  Voucher Affributes  (Error Summary

Business Unit: MDJUD Invoice No: S§TP-2309
Voucher ID: 00000093 Invoice Date: 0410172013
Voucher Style: Regular Voucher Gross Invoice Amount 72.00
state status AddiUpdate
Ref. Document Number AOGC Vendor 1D Comments

STAPLES01-009

Archive Reference No. Vendor STAPLES

State Payments. Personaize | Find | View Al E | 3

Received :ﬁnam Trans Warrant Payment o4 ount Warrant Amount

e Payment Status Type Number Method
1

Transaction Description

State Adjustments Personaize | Fnd | view A0 | B | 8 st B qora D Last

Received y o Adjustment Adjustment . .
i Trans Type  Transaction Description P Adjustment Date >t Invoice Description
1
B Save Q. RetumioSearch [ Moify | |4 Refresh [Eadd) [EupdatcBispiay

Summary | Related Documents | Invoice Information | AOC MD Payment | Payments | Voucher Atiributes | Error Summary
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Step Action

29. The AOC MD Payment page displays payment details transmitted to the Judiciary
by the State of Maryland General Accounting Division (GAD).
Users with access to the voucher entry component can view this payment reference
information.

30. At the top of the page, you can view the following payment information for the
voucher:
- Archive Reference Number (ARN) related to the warrant
- State Status which indicates:

1) delivery of payment request to the State displayed as "Submitted to State
(TRN)", or
2) the receipt of payments details from the State displayed as "Paid by State (HX)"
In this example, a payment request for the voucher has not been sent to the State;
therefore, no information is available.
31. In the State Payments and State Adjustments sections the following information is
available when payment reference information is received from the State:
- Warrant information (warrant number, date, payment method amount, etc.)
- Transactional activity including adjustments, stop payments, re-issues, voided
warrants
32. Click the Payments tab.

ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites = Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry

[¥] Related Content 0 New Window ? Help [& Personalize Page &, hiip *

Summary | Related Documents Invoice Information |~ AOC MD Payment m Voucher Afributes Error Summary

Action:

Business Unit: MDJUD Invoice No:

Voucher ID: 00000093 Invoice Date: ~
Voucher Style: Regular Voucher K

Total Amount: 72.00

Vendor Name: STAPLES *Pay Terms: Due Now

Payment: 1

“Remitto: ] Gross Amount: usp Payment Inquiry

Location: Discount: usD Express Payment =
*Address: Payment Comments (0)

STAPLES Scheduled Due: HoldavCuniency

300 Pear Tree Ln
Strongsvill, OH 28371

Net Due:

Discount Due:

Accounting Date:

*Bank: Pay Group: Vendor Bank
“Account: “Handiing: Messages
“Method: Check *Nefting:

Lcin: 2 Hold Reason: Hold Payment

Separate Payment
Message:

Wessage will appear on remittance advice.

*Action: Payment Date:
Pay: Reference: E
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Step Action
33. The Payments page displays.
This page is used to update payment information including the payment options and
payment schedule information.
This page is updated by authorized users only.
34. Click the Error Summary tab.
| Error Summary |
OrRACLE
Home | Workist | MuliChannelConsole | AddtoFavortes | Signout
Favorites - Main Menu ; AccountsPayable > Vouchers > Add/Update > Regular Entry
[*] Related Content (I New Window 7 Help & Personalize Page 1% http
Summary "/ Related Documents | Invoice Information "~ AOC MD Payment [ Paymenis | Voucher Alftributes m_
Style: Regular Voucher Total: 72.00 usD
[E) save Q. Refurnto Search |[Z] Motfy | | Refresh Es Add
Summary | Related Documents | Invoice | AOC MD Payment | Payments | Voucher Attributes | Error Summary
Step Action
35. The Error Summary page displays. The Error Summary page typically shows

voucher errors that may occur during Voucher Build.

View any voucher header, line, and distribution line errors that have prevented the
voucher from being processed.
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Step Action

36. You have successfully completed the Reviewing a Voucher topic.

You have reviewed with the following topics and concepts:

- Viewing voucher summary information

- Viewing voucher related transaction information

- Viewing invoice information

- Viewing payment information from the State of Maryland General Accounting
Division (GAD)

- Viewing payment options (e.g., payment method, hold options, payment messages)
- Viewing payment schedule options (e.g., scheduling payments vs. recording
manual payments)

- Viewing voucher errors

End of Procedure.
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2.4 Entering a Voucher from a PO Receipt

In this topic you will create a voucher by copying PO receipt line information. This, in effect,
associates the voucher with a purchase order. Once a purchase order has been associated to the
voucher, the voucher inherits the purchase order's header, line, and distribution information
including all PO attributes (e.g., the accounting distribution method - by quantity or amount).

When a PO voucher is created, it liquidates the encumbrance balance associated with the
purchase order line. The purchase order line is either liquidated by the amount or by the quantity
of the voucher, depending on how the purchase order was created. Once a purchase order is fully
liquidated, it cannot be referenced on a voucher.

NOTES:

Vouchers can have one or more purchase orders (obligations) copied into a single
voucher.

A voucher must have completed header and line information with an accounting
distribution, and a valid budget status before it can be submitted for approval (when
required).

For purchases greater than $2,500, a PO and corresponding PO receipt must be created
prior to creating a voucher. If neither transaction has been entered in the system, they
must be created prior to entering the voucher.

After completing this topic, you will be able to:

Create a voucher by copying a PO receipt

Attach supporting documents to the voucher for approver review

Run the Matching, Document tolerance and Budget Checking process for a voucher
Where to view and verify a vouchers status after processing

Submit a voucher for approval

Procedure

In this topic, you will enter a voucher by copying a PO Receipt.

Step Action
1. Click the Accounts Payable link.
|l Accounts Payablel
2. Click the Vouchers link.
3. Click the Add/Update link.
4, Click the Regular Entry link.
Reqular Entry]
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Step Action

5. The Voucher - Add a New Value page displays.

Enter the TIN and mail-code combination into the Short Vendor Name field.

Enter the desired information into the Invoice Number field.

Enter the invoice date into the Invoice Date field.

8. Click the Add button.
Add
9. The Invoice Information page displays.

The values entered on the previous page default in the respective fields.

10. In the Copy Source Document section, you will copy a PO Receipt.

Click the Copy From list.
| Mone - |

11. Click the PO Receipt list item.
[PO Receipt |

12. Click the Go link.

ORACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry

[l Related Content & NewWindow ? Help [ Personalize Page B, hitp

Copy Worksheet
Business Unit: MDJUD Voucher ID: NEXT Back to Invoice
- Receiver Lookup Criteria
PO Business Unit: Q PO Number: Q
*PO Date Option: No Date - PO Date: a1
Ship To: Q
Receipt Unit: Q
Receipt Number From: Q@ Receipt Number To:
*Recv Dt Opt: No Date +|  Receipt Date: G
Receiver Line From: Receiver Line To:
Pro Number: @ Packing Slip: Q Reset
Carrier ID: @ Case Humber: Q
+ Additional Search Criteria
Wax Rows to Return: Search GopySeledlediines
® selcn O Gearm
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Step Action

13. The Copy Worksheet page displays.

Use the search fields in the Receiver Lookup Criteria section to locate the PO
receipt. Enter the PO receipt, if known.

14. In this example, you will enter the receipt. Enter "MDJUD" into the Receipt
Unit field.

15. Enter the receipt number into the Receipt Number From field.

16. Click the Se_arch button.

ORACLE
Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites = Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry
Business Unit: MDJUD Voucher ID: NEXT Back to Invoice -
~ Receiver Lookup Criteria
PO Business Unit: Q PO Number: Q
*PO Date Option: No Date - PO Date: [ i
Ship To: Q
Receipt Unit: MDJUD Q
Receipt Humber From: 0000000105 Q@ Receipt Number To: Q
“Recv Dt Opt: Mo Date - Receipt Date: Bl
Receiver Line From: Q@ Receiver Line To: Q
Pro Number: Q@ Packing Ship: Q Reset
Carrier ID: Q@ case Humber:
» Additional Search Criteria
Max Rows to Refurn: {"Sgarch Copy Seledied Lings
® sec O Gearm
Select Receiver Lines Find | View Al First Kl 1001 O Last =
PO Business Unit MDJUD PO Number: 0000000147 PO Date: 04/01/2013
Receipt Unit: MDJUD Receipt Number: 0000000105 Receipt Date: 0410112013
Ship To: 02 Pro Number:
Carrier ID: Packing Slip:
Vendor ID: 0000000009 Case Number:
TapiE
i Personalize | Find | View A1l B | 55 Fret E g o1 O (ast
Contract Information
Receipt Merchandise Unmatohed Purchase
Select T Seq ItemID Description Quantity UOM  Unit Price Amount Currency Qty (VUOM) uom PO Order Price PO No.
B 1 1DC1  Stamps, Rubber 10000 EA 72.00 72.00USD 1.0000 EA 72.0000000
.
SelectAll O Giearan =

On the Main Information tab, review the receipt line details.

NOTE: There may be more than one receipt line.

18. Click the Select option for the receipt line(s) you want to copy to the voucher.

&l

19. Click the Copy Selected Lines button.
Copy Selected Lines
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Step Action

20. The Invoice Information page displays with receipt line information copied to the
voucher.
Review the invoice lines.

21. Use the Purchase Order & Receiver Info and Associate Receiver's links to view
purchase order and receipt summary information for the voucher line.
NOTE: These links only show on PO Vouchers.

22. Scroll down to review the voucher line distribution information.

23. Review the distribution line(s) for the voucher line.

24, Click the Save button.

25. Attach scanned invoices and other documents located on your computer or shared

location using the Attachments link.

Click the Attachments link.
[ Attachments (0} |

ORrRACLE
Home | Workist | MutiChannelConsole | AddtoFavortes | Signout
Favorites - Main Menu > Accounts Payable » Vouchers > Add/Update » Quick Invoice Entry

Elnewwindow 7 Help [ Personalize Page 5, htp

Voucher Header Attachment

Business Unit WMDJUD  Voucher ID 00000093

Details

File Name  Description user Hame Date/Time Stamp

View

Adding large attachments can take some time to upload, therefore, it is advisable to save the
transaction before adding large attachments

Add Atachment

OK Cancel | Refresh
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Step Action
26. The Voucher Header Attachments page displays.
To add an attachment Click the Add Attachment button.
[ AddAftachment |
Step Action
217. The File Attachment window displays.

Browse for and select the field you want to attach. Click the Browse... button.
Browse ..
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Search Documents

Organize New folder =~ 0 @
91 Favorites Documents library Anangeby:  Falder
B Deskiop Includes: 2 locations
L Neme ° Date modified
g Downloads
Recent Places
My Shapes 9/12/2012 217 PM
o User Productivity Kit 9/12/20126:22 PM
i Libraries &y
WordPerfect Office 9/12/2012159PM  Fi
[Z Document ts
& Music L Working Files 10/11/20121:25PM  Fi
] Pictures T INVOICE STP-2039 040113 4/1/2013 6:59 PM
B videos
8 Computer
&, Local Disk (C)
o FRELITE(E) = < I ] v
File name: INVOICE_STP-2039 040113 v | Al Files ) -

Step Action
28. Search for the desired file(s). Once you have located the file select it and click
the Open button.
Open ]

29. The Voucher Header Attachment page displays with the selected file.
Enter a short description for the file into the Description field. For example,
enter "Staples Invoice STP-2309".

30. Add more attachments by clicking the Add Attachments button, browsing for the
file, and uploading the file again.

31. NOTE: Use the Delete (minus) button at the end of a file row delete attachments, if
needed.

32. Click the OK button.
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ORrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
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Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry
[*lRelated Content & NewWindow ? Help [ Personalize Page Sihttp =
Summary | Related Documents | AL Bl AOC ND Payment |/ Payments | Voucher Aftribules | Error Summary
Business Unit: MDJUD Invoice No: STP-2309 Action:
Voucher ID: 00000083 Invoice Date: os012013  [H -
Voucher Style: Regular Voucher Accounting Date: 041012013 £ Run
Vendor ID: 0000000009 Q STAPLES Session Defaults
STAPLES01-1 .
Q 300 Pear Tree Ln S
Location: 1 a Strongsvill, OH 28371 R
q Comments(0)
“Address: Q
Advanced Vendor Search Ereview Approval
Control Group: Q Pay Terms: = [veToo A pueNow
Invoice Lines: 72.00 Basis Date Type: Acct Date R L
“Currency: usDQ f
’ Mon Summary [ Print Invoice ]
Miscellaneous: [ = AT T
Freight: = : J
Total: 72.00
Copy From Source Document
Difference: 0.00 PO Unit:
Calculate POMNumber: | | | Gopy R0
Copy From: Mone - Go
Invoice Lines Find | View 41 First K 1011 ]
B
Line: 1 item: DC-1 A yom: EA Q L
*Distribute by: Quantity M Unit Price: 72.00000 Quantity;  [1.0000
Ship To: 02 Q  Line Amount: 72.00 [T Force Price
SpeedChart: Description: [stamps, Rubber
[TJ one Asset
E B
Calculate Purchase Order & Receiver Info Override PO Pct
Associate e
< I ] r

Step

Action

33.

The Invoice Information page displays.

page.

The Attachments link displays the number of attachments added on the previous

34.

Now, process the voucher.

Click the Action list.

| M |

35.

Click the Match, Doc Tol, Bdgt list item.
[Match, Doc Tol, Bdat |

36.

Click the Run button. _
| |

37.

(;Iick the Yes button.

38.

Click the Summary tab.

Page 35




Training Guide 6\”} GEARS

AP240 Man aging Vouchers General Enterprise And Resource Support

ORrRACLE
Home | Workist | MufiChannel Console |  Addto Favortes |  Sign out
Favorites = Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry

[l Relateacontent  ENewwindow 7 Help [ Personalize Page B nmp
m Related Dacuments | |nvoice Infarmation |( AGC MD Payment " Payments ' Voucher Atiributes " Error Summary

Business Unit: MDJUD Invoice Date: 04/01/2013
Voucher ID: 00000093 Invoice No: STP-2309
Voucher Style: Regular Invoice Total: 72.00 usD
Contract ID:

Vendor Name: STAPLES Pay Terms: Due Now

300 Pear Tree Ln

Voucher Source: Online
Strongsvill, OH 28371
Entry Status: Postable Origin: ONL
Match Status: Matched Created: 0410112013
Approval Status: ToBe Approved Created By: elisha.archibold
Post Status: Unposted Modified: 0410112013
Modified By: elisha.archibold
Doc Tol Status: valid ERS Type: Not Applicable
Budget Status: valid Close Status: Open
Budget Misc Stafus: Valid
*View Related Payment Inquiry v &
B Save Q. RetuntoSearch | | Noify | |4 Refresh Ewadd| [Ellipsateispiay]
Summary | Related Documents | Invaice | AOC WD Payment | Payments | Voucher Aftributes | Error Summary

Step Action

39. The Summary page for the voucher displays.

Verify that the voucher statuses displays the following values:
- the Match Status field displays " Matched"

- the Doc Tolerance Status displays "Valid"

- the Budget Status filed displays "Valid"

40. The Approval Status field displays "To Be Approved".

You must submit the voucher for approval.

41. Click the Invoice Information tab.
| Invoice Information |
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iChannel Console Add to Favorites

Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

[ Relstes content  EINewwindow 7 Help [ Personalize Page B hitp +

o
Summary ( Related Documents W AOC WD Payment | Payments " Voucher Aftributes [ Error Summary

Business Unit: MDJUD Invoice No: |STP722[IE ‘ Action:
Voucher ID: 00000093 Invoice Date: 04/01/2013 -
Voucher Style: Regular Voucher Accounting Date: 04/01/2013 5 [ Run

Vendor ID: Doanoenee STAPLES Session Defaults
STAPLESOT-1 300Pear Tree Ln JO—
) 1 Strangsvill, OH 28371 Attachments (1)
Location
Comments(0)
“Adaress: L

Advanced Vendor Search Preview roval

Invoice Lines: 7200 Pay Terms: A [veToo R Due Now
Basis Date Type: AcctDate
“Carrency: e

Non Summary | Print Invoice |
Freight: =] Submit For Approval |
Total: 72.00

Difference: 0.00 Copy From Source Document

m

PO Unit:
PO Number: Gopy PO

Copy From:

Invoice Lines

Line: 1 ttem: vom:
*Distribute by: Unit Price: 72.00000 Quantity:

Find | view A First Kl 1071
E

Training Guide
AP240 Managing Vouchers

Ship To: 02 Line Amount: 7200 [JForce price
SpeedChart: [stamps, Rubber |
[ lone Asset
iR
| Caloulale Purchase Orger & Recener info
1| Associate Receiver(s s adl

Step Action
42. The Invoice Information page displays.

Click the Submit for Approval button.

Submit For Approval
S Home: Workist MultiChannel Console Add to Favori Si ut

Favorites = Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry
[~| Related Content {0 New Window [& Personalize Page T hitp

Approval Comments

Business Unit VDJUD

Voucher ID 00000093

Additional Details &
| OK | Cancel | Refresh |
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Step Action

43. The Approval Comments page displays.

Type in additional details about your reimbursable expense voucher in
the Additional Details comment field.

44, Click the OK button.
45, Use the Preview Approval link to view the approval routing for the voucher.

Routings vary based on your local court or department or the type of voucher (i.e.,
JIS or employee reimbursement).

46. You have successfully completed the Entering a PO Receipt topic.

You have learned how to:

- Create a voucher by copying a PO receipt

- Attach supporting documents to the voucher for approver review

- Run the Matching, Document tolerance and Budget Checking process for a
voucher

- Where to view and verify a vouchers status after processing

- Submit a voucher for approval

End of Procedure.
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2.5 Entering a Voucher from an Express PO
Express POs are entered for purchases less than $2500 that are not sensitive or hazardous items.

NOTE: Sensitive and hazardous items must follow the requisition entry process which requires
that a PO and corresponding PO Receipt be entered in GEARS.
A PO receipt may not have been entered for an Express PO. To create a voucher that references
an Express PO that does not have a PO Receipt you can copy the Express PO to create the
voucher.
After completing this topic, you will be able to:

e Create a PO voucher that is copied from an Express PO

Procedure

In this topic, you will create a voucher from an Express PO.

Step Action

1. Navigate to the Voucher page.

Click the Accounts Payable link.

2. Click the Vouchers link.

3. Click the Add/Update link.

4, Click the Regular Entry link.
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Home | orklist | Mulicha

Favorites  ManMenu > Arcounts Payable > Vouchers > Add/Updats » Regular Entry
B Newwindow B hitp

Voucher

Find an Existing Valug n’ I & Hewalue | i

Business Unit: [MDJUD &

Voucher ID: MExT

vioucher Style: Regular Voucher -
Short Vendor Name: e

Vendor ID: ’7 Q

Vendor Location: [ ¢

Address Sequence Number: | 0/Q

Invoice Number: ’—
Invoice Date: T w

Gross Imvoice Amount: T T
Freight Amount: T um

Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

Add

Eind an Edsting Value | Add a New value

Step Action

5. The Voucher - Add a New Value page displays.

6. Enter the vendor's TIN and Mail code combination into the Short Vendor
Name field. Enter a valid value.

7. The Vendor ID and Location should self-populate when the Short Vendor Name

field is populated.

Enter the desired information into the Invoice Number field. Enter a valid value.

8. Enter the desired information into the Invoice Date field. For
example, "02/21/2013".
9. Click the Add button.
Add
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AGC WD Payment ) Payments ) Voucher Atiribuies
Business Unit: MDJUD Invoice Mo: FTe321 Action:
Vaucher ID: NEXT Invoice Date: 0212112013 ] hd
Voucher Style: Reaular vaucher Accounting Date: 02/21/2013 £ Run
Vendor ID: 00000123 QU 4BCTEST COMPANY Session Defaults
ABCTESTCO-MAIN QU 1234 MAIN STREET JO—
achments
Location: [ Q  BUTEAS
N i o ®OFLOOR Comments(0y
Address: ANYTOWN, GA 56750
Advanced Vendor Search
Control Group: q ‘PayTerms: 7 [NeTon A puehow
Invaice Lines: 000 Basis Date Type: Acet Date
Mon Summary
“Currency: I Usmla, Frint Invoice
=
Freight: [ =]
Total: 0.00
Comy From Source Document
Difference: 000 PO Unit: Q
Caloulate PO Number: @ Gopy PO
Copy From: Mone Go
Imvoice Lines wiew #l First K11 of1 I Last
=
Line: 1 ttem: & uom: Q
“Distribute by: Arnount - Unit Price: Quantity:
Ship To: 89 QU Line Amount: 0.00
—_— ;

n

Step

Action

10.

The Invoice Information page displays.

Enter the desired information into the PO Unit field. Enter a valid

value e.g. "MDJUD".

11.

Enter the express PO number into the PO Number field.

12.

Click the 'Copy PO' button.

Copy PO
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Favorites - Man Menu > Accounts Payeble > Vouchers > Add/Update » Reguiar Entry
Address: ! T ANvTOWN, CA 58708
Advanced Yendor Search
Control Graup: o PwTems B e Qe ow
Invoice Lines: 220000 Basis Date Type: Avit Date
*Currency: usDiQ u B
on ummal
y | ﬂ Iy
Freight: [ =
Total: 2,200.00
Copy From Source Document
Difference: 0.00 PO Unit:
i Caleulate | PO Number:

i

ey

"

Print Invoice

CopyRo,

Copy From:

Invoice Lines

1 Item: CG-3 A vom: Pk Q
Guantity - Unit Price: 40000000 Quantiy:  [5.0000

Ship To: 03 Q Line Amount: 2,000.00

SpeedChart: ipti [

| Caloulate |

Purchase Order & Recelver Info
Associate Receiver(s]

~ Distribution Lines

[[lone Asset
T

Override PO Pet

Fict 1012 O

B

[CIForce price

mn

i\

Allocate by Pet.

«

Exchange Rate * Statistics | Assets
gn“:’r" Line POPercent Percent  Merchandise Amt Quantity *GLUnit  Account  Openltem ::;" Fund  Dept P
Bl 11000000 100.0000 2,000000  5.0000 MDJUCQ, (0301 @ Q [c25/Q [ooo1jey B

|E) save | =] motity | | memresn |

Summary | Related D |Irvaice

| AQC WD Payent | Pavrnents | Voucher Aftributes | Error Summary

4 m

Step Action

13.

in the blue bar of Invoice Lines section.

The Express PO line information has been copied to the voucher.

There may be more than one line copied to the voucher. View the number of lines

Home

Favoiites ManMenu > Accounts Payable > Vouchers > Add/Update > Regular Entry

TAndress: " N ANYTOWM, CA 66780
Advanced Vendor Search
Control Group: [ CPwTems e A ueniow
\mioice Lines: T Basis Date Type: Bcel Date
*Currency: usDiQ u s

an I ary
Miscellaneous: [ =
Freight: =
Total 220000

Copy From Source Document
Difference: no PO Unit: WDJUD

[ caleuiste | PO Number: PTP.321

mn

Print Invoice

GapyRo)

Copy From: None

Imsice Lines

Line: 1 ttem: Ce-2 A uom: FK Q
ribute by: Quantity - Unit Price: [s0000000 | ouanting  [s0000

Ship To: 03 @ Line Amount: 2,000.00

SpeedChart: i [c:

| Calculate |

Purchase Order & Receiver Infa

Aszociate Receiver(s

~ Distribution Lines

[ Slatistios | Assels |

Quettide PO Put,

Allocate by Pet.

Fict 1otz B

B
Force Price

One Asset

e

POPercent Percent  Merchandise Amt Quantity

2,000.00 5.0000]

*GLUNt  Account  Openitem

Batch
Aay Fund

1 100.00000 1000000

[ F——

MDJUCQ, [0301 @ o [cz5/Q [ooolja Q
[l ]

Dept

Save Htify. Refresh
| aSaves| (Fintiotive| |@anetiess

Summary | Related D |roice

| ADC MD Payment | Payments | Voucher Atiibutes | Error Summary

< m

Page 42



Training Guide
AP240 Managing Vouchers

GEARS

General Enterprise And Resource Support

oo

Step Action

14. Review the line(s) and associated distribution (funding).

15. Click the Save button.

Favorites - Man Menu > Accounts Payable > Vouchers » AddjUpdate » Regular Entry

=loalaiad

|§ummary Related Documents ) [ILILEALAE TN  AGC MD Payment | Payments | Voucher Affiibuies
L

! &

L= -
Fage Bt =
Error Summary I

Business Unit: MDJUD Invoice No: FTP3.21 Action:
voucher ID: 00004567 Invoice Date: D2A2112015 & e
Voucher Style: Regular Youcher Accounting Date: 022172013 (& Run
Vendor ID: 00000123 Q4B TEST COMRANY Session Defaults
[ABCTESTCO-MAIN @ 1234 MAIN STREET B .
o I o SUMEAS tachments (0)
‘address: [ q ®DFLOR Comments(0) =
ress: ARVTOWN, GA 56780 . ‘
Advanced Yendor Search feview ol
Control Group: q ~PayTerms: & [ueTon A pue mow
Invoice Lines: 220000 Basis Date Type: Avit Date
*Currency: usDQ Print Invoice
Hon Surmmary
i [ = Submit For Approval
Freight: [ =
Total: 2,200.00
Copy From Source Document u
Difference: 0.00 PO UNIt: WDJUD
Calculate PO Number: PTP3.2.1 G0
Copy From: Mone - G0
Invoice Lines
Line: 1 Item: CG-3 L uom: Pk Q
“Distribute hy: Guanity - unit Price: 400.00000 Quantiy: (50000
Ship To: 03 Q Line Amount: 2,000.00 [TIForce Price 5
SpeedChart: Description: [coffeemakers
[Clone Asset
]
Caloulate Purchase Order & Receiver Info Ovenide PO Pet
Associate Recelver(s)

There are also additional tabs located across the top of the voucher.

17. Attach scanned invoices and other documents located on your computer using the
Attachments link.

Click the Attachments (0) link.
| Attachments (0} |

18. The Voucher Header Attachments page displays.

To add an attachment Click the Add Attachment button.
| AddAttachment |
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File Attachment

Step Action

19. The File Attachment window displays.

Browse for and select the field you want to attach. Click the Browse... button.

Browse...

2.8
b Libraries b Documents b Search Documents L

Organize ~  New folder e @

¢ Favorites Documents library O
B Desktop Includes: 2 lacations
|)§ Downloads -

Name Date modified Type
Yp

% Recent Places
My Shapes 9/12/2012 217 PM  File folder

. 1\ User Productivity Kit 9/12/20126:22PM  File folde
e 'l Wordperfect Office 9/12/2012 1:59 PM
) Music L Working Files 10/11/2012 1:25 PM
) Pictures B mvorce_ 4/1/2013 6:59 PM
B videos
& Computer
P
&, Local Disk (C)
a FIRELITE (E) - i ] b

File name:  INVOICE,
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Step

Action

20.

Search for the desired file(s). Once you have located the file select it and click
the Open button.

Open ]

Home | Workist | MufiChannel Console |  Addto Favortes |  Sign out

Favorites  Main Menu > Accounts Payable » Vouchers > Add/Update » Quick Invoice Entry
Enewwindow 7 Help [ Personaiize Page [ hip

Voucher Header Attachment

Business Unit MDJUD Voucher ID 00004567

Details

File Name Description User

INVOICE docx

Hame Date/Time Stamp

Adding large attachments can take some time to upload, therefore, it is advisable to save the
transaction before adding large attachments

Add Atachment

OK Cancel | Refresh

Step

Action

21.

The Voucher Header Attachment page displays with the selected file.

Enter a short description for the file into the Description field. For example,
enter "Vendor Invoice".

22.

Add more attachments by clicking the Add Attachments button, browsing for the
file, and uploading the file again.

23.

NOTE: Use the Delete (minus) button at the end of a file row delete attachments, if
needed.

24.

Click the OK button.
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{ Summary " Related Documents ) (YL e (1M AOC D Payment | Payments | Voucher Aliibutes | Error Summary
Business Unit: MDJUD Invoice No: PTP.3.2.1 Action:
woucher ID: 00004567 Invoice Date: 0212172013 B -
Voucher Style: Regular Voucher Accounting Date: 022172013 & Run
vendor ID: 00000123 QU kBCTEST COMPANY Session Defaults
ABCTESTCO-MAIN Q. 1234 MAIN STREET E—
lachments
Location: (e Q  SUTEAS -
N T o RDFLOOR Comments(0) =
ress: ANYTOWN, CA 56789 N ‘
Advanced Wendor Search Ve Appiowa
Control Group: q ~PayTerms: 7 IueTon U Due Now
Iivoice Lines: o000 Basis Date Type: Acet Date
*Currency: usDiq [ Print Invoice |
Hon Summary
i [ = | SubmitFor Approval |
Freight: [ =
Total: 2,200.00
Copy From Source Document P
Difference: 0.00 PO Unit:
Calculate PO Number: CopyRo;

Copy From:

Line: 1 Item: [cca L uom: [P
*Distribute by: Quartity - Unit . [400.00000 Quantity: 50000
Ship To: 03 & Line Amount: 2,000.00

SpeedChart: [e

Calculate |

Purchase Order & Receiver Infa
Associate Receiver(s’

Q

0

Override POPct.

Step Action

25.

page.

The Invoice Information page displays.

The Attachments link displays the number of attachments added on the previous

[*] Related Content  E Mew Window  [& Personalize Page &) http =
I Summary I Related Documents " [ 1e L0 0ar (0 AOC D Payment | Payments ) Voucher Afiiibues | Eror Summary
Business Unit: 2 MDJUD Invoice No: FTP3.21 Action:
voucher ID: 00004567 Invoice Date: D2A2112015 & 1 e
Voucher Style: Regular voucher Accounting Date: 0202172013 (1 Run
Vendor ID: 00000123 Q4B TEST COMRANY Session Defaults
[ABCTESTCO-MAIN @ 1234 MAIN STREET
Location: [maind Q SUTEAS Atiachments (1
‘address: ; o RDFLOOR Comments(0) =
ress: ARVTOWN, GA 56780 o ‘
Advanced Yendor Search feviewr ol
Control Group: q ~PayTerms: & [ueTon A pue mow
Invoice Lines: 220000 Basis Date Type: Avit Date
*Currency: usDQ Print Invoice
Hon Surmmary
i [ il 3
Freight: [ =
Total: 2,200.00
Copy From Source Document b
Difference: .00 PO UNIt:
| Caleulate | PO Number: Gopyfo;

Copy From:

Line: 1 Item: [ec-3 L uom: [P
“Distribute hy: Guantity b Unit Price: [400.00000 Quanty: (50000
Ship To: 03 Q Line Amount: 2,000.00

SpeedChart: [

| Caloulate | Purchase Order & Recelver Info

Associate Receiver(s]

Q

Override POPet. |
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Step Action

26. After saving you need to perform the following actions:
1) Use the Action process list to select and run the "match, Doc Tol, Bdgt" process.
This initiates the Matching, Document Tolerance, and Budget Checking processes.
2) Verify that the processes ran successfully. Go to the Summary tab to view
voucher statuses.
3) Submit the voucher for approval.

217. You have successfully completed the Entering Regular Vouchers from an Express

PO topic.

You have learned how to:

- Search for and copy an Express PO to create a voucher
- Review voucher lines copied form the Express PO

- Attach documentation to a voucher

End of Procedure.
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2.6 Entering Non-PO Vouchers

You can create vouchers without referencing an Express PO or PO receipt. This is called a non-
PO voucher. When you create a non-PO voucher, invoice information is not copied from a source
document. All voucher header, line, and distribution (Chartfield) information has to be entered in
the respective sections of the voucher.

Non-PO vouchers are typically created for items under $2500 that are not sensitive or hazardous
items when an Express PO was not created.

Distributing Voucher Lines by Quantity vs. Amount
A voucher's line amount can be distributed by amount or by quantity depending on how the
vendor invoices you.

For example, if the vendor invoice lines list goods or services by unit price or by rate, the voucher
lines should be distributed by "Quantity". When a vendor invoices you for a flat amount for
goods or services, he voucher lines should be distributed by "Amount".

An example of a voucher line distributed by amount and one distributed by quantity is shown
below. Notice that the Line Amount and the Merchandise Amount fields are not editable when
an invoice line is distributed by quantity. Additionally, invoice lines distributed by "Amount"
should always have a quantity of"1".

Invoice Line Distributed by Amount

Line 1 Hem: 204-53COMPO1 @ yom: EA [
I‘D\slfibule by: Amount d I Unit Price: 350 00 Quantity: 10000

Ship To: 59 Line Amount: 350.00

SpeedChart: Q. Description: Computer, Personal deskiop (Le

One Asset
Calculate
[~ B O
Exchange Rate Statistics Assets =¥
;;s: Line |Merchandise Amt Quantity “GLUNt  Account  Openitem :‘;‘:" Fund  Dept Program :S:‘r;:r Apg
= 350,00/ 1.0000 MDJUD S, Q Q Q Q Q Q Q
«

Invoice Line Distributed By Quantity

Line: 1 fem: 204-53COMPO1 Low: A
I‘D\strmule by: Quantity - I
Ship To: T

SpeedChart: Q. “Description: Tomputer, Personal des kop (L6

Unit Price: 350.00000 Quantity: (30000
Line Amount:

One Asset

Calculate
& #H L 0
Exchange Rai datisi i

Copy . Batch Approp
Doun Line |Merchandise Amt Guantity FLunit A Fund ogram \PROR An

= 105000 3.0000 IDJUC a Q Q a a a a

After completing this topic, you will be able to:

e Create a non-PO voucher

o Enter header, line and distribution details for a voucher
e Attach supporting documentation

e Budget check a non-PO voucher
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Verify the budget status for a voucher
Submit a voucher for approval

In this topic, you will enter a non-PO voucher.

Training Guide

AP240 Managing Vouchers

Step

Action

Navigate to the Vouchers page.

Click the Accounts Payable link.

Click the Vouchers link.

Click the Add/Update link.

Click the Regular Entry link.

Gl /]

The Voucher - Add a New Value page displays.

Click the Look up Vendor ID button.

=

Look Up Vendor ID

SetiD: SHARE
Vendor ID: begins with v |

Short Vendor Name: begins with ~ |

Name 1: begins with ~ |

Classification: -

Persistence: -

LookUp- | Clear || Cancel |pasic Lookup

Only the first 300 results can be displayed

MView 100 First (3] 100 ora00 [§] Lasi

Short Vendor

Vendor ID Name 1 Classification Persistence

Name

0000000072 000000010-000 JEEF TEMPLE Supplier

lie; Reaular

0000000018/000000005-000 LINDABREWER Supplier Regular
0000000013 000000009-000 ROSEMARY ROSE Supplier Regular
0000000020/000000007-000 KATHY POPE Supplier Regular
0000000021 000000005-000 TANYASTEM Supplier Regular
0000000022/000009403-000 |CONNIE POOL Supplier Reqular
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Step Action

6. The Look Up Vendor ID page displays.

Enter search criteria to find the vendor you want to select.

7. Click the Look Up button.

Look Up |

Click the vendor ID link.

Enter the desired information into the Invoice Number field.

10. Enter the invoice date into the Invoice Date field.

11. Click the Add button.

a
:
0l

Home | Workist | MuliChannel Console | AddtoFavorites | Sign oul
Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry
[*|Related Content & New Window ? Help [ Personalize Page \Gihttp *
CWEATTETTII < AOC MD Payment [ Payments | Voucher Afliibules
Business Unit: MDJUD | Invoice No: INV-123 | Action:
Voucher ID: NEXT Inyoice Date: 0308/2013 Iy -
Voucher Style: Regular Voucher Accounting Date: 0312012013 (1 Run
Vendor ID: 0000000009 QA sTapLES Session Defaults
STAPLESD1-1
A 300 Pear Tree Ln tachments (0
Location 1 @ Stongswll, OH 28371 Alachments (0}
1 Comments (0
‘Address: Q
“Advanced Vendor Search
Control Group: [ g CPayTems: = [NEToo Q pue Now
Invoice Lines: 0.0 Basis Date Type: AcctDate
' Non Summal i
~Currency: UsD @ L Print Invoice =
Miscellaneous: il
Freight: =
Total: 0.00
‘Copy From Source Document
Difference: 0.00 PO Unit: @
Caleulate PO Number: Q Copy PO
Copy From: None - Go
Invoice Lines Fand | view Al Frst B 1011 D Last
=
Line: 1 Item: A uom: Q
*Distribute by: Amount ~ Unit Price: Quantity:
Ship To: 89 Q. Line Amount: 0.00
SpeedChart: Q. Dpescription: LY
[C]One Asset
Calculate
~ Distribution Lines Fecsonaize | Find |Viev A0 1BV # s K g or O et
m Exchange Rate || Stafisics " Assefs

Step Action

12.

The Invoice Information page for the voucher displays.

The values entered on the Voucher - Add a New Value page default in the
respective fields.

13.

In the Invoice Lines sections, enter voucher line for each vendor invoice line.
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Step Action
14. Select the Distribute By method that is appropriate for the line item.
For example, if the invoice lines are listed by cost per item, the Distribute By value
should be "Quantity".
Alternately, if the vendor invoices you for a flat amount for goods or services, you
should use "Amount".
15. Click the Quantity list item.
Quantity -
16. Enter the Item 1D or search for and select the Item ID.
17. Enter or select the appropriate Unit of Measure in the UOM field.
18. Enter the unit price into the Unit Price field, if applicable.
19. Enter the desired information into the Quantity field.
NOTE: When the Distribute By method is "Amount" enter "1".
20. NOTE: The Description field defaults when you enter an item ID.
21. Enter the distribution information in the Distribution Lines section.
22. Enter the account (sub-object code) into the Account field.
23. Enter the Batch Agency into the Batch Agy field.
24. Enter the fund into the Fund field.
25. Enter the program code into the Program field.
26. Enter the Appropriation Number into the Approp Number field.
217. Move the scrollbar to the right to reveal additional fields, if necessary.
28. Enter the Program Cost Account into the PCA field.
29. If using grant or capital project funds, enter the applicable values in the following
fields:
- PC Business Unit (MDJUD)
- Project (ID)
- Activity
30. To add additional voucher lines, click the Add multiple new rows (plus) button in
the top right corner of the Invoice Lines section.
31. Click the Save button.
32. Your voucher has been successfully saved, and your Voucher ID now noted on your

voucher header.

There are also additional tabs displayed for the voucher.
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Favorites | Main Menu > Accounts Payable > WVouchers » Add/Update > Regular Entry
[l Relateacontent  ENewwindow & Personaiize Page B, ntip +
Summary \{ Related Documents AL L Bl AOC MD Payment | Bayments " Youcher Aftributes | Eror Summary
Business Unit: MDJUD Invoice No: INV-123 Action:
Voucher ID: 00012345 Invoice Date: 02/20/2013 5]
Voucher Style: Regular Voucher Accounting Date: 027202013 & Run
Vendor ID: 0000000008 A sTaPLES Session Defaults
STAPLES01-1 @ 300 PearTreeLn prE—
Aftachments (1)
Location: 1 @ Strongsvil, OH 28371
Comments(0}
“Address: 1 Q Comments(0
Advanced Vendor Search Preview ppproval
Control Group: q PayTems: MET00 QA Due Now
\nvoice Lines: R Basis Date Type: AcctDate
Non Summary
“Currency: usb @ Print Invoice
Miscellaneous: ﬂ Submit For Approval
Freight: =
Total: 350.00
Copy From Source Document
Difference: PO Unit: |
Calculate PO Number: CopyRe
Copy From: None - co
Invoice Lines Find | View Al First Kl 1011 D (ast
=
Line: 1 Item: [204-53COMPO1 A yom: EA Q
“Distribute by: Amount - Unit Price: 175.00000 Quantity: 2.0000
Ship To: 89 @ Line Amount: 350.00
SpeedChart: Q  pescription: Computer, Personal deskiop
=P
7 i

n

Step Action

33.

Use the Attachments link to attach scanned invoices and other supporting
documents that located on your computer or shared location.

When there are attachments added to the voucher header, the Attachments link
displays the number of attachments added on the previous page.

34.

Click the Save button.
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-
Home | Workist | MukiChannelConsole | AddtoFavortes | Signout
Favorites | Main Menu > Accounts Payable > WVouchers » Add/Update > Regular Entry
[l Relatea content I New window [ Personalize Page [Bintp +
| Summary | Related Dacuments AOC WD Payment ( Payments | Moucher Aftributes " Error Summary
| E—|
2 i INV-123 Action:
Business Unit: MDJUD Invoice No: :
Voucher ID: 00012345 Invoice Date: 02/20/2013 5] 1
Voucher Style: Regular Voucher Accounting Date: 027202013 & Run
Vendor ID: 0000000008 R sTapLES Session Defaults
STAPLES01-1 @ 300 PearTreeLn Altachments (1
Aftachments (1)
Location: 1 @ Strongsvill, OH 28371
Comments(0)
*Address: 1 Q =
Agvanced vendor Search Freve 20010
Control Group: q PayTems: 5 [NET0O QA Due Now
\nvoice Lines: 50,00 Basis Date Type: Acct Date
Mon Summary
*Currency: [ usD Print Invoice
Miscellaneous: = 3 ‘Submit For Approval
Freight: =
Total: 350.00
Copy From Source Document
Difference: 0.00 PO Unit: 4
Calgulate PO Number:
Copy From: None - Go
Invoice Lines Find | View Al First Kl 1011 D (ast
=
Line: 1 Item: 204-53CONPO1 A yom: EA Q
“Distribute by: Amount - Unit Price: 175.00000 Quantity: 20000
Ship To: 89 @ Line Amount: 350.00
SpeedChart: @ pescription: Computer, Personal deskiop )
e acans
7 il v

1) Use the Action process list to select the "Match, Doc Tol, and Bdgt" process and
run. This will intimate the Budget Checking process.

2) Verify that the Budget Status is "Valid". Go to the Summary tab to view
voucher statuses.

3) Submit the voucher for approval.

36. You have successfully completed the Entering Non-PO Vouchers topic.

You have learned how to:

- Create a non-PO voucher

- Enter header, line and distribution details for a voucher
- Attach supporting documentation

- Budget check a non-PO voucher

- Verify the budget status for a voucher

- Submit a voucher for approval

End of Procedure.
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Lesson 3: Using Voucher Build

Lesson Overview
The Voucher Build process creates vouchers from several source transactions in GEARS and
external sources including:

Invoices entered/recorded using the Quick Invoice entry method
Procurement Card (P-Card) transactions

Recurring vouchers created for rent/lease agreements

Return of Escrow transactions

Revenue refunds

Traffic Ticket Case and Civil Non-EST (Non-Served) refunds

GEARS users within the DBF Accounting Operations division and District Court headquarters
run the Voucher Build process to create and then process vouchers created through this process.

NOTE: The Voucher Build process is run by District Court - local court users for Return of
Escrow payments.

This lesson discusses how to generate, review, and update vouchers created by the Voucher Build
process,

Lesson Objectives
After completing this lesson, you will be able to:

¢ Run the Voucher Build process
e Review, update, and process vouchers created through the Voucher Build process
e View and correct voucher s created with errors
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3.1 Running Voucher Build

After completing this topic, you will be able to:

e Create a run control for the Voucher Build process

Training Guide
AP240 Managing Vouchers

o Enter process request parameters to specify vouchers to be created

e Run and monitor the Voucher Build process

Procedure

In this topic, you will learn how to create run control the Voucher Build process

ORACLE

Favorites - Main Menu
Menu ElX

Search:
®

b My Favorites

> Maryland Judiciary

[ Employee Self-Service

[ Manager Self-Service

[ Supplier Contracts

I Customers

I Products

b Catalog Management

I Promotions

I Customer Contracts

I Order Management

b Pricing Configuration

I Customer Returns

L Items

I Cost Accounting

> Vendors

> Procurement Contracts
Ib Purchasing

I Inventary

> eProcurement

[> Services Procurement

I Sourcing

I Engineering

> Manufacturing Definitions
> Production Control

> Configuration Modeler

> Product Configurations
I Quality

I> Inventary Palicy Planning
I> Supply Planning

> Grants

I> Pragram Management
I Project Costing

I Proposal Management
I> Maintenance Management
I Resource Management
[> Real Estate Management
I Staffing

Home | Workist | MutiChanneiConsole | AddtoFavortes | Signout

Personalize Content | Layout ? Help

Step

Action

Click the scrollbar.

Click the Accounts Payable link.
[t Accounts Payable]

Click the Batch Processes link.

|Eatch Processes

Click the Vouchers link.

Click the Voucher Build link.
oucher Build
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Step Action

6. The Voucher Build Request - Find an Existing Value page displays.

If you have already created a run control 1D for this process, you can search for it on
the Find an Existing Value page.

When running the process for the first time, you must create a new run control on
the Add a New Value tab.

7. In this topic, you will create a new run control. Click the Add a New Value tab.
| Add a Mew Value |

DIRACSES) Home | Workist | MuttiChannel Console | Addto Favorites |  Sign out
Fa\'n_rrtes Main_Menu > A[(nuntEPavab\e > Batch P_rn(esses > Vnushers > Voucher Build e y 'Eum‘p
Run Control ID:|
Find an Existing Value ‘ Add a New Value
Step Action
8. The Voucher Build Request - Add a New Value page displays.
Enter valid run control ID into the Run Control ID field.
9. Click the Add button.
Add
10. Enter the desired information into the Request ID field. Enter "1".
11. Enter the desired information into the Description field.
In this example, enter "Recurring Voucher Contract".
12. Verify that the Process Option field displays "Process All Units".
13. Verify that the Voucher Sources field displays "New Voucher Data".
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Step Action

14, Click the Voucher Build Interfaces list.
15. Click the Contracts list item.
16. Click the Save button.

Bl save

17. Click the Run button.

18. The Process Scheduler Request page displays.
Verify that the Voucher Build (AP_VCHRBLD) process is selected.

Click the OK button.

I
E

19. Click the Process Monitor link.
20. Click the Refresh button.

Refresh

21. After the process has completed successfully, the following statuses should display:

- the Run Status displays "Success"
- the Distribution Status displays "Posted"

22. You have successfully completed the Running Voucher Build topic.

You have learned how to:

- Create a new run control for the Voucher Build process
- Specify process request parameters to build vouchers

- Run the Voucher Build process

End of Procedure.
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3.2 Reviewing Vouchers Created in Voucher Build

After Voucher Build has run successfully, you can view, update, and process the vouchers in the
VVoucher component. Use the Voucher Source field on the Voucher - Find an Existing Value
page to conduct your search along with other search fields, as applicable.

Voucher sources include:

Contracts (Recurring Voucher Contracts)
Receivables Customer Refunds

Non-EST

Traffic Refunds

Procurement Cards

Quick Invoice

Self Service Invoices (Interpreter Invoices)

After completing this topic, you will be able to:
o Locate vouchers created in Voucher Build
e Update the voucher, as needed
e Budget check a voucher from the Invoice Information page

Procedure

In this topic, you will review how to locate and view vouchers built using the Voucher Build
process.

Step Action
1. Click the Accounts Payable link.
[l Accounts Payable]
2. Click the Vouchers link.
3. Click the Add/Update link.
4. Click the Regular Entry link.
Regular Entryj
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ORrRACLE

Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

Voucher

Find an Existing Valug " §
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Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul

& New Window &, hitp

Business Unit: [ la

Voucher ID: N

Voucher Style: Regular Voucher -
Short Vendor Name: e

Vendor ID: ’70\

Vendor Location: [ ¢

Address Sequence Number: | 0/Q

Invoice Number: ’—
Invoice Date: T w

Gross Invoice Amount: T oo
Freight Amount: I L)
sales Tax Amount: oo

Entered VAT Amount: [ oooo
Misc Charge Amount: T oo
Tax Exempt Flag 0

Estimated No. of Invoice Lines:| 1]

Add

Find an Existing Value | Add a New Value

Step

Action

The Voucher - Add a New Value page displays.

If you have already created a run control ID for this process, you can search for it on

the Find an Existing Value page.

When running the process for the first time, you must create a new run control on

the Add a New Value tab.

To search for vouchers created through the Voucher Build process, click the Find

an Existing Value tab.
| Find an Existing Value |
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OoRrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry
ENew Window B hitp

Voucher

Enter anyinformation you have and click Search. Leave fields blank for a list of all values

.‘ Find an EXstng Va .-" Add a New Value
Business Unit: = - MDJUD Q

Voucher ID: beginswith [
Invoice Number:  beginswith v [
Invoice Date: = - w
Short Vendor Name: beginswith =
Vendor ID: beginswith ~[ qQ

Name 1: begins with ~ ’7
Voucher Style: = - -
Related Voucher:  beginswith ~ [
Entry Status: = - -
Voucher Source: = - -

[T case Sensitive

Search Clear |Basic Search [g] Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

7. The Voucher - Find and Existing Value page displays.

Verify that the Business Unit displays "MDJUD".

8. Click the Voucher Source list.

| h |

9. In this example, click the Contracts list item.
[Contracts |

10. Enter other criteria such as Short Vendor Name, Namel, or VVendor ID.

In this example, you will not enter more criteria.

11. Click the Search button.
Search

12. Click the voucher link.
00000087

Page 60



General Enterprise And Resource Support AP240 Man aging Vouc hers

6((:*:‘; GEARS Training Guide

ORrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites = Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry

[*] Related Content {0 New Window ? Help [&’ Personalize Page B, hitp
Related Documents ' Invoice Information | AOC MD Payment |/ Payments |/ Voucher Affributes |/ Error Summary

Business Unit: MDJUD Invoice Date: 0211912013
Voucher ID: 00000076 Invoice No: 1000000054
Voucher Style: Regular Invoice Total: 200.00 UsD
Contract ID:

Vendor Name: Burt Reynolds Pay Terms: Due Now

123 Main Street

Voucher Source: Receivables Customer Refunds
Annapalis, MD 21403
Entry Status: Postable Origin: RFD
Match Status: Mo Match Created: 02/19/2013
Approval Status: Approved Created By: kenvp1
Post Status: Posted Modified: 02/202013
Modified By: sheryl.pearson
Doc Tol Status: Valid ERS Type: Not Applicable
Budget Status: valid Close Status: Open
Budget Misc Status: Valid
*View Related Payment Inquiry ¥ Go
[E) save | [/ Remtosearcn| 15] Previousinlist | [+5] =0 i =] notty | | Refresn Es Add UpdateDispla

Summary | Related Documents | Invoice Information | AOC MD Pavment | Pavments | Voucher Attributes | Error Summary

Step Action

13. The Summary tab displays.

Verify that the voucher statuses displays the following:
- Entry Status displays "Postable"

- Budget Checking Status displays "Valid"

These statuses indicate that the voucher can be posted and paid.

See the Viewing Vouchers Built with Errors topic to view procedures for viewing
voucher with errors.

14, Click the Invoice Information tab.
| Invoice Information |
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ORrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry
venaor i Burt Reynolds session Defaults .
ShortName: 99940668-001 123 Main Street .
; Annapolis, MD 21403 Aftachments (0)
Location:
Comments(0)

“Address:

Advanced Vendor Search

Control Group: R1234 “Pay Terms: =S Due Now

Invoice Lines: 20000 Basis Date Type: Acct Date I
X — Non Merchandise Summary Printinvoice

Currency: USD

Miscellaneous: =

Freight: =

Totak:

Copy From Source Document
Difference: 0.00 PO Unit:
Calculate PO Number: B0,
Copy From: ne Go

Invoice Lines Find | View All First B 4 of4 I {ast

Line: 2 tem: UoM:

*Distribute by: fmoun Unit Price: Quantity:

Ship To: 89 Line Amount: 200 J

SpeedChart: Description:

One Asset

Calculate

Personaize | Find | View 11 B 3 s K g o O Lot

Exchange Rate || Stafistics | Asseis

S:‘:r"" Line  Merchandise Amt Quantity *GLUnit  Account Openitem ga;" Fund  Dept Program :::;’E‘" Approp ¥r PCA
1 200.00 MDJUD 2210 cs2 0001
el m ] »
[E) save | |2 Remtosearcn| +2] Previousintist | [+5] 1= ise | =] notity | | Refresn E Add | Updateispia
Summary | Related D | Invoice | ADC MD Pavment | Payments | Voucher Aftributes | Error Summary -
<] . 3
Step Action
15. Review the voucher header, line, and distribution. Update the information, as

needed.

16. Click the Save button.

17. After saving the voucher changes, you have to process the voucher as you would
any other voucher.

Use the Action drop-down list to run "Match, Doc Tol, Bdgt" processes. This
process will budget check the voucher.

18. Click the Action list.

19. Click the Match, Doc Tol, Bdgt list item.

20. Click the Run button.

21. Click the Summary tab verify that the voucher Budget Status is "Valid".

22. You have successfully completed the Reviewing Vouchers Created in Voucher Build
topic.

You have learned how to:

- Locate vouchers created in Voucher Build

- Update the voucher, as needed

- Budget check a voucher from the Invoice Information page
End of Procedure.
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3.3 Viewing Voucher Build Errors
Payables logs errors for any vouchers in "Recycle" status, regardless of whether you entered the

voucher online or whether built through the Voucher Build process. Errors are listed on the
Error Summary page of the voucher. To find vouchers with errors, select "Recycle” in the
Entry Status field on the voucher search page.
View recycled vouchers that result from Voucher Build processing errors, duplicate invoices,
and out-of-balance and Chartfield coding errors on the voucher. This topic discusses how to view
voucher errors through the voucher component.
After completing this topic, you will be able to:

e View voucher errors from the Error Summary page of a voucher
Procedure

In this topic, you will view the voucher error summary to find errors on the voucher.

Step Action
1. Click the Accounts Payable link.
[ Accounts Payable]
2. Click the Vouchers link.
3. Click the Add/Update link.
4, Click the Voucher Search link.
5. Click the Entry Status list.
6. Click the Recycle list item.
|Recycle |
7. Click the Voucher Source list and select the Receivables Customer Refunds list
item.
8. Click the Search button.
9. Click the 00000056 link.
00000056
10. The Summary page displays for the voucher.
Click the Error Summary tab.
Error Summary |
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ORACLE

Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites ~ Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry
[*] Related Content 0 New Window 7 Help [& Personalize Page 5, hip
Summary | Related Documents Invoice AOC MD Payment |~ Payments Voucher Aftributes
Business Unit: MDJUD Invoice Number: J4P-2014-JAN
Voucher ID: 00000056 Invoice Date: 01012014
Style: Regular Voucher Total: 102,331.50 usD
Personaize | Find | View Al | 3 Frst £
Field Name Message
Accounting Date Accounting Date is notin Open Period
B Save L. Retumto Search 5] Motfy | 7 Refresh B+ Add T
Summary | Related D | Invoice | AOC MD Payment | Payments | Voucher Aftributes | Error Summary
< i v

Step Action

11. The Error Summary page shows voucher errors that may occur during VVoucher
Build.

View any voucher header, line, and distribution line errors that have prevented the
voucher from processing.

12. Click the Invoice Information tab update the errors.
| Invoice Information |
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OoRrRACLE
Home | Workist | MuliChannel Console | AddtoFavorites | Sign oul
Favorites Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry
[*] Related content ) New Window 7 Help [& Personalize Page [Bntp ~
Summary \( Related Documents | Lt .l AOC MD Payment " ( Payments " Voucher Alfributes " Error Summary
Business Unit: MDJUD Invoice No: [4P-2014-JAN Action:
Voucher ID: 00000056 Invoice Date: oioie01s  H -
Voucher Style: Regular Voucher Accounting Date: 01/01/2014 [ Run
Vendor ID: 0000000014 Q4P ASSOCIATES Session Defaulls
133221730-MAIN @ 25 EASTDRIVE
Aftachments (0)
Location: AN @ MARGATE 08402
| E— Comments(1
*Address: 1 Q
Advanced Vendor Search
Control Group: q ‘PayTerms: 7 [NEToo A Due Now
Invoice Lines: 102331.50 ;l:ils Date Type: cummans Acct Date
~Currency: I usola, Print Invoice £
Miscellaneous: 5
Freight: ]
Total: 102,331.50
Copy From Source Document
Difference: 0.00 PO Unit:
Calculate PO Number: GopyRe
Copy From: None - co
Invoice Lines. Find | View Al First K 101 I Last
Line: 1 ltem: 917-00LEASEDT | Q yom: EA Q F=
“Distribute by: Amount hd Unit Price: Quantity:
ship To: 89 @ Line Amount: 102,331.50
SpeedChart: @ pescription: 1400 E. NORTH AVENUE L
[C]one Asset
Calculate View Contract ID Line
tion Li Personaize | Find | View A1 [V | Frst £ 4014 0 Last
m Exchange Rale | Statisics || Assels

Step

Action

13.

The Invoice Information page displays.

A yellow triangle appears in the sections where there are errors. These are the same
errors that display on the Error Summary page.

14.

Update the voucher header, lines(s), and distribution(s), as needed.

15.

Click the_ Save button.

16.

After saving the voucher changes, you may have to process the voucher as you
would any other voucher.

Use the Action drop-down list to run "Match, Doc Tol, Bdgt" process. This process
will budget check the voucher.

NOTE: Review the voucher statuses on the Summary tab to verify whether
processes need to be run.

17.

You have successfully completed the Viewing Voucher Build Errors topic.

You have learned how to:

- Search for and view vouchers with a "Recycle" status
- Correct vouchers errors and process the voucher

End of Procedure.
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Lesson 4: Managing Voucher Processing Errors

Lesson Overview
In this lesson, you will review, process vouchers and correct voucher errors.

Lesson Objectives
After completing this lesson, you should be able to:

e Process vouchers and correct voucher errors

4.1 Managing Voucher Budget Checking Exceptions

For vouchers, the Commitment Control budget checking process is used to check the available
balance of a budget or on a purchase order (PO) and set aside the funds (if available). The system
requires a budget status of "Valid" to source a PO to a voucher. When a voucher is created using
a PO or PO receipt, the budget checking process liquidates the associated purchase order balance
and transfers the associated funds to the voucher to create the expense. For non-PO vouchers,
funds are taken directly from the available budget.

The budget status of the voucher will be “Valid” if the transaction passes budget checking.
Sometimes the budget checking process produces an error or warning based on rules for a budget.
You will see “Exceptions” in the Budget Status field of the voucher when the transaction does
not pass budget checking.

Budget exceptions you receive may include one of the following:

o Exceeds Control Budget - The budget for the Chartfield information entered on the
transaction has inadequate funds. Edit the Chartfield information or contact you budget
analyst.

o No Budget Exists - A charge was posted to a Chartfield combination where no budget
exists. Edit the Chartfield information or contact your budget analyst.

NOTE: Chartfield information includes the budget date recorded on the distribution line. The
budget date is located on the distribution line in the Distribution Lines section of the voucher.

You can view budget exceptions via the Exceptions link on the Summary page upon the
completion of the budget checking process.

After completing this topic, you will be able to:
e view budget exceptions noted on a voucher
Procedure

In this topic, you will search for a voucher, access the voucher Summary page, and view the
budget exception to determine the best corrective action.
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Step Action
1. For the purposes of this topic, you will search for a voucher that has already been
created to view budget exceptions.
If you are working in the voucher you can access the voucher Summary page
directly to view budget exceptions.
2. Click the Accounts Payable link.
[l Accounts Payable|
3. Click the Vouchers link.
4. Click the Add/Update link.
Add/Update
5. Click the Regular Entry link.
Regular Entry
ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry
0 New Window ? Help 5, htip
Voucher
Business Unit: [MDJupie,
Voucher ID: Nea
Voucher Style: Regular Voucher -
Short Vendor Name: e
Vendor ID: e
Vendor Location: ’70\
Address Sequence Number: | 0/@
Invoice Number: [
Invoice Date: T
Gross Invoice Amount: ’7UUU
Freight Amount: oo
Misc Charge Amount: I 1 )
Estimated No. of Invoice Lines:| 1]
Find an Existing Value | Add a New Value
Step Action
6. The Voucher - Add a New Value page displays.

Click the Find an Existing Value tab.
| Find an Existing Value |
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ORrRACLE

Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

Voucher

Enter anyinformation you have and click Search. Leave fields blank for a list of all values

é@GEARS

General Enterprise And Resource Support

Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul

& New Window  ? Help o5, hiip

.‘ Find an EXstng Va .-" Add a New Value
Business Unit: = - VDJUD Q

Voucher ID: beginswith [
Invoice Number:  beginswith v [
Invoice Date: = - w
Short Vendor Name: beginswith =
Vendor ID: beginswith ~[ qQ

Name 1: begins with ~ ’7
Voucher Style: = - -
Related Voucher:  beginswith ~ [
Entry Status: = - -
Voucher Source: = - -

[T case Sensitive

Search Clear |Basic Search [g) Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

7. The Voucher - Find an Existing Value page displays.
Enter values in one or more search fields to locate the voucher. Enter the voucher
number, if known.

8. Click the Search button.
NOTE: When you enter the voucher number as search criterion, you are directed to
the Summary page for the voucher.

9. A message displays notifying you that budget exceptions exist on the voucher.

NOTE: This message may display when you access a voucher that has budget
exceptions or after you have run the budget checking process and an exception

exists.
Click the OK button.
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Home | Workist | MuliChannel Console |  Add to Favories |  Sign out

[~ Related Content I New Window (& Personalize Page %) ntp

Summary| Related D

| Invoice

(ISR Related Documents ~ Invoice Information_~ AOC WD Payment Payments  Voucher Altributes ~ Ermor Summary
Business Unit: MDJUD Invoice Date: 02/20/2013
Voucher ID: AQC12345 Invoice No: INV-123
Voucher Style: Regular Invoice Total: 350.00 usD
Contract ID:
Vendor Hame: STAPLES Pay Terms: Due Now
300 PearTree Ln Voucher Source: Online
Strongsvill, OH 28374
Entry Status: Postable Origin: ONL
Match Status: No Match Created: 02/20/2013
Approval Status: Approved Created By: tara.dean
Past Status: Unposted Modified: 02/20/2013
Modified By: tara.dean
Doc Tol Status: Valia ERS Type: ot Applicable
Budget Status: Excepiions Close Status: Open
Budget Misc Status: Valid
*View Related Payment Inquiry *| g
(& save | Returnto Search Notity | 4 Refresh E+ Add

ion | AGC WD Payment | Payments | Voucher Altributes | Error Summary

Step Action

10. The Summary page for the voucher displays.

Exceptions

Click the Exceptions link to view the details.

The voucher has been processed with budget check exceptions (Errors).

11. The Voucher Exceptions page displays in a new window.

The Voucher Exceptions page is used to view budget checking errors or warnings
for vouchers, and to view the transaction lines the error or warnings affect.

12. The Exception Type field indicates the type of exception currently displayed on the

Voucher Exception page.

Budget exceptions are either errors or warnings.
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Add to Favorites.

Favorttes - Main Menu » Commitment Control » Review Budget Check Exceptions > Accounts Payable > Voucher
EINewWindow [ Personalize Page &L http
‘Voucher Exception: " Line Exceptions
Business Unit: uDJUD Voucher ID: A0C123458
“Excoption Type - [ Override Transaction =
Maximum Rows | 100 [ More Budgets Exist
| search |

Advanced Budget Criteria

Budgets with Exceptions

Personalize | Find | View 21| E First K 42072 O (ast

GOV Budget Chartfields.

Details  Business Unit Ledger Group Exception More Detail O.:’:‘;;':f Transfer
1 &) MDJUD OPER_DTL  NoBudget Exists Mare Detail GoTo.. 5
2 ® MDJUD OPER_SUM  No Budget Exists More Detail GaTo. 5

B seve A Reumtosearn | [ totty |

Vioucher Exceptions | Line Exceptions

Step Action

13. In the Budgets with Exceptions section, the ledger group (e.g., Operating Detail,
OPER_DTL) and associated exceptions display.

—@l
k\‘)‘ & e

Home | Workist | MuliChannel Console | Add to Favorites
Favorites = Main Menu » Commtment Control » Review Budget Check Exceptions > Accounts Payable > Voucher
EINewWindow [ Personalize Page &L http

Voucher Exceptions [T TR =Gt
Business Unit: MDJUD Voucher ID: AOC12345 ]

“Exception Type - 7] Override Transaction R

Maximum Rows | 100 ["I More Budgets Exist
| Search |

Advanced Budget Criteria

Budgets with Exceptions

Personalze | Find | First K 42072 O (ast
TGN  Budget Chartfieids.
Details  Business Unit Ledger Group Exception More Detail (::‘;;':f Transfer
1 @ MDJUD OPER_DTL  NoBudget Exists More Detail GoTo..F
2 @ MDJUD OPER_SUM  No Budget Exists Wore Detail GaTo.. 5

B e (@ s (5

Vioucher Exceptions | Line Exceptions
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Step Action
14. After reviewing voucher line information, if you determine that an override is
needed, you can override one or more ledger group exceptions.
Use the Override Budget check box in the Budgets with Exceptions section to
override one or more ledger group exceptions.
Use the Override Transaction check box (at the header level) to override all budget
exceptions.
15. After selecting the override option(s):
1. Save the page.
2. Budget Check the transaction. You can do this from the VVoucher Exceptions
page or on the voucher.
-‘-
Home | Workist | MuliChannel Console | AddtoFavorites |  Sign out
Favorites = Main Menu > Commitment Control > Review Budget Check Exceptions > Accounts Payable > Voucher
) ¥ ‘ . i . Z)New Window [& Personalize Page &) hitp
Business Unit: MDJUD Voucher 1D: AOC‘\ZEiEEl
“Exception Type [Tl override Transaction =
Maximum Rows| 100 More Budgets Exist
Jﬁ‘u‘d;ﬁtchanﬂeus
1 (=} MDJUD OPER_DTL | Mo Budget Exists Iore Detail B“;E' GoTo..H
2 @ MDJUD OPER_SUM No Budget Exisis More Detail =} GoTo.. 7
@ save | |LL ReturntoSearch | [S Nofify
Voucher Exceptions | Line Excepfions
Step Action
16. In this example, the exception listed for the budget notes that "No Budget Exists".
17. To ensure we've entered the correct Budget information, we'll review the Voucher
line information.
18. Click the Close button to close the voucher budget exceptions window.
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Enewwindow &'

[=] Related content

'Belateancumen's " Invoice Information "/ AOC MD Payment * Payments |/ Voucher Aftributes |/ Error Summary |

GEARS

General Enterprise And Resource Support

Add to Favorites

Personalize Page e, http

Business Unit:
Voucher ID:
Voucher Style:
Contract ID:
Vendor Name:

Entry Status:
Match Status:
Approval Status:
Post Status:

Doc Tol Status:
Budget Status:

Budget Misc Status:
*View Related

MDJUD
AQC12345

Regular

STAPLES
300 Pear Tree Ln
Strongsvill, OH 28371
Postable

Mo Watch

Approved

Unposted

Valid

Exceptions
Valid

Invoice Date:
Invoice No:
Invoice Total:

Pay Terms:

Voucher Source:

Origin:
Created:
Created By:
Modified:
Modified By:
ERS Type:
Close Status:

Payment Inquiry

|@ save | & RetumtoScarch (] Wotity | |7 Refresh |

02120/2013
INV-123
350.00 UsD
Due Now

Online

ONL
02/20/2013
tara.dean
02/20/2013
tara dean

Not Applicable
Open

[Evada] [E-psatcDisplhy,

Summary | Related D

| Invoice

| AOC MD Payment | Payments | Voucher Atiributes | Error Summary

Step

Action

19.

The Voucher Summary page displays.

Select the Invoice Information tab.

Workiist |

MuttiChannel Console |

Favorites = Main Menu » Accounts Payable > Vouchers > Add/Update > Regular Entry

Add to Favorites | Sign out

Agvancea Vendor Search
Control Group:

Inveice Lines:

*Currency:
Miscellaneous:

1

350.00

*Pay Terms:
Basis Date Type:

B |NETOO

Acct Date

Due Now

on

Invoice Lines

~ Distribution Lines

Freight; =
. 350.00
Total: [ ssoa Copy From Source Document
Difference: 0.00 M

Calculate |

Line: 1 tem: [204-53C0MPO1 @ yom: EA Q
“Distribute by: Amount - Unit Price: 175.00000 Quantity: 20000
Ship To: 89 A Line Amount: 350.00
SpeedChart: Q  pescription: Computer, Personal deskiop
One Asset
| Calculate

Summary Print Invoice

CopyEo,

i First Kl 1014 0L

Personaiize | Find

fele 0 Exchange Rate | Stafistics | Assets

Copy . ~ . B Batch Approp
Doey Line  Merchandise Amt  Quantity ‘GLUnit  Account  Openitem - Fund  Dept Program  \PPIP - ap
1 350.00 2,0000 MDJUCQ, [0301 @ Q [cs2l@ [oooiq Q@ [Bozo | [aoot0cy [a
« i »

| & ReturntoSearch | [Z] Nofify | | s Refresh |
Summary | Related D | Invoice | AOC MD Payment | Payments | Voucher Aftributes | Error Summary -
07
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Step Action

20. The Invoice Information page displays.

Review the Chartfield information for the budget to determine whether you need to
edit the Chartfields on the voucher and / or contact your budget officer for

ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Sign out
Favorites = Main Menu » Accounts Payable > Vouchers > Add/Update > Regular Entry
Agvanced vendor Search L
Control Group: “Pay Terms: = Due Now
Invoice Lines: 250,00 Basis Date Type: Acct Date
= Mon Merchandise Summary PrntinvoIce,
*Currency: -
Miscellaneous: i
Freight: =
. 50.00
Total: - Copy From Source Document
Difference: 0.00 PO Unit: 5
Calculate PO Number: CopyPD
Copy From: Mone - Go
Invoice Lines Find | View Al First K 4074 1 Last
Line: f ltem: 204-53COMPO1 @ yom: EA Q EE
*Distribute by: Amount - Unit Price: 175.00000 Quantity: 2.0000
Ship To: 89 Q. Line Amount: 350.00
SpeedChart: Q Description: Computer, Personal desktop
[[Jone Asset
Calculate |
Personaize | Find | view 21| B8 | 3 First KT 101 I Last
Exchange Rate | Statistics | Assets.
SoPY Line  Merchandise Amt Guantity “GLUNt  Account  Openitem :“g':" Fund  Dept Program  pPPIOP
B = 1 350.00 2.0000 MDJUCQ, [0301 @ Q [cs2l@ [oooiq Q [Bozo |Q [aoot0Q@ [a¥
[l F—— »
@ save L ReturntoSearch | [S] Notify | | s Refresh [Er Add Updste/Displa
Summary | Related D | Invoice | AOC MD Payment | Payments | Youcher Aftributes | Error Summary -
07

Step Action
21. Click the _Save button.
=] Save

22. At the top of the page, run the "Match, Doc Tol, Bdgt" process.

Then, verify that the voucher Budget Status displays "Valid" by accessing the
Summary tab.

23. At the top of the page, click the Action list.

-

24. Click the Match, Doc Tol, Bdgt list item.

[Matech, Doc Tol, Bdgt |

25. Click the Run button, to initiate the process.
| Run |
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Message

Do you wantto walt for the process to be completed? Voucher will be displayed after
process ends. (7050,54)

IS

Step Action

26. A message displays.

Click the Yes button to wait for the process to complete.

217. Once the process is finished, click the Summary tab to view your voucher status.
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ORA
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites : Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry

[¥] Related Content  {E) New Window [ Persanalize Page &, hip
Related Documents ' Invoice Information | AOC MD Payment |/ Payments |/ Voucher Afiributes |/ Error Summary.

Business Unit: MDJUD Invoice Date: 02/20/2013
Voucher ID: ADC12345 Invoice No: INV-123

Voucher Style: Regular Invice Total: 350.00 UsD
Contract ID:

Vendor Hame: STAPLES Pay Terms: Due Now

300 Pear Tree Ln

Voucher Source: Online
Strongsvill, OH 28371
Entry Status: Postable Origin: ONL
Match Status: Mo Match Created: 02/20/2013
Approval Status: Approved Created By: tara.dean
Post Status: Unposted Modified: 02/20/2013
Modified By: tara dean
Doc Tol Status: Valid ERS Type: Not Applicable
Budget Status: valid Close Status: Open
Budget Misc Status: Valid
*View Related Payment Inquiry ¥ Go
[ save | |/ ReturntoSearch [Z] Motfy =l Refresh Es Add Update/Displa

Summary | Related Documents | Invoice Information | AOC MD Pavment | Pavments | Voucher Attributes | Error Summary

Step Action

28. The Summary page displays.

Verify that the Budget Status displays "Valid".

29. You have successfully completed the Managing Voucher Budget Exceptions topic.

You have learned how to:

- View budget exceptions noted on a voucher
- Correct budget exceptions, when applicable
- Override a budget exception, when needed
End of Procedure.
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4.2 Managing Document Tolerance Exceptions

View document tolerance exceptions for a voucher on the Document Tolerance Exceptions
page. The field information on the Document Tolerance Exceptions page is listed below.

You can access the Document Tolerance Exceptions page from the Exceptions link on the
Summary page upon the completion of the document tolerance process or by using the following
menu navigation: Accounts Payable > VVouchers > Maintain > Document Tolerance Exceptions.

Exceptions

e Rule ID: Displays the rule 1D and description of the document tolerance rule that
produced the exception.

Details

e Pred Doc Amt (predecessor document amount): Displays the amount of the purchase
order (obligation).

o Life-to-Date Liquidated Amt (life-to-date liquidated amount): Displays the sum total of
all source documents (vouchers) linked to the predecessor document. An individual
voucher may be within the tolerance, but if the sum total of the linked vouchers exceeds
the tolerance, the voucher does not pass document tolerance checking.

o Defined Tolerance Amount: Displays the defined tolerance amount.

o Defined Tolerance Percentage: Displays the defined tolerance percentage. NOTE: The
system uses whichever value is lower (either the defined amount or the defined
percentage) to calculate the tolerance. If the amount of the source document exceeds the
lower defined amount, the voucher does not pass document tolerance checking and the
system generates an exception.

e Calculated Doc Tol Amt (calculated document tolerance amount): Displays the amount of
the purchase order (obligation), plus any defined tolerance amount.

e Calculated Doc Tol Percent Amt (calculated document tolerance percent amount):
Displays the amount of the purchase order (obligation), plus any defined tolerance
percentage amount.

e Source Doc Monetary Amt (source document monetary amount): Displays the amount of
the voucher.

e Source Doc Converted Amt (source document converted amount): This amount is always
the same as the Source Doc Monetary Amt. Displays the converted amount of the
voucher.

o Predecessor GL Base Currency (predecessor general ledger base currency): Displays the
purchase order's General Ledger business unit base currency (U.S. Dollars, USD).

e Transaction Currency: Displays the currency of the voucher (U.S. Dollars, USD).

After completing this topic, you will be able to:

« View and override document tolerance errors for a voucher
e View document tolerance override history

Procedure
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In this topic, you will search for a voucher, access the voucher Summary page, and view the
document tolerance exception to determine the best corrective action.

Step Action

1. For the purposes of this topic, you will search for a voucher that has already been
created to view Document Tolerance exceptions.

If you are working in the voucher and have received Document Tolerance
exceptions after running the Document Tolerance process, you can access the
voucher Summary page directly to view Document Tolerance exceptions.

2. Click the Accounts Payable link.
[l Accounts Payablel
3. Click the Vouchers link.
4, Click the Add/Update link.
AddUpdate
5. Click the Regular Entry link.
Regular Entry
ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favortes = Main Menu > AccountsPayable > Vouchers > Add/Update » Reguar Entry
0 New Window ? Help 5, htip
Voucher
Find an Existing Value
Business Unit: [MDJupie,
Voucher ID: Nea
Voucher Style: Regular Voucher -
Short Vendor Name: e
Vendor ID: e
Vendor Location: ’70\
Address Sequence Number: | 0/@
Invoice Number: [
Invoice Date: 0w
Gross Invoice Amount: oo
Freight Amount: T T

Misc Charge Amount: 0.00.

Estimated No. of Invoice Lines:, 1

Add

Find an Existing Value | Add a New Value
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Step Action

6. The Voucher - Add a New Value page displays.

Click the Find an Existing Value tab.
| Find an Existing Value |

OoRrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry
) New Window  ? Help o5, hitp
Voucher

Enter anyinformation you have and click Search. Leave fields blank for a list of all values

[ Finc an Bxstna VaueJ@ERELETACITS
Business Unit: = - VDJUD Q

Voucher ID: begins with ~
Invoice Number:  begins wilh +

Invoice Date: = - w

Short Vendor Name: beginswith =

Vendor ID: beginswith ~[ qQ

Name 1: begins with ~ ’7

Voucher Style: = - -
Related Voucher:  beginswith ~ [

Entry Status: = - -
Voucher Source: = - -

[T case Sensitive

Search Clear |Basic Search [g) Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

7. The Voucher - Find an Existing Value page displays.

Enter values in one or more search fields to locate the voucher. Enter the voucher
number, if known.

8. Click the Search button.

NOTE: When you enter the voucher number as search criterion, you are directed to
the Summary page for the voucher.

Search
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Message

Document Tolerance has generated exceplions for this dosument (7550,14)

Some ofthe lines of this document have generated exseptions for exceeding folerances
defined for quantity and amounts between the Purchase Order and Voucher.

Step Action

9. A message displays notifying you that Document Tolerance exceptions exist on the
voucher.

This message may display when you access a voucher that has Document Tolerance
exceptions or after you have run the Document Tolerance process and an exception
exists.

Click the OK button.
(81"
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ORrRACLE

Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

Home | Workist || Add o Favorites Sign oul

FNew Window [ Personalize Page B} hitp

|@ save | & RetumtoScarch +5] Previousinlist 45 Mextinlist| [ Moty | @ Refresh

Summary| Related Documents | Invoice

| Pavments | Voucher Aftributes | Error Summary

Related Documents " Invoice Information |/ Payments ° Voucher Affributes ** Error Summary
Business Unit: MDJUD Invoice Date: 03/06/2013
Voucher ID: 00000039 Invoice No: gaa daae ew
Voucher Style: Regular Invoice Total: 800.00 UsD
Contract ID:

Vendor Name: ABC TEST COMPANY Pay Terms: Due Now
éﬁ_‘;gg;‘ STREET Voucher Source: Online
3RD FLOOR
ANYTOWN, GA 55788

Entry Status: Postable Origin: ONL

Match Status: Ready Created: 031052013

Approval Status: Approved Created By: USER001

Post status: Unposted Modified: 031052013

Modified By: USER001

Doc Tol Status: Exceptions ERS Type: Not Applicable

Budget Status: Valid Close Status: Open

Budget Misc Status: Valid

“View Related Payment Inquiry e

Add]| [ UpdateiDisplay

Step Action

10.

Exce

The Voucher Summary page displays.

Click the Exceptions link next to the Doc Tol Status field.

GEARS

> General Enterprise And Resource Support

Favorites

Main Menu > AccountsPayable > Vouchers > Maintan

>

Document Tolerance Exceptions

Document Tolerance Exceptions

Business Unit:  MDJUD Document Type: Voucher

Rule ID: E100  Description:

MDJUD
0000000042
Pred Line Nbr: 1

Predecessor Business Unit:

Pred Doc ID:

Pred Sched Nbr: 1
Pred Distin Num: 1
Pred Doc Amt:

Life-to-Date Liquidated Amt:

1D:

ENewwindow [ Personalize Page ) nttp

00000039

Fad [ view A1 Frst K 1071 I Last

Fina | View Al First K 4011 O3 (ast

Document exceeds predecessor by more than allowable tolerance

Defined Tolerance Amount:
Defined Tolerance Percentage:

Calculated Doc Tol Amt Amount:
Calculated Doc Tol Percent Amt:

Source Doc Monetary Amt:
Source Doc Converted Amt:

Predecessor GL Base Currency:

Transaction Currency:

[T override

| save | & Rewrntosearch | [Z] Notify |

S el el @] ] 8 © |l
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Step Action

11. The Document Tolerance Exceptions page displays in a new window.

In the Source Lines section, take note of the number of voucher lines that have a
document tolerance error.

Scroll through them one-by-one or click the View All link to view them all on one
page.

ORA
Home | Workist || AddtoFavorites | Sign out

Favorites  Main Menu > Accounts Payable > Vouchers > Mantam > Document Tolerance Exceptions
I New wingow  [# Personalize Page B nttp

Document Tolerance Exceptions

Business Unit:  DJUD Document Type: Voucher ID: 00000038
Source ine Fad [ view A1 Frst K 1071 1 Last

ne: 1 sched: Distrib: 1

Exceptions Find | View Al First K 1011 O Last
RulelD:  E100 Descripion:  Documentexceeds predecessor by more than allowable folerance
[Cl override

Predecessor Business Unit: VDJUD Defined Tolerance Amount:
Pred Doc ID: 0000000042 Defined Tolerance Percentage:
Pred Line Nbr: 1 Calculated Doc Tol Amt Amount: 400,00
Pred Sched Nbr: 1 Calculated Doc Tol Percent Amt: 400,00
Pred Distin Num: 1 Source Doc Monetary Amt: 500.00
Pred Doc Amt: 400,00 Source Doc Converted Amt: 500.00
Life-to-Date Liquidated Amt: 300.00 Predecessor GL Base Currency: usp

Transaction Currency: usp

[E save [\ Returnto Search  [=] Notify

F@ dlws=llel@lse]ells)] BT

Step Action

12. View the document tolerance exception(s) for a voucher line / distribution in the
Exceptions section.

The exceptions are listed by Rule ID and description. If there is more than one
exception

NOTE: There may be more than one exception for a line.
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ORA
Home | Workist || AddtoFavorites | Signout
Favortes = Main Menu » AccountsPayable > Vouchers »> Maintan » Document Tolerance Exceptions
I New wingow  [# Personalize Page B nttp

Document Tolerance Exceptions

Business Unit:  MDJUD Document Type: Voucher ID: 00000039
Source line

Fad [ view A1 Frst K 1071 1 Last

Line: 1 Sched: Distrib: 1

Rule ID: E100 Description: Document exceeds predecessor by more than allowable tolerance

[l override
Predecessor Business Unit: MDJUD Defined Tolerance Amount:
Pred Doc ID: 0000000042 Defined Tolerance Percentage:
Pred Line Nbr: 1 Calculated Doc Tol Amt Amount: 400.00
Pred Sched Nbr: 1 Calculated Doc Tol Percent Amt: 400.00
Pred Distin Num: 1 Source Doc Monetary Amt: 800.00
Pred Doc Amt: 400.00 Source Doc Converted Amt: 800.00
Life-to-Date Liquidated Amt: 800.00 Predecessor GL Base Currency: usD

Transaction Currency: usD

[E save [\ Returnto Search  [=] Notify

M LIS Y EY TITE

Step Action

13. View details of the exception in the Details section, including:

- The predecessor document (purchase order) information including PO ID, line
number, distribution number, and amount

- The total of all vouchers linked to the purchase order (Life-to-Date Liquidated
Amount)

- The document tolerance percentage / amount defined

- The calculated amounts of the purchase order, plus any defined tolerance amount
- The voucher amount (Source Doc Monetary Amt)

14. Determine modifications need to be made to the voucher or purchase order line
quantities/amounts. If you require assistance with this matter, contact the Help Desk
to facilitate a resolution.

NOTE: Only authorized users in the Department of Budget and Finance can
override Document Tolerance errors.

15. If you determine that an exception on the voucher should be overridden, click
the Override check box for the exception.

[Coverride |

16. Click the Save button.
=] Sa'ue:
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ORA

Home | Workist || AddtoFavorites |  Sign out
Favortes = Main Menu » AccountsPayable > Vouchers »> Maintan » Document Tolerance Exceptions

I New wingow  [# Personalize Page B nttp
Document Tolerance Exceptions

Business Unit.  MDJUD Document Type: Voucher ID: 00000039
Source ine Fad [ view A1 Frst K 1071 1 Last
Line: 1 Sched: Distrib: 1
Exceplions. Find | View Al First K 1011 O Last
RulelD: ~ E100 Description:  Documentexceeds predecessor by more than allowable tolerance
o]
Details
Predecessor Business Unit: VDJUD Defined Tolerance Amount:
Pred Doc ID: 0000000042 Defined Tolerance Percentage:
Pred Line Nbr: 1 Calculated Doc Tol Amt Amount: 400,00
Pred Sched Nbr: 1 Calculated Doc Tol Percent Amt: 400,00
Pred Distin Num: 1 Source Doc Monetary Amt: 500.00
Pred Doc Amt: 400,00 Source Doc Converted Amt: 500.00
Life-to-Date Liquidated Amt: 300.00 Predecessor GL Base Currency: usp
Transaction Currency: usp

[E save [\ Returnto Search  [=] Notify

F@ glmjls]@els]s]ells] ro e

Step

Action

17.

After saving the page, the override check box is "grayed-out".

18.

You can view the Document Tolerance Override History at any time after
overrides are performed.

Navigate to the Doc Tolerance Override History inquiry page.

Click the Accounts Payable drop-down menu button.
| Accounts Payable |

19.

Click the Review Accounts Payable Info menu.
| (3 Review Accounts Payable Info ¢ |

20.

Click the Vouchers menu.
| 3 Vouchers ’ |

21.

Click the Document Tolerance Override menu.

| D Document Tolerance Override |
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ORrRACLE

Home | Workist | MufiChannel Console |  Addto Favortes |  Sign out
Favorites - Main Menu > Accounts Payable > Review Accounts Payable Info > Vouchers > Document Tolerance Override

FNewWindow ? Help [ Personalize Page B hitp

Doc Tolerance Override History

Business Unit: MDJUD  Document Type: Voucher ID:  D00000B4

Source line Find | view A1 First Kl 1071 1 Last

Line: 1 Sched: Distrib: 1

Exceptions Find | View Al First K1 4 of 4 I [ost
Rule ID: E100  Description: Document exceeds predecessor by more than allowable tolerance.
User ID: tara.dean DateTime: 042212013 217PM
Predecessor Business Unit MDJUD Defined Tolerance Amount:
Pred Doc ID: 0000000061 Defined Tolerance Percentage:
Pred Line Nbr: 1 Calculated Doc Tol Amt Amount: 20000.00
Pred Sched Nbr: 1 Calculated Doc Tol Percent Amt: 20000.00
Pred Distin Num: 1 Source Doc Monetary Amt: 20000.00
Pred Doc Amt: 20000.00 Source Doc Converted Amt: 20000.00
Life-to-Date Liquidated Amt: &0000.00 Predecessor GL Base Currency: usb

Transaction Currency: usD

& Retumto Search | (] Notity |

Step Action

22. NOTE: If you do not access the Doc Tolerance Override History page after
performing an override, you may need to enter search criteria before viewing the
Document Tolerance Override History page.

23. The fields on the Doc Tolerance Override History page are the same as the fields
on the Document Tolerance Exceptions page, with the exception of the User 1D
field and the DateTime field.

These two additional fields provide an audit trail of exceptions that have been
overridden.

24. Click the Return to Search button to search for view the document tolerance
history of other vouchers.

.. Return to Search

25. You have successfully completed the Managing Document Tolerance Exceptions
topic.

You have learned how to:

- View and override document tolerance errors for a voucher
- View document tolerance override history

End of Procedure.
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4.3 Managing Match Exceptions

View match exceptions for a voucher by using the Match Exception Workbench. The system
logs each match rule exception for the voucher that you can view using the Match Workbench.
You can access the Match Workbench from the Match Request page, by clicking the Exceptions
link on the Voucher Summary page in the Voucher component, or through general navigation.

The basic steps for managing match exceptions are listed below:

1. Run the Matching Process. If vouchers do not pass the Matching process, the system
flags them as exceptions.

2. View the exceptions on the Match Exception Workbench Details page, where you can set
the vouchers that have match exceptions to Override, if necessary.

NOTE: Overridden vouchers are available for payment and are paid the next time the pay cycle
is run.

3. Correct the errors
4. Rerun the Matching process.

After completing this topic, you will be able to:
e View match exceptions noted on a voucher
e View the purchase order and receipt information associated with a voucher
e Override match exception for a voucher or voucher lines

Procedure

In this topic you will investigate the match exceptions noted for a voucher.

Step Action

1. Click the Accounts Payable link.
[l Accounts Payable]

2. Click the Review Accounts Payable Info link.

Review Accounts Payable Infg]

3. Click the Vouchers link.

4, Click the Match Workbench link.

Match Workbench
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites ~ Main Menu > AccountsPayable > Review Accounts Payable Info > Vouchers > Match Workbench

Elnewwindow 7 Help [ Personalize Page 5, hitp

Match Workbench
: I -

Use Saved Search: Process Monitor
Business Unit equalto - aQ

Match Status equalto - -

Voucher ID All Values -

Vendor setiD All Valugs -

Vendor ID All Values -

Max Rows to Retrieve: 300

searcn Clear . o

\dvanced Search  Save Search Criteria Delete Saved Search Personalize Search

Step Action

5. The Match Workbench page displays.

Use the Match Workbench to view a list of vouchers and match information,
according to specified search criteria.

This page and the pages accessible from it enable you to override exceptions, correct
errors, initiate the Matching process, and undo matched vouchers.

6. In this topic, you will view voucher that have a Match Status of "Match Exceptions
Exist".

Enter "MDJUD" into the Business Unit field.

7. Click the Match Status list.

8. Click the Match Exceptions Exist list item.
[Match Exceptions Exist |

9. Click the Search button.
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Add to Favorites

ORACH
Home | Workist JuliChannel Console
Favorites - Man Menu > Accounts Payable > Review Accounts Payable Info > Vouchers > Match Workbench
ENewwindow 7 Help (& Personalize Page[ _

Match Workbench

Use saved Search: M Process Manitor

Business Unit equalto - MDJUD Q

Match Status equalto - Match Exceptions Exist -

Voucher ID AllValues -

Vendor SetiD equalto - SHARE Q,

Vendor ID All Values -

Max Rows to Retrieve: 300

Advanced Search

C Save Search Criteria

i}

Delete Saved Search

Personalize Search

Search Results for Match Inquiry Type: Match Exceptions Exist

Select to perform an Action on a row.

 More Details

Personaize | Find | Viev 411 L |

[#SelectAll [ ClearAll

Financial
Select  Match Business Unit Vouchers Vendor ID Sanctions Invoice Number Gross Amt Currency
Status
latch Exceptions =
= MDJUD 00000088 0000000015 % Valid EAA1128 10.00 usD

[@igelectAll  [JClear All

Voucher Match Action: v Aoy |

Action: - | Run |

Step

Action

10.

A list of vouchers that match you search criteria display.

11.

Click the Match Exceptions Exist link for a voucher you want to review.

ORrRACLE

Favorites -~ Main Menu

Match Exception Workbench Details

Business Unit: MDJUD AOC Voucher:
Vendor: 0000000015 Vendor SetiD:
Vendor Name AOC TEST VENDOR Match Due Date:
Updated By: elisha.archibold Due Date:
Terms: NETOD Due Now Origin:

Gross Amt: 1000 USD  Control Group:

Header Maich Rules
Match Exception Summary

Document Details Voucher Match Actior

00000088
SHARE
03/05/2013
03/05/2013
ONL

Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
B New Window 7 Help [ Personalize Page B ntip +
Invoice: EAAT128
Vendor Location: 003
Invoice Date: 03/05/2013
Matched Date: 0310512013

Match Status:
Match Type:

Match Exceplions Exist

Apply

m

Fand | View Al First

Voucher Line Number: 1 Voucher Line Match Action: v Awoly
PO Business Unit: MDJUD PO Number: 0000000143
Line Number: 1 Schedule Number: 1
View Document: Purchase Order -
Line Document Details Document id: MDJUD 0000000143 +| Go
Match Rules Personaiize | E1
7" override Options
Details  Match Rule Voucher Purchase Order Receiver L4
% Extended price folerance 10.00 10.00
IEEE' Extended price % tolerance 10.00 10.00
% Line amt does not equal PO line amt 10.00 10.00
% Unit price does not equal PO unit price 10.00000 10.00000
IEEE' Unit price does not equal PO unit price + % ol 10.00000 10.00000
% Unit price does not equal PO unit price + unit tol 10.00000 10.00000
a B No receipts found 00000088 0000000143
=1 Voucher line amt > Sum of received amount 10.00 0.00 s
[ m 3
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Step Action

12. The Match Exception Workbench Details page displays in a new window.

Voucher summary information displays at the top of the page, including Matching
information such Match Status, Matched Date, and Match Type.

13. Use the links in the top of the page to view more details.

In this topic, you will use the Document Details link to view details about the
referenced purchase order and PO receipt.

14, Click the Document Details link.

|Dn|::um ent Details

15. The Associated Document Information page displays.

This page displays the associated voucher, purchase order, and receiver attributes
side-by-side to compare item such as line number, line quantity, unit price,
(merchandise) amount, etc. for respective lines.

It also lists whether a receipt was required for the purchase order.

NOTE: Use the scroll arrows or the View all link if there is more than one line with
an exception.

16. Click the Return button.

ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout

Fa\m_ntes Main_Menu
0 New Window ? Help [& Personalize Page B, hip +
Match Exception Workbench Details

Business Unit: MDJUD AOC Voucher: 00000088 Invoice: EAAT128

Vendor: 0000000015 Vendor SetiD: SHARE Vendor Location: 003

Vendor Name AQC TEST VENDCOR Match Due Date: 03/05/2013 Invoice Date: 03/05/2013

Updated By: elisha.archibold Due Date: 03/052013 Matched Date: 03212013

Terms: NETOD Due Now Origin: ONL Match Status: Watch Exceplions Exist
Gross Amt: 10.00 usD Control Group: Match Type:

Header Match Rules
Match Exception Summary
Document Details Voucher Match Action: M Apply

[Find | View All [ s

Voucher Line Number: 1 Voucher Line Match Action: ~ | (m—nnbs
PO Business Unit: MDJUD PO Number: 0000000143
Line Number: 1 Schedule Number: 1
View Document: Furchase Order -
Line Document Details. Document Id: MDJUD 0000000143~/ Go
[ Match Ru —
il Gverride Oplions
Details Match Rule Voucher Purchase Order Receiver L
IEEE‘I Extended price tolerance 10.00 10.00
2 Exended price % tolerance 10.00 10.00
E&  Line amtdoes notequal PO line amt 1000 10.00
I?@‘ Unit price does notequal PO unit price 10.00000 10.00000
2 Unitprice does not equal PO unit price + % fol 10.00000 10.00000
4 unitprice does notequal PO unit price + unittol 10.00000 10.00000
o 2 Noreceipts found 00000088 0000000143
I B Voucherline amt » Sum of received amount 10.00 0.00 ‘ -
< m »
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Step Action

17. In the Line Details section, if there is more than one voucher line with exceptions
review them one at a time using the scrolling arrow button or click the View All link
to view them all on one page.

18. You can access the associated purchase order or receipt inquiry pages the View
Document and Document ID drop down lists.

19. In the Match Rules section view the match rules applied to the voucher and the
exceptions that exist.

20. Use the Details button for a match rule to view a detailed description of the match
rule.

21. A red icon with the exclamation point next to a match rule indicates that the voucher
line has a match exception for that rule.

22, Move the scroll bar downwards to view all match rule exceptions.

23. Click a Details button to view the match a description of the match rule.

OoRrRACLE
Home | Workist | MuliChannelConsole | AddtoFavortes | Signout

Favartes ~ Main Menu
& NewWindow 7 Help [& Personalize Page & hip

Match Rule Details

Match Control: STANDARD Match Rule Type: DATAENTRY
Match Rule: RULE_R500 Description: No receipts found

The Matching process could not find any receipts for the purchase order specified on the voucher line that were &
available for matching (for example not matched, noton hold, and not canceled)

Reftum

Step Action

24, The Match Rule Details page displays.

Review the rule description, and then click the Return button.

25. Click the Override Options tab.
I Override Options |
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Step Action

26. Determine whether modifications need to be made to the voucher, purchase order, or
receipt line quantities/amounts.

ORACLE

Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites  Main Menu
Line Number: 1 Schedule Number: 1
View Document: Purchase Order -
Line Document Details Document ld: MDJUD 0000000143 v Go
Match Rules Personaize | B
[T=W8 Override Options
Details. Match Rule Action Overridden By Debit Memo Date
B Exended price tolerance
& Exended price % folerance
53 Line amt does not equal PO line amt i
% Unit price does notequal PO unit price
£} Unit price does not equal PO unit price + % fol
|5§|‘El| Unit price does notequal PO unit price + unit tol
(=] B No receipts found -
[ voucherline amt> Sum of received amount
% Voucher quantity is greater than accepted gty
(2] F|‘El| Voucher quantity does not equal sum of receipt qty H
% Life to date voucher gty is greater than PO gty Debit Memo E
Override
% Life to date voucher amountis greater than PO amt
& Lifeto Date > Sched Amt+ % ext tol
[ Lifeto Date > Sched Amt+extamttol
Action: Ml
Save
E MNotify LA
< m »
217. You can override individual exceptions for a voucher line, if applicable.
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OoRrRACLE
Home | Workist | MuliChannel Console |  AddtoFavorites |  Signoul

Favgrites  Main Menu
ENewwindow 7 Help [ Personalizs Page B hitp =
Match Exception Workbench Details
Business Unit: MDJUD AGC Voucher: 00000088 Invoice: EAAT128
Vendor: 0000000015 Vendor SetiD: SHARE Vendor Location: 003
Vendor Name AOC TEST VENDOR Match Due Date: 03052013 Invoice Date: 0305/2013
Updated By: clishaarchibold Due Date: 03/05/2013 Matched Date: 033172013
Terms: NETOD Due Now Origin: ONL Match Status: Match Exceptions Exist
Gross Amt: 1000 UsSD  Control Group: Match Type:
Header Malch Rules
Maleh Exception Summary
Document Details | Voucher Match Action: - | Apply | B
Voucher Line Number: 1 | Voucher Line Match Action: M Apply |
PO Business Unit: MDJUD PO Number: 0000000143
Line Number: 1 Schedule Number: 1
View Document: Purchase Order -
Line Document Details Document Id: MDJUD 0000000143+ Go
Override Options
Details Match Rule Voucher Purchase Order Receiver L
2 Extended price tolerance 10.00 10.00
% Extendedprice % tolerance 10.00 10.00
[ Line amtdoes not equal PC line amt 10.00 10.00
E2  Unitprice does notequal PO unit price 10.00000 10.00000
B unitprice does notequal PO unit price + % tol 10.00000 10.00000
2 Unitprice does notequal PO unit price + unittol 10.00000 10.00000
=] B Noreceints found 00000088 0000000143
[ Voucher line amt > Sum of received amount 10.00 0.00 -
[ i, b

Step Action

28. You can also override all exceptions on a voucher (i.e., at the header level) or
voucher line using the Voucher Match Action and Voucher Line Match Action
drop-down lists.

29. Upon resolving the matter, the Matching process needs to be run again to update the
Match Status on the voucher.

If the voucher match exception was overridden, the status changes from "Manually
Overriden" to "Matched".

30. You can run the Matching process from the Match Workbench for one or more
vouchers.

F— |
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Home | Workist | MultiChannelConsole | AddtoFavorites |  Sign out
Favorites ~ Main Menu > AccountsPayable > Review Accounts Payable Info > Vouchers > Match Workbench

Enewwindow 7 Help & Personalize Page 8 htp

Match Workbench

Use saved Search: M Process Manitor
Business Unit equalto - MDJUD Q

Match Status equalto - Match Exceptions Exist -

Voucher ID AllValues -

Vendor setiD squalto - SHARE Q

Vendor ID All Values -

Max Rows to Retrieve: 300

Search Clear

Advanced Search ESEVE Search Criteria mDEIEHE Saved Search Personalize Search

Search Results for Match Inquiry Type: Match Exceptions Exist

Select to perform an Action on a row.

[#SelectAll [ ClearAll

Personaize | Find | View A1 | B st K1 4011 I Lot

Hore Details

Financial

Select  Match Business Unit  Vouchers Vendor ID Sanctions  Invoice Humber Gross Amt Currency
Status
Match Exceptions =
= MDJUD 00000088 00000000155 Valid EAAT128 10.00 usD

[@igelectAll  [JClear All

Voucher Match Action: - | Apply

Action: [N Run

Step

Action

31.

The Match Workbench displays.

Click the check box for the voucher(s) you want to run Matching.

32.

Click the Action list.

| h |

33.

Click the Matching list item.
[Matching |

34.

Click the Run button.
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File Edit View Favorites Tools Help

 Find: [ send | Previous Next | 7] ptions ~ |
Processing

Process Hame:

Process Instance: [18504] Process Type:

Step Action
35.

A process window opens indicating that the process has been initiated.

Return to the Match Workbench window.

Message

Matching has been launched with Process Instance Number 18504 (7005,55)
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Step Action

36. A message displays also indicating that the matching process is launched.
Click the OK button.

37. The Match Workbench search page displays.

To verify the voucher(s) match status, enter search criteria to locate and view the
voucher(s).

For example, use the Voucher ID search fields to search for one voucher or a range
of vouchers or search for vouchers with a Match Status of "Matched".

38. You have completed the Managing Match Exceptions topic.

You have learned how to:

- View match exceptions noted on a voucher

- View the purchase order and receipt information associated with a voucher
- Override match exception for a voucher or voucher lines

- Review the Match Status of a voucher after running matching

End of Procedure.
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Lesson 5: Performing Exception Processing

Lesson Overview:

Once a voucher is entered and has gone through any level of processing, it may be necessary to
update or correct voucher information and the related accounting entries. Some fields are not
editable after processing (e.g., budget checking, matching, posting). As such, you may use error
exception processing such as deleting, adjusting (including journal entries), or unposting some
vouchers.

This lesson covers the concepts involved in exception processing.

Lesson Objectives:
After completing this lesson you will be familiar with:

Entering adjustment voucher - debit/credit memos
Entering journal vouchers

Unposting vouchers

Deleting vouchers

5.1 Entering Adjustment Vouchers - Debit/Credit Memos
There may be occasions when you need to make adjustments to vouchers: incorrect data entry,

incorrect vendor invoice information, or failure of the vendor to provide the agreed-upon goods
or services. In these circumstances, create an adjustment voucher - debit/credit memao.
After completing this topic, you will be able to:

e Enter an adjustment voucher - debit/credit memo

Procedure

In this topic, you will enter an Adjustment VVoucher.

Step Action

1. Move the scrollbar down to the Accounts Payable link.

2. Navigate to the Vouchers page.

Click the Accounts Payable link.
|l Accounts Payablel

3. Click the Vouchers link.
Vouchers |
4, Click the Add/Update link.
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Step Action

5. Click the Regular Entry link.

6. Click the Voucher Style list.
| Regular Voucher |L]

7. Click the Adjustments list item.
[Adjustments |

8. Click the Look up Vendor ID button.

Look Up Vendor ID

SetiD: SHARE
Vendor ID: begins with v |
Short Vendor Name: begins with ~ |
Name 1: begins with ~ |

Classification: -

Persistence: -

| LookUp | clear | Cancel |Basic Lookup

Search Results
Only the first 300 results can be displayed

MView 100 First [4] 100 ora00 [§] Lasi

Vendor 1D ::::V“d" Mame 1 Classification Persistence
0000000003 220753456-000 SUSAN J D'SOUZA Supplier  Reaular
0000000004 220760461-000 SHIRLEY HALL Supplier  Reaular
0000000005 220766178000 RANDOLPH M CARR JR Supplier  Reqular
0000000006 220766482000 ELLIOTT, THOMAS E Il Supplier  Reqular
0000000007 220767380000 HELMER ELIZABETH L Supplier  Reqular
0000000008 220769104000 CHERE EROWN Supplier  Reqular
0000000009 220769281000 DIMICO. MARGARET A Supplier  Reqular
0000000010 220780515000 GEORGE L INGRAM Supplier  Reqular
0000000011 220780574000 CUNNINGHAM TERESAE Supplier  Reqular
0000000012 220781344000 SPIETH. CINDY K Supplier  Reqular
0000000013 220781910000 NORMAN R STONE Supplier  Reqular
0000000014 220785380000 CHRISTOPHER WAL LACE Supplier  Reqular
0000000015 220800526-000 LAURAR WASHINGTON Supplier  Reqular
0000000016 220801477-000 CARLAF JONES Supplier  Reqular
0000000017 220803773 000 DAMON K STREAT Supplier  Reqular
0000000018 220804635000 LINDAMCLAUGHLIN Supplier  Reqular
0000000019 220808049-000 JEEFERSON. ROSEMARY Supplier  Reqular
0000000020 220808557000 KATHRYN BREWER POOLE Supplier  Reqular
0000000021 220809245000 TANYASTEMPLE Supplier  Reqular
00000000221220809403-000 CONNIE L LILLER Supplier  Reqular

Step Action

9. The Look Up Vendor ID window displays.

Search for a vendor by looking it by Vendor ID. For this example, enter 0000005673
in the Vendor ID field.

10. Click the Look Up button.

11. Click the 0000005673 link or the most appropriate link.

12. Enter the desired information into the Invoice Number field. Enter a valid
value e.g. "CR-2013-999".
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Step Action

13. Enter the desired information into the Invoice Date field. Enter a valid
value e.g. "03/05/2013".

14, Click the Add button.

ORA
Home | Workist | MuliChannel Console |  Add to Favories |  Sign out

Favorites  Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry
[¥] Related Content  ENew Window [ Personalize Page -
AOC MD Payment | Payments  Voucher Atfributes "
Business Unit: MDJUD Invoice No: CR-2013-999 Action:
Voucher ID: ADJ-123 Invoice Date: 02/20/2013 B -
Voucher Style: Adjustments Accounting Date: 0212012013 ) Run
Vendor ID: 0000000071 @ SHARP BUSINESS SYSTEM
121988872-MAIN @ 1300 WILSON BOULEVARD
Altachments (0)
Location: AN @ SUITE 800
| P E— Comments(0
~Address: 1 @ ALRINGTON, VA 22209 Comments(0)
Advanced Vendor Search £
Control Group: q ‘'PayTems: 7 [miToo Q' Due Now
Invoice Lines: . Basis Date Type: Acct Date
“Currency: [ Uspl@ Hon Summary PrintInvaice
Miscellaneous: =
Freight: =]
Total: 0.00
Copy From Source Document
Difference: 0.00 Voucher ID: Q Copy to Voucher
Calculate Copy From Worksheet
Invoice Lines Find | View All First K 4 of4 I [ast
=
Line: 1 Item:  vom: Q
“Distribute by: Amount - Unit Price: Quantity:
Ship To: 89 @ Line Amount: 0.00
SpeedChart: @ pescription:
javascriptpAction_wind(decument.wind, VCHR_3PRD_WRK_VOUCHER_IDS... } [l One Asset 35

Step Action

15. The Voucher - Invoice Information page displays.

Enter the desired information into the Voucher ID field. Enter "00000059".

16. Click the Copy to Voucher button.
; Copy to Voucher '
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ORA
Home | Workist | MukiChannelConsole | AddtoFavortes | Signout

Favorites = Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

cAddress: h @ Ao vn ccous T

Control Group: q PayTems: 5 [NET0O QU Due Now

\nvoice Lines: 000 Basis Date Type: Acct Date

— Non Merchandise Summary Printinvoice

*Currency: usD

Miscellaneous: =]

Freight: =]

Total: 5,000.00 i

Copy From Source Document
Difference: 0.00 Voucher ID: R R
Calculate Copy From Worksheet
Invoice Lines Find | View Al First 1 1012 O Last
=

Line: 1 Item: 600-38COPY01 A vom: EA Q

“Distribute by: Quantity - Unit Price: 5,300.00000 Quantity: 1.0000

Ship To: 03 Line Amount: 5:300.00 [Crorce Price

. Q . Black and White Copier/printer
:plee(dg'\"“" N 20000050 Description: [¥] Restore Encumbrance L
elated Voucher: E
[Clone Asset
Calculate

Purchase Order & Receiver Info
Associate Receiver(s’

Personaize | Find | Vieve Al | st K 04 I Lot

Exchange Raie | Stafistics || Assels

Line  Merchandise Amt Quantity Restore Encumbrance  “GLUnit ~ Account  Openltem ia;:h Fund Dept

Program

B|= 1 530000 10000 MDJUCQ, (0301 @ q_[c2s]q [ooo1q [0125100 @ [BO0S @

« . 3

@ save | (=] Wotity | |4 Refresh [E+ Add | |2 UpdateDisplay

Invnice Information | AQC: MM Pavment | Pavments | Vaucher Afiribites

Step

Action

17.

The related voucher data has been successfully loaded.

18.

Now that the voucher has been copied, the adjustment must be made.

In this example, there is a total Merchandise amount of $5,300; while the line
amount is only $5000. The $300 difference is manually adjusted.

Enter the desired information into the Total field. Enter a valid value e.g. "-300".

19.

Enter the desired information into the Line Amount field. Enter "-300".

20.

Click the Refresh button.
ris Refresh

21.

Your adjustment has balanced, when the Difference total is 0.00.

22.

Click the Save button.
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Home | Workist | MukChannelConsole | AddtoFavortes | Signout

[ Related Content & New Window & Personalize Page B it
]

Budget Misc Status: valid
“View Related Payment Inquiry

B save [] Notify 7 Refresh

Summary | Related Documents | Invoice

m Related Dacuments | |nvoice Infarmation |( AGC MD Payment " Payments ' Youcher Atiributes  Error Summary
Business Unit: uDJUD Invoice Date: 0212012013
Voucher ID: AD1-123 Invoice Ho: CR-2013-999
Voucher Style: Adjustment Invoice Total: -300.00 usD
Contract ID:

Vendor Name: SHARP BUSINESS SYSTEM Pay Terms: Due Now
1300 WILSON BOULEVARD Voucher Source: onine
SUITE 800
ALRINGTON, VA 22208
Entry Status: Postable Origin: ONL
Match Status: Na Match Created: 0212012013
Approval Status: Approved Created By: tara.dean
Post Status: Unposted Wodified: 0212012013
Modified By: tara.dean
Doc Tol Status: Not Chicd ERS Type: Not Applicable
Budget Status: Not Chicd Close Status: Open

Er Add Update/Display

| AOC MD Payment | Payments | Youcher Attributes | Error Summary

Step

Action

23.

The system assigns a voucher ID.

24,

Memos topic.
You have learned how to:

End of Procedure.

- Create an adjustment voucher

You have successfully completed the Entering Adjustment Vouchers - Debit/Credit
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5.2 Entering Journal Vouchers
It is not unusual for a business to post and pay a voucher and then discover that the voucher was

posted to the incorrect general ledger account. A journal voucher can be created to reverse the
amount from one account and add it to another without unposting the voucher and payment. The
result is a journal voucher with zero balance.
After completing this topic, you will be able to:

e Enter a journal voucher

Procedure

In this topic, you will enter a journal voucher.

Step Action
1. Move the scrollbar down to the Accounts Payable link.
2. Navigate to the Vouchers page.
Click the Accounts Payable link.
|l Accounts Payablel
3. Click the Vouchers link.
4. Click the Add/Update link.
5. Click the Regular Entry link.
6. Click the Voucher Style list.
| Fegular Voucher vl
7. Click the Journal Voucher list item.
[Journal Voucher |
8. Click the Look up Vendor ID (Alt+5) button.
9. Click the VERIZON WIRELESS link.
[VERIZON WIRELESS]
10. Enter the desired information into the Invoice Number field. Enter "VRZN_123".
11. Enter the desired information into the Invoice Date field. Enter "03/05/2013".
12. Click the Add button.
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MuliChannel Console |

Add fo Favorites

Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry
[*lRelated Content & New Window ? Help [ Personalize Page \ihttp *
IWEATTETTII < AOC VD Payment |( Payments ' Voucher Afiibutes |
Business Unit: WDJUD Invoice No: ZN123 | Action:
Voucher ID: NEXT Invoice Date: (03/05/2013 & T
Voucher Style: Journal Voucher Accounting Date: 0410212013 (1
Vendor ID: @ VERIZON WIRELESS Session Defaults
[225645768-MAN
A POBOX660103 tachments (0
Location: AN @ DALLAS,TX 75266-0108 Alachments (0}
1 Comments (0
“Address: Q
Advanced Vendor Search
Control Group: [ g PayTems: NET00 Due Now
Related Voucher: [ |g BasisDateType: Aect Dale .
Invoice Lines: 0.00 L
*Currency: [ usoq
Total:
Difference: 0.00
Calculate
10f 1
Line: 1 Item:
“Distribute by: unit Price:
Ship To: B @ Line Amount:
SpeedChart: Q iptic
[ One Asset
Calculate
RS | Erchange Rate | Staiisics | Assels
Domp Line  Merchandise Amt Quantity "GL unit |Ammm ‘q)elmem ‘My ‘ﬁmn ‘[Ept ‘Prnﬂr:m ‘mmhr | |

Step

Action

13.

Click the Look up Related VVoucher (Alt+5) button.

Look Up Related Voucher

Business Unit: MDJUD

Vendor ID:

Related Voucher: begins with -

Basic Lookup

Search Results

00000065 Jane TestSeript |

00000066 Janetest 01/29/301
00000071 235423543 02006201
00000073 fest  03/13301

PP-TEST4  VRZN-02-2013-123
0305201
IEST1  TSTA11 |

UNP2  wnp2  03/11201
MCHR-111  111-TEST 020012013 |
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Step Action
14, Click the EE3 link.
EE3
15. Scroll down to the Distribution Lines table.
16. Enter the desired information into the Account field. Enter "0891".
17. Move the scrollbar to the right to display the PCA field.
| L
18. Enter the desired information into the PCA field. Enter “60091".
19. Click the Save button.
20. Click the Action list.
21. Click the Match, Doc Tol, Bdgt list item.
[Match, Doc Tol, Bdat |
22. Click the Run button.
| Run |
23. (_:Iick the Yes button.
24, Click the Summary tab.
Summary
25. You have successfully completed the Entering Journal Vouchers topic.
You have learned how to:
- Enter a journal voucher
End of Procedure.
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5.3 Unposting Vouchers

Vouchers cannot be modified once they have been posted or once they have been assigned to a
"Verified" control group. If modifications are needed on a voucher that has already been posted,
you can unpost the voucher if it has not been selected for payment.

Considerations

e You cannot unpost a voucher if it has been selected for payment
o Ifapplicable, you must change the status of a control group to update voucher
information

After completing this topic, you will be able to:

e Unpost a voucher
o Verify the Post Status of a voucher

Procedure

In this topic, you will unpost the voucher and then verify the post status of the voucher.

Step Action

1. Click the Accounts Payable link.
[ eSettlements |

2. Click the Vouchers link.

3. Click the Add/Update link.

4, Click the UnPost VVoucher link.
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Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > UnPost Voucher

Voucher UnPost

Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value

~ Search Criteria

Business Unit: = - ’WQ
Voucher ID: beginswith [
Invoice Number:  beginswith v [
Short Vendor Name: begins with ~ ’7

Vendor ID: begins with (¢}
Name 1: begins with
Voucher Style: = A -

[ case Sensitive

Search Clear  |pasic Search [§) Save Search Criteria

Home | Workist | WufiChannel Console |  Addto Favortes | Sign out

ENew Windaw  ? Help 1B hitp

Step Action

5. The Voucher Unpost search page displays.

number, if known.

Enter values in one or more search fields to locate the voucher. Enter the voucher

6. Click the Search button.

the UnPost Voucher page.

NOTE: When you enter the full voucher ID or invoice number you are directed to

7. Click a voucher ID link.
00000098
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Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > UnPost Voucher

IERENEEER Voucher Detais

Business Unit: MDJUD Voucher: 00000098

Vendor ID: 0000000027 HARRY LEE
ShortName: 55609552651-000

| Voucher Informatio

Invoice: 999-123 Origin: ONL
Date: 0410312013 Group: Y5585
Gross Amount: 100.00 USD

date Vouche Reversal Accounting Date

@ Business Unit Default
*Accounting Date: 04/03/2013 (@ Use Current Date
© Use Specific Date

Accounting Date:

Unpost

2 Returnto Search (=] Notify

UnPaost Voucher | Voucher Details

& New Window ? Help [& Personalize Page &, hiip

Training Guide

AP240 Managing Vouchers

Home | Workist | MufiChannel Console |  Addto Favortes |  Sign out

Step

Action

The UnPost Voucher page displays.

Summary voucher information displays including:
- Vendor name, vendor ID, and ShortName

- Invoice number, invoice date, gross amount

- voucher origin

- Control Group ID

- Accounting Date

To view voucher details, click the Voucher Details tab.
| Voucher Details |

10.

The Voucher Details page displays.

the VVendor section.

display.

You can access additional vendor details, if desired, using the Go to Address link in

Other voucher details, such as the payment terms and schedule payment Due Date

11.

Click the UnPost VVoucher tab.
|gnF’nst Voucher |

12.

The UnPost Voucher page displays.

To unpost the voucher, click the Unpost button.
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Message

Warning — Proceed with Process? (7030,13)

Press OK to continue with the process. Press Cancel if you do not wish 1o proceed.

Step Action

13. A confirmation message displays to confirm your action.

Click the OK button to proceed.

Message

Voucher 00000098 for business unit MDJUD has been unposted. (7030,89)

This Voucher has been unposted.
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Step Action

14. Another message displays to confirm that the voucher has been unposted.

Click the OK button.

15. To verify the Post Status of the voucher, navigate to the Voucher component.

Click the Vouchers drop-down menu button.

16. Click the Add/Update menu.
| 03 Add/update ]
17. Click the Regular Entry menu.

| |=| Regular Entry |

18. The Voucher - Add a New Value page displays.

Click the Find an Existing Value tab.
| Eind an Existing Value |

19. The Voucher - Find an Existing VValue page displays.

Enter values in one or more search fields to locate the voucher. Enter the voucher
number, if known.

20. Click the Search button.
21. Click the voucher link for the voucher that you want to view.
00000098
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ORrRACLE
Home | Workist | MufiChannel Console |  Addto Favortes |  Sign out
Favorites = Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry

[ Related Content @I New Window ? Help [& Personalize Page & http
[EZEE Reisted Documents | invoice Information ) AOC WD Payment | Payments | Voucher Afiibutes ) Error Summary

Business Unit: MDJUD Invoice Date: 041032013
Voucher ID: 00000098 Invoice No: 999-123
Voucher Style: Regular Invoice Total: 100.00 usD
Coniract ID:
Vendor Name: HARRY LEE Pay Terms: Due Now
2;; EEHT . Voucher Source: Online
BALTIMORE, MD 21230-0000
Entry Status: Postable Origin: ONL
Match Status: No Watch Created: 04/03/2013
Approval Status: Approved Created By: tara.dean
| Post Status: Unposted | Modified: 04/03/2013
Modified By: tara.dean
Doc Tol Status: valid ERS Type: Not Applicable
Budget Status: valid Close Status: Open
Budget Misc Status: Valid
*View Related Payment Inquiry v o
& Save | S RetuntoSearch [ Notify /4 Refresh B Add | |5
Summary | Related D | Invoice | AOC MD Payment | Payments | Voucher Attributes | Error Summary

Step Action

22. The voucher Summary page displays.

Verify that the voucher's Post Status is "Unposted".

23. You can make updates to the voucher if it is not assigned to a "Verified" control
group.

24, Click the Unposted object.
nposted

25. Click the Add/Update menu.
| 3 Add/update '

26. Click the UnPost VVoucher menu.
| |=] UnPost Voucher |

217. Note your Voucher ID has automatically defaulted into the Voucher ID search
field.

28. Click the 'Search’ field.

29. Verify the Voucher information, and click the Unpost button.

30. Click the OK button.
F DK

II

31. Click the Vouchers menu.

- Vouchers

32. Click the Add/Update link.
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Step

Action

33.

The VVoucher

Enter the Voucher ID into the VVoucher ID field.

34.

Click the Search button.
Search

35.

The voucher is now in an Unposted status.
Unposted

36.

Click the Accounts Payable link.

[- Accounts Payable

37.

Click the scrollbar.

38.

Click the Accounts Payable link.
[l Accounts Payable]

39.

Click the Batch Processes link.

Batch Processes

40.

Click the Vouchers link.

41.

Click the Vouchers link.

42.

Click the Add/Update link.
Add/Update

43.

Click the Regular Entry link.
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ORrRACLE
Home | Workist || AddtoFavorites | Signoul
Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

& New Window &, hitp

Voucher

(_Eind an Exisfing Value ) (LA

Business Unit: [MoJuple,

Voucher ID: N

Voucher Style: Regular Voucher -
Short Vendor Name: e

Vendor ID: ’70\

Vendor Location: [ ¢

Address Sequence Number: | 0/Q

Invoice Number: ’—
Invoice Date: T w

Gross Invoice Amount: I 1 )
Freight Amount: T )

Misc Charge Amount: 0.00

Estimated No. of Invoice Lines:| 1

Add

Find an Existing Value | Add a New Value

javas: tion_win0(do: #CSrchTypeClassic); |

Step Action

44, The Voucher - Add New Value page displays.

Click the Find an Existing Value tab.
| Find an Existing Value |

45, The Voucher - Find an Existing Value page displays.

Enter values in one or more search fields to locate the voucher. Enter the voucher
number, if known.

46. Click the Search button.

NOTE: When you enter the full voucher ID or invoice number, you are directed to
the voucher Summary page.

47. The voucher Summary page displays,

The Post Status of the voucher is "Posted".

48. Now, you will unpost the voucher
49. Click the Home link.
Home|
50. Click the scrollbar.
51. Click the Accounts Payable link.

[l eSettlements |
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Step Action
52. Click the Vouchers link.
53. Click the Add/Update link.
54, Click the UnPost Voucher link.
55. Enter the desired information into the Voucher ID field. Enter "%698".
56. Click the Search button.
57. Click the 00000098 link.
nooo00as
58. Click the Voucher Details tab.
Waoucher Details |
59. Click the UnPost Voucher tab.
| UnPost Voucher |
60. Click the Unpost button.
61. Click the OK button.
62. OK button.
63. Click the Vouchers button.
64. Click the Add/Update menu.
| 03 Add/update ]
65. Click the Regular Entry menu.
| |=| Regular Entry |
66. Click the Find an Existing Value tab.
| FEind an Existing Value |
67. Click the Business Unit object.
68. Enter the desired information into the Voucher ID field. Enter "%698".
69. Click the Search button.
70. Click the 00000098 link.

00000098
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Step Action

71. Qlickthe OK hutton.

72. Click the Unposted object.

73. Click the Add/Update menu.
| 1 Add/update ]
74. Click the UnPost Voucher menu.
| [£] UnPost Voucher |
75. Note your Voucher ID has automatically defaulted into the Voucher ID search
field.
76. Click the *Search’ field.
77. Verify the Voucher information, and click the Unpost button.
78. Click the OK button.
79. Click the Vouchers menu.
80. Click the Add/Update link.
81. The Voucher

Enter the Voucher ID into the VVoucher ID field.

82. Click the Search button.
Search

83. The voucher is now in an Unposted status.

84. You have successfully completed the Unposting Vouchers topic.

You have learned how to:

- Unpost a voucher

- Verify the Post Status of a voucher after unposting the voucher
End of Procedure.
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5.4 Deleting a Voucher

When a voucher is deleted, it is no longer available for viewing, processing, or for use by any
users on the system. However, the record of the voucher still exists as an audit trail. If the
voucher was entered as a manual payment, the payment remains and can be applied to other
vouchers for the vendor.

Before deleting a voucher, you can review details for the voucher on the Voucher Details page,
within the same page group, before saving the information on the Delete VVoucher page.

Considerations
e You cannot delete a voucher with a Match Status of "Matched". If appropriate, unmatch
the voucher first and then delete.
e You cannot delete a voucher that has been posted or that has been selected for payment.
After completing this topic, you will be able to:
e Delete a voucher

Procedure

In this topic, you will learn how to delete a voucher.

Step Action

1. Click the scrollbar.
2. Click the Accounts Payable link.
|l Accounts Payablel
3. Click the Vouchers link.
4. Click the Delete Voucher link.
5. The Voucher Delete search page displays.

Enter search criteria to narrow your results. Enter the voucher ID, if known.

6. Click the Search button.

NOTE: When you enter the full voucher ID or invoice number you are directed to
the Delete VVoucher page.

7. Click the voucher ID for the voucher you want to delete.

00000102
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update »> Delete Voucher

Delete Voucher Voucher Details

FNewWindow ? Help [ Personalize Page ) hitp

Business Unit: MDJUD Voucher: 00000102

Vendor

Vendor: 0000010451 Local Revenue - Westernport

ShortName: 'WESTERNPOR-001

Voucher Information

Invoice: 1000000137 Origin:  RFD Header Budget Status: Valid
Date: 04/04i2013 Group: Non-Prorated Budget Status: Valid
Gross Amount: 36.00 USD Entry Status: Postable

Related Voucher

i Delete |

& save | & Retumto Search | [=] Hotify

Delete Voucher | Voucher Details

Step Action

8. The Delete Voucher page displays.

Summary voucher information displays including:
- Vendor name, vendor ID, and ShortName

- Invoice number, invoice date, gross amount

- Related voucher

- Voucher origin

- Control Group ID

- Header Budget Status

- Entry Status

9. To view voucher details, click the Voucher Details tab.
| Voucher Details |
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ORrRACLE

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites ~ Main Menu > AccountsPayable > Vouchers > Add/Update »> Delete Voucher

) NewWindow 7 Help [# Personalize Page &, hiip
[EECVETEITN Voucher Details |

Business Unit: MDJUD Voucher: 00000102
Vendor
Vendor ID: 0000010451 Local Revenue - Westernport
ShortName: WESTERNPOR-001
Namez o e

50 To Address

Voucher Information

Invoice: 1000000137 Gross Amount: 36.00USD
Invoice Date: 04/0412013 Freight: 0.00
Acctg Date: 04/0412013 Miscellaneous: 0.00
Terms: NETOD  Due Now Sales Tax: 0.00
Due Date: 04/0412013 Use Tax: 0.00
Discount Due: Entered VAT: 0.00

& save | & Retumto Search | [Z] Hotify

Delete Voucher | Voucher Details

Step Action

10. The Voucher Details page displays.

You can access additional vendor details, if desired, using the Go to Address link in
the Vendor section.

Other voucher details, such as the payment terms and schedule payment Due Date
display.

11. Click the Delete VVoucher tab.
| Delete Voucher |

12. The Delete Voucher page displays.

Click the Delete button.
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Message

Warning — Delete Confirmation (7030,12)

Press OK to delete the voucher. Press Cancel if you do not want to delete the voucher.

Step Action

13. A confirmation message displays to confirm your action.

Click the OK button to proceed.

Message

Budget transactions related to this voucher have been deleted. (7030,473)

Please review your budget account balance and activity.
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Step Action

14. If the voucher was budget checked another message displays indicating that the
budget transactions related to the voucher have been deleted.

Click the OK button.

15. You have successfully completed the Deleting a Voucher topic.

You have learned how to:
- Delete a voucher
End of Procedure.
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Lesson 6: Managing Voucher Control Groups

Lesson Overview:
Control groups allow you to batch vouchers together for processing. Control groups must be
balanced before any of the vouchers within that group are paid or posted.

In this lesson, you will review how to create a control group and assign vouchers to a control
group. You will also learn how to process and manage a control group after it has been updated.

Lesson Objectives:
After completing this lesson, you will be able to:

Create a voucher control group and assign it to the Appropriate DBF user
Select vouchers for a control group, review, and update selected vouchers
Run the Control Group Register Report

Post voucher control groups

Delete control groups
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6.1 Creating Voucher Control Groups
After completing this topic, you will be able to:

o Create a control group
e Assign a DBF user to a control group

Procedure

In this topic, you will:
- Create a voucher Control group

Training Guide
AP240 Managing Vouchers

- Enter a the control group description based on the document type and four-digit group number

- Assign a Document Prefix Type to be used in the Archive Reference Number

- Assign an AP Supervisor to a control group

ORACLE

Favorites - Main Menu

Menu EX

Search:
®

I My Favorites

> Maryland Judiciary

[ Employee Sel-Service

[ Manager Self-Service

[ Supplier Contracts

I Customers

I Products

b Catalog Management

I Promotions

I Customer Contracts

I Order Management

b Pricing Configuration

I Customer Returns

L Items

I Cost Accounting

I Vendors

I Procurement Contracts

I Purchazing

[ Inventory

I eProcurement

[> Services Procurement

I Sourcing

I Engineering

> Manufacturing Definitions

> Production Control

> Configuration Modeler

> Product Configurations

I Quality

I> Inventary Palicy Planning

I> Supply Planning

> Grants

I> Pragram Management

I Project Casting

I> Praposal Management

I> Maintenance Management

I Resource Management

[> Real Estate Management

I Staffing

I> Travel and Expenses
=

Home | Workist | MutiChanneiConsole | AddtoFavortes | Signout

Personalize Content | Layout

N Teou
< m

? Help

Step Action

1. Click the scrollbar.

2. Click the Accounts Payable link.
[l Accounts Payable]

3. Click the Control Groups link.

4, Click the Group Information link.

E roup Inform Eltil:llll
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Home | Workist | MufiChannel Console |

Favorites - Main Menu > Accounts Payable > Control Groups > Group Information

Group Information

Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value Add a New Value

~ Search Criteria

Business Unit: = - MDJUD Q

Control Group ID:  begins with + |

=0

Group Control Date: = -

Search || Clear |Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

ENew Windaw  ? Help 1B hitp

Add to Favortes |  Sign out

Step Action

5. The Group Information search page displays.

To add a new control group, click the Add a New Value tab.
l Add a Mew Value

ORACLE

Favorites  Main Menu > Accounts Payable > Control Groups > Group Information
Group Information

Find an Existing Value Mﬂ a New Value

Business Unit:  [MDJUD Q
Control Group ID:

Add

Find an Existing Value | Add a New Value

ENew Window B hitp

Home | Workist || AddtoFavortes | Signout
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Step Action
6. The Group Information - Add a New Value page displays.
Verify the Business Unit field displays "MDJUD".

7. Enter the control group ID into the Control Group ID field using the appropriate
Document Type prefix (i.e., A, D, C, R, T, or N) and the respective four digit group
number.

For example, enter *A0004",

8. Click the 'Add’ button.

9. The AOC Group AP Header page displays.

10. Enter any number into the Nbr of Vouchers field.

NOTE: The number entered into this field is updated when vouchers are assigned to
the control group.

11. Select a Document Prefix Type. The document prefix indicates the type of
vouchers being processed in the control group.

Click the Document Prefix Type list.

12. Double-click the Archive Reference Number list item.

13. Identify the assignee to the control group. The assignee is the DBF AP Supervisor
who will add the vouchers to the Control Group.
Click the Look up Assigned to button.
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)| @ httpioraclelcourtsstate.. O~ & X || @ Group Infarmation

Look Up Assigned to

User ID: begins with ~
Name 1: begins with ~

Search Results

Step Action

14. The Look Up Assigned To window displays.

Click the User ID link of the AP Supervisor.
|esther bouryng |

15. Click the Save button.
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Do you wantto update the status to ssigned'? (7035,14)

Do you want to update the status to ssigned'?

i

Step Action

16. A message displays to confirm that you want to update the status of the control
group to "Assigned".

Click the Yes button.

17. The AOC Group AP Header page displays.

The Status is updated to "Assigned"”. The Assigned and Due fields update with the
respective date and time stamps.

18. You have successfully completed the Creating Voucher Control Groups topic.

You have learned how to:

- Create a voucher Control group

- Enter a the control group description based on the document type and four-digit
group number

- Assign a Document Prefix Type to be used in the Archive Reference Number

- Assign an AP Supervisor to a control group

End of Procedure.
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6.2 Selecting Vouchers for a Control Group
After completing this topic, you will be able to:

o Access the AOC Group Voucher Selection page
e Assign vouchers to a control group

Procedure

A control group has been assigned for review. In this topic, you will select vouchers to include in
the control group.

Step Action
1. Click the Accounts Payable link.
[ Accounts Payablel
2. Click the Control Groups link.
3. Click the Add Vouchers to Control Group link.
|l=1dd Youchers to Control Group

ORACLE
Home | Workist || AddtoFavorites |  Signout
Favorites  Main Menu > AccountsPayable > Control Groups > Add Vouchers to Control Group
ENew Window B hitp
AOC_GRP_AP_VCH_SEL

Enter anyinformation you have and click Search. Leave fields blank for a list of all values

.‘ i 1‘. Iai A.i I‘i‘

Search by: Control Group IDbegins with

Search | Advanced Search
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Step Action

4, The AOC_GRP_AP_VCH_SEL search page displays.

Enter the control group ID into the Control Group ID field or click the Search
button and select a control group ID.

In this example, enter "A004".

5. Click the Search button.
Search

Favorites — Main Menu > Accounts Paysble > Control Groups > add Vouchers to Contral Group

ENewWindow [ Personalze Page [Byhitp +
Select Vouchers for Control Group
Business Unit MDJUD  Control GlDun‘ID ADDO4

Control Voucher Number Control Gross Amount
voucher ID Final Voucher Approval Date From 2] L
Voucher Source - Final Voucher Approval Date To ]

Bearch Select Al Deselect All

Assign Selected Vouchers

Gross Invoice

Process Voucher I Invoice Humber /% Invoice Date Vendor ID Short Vendor Hame  Vendor Hame
10 00000023 jar-grp01 25000000 12182012 00000123 ABCTESTCO ABC TEST COMPANY P
20 00000024 jor-gre01 40000.000 12182012 00000123 ABCTESTCO ABC TEST COMPANY
3@ 00000025 jp-testrchr! 100000.000 01/07/2013 00000123 ABCTESTCO ABC TEST COMPANY
+ O 00000026 INy-111 A0.000 01/01/2013 00000123 ABCTESTCO ABC TEST COMPANY
5O 00000036 INyY-035 126.000 01/092013 00000123 ABCTESTCO ABC TEST COMPANY
6 O 00000045 J4P-2013-FEB 102331 600 01162013 0000000014 133221730 JAP ABBOCIATES
O 00000057 JP-TEETECRIPTI 10000.000 01162013 00000123 ABCTESTCO ABC TEST COMPANY
s O 00000058 jor-012213-1 100.000 01/22¢2013 00000123 ABCTESTCO ABC TEST COMPANY
a [ 00000059 B7T01853412 5000000 01182013 0000000011 131968872 SHARP BUSINESS SYSTEM
100 00000080 PTP332 1500.000 01/28/2013 0000000009 STAPLESO STAPLES
1 0 00000081 JPt htrwy 1000.000 01/28/2013 0000000009 STAPLESO STAPLES
12 [0 00000082 Kif 125.000 01/28/2013 00000123 ABCTESTCO ABC TEST COMPANY
13 [0 00000083 teast 1000.000 01/292013 00000123 ABCTESTCO ABC TEST COMPANY
14 0O 00000085 120912 20000000 01/282013 0000000002 22564GTER VERIZON WIRELESS
15 [0 00000086 120913 0172902013 0000000002 22564GTER VERIZON WIRELESS

J »

Step Action

6. The Select Voucher for Control Group page displays.

At the top of the page the Control Group ID, Control Voucher Number and
Control Gross Amount fields display.

The Control Voucher Number and Control Gross Amount fields are updated
after assigning voucher to the control group.
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Home
Favorites - Main Menu > Accounts Payable > Control Groups > Add Viouchers to Control Group

FNewWindow [ Personalize Page [Shttp =

Select Vouchers for Control Group
Business Unit MDJUD  Control Group ID A0004

Control Voucher Number 2 Control Gross Amount

Voucher ID Final Voucher Approval Date From =] L
Voucher Source - Final Voucher Approval Date To El

Search Select All Deselect Al

Assign Selected Vouchers
Voucher Selection

Gross Invoice

Process Voucher I Invoice Humber 0 Invoice Date Vendor ID Short Vendor Hame  Vendor Hame
10 00000023 jar-grp01 25000000 12182012 00000123 ABCTESTCO ABC TEST COMPANY I}
20 00000024 jor-gre01 40000.000 12182012 00000123 ABCTESTCO ABC TEST COMPANY
3@ 00000025 jp-testrchr! 100000.000 01/07/2013 00000123 ABCTESTCO ABC TEST COMPANY
40 00000026 INy-111 50.000 01/0142013 00000123 ABCTESTCO ABC TEST COMPANY
50 00000036 INY-033 125.000 01/042013 00000123 ABCTESTCO ABC TEST COMPANY
& [0 00000045 J4P-2013-FEB 102331 500 01152013 0000000014 133221730 J4P ASSOCIATES
| 00000057 JP-TESTSCRIPT1 10000.000 01162013 00000123 ABCTESTCO ABC TEST COMPANY
s @O 00000056 jor-012213-1 100.000 01/222013 00000123 ABCTESTCO ABC TEST COMPANY
a [ 00000059 B7T01853412 5000000 01182013 0000000011 131968872 SHARP BUSINESS SYSTEM
100 00000080 PTP332 1500.000 01/28/2013 0000000009 STAPLESO STAPLES
1 0 00000081 JPt htrwy 1000.000 01/28/2013 0000000009 STAPLESO STAPLES
12 [0 00000082 Kif 125.000 01/28/2013 00000123 ABCTESTCO ABC TEST COMPANY
13 [0 00000083 teast 1000.000 01/292013 00000123 ABCTESTCO ABC TEST COMPANY
14 O 00000065 120912 20000000 01/292013 0000000002 225646768 VERIZON WIRELESS
15 [0 00000066 120913 01/2902013 0000000002 215646768 VERIZOM WIRELESS

| r

Step Action

7. Use the filter options at the top of the page to find vouchers that you want to assign
to the control group.

After entering filter options click the Search button to displays the results in the
Voucher Selection section.

Your search options include:

- Voucher ID

- Voucher Source

- Final Voucher Approval Date From and To
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Favorites - Main Menu > Accounts Payable > Control Groups > Add Viouchers to Control Group

) New Window  [& Personalize Page B, http *
Select Vouchers for Control Group
Business Unit MDJUD  Control Group ID A004

Control Voucher Number 2 Control Gross Amount

Voucher ID Final Voucher Approval Date From =] L
Voucher Source - Final Voucher Approval Date To El

Search Select All DeselectAll

Assign Selected Vouchers

Gross Invoice

Training Guide
AP240 Managing Vouchers

Process Voucher ID Invoice Humber ot Invoice Date Vendor ID Short Yendor Hame Vendor Hame
1 D 00000023 jar-grp0t 25000.000 12182012 opooo123 ABCTESTCO ABC TEST COMPANY Iy
2 D 00000024 jar-gre0?1 40000.000 12182012 opooo123 ABCTESTCO ABC TEST COMPANY
3 D 00000025 jp-testrchrl 100000.000 01/07/2013 opooo123 ABCTESTCO ABC TEST COMPANY
4 [ 00000026 INY-111 50.000 01/0142013 anono123 ABCTESTCO ABC TEST COMPARY
50 00000036 IRy-999 125.000 01/09i2013 anono123 ABCTESTCO ABC TEST COMPARY
&[] 00000045 J4P-2013-FEB 102331 500 011152013 a00000001 4 133221739 J4P ASSOCIATES
T8 00000057 JP-TESTSCRIPT1 10000.000 01162013 anono123 ABCTESTCO ABC TEST COMPARY
s @ 00000058 jgr-012213-1 100.000 01/2212013 anono123 ABCTESTCO ABC TEST COMPARY
3@ 00000059 BT01853412 5000.000 01/182013 a0ooo0n01 1 131968872 SHARP BUSINESS SYSTEM
10 [ 00000060 FTP 332 1500.000 01/28(2013 a00000000a STAPLESOH STAPLES
11 E 00000061 JPt htre 1000.000 01/282013 a00000000a STAPLESOH STAPLES
12 [ 00000062 Kif 125.000 012812013 anono123 ABCTESTCO ABC TEST COMPARY
13 @ 00000063 teast 1000.000 01/292013 anono123 ABCTESTCO ABC TEST COMPARY
14 0O 00000085 120912 20000000 01/292013 0000000002 225646T6E VERIZON WIRELESS
15 @ 00000066 120913 01J292013 0000000002 225646768 VERIZON WIRELESS
J »
Step Action

the Voucher Selection section.

Use the Select All and Deselect All buttons to select/deselect all vouchers listed in

Click the scrollbar to access the View All link.

10.

If needed, click the View All link to view each all vouchers on one page

11.

box next to each voucher.

NOTE: If you want to select all voucher listed use the Select All button.

Select the vouchers that will be included in the control group by clicking the check

12.

above the Voucher Selection section.

Esaign Selected Vouchers

After selecting vouchers, click the Assign Selected VVouchers hyperlink located
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Message

Assign voushers? (20001,5)

Are you sure you want to assign 3 vouchers?

Step Action

13. A message displays to confirm the number of voucher you are assigning.

Click the Ys button to confirm.

Message

The control group has been assigned 3 vouchers with @ 6600.000000000000 gross total
armount. (20001.8)

The control group voucher assignment was successful

oK
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Step Action

14. Another message displays which provides the number of vouchers assigned and the
gross total of the vouchers.

Click the O_K button.

Favorites - ManMenLi > Accourts Payable > Cortrol Groups > Add Vouchers to Control Group

Fnewiindow  [# Personalize Page [Shhttp

Select Vouchers for Control Group
Business Unit MDJUD  Control Group ID AD004

Control Voucher Number 3 Control Gross Amount  §600.000
Voucher ID Finial Voucher Approval Date From B

Voucher Source - Final Voucher Approval Date To El 3
Search Selest Al Deselet All

gl Belerted Vaiichers

Process  VoucheriD  Inuoice Humber szs Invoice Invaice Date endor ID Short Wendor Hame  Vendor Hame
10 00000023 jar-grp0t 25000000 12182012 00000123 ABCTESTCO ABC TEST COMPANY
2@ 00000024 jor-gredt 40000.000 12182012 00000123 ABCTESTCO ABC TEST COMPANY Il
30 00000025 jp-testechr! 100000.000 01/07/2013 00000123 ABCTESTCO ABC TEST COMPANY
4 [0 00000026 INY=111 50000 01/0142013 Q0000123 ABCTESTCO ABCTEST COMPANY
5@ 00000036 INy-999 125.000 01/092013 Q0000123 ABCTESTCO ABCTEST COMPANY
6 [ 00000045 J4P-2013-FEB 102331.500 017152013 Qooooooat4 133221739 JAP ASSOCIATES
T\ 00000057 JP-TESTSCRIPT1 10000000 01/16/2013 Q0000123 ABCTESTCO ABCTEST COMPANY
e[ 00000058 jar-012213-1 100.000 01/22/2013 Q0000123 ABCTESTCO ABCTEST COMPANY
9@ 00000059 6701853412 S000.000 01/18/2013 Qo0oooo0t 1 131968872 SHARP BUSINESS SYSTEM
10 [ 00000060 FTP.3.3.2 1500.000 01/28/2013 Qooooooana STAPLESDT STAPLES
11 0 00000081 JP1 htrwe 1000.000 01/28/2013 Qooooooana STAPLESDT STAPLES
12 [0 00000062 Kif 125.000 01/28/2013 Q0000123 ABCTESTCO ABCTEST COMPANY
13 [0 00000063 teast 1000.000 01/292013 Q0000123 ABCTESTCO ABCTEST COMPANY
14 [ 00000065 Jane Test Script 20000000 01/292013 0000000002 226R46TER VERIZON WIRELESS
15 O 00000066 Jane-est 017292013 0000000002 226646TER VERIZON WIRELESS

io = o o cecosicoer

Step Action

15. The Control Voucher Number and Control Gross Amount fields update based on
the vouchers assigned.

16. You have successfully completed the Selecting Vouchers for a Control Group topic.

You have learned how to:

- Access the AOC Group Voucher Selection page
- Assign vouchers to a control group

End of Procedure.
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6.3 Marking a Control Group to be Reviewed

After vouchers are selected to be included in a control group, the assigned DBF user reviews each
voucher in a control group, including:

Verifying that the proper attachments are added

Saving the attachments to include in the CD sent to the GAD
Updating voucher line accounting, as needed.

Updating any other voucher elements, as needed.

oM E

After reviewing voucher in a control group, the status of the control group is changed to "Ready
for Review" and the DBF AP Lead is notified that the control group is ready to be verified.

After completing this topic you will be able to:

o Update the status of the control group to"Ready" for Review"
e Notify the DBF AP Lead

Procedure
Vouchers in a control group have been reviewed and updated.

In this topic, you will change the status of the voucher control group to "Ready for Review".

Step Action

1. Click the Accounts Payable link.
[l Accounts Payable]

2. Click the Control Groups link.

3. Click the Group Information link.

}g roup Information

4, The Group Information search page displays.

Click the Search button.

5. Control Groups display that match your criteria.

Select the control group by click the Control Group ID link.

6. The
Click the Status list.

Aszsigned - |

7. Click the Ready for Review list item.
[Ready for Review |
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Step

Action

Click the Save button.

Send a notification to the DBF AP Lead indicating that the control group is ready for
review and approval.

Click the Notify button.

[Z] Matify

ORACLE

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Payable > Control Groups > Group Information

D NewWindow ? Help [& Personalize Page B, hitp
Send Notification
Type names o email addresses in the To, CC, or BCC fields, using a semi-colon as a separator

Click LOOKUP RECIPIENT to search for a name. Click DELIVERY OPTIONS to view or change the method of the send.
ofification Details

Lookup Recipient

To: Deliverv Options

[CIRichText
cc:

BCC:

Priority: -
Subject: <Enter Subject here>

Template: Woriflow Motification

i @

Priority: %NotificationPriarity

Matn Sant 20432 N4 10

®

Message:

Click OK to send this nofification and exit this page. Click Cancelto exit this page without sending a notification
Click Apply to send this nofification and remain on this page

oK Cancel Apply

Step

Action

10.

The Send Notification page displays.

Enter the appropriate email address into the To field.

11.

You can copy other DBF users the CC and BCC fields, if desired.

12.

Enter a message into the Message field. For example, enter "Control Group A0004
is ready for your review".

13.

Click the OK button when done.
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Step Action

14. You have successfully completed the Marking a Control Group to be Reviewed
topic

You have learned how to :

- Search for a control group

- Update the control group status

- Notify the DBF AP Lead of the control group status
End of Procedure.
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6.4 Running the Control Group Register Report
In this topic, you will learn how to run the Control Group Register Report.

After completing this topic, you will be able to:

Procedure

Navigate to and run the control group register report

In this topic, you will run the Control Group Register Report.

Step Action

1. Scroll down to the Accounts Payables link.

2. Navigate to the Control Group Register page.
Click the Accounts Payable link.
[l Accounts Payablel

3. Click the Reports link.
[Reports]

4, Click the Vouchers link.
[ Vouchers]

5. Click the Control Group Register link.
Eontml Group Registerl

6. The Control Group Register page displays.

Click the Add a New Value tab.
| Add a Mew Value |
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Home | ‘orklist |  MulliChannel Conscle | Adelto Favortes | Signout
Favorites - Main Menu > Accounts Payable » Reparts > Wouchers > Control Group Register

B Newwindow B hitp

Find an Existing Value | Add a Mew Value

Step Action

7. The Add a New Value tab displays.

Enter the desired information into the Run Control ID field. Enter "APY1011".

8. Click the Add button.
Add
9. The Control Group Register page displays.

Click the Look up Group button.

=
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Look Up Group

Business Unit: MDJUD
Control Group ID:  hegins with |

Group Control Date: = - ‘

LookUp | Clear | Cancel Dasic Lookup
Search Results

iew 100 First [§] 118 of 18 [§] Lasﬂ

Control Group ID Group Control Date Assigned to

0172902013 AOC CONVERSION
0172902013 AOC CONVERSION
0172902013 AOC CONVERSION
0172902013 AOC CONVERSION
0172902013 AOC CONVERSION

02132013 AOC CONVERSION
0172902013 AOC CONVERSION
021742013 esther bounyng
02/1R2013 esther bounyng
02/2002013 fara dean
02/2002013 fara dean
021902013 fara dean
0212142013 esther bouryng
021202013 fara dean
0201412013 fara dean
0212142013 esther bouryng
021742013 WP1

01/08i2013 fara dean

i

i
<

=
e
=
ol

e
=
=]

=
=
=

B

&
&
=

‘#ICRowlS");

Step

Action

10.

The Look Up Group window displays.

Click a Control Group ID that you created previously. In this example, A004 is
selected.

11.

Click the 'Print Voucher Line' and 'Print Distribution Line' checkboxes.

Print Youcher Line
Print Distribution Line

12.

Click the Run button.
Fun

13.

The Process Scheduler Request page displays.

Click the Server Name list.

-

14.

Click the PSNT list item.
PSNT

15.

Click the O_K button.
Ok

16.

The Control Group Register page displays.

Click the Process Monitor link.

Process Monito
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Home Wiorkisl o / s Sign out

Favoyites  MainMenu > Accounts Payable » Reports > Wouchers > Control Group Register
Enewwindow [ Personalizs Page B htp =
Server List
Actions
user D stherbounnd @, Type - Last - [ 1 oas - Refresh
Server h Name ’70\ Instance ’7 to ’7
Run Status - Distribution Status ~  [@Save On Refresh A
Process List
Select Instance Seq. Process Type Process Hame User Run Date/Time Run Status
16758 Crystal APY1011- estherbouryng 0212172013 12:18:10PM EST Queued A Details
167498 Crystal APY1011- estherbouryng 0202172013 12:17:47PM EST Success NA Details
16757 Crystal APY1011- estherbouryng 02/21/2013 12:10:16FM EST Success Posted Details L
16743 Application Engine AP_MATGH | estherbouryng 022112013 11:00: 264 EST Success Posted Details
16747 Application Engine FS_DOC_TOL |estherbourng 02/21/2013 10:57:38AM EST Success Fosted Details
16746 Application Engine FS_STREAMLN estherbouryng 023172013 10:53:47AM EST Success Posted Details
16744 Application Engine FS_STREAMLN estherbounmg 0202172013 10:53.03AM EST Success Posted Details
16743 Application Engine FS_STREAMLN estherbouryng 023172013 10:52.084M EST Success Posted Details
16741 PSJoh POXMLP estherbouryng 0202172013 10:47 56AM EST Success Posted Details
16739 Application Engine FS_BP estherhourng 0202172013 10:47:234M EST Success Fosted Details
16737 FSJob BOXMLE estherbouryng 02/21/2013 10:46:54AM EST Success Posted Details
16736 Application Engine F5_BP estherbourmg 0221120173 10:46: 224 EST Success Posted Details
16734 PSJob POXMLP estherbouryng 0202172013 10:45:504M EST Success Posted Details
167286 Application Engine FS_BP estherbounmg 02/21/2013 10:39.084M EST Success Posted Details
16725 Application Engine AP_MATGH  estherbourng 022172013 10:37 544 EST Success Posted Details
16716 Application Engine FS_BP estherhourng 0202172013 10:25.:54AM EST Success Fosted Details
16715 Application Engine FS_BP esther.bounmg 022112013 10:25:344M EST Success Posted Details
16714 Crystal APY1410- estherbouryng 0202172013 10:11:024M EST Success Posted Details
i 16713 Crystal APY1410- estherbouryng 02/21/2013 10:06:024M EST Success Posted LDetails ‘ h
< »

Step Action

17. The Process List displays.

Click the Refresh button until the Run Status changes from 'Queued’ to 'Success'
f_or your Process.

18. When the Run Status = 'Success', click the Details link.

19. The Process Detail page displays.

Click the View Log/Trace link.
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Favorites - Main Menu > Accounts Payable » Reports > Wouchers > Control Group Register

Enewwindow [ Personalize Page B hito

View LogiTrace

ReportlD: 17235 Process Instance: 16759 $ilessane Log
Mame: APY1011- Process Type: Crystal
Run Status:  Success

Control Group Register

Distribution Details

Distribution Node:  PSUNIX Expiration Date:
Hame File Size (bytes)  Datetime Created
APY1011-_16759.PDF 61,066 02/21/2013 12:16:40.384897PM EST
CRW APY1011 15* 0 0272112013 12:18:40. 304897 M EST
pssaltrace fre 130 02/21/2013 12:18:40.384887PM EST
Distribution ID Type: “Distribution ID
User estherhounng

Return

http://oracleld.courts.state.md.us:13080/ psreports/fstst/12235/APY1011- 1...

Step Action

20. The View Log/Trace page displays.

Click the APY1011-_16759.PDF link.
BEY1011- 16759.PDF

'
R Peoplsot icounta Payatl Page i
CONTROL GROUP REGISTER Run e 2212013
Run Tims. AZ1E29 PM
Business Unit: MDJUD
ConrolGroup:  A004
Control Group Information
seumt_ spio opose epom sesgesoy oueome CCrossAmount e uniener oot
MDJUD A4 22172013 A ‘esther bouryng R 6.600.00 3
Vousher Header Information
e Emmon oo o p chame otgn  opabr eyt
MDJUD 22172013 PO126 pol28 22013 00000123 ABC TEST COMPANY ONL  estherbouryng P
Acclg Dt Post Stat Dist Co¥ 1D Approval Stat Curmency Fate Type Exchange Rate Gross Amt Dtscount Amt Use Tax. Sakes Tax
2212013 u ‘STANDARD A usD CRRNT 1.000000000 $2.20000 000 $0.00 $0.00
A netoue ot Dimoueot  paymms  poumemnps  pomenome
30.00 2212013 Due Now
Vousher Line Information
uwes  pesorgton wermam i temio unteres e r e oea
1 Coffeemakers $2,000.00 [==) $400.00 ¥ Y
P T — o — st e o Tansacson
n
Distrbution Line Information
s ssnes  meem  Atkcomt cpenglnt Fescoe  oeo P [R—
erogram cace e coptre poac  moman ais e sica ——
1 o 0301 c25 o001 $2,000.00
BO0S ADDOS AY2013 60183 3000
‘Voucher Line Information
et Destgton oAt i temiD [E— r o ssc
T WeleeingFoBegteang wom oo =1 o v
s TH saesuseTaxxepton e p— st e o Tansaeson
N
Distribution Line Information
P R T —— Fegoo  BediD Conien D S Mech At
Frogran cone s oopne eoac  popan amizs ezt sca [——
' 0 =3 = w0 sa000
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Step Action

21. The Control Group Register Report displays in a new window.
22. You have successfully completed the Running the Control Group Register Report
topic.

You have learned how to:
- Run and review the control group register report
End of Procedure.
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6.5 Reviewing and Verifying the Control Group

When a control is in balance and no discrepancies exist in the control group, the status is changed
to "Verified".

After completing this topic, you will be able to:

Procedure

Search for a control group
Update the control group status to "Verified"

In this topic, you will mark a control group as "Verified".

Step Action
1. Click the Accounts Payable link.
[l Accounts Payable]
2. Click the Control Groups link.
3. Click the Group Information link.
Emug Information
4, The Group Information search page displays.
Click the Search button.
5. Control Groups display that match your criteria.
Select the control group by click the Control Group ID link.
6. Click the Status list.
| Ready for Review v|
7. Click the Verified list item.
| verified -
8. Click the Save button.
9. After verifying a control group, you need to post the group.
See the 4.5 Posting a Control Group topic for procedures.
10.

End of Procedure.
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6.6 Posting a Control Group
After completing this topic, you will be able to:

Post voucher control group

Procedure

In this topic, you will post a "Verified" control group.

o

QQGEARS

General Enterprise And Resource Support

Home | ‘workiist | Mulich
Favrites - Main Menu > Accounts Payanle » Batch Processes > Wouchers > Voucher Posting

Voucher Posting Request
Enter any information you have and click Search. Leave fields hlank for a list of all values

[ Find an Euzinz valve JEXTRIETREIE

~ Search Criteria

Run Control ID: begins with ~

[Clcase Sensitive

Search Glear |gasic Search [E] Save Search Criteria

Fine an Existing value | Add a New Value

AddtoFavorites | Sign out

D Wew window B hit

Step

Action

The Voucher Posting Request search page displays.

If you have already created a run control for the Voucher Post process, you can
search for it on the Find and Existing Value page. If you have not, create a run

control on the Add a New Value page

In this example, you will create a new run control.
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Favorites  Main Menu > Accounts Payable » Batch Processes » Viouchers » Voucher Posting

ENewwindow B hitp
Voucher Posting Reqguest
Enter any infarmation you have and click Search, Leave fields blank for 2 list of all values,

Add a New Value

Run Control ID: begins with ~ |
[ case Sensitive

| search || Clear |masic Search [E) Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

2. Click the Add a New Value tab.
| Add a Mew Value |

Home | Workist | MutiChannelConsole | Addto Favortes

Favorites ~ Main Menu > Accounts Payable » Batch Processes » Vouchers » Voucher Posting

Enew window 7 Help 15 nttp

Voucher Posting Request

Find an Existing Value Add aNew Value

Run Control ID:

Find an Existing Value | Add a New Value
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Step Action

3. The Add a New Value page displays.

Enter a run control 1D into the Run Control ID field. For example,
enter "vchrpost".

4, Click the Add button.
Add

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites  Main Menu > Accounts Payable > Batch Processes > Vouchers » Voucher Posting

& New Window ? Help [& Personalize Page &, hiip

Voucher Posting Request

Run ControlID:  POST ReportManager ~ Process Wonitor
[ Process Request Parame
“*Request ID: [
“Description: [
*Process Frequency: DontRun -
*Post Voucher Option: Post All Units -

*Pre|

Application Method: Invoicing Vendor -

Business Uni Voucher ID Control Group D Contract ID SetiD Origin
=]

[C] Autopilot Run Control

B save | =] Nolify | | Refresh B Add Update/Display

Step Action

5. The Voucher Posting Request page displays.

Enter process request parameters to specify the Control Group you want to post.

Enter a Request ID into the Request ID field. For example, enter "1".

Enter run control description into the Description field. For example,
enter "Control Voucher Post".

8. Click the Process Frequency list.

| Dont Run - |
9. Click the Always Process list item.

[Always Process |
10. Click the Post Voucher Option list.

| Post All Units -
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Step Action

11. Click the Post Group list item.
[Post Group |

12. Enter "MDJUD" into the Business Unit field.

13. Enter or look up the control group ID value in the Control Group ID field.

14. Click the Run button.
Fun

15. Click the O_K button.

Home | wiorkiist | MUmiChan

Favorites - Main Menu > Accounts Pavable » Batch Processes > Vouchers » Voucher Posting

Fnewwindow [# Personalize Page 5, http

Voucher Posting Request
Run Control ID:  ychrpost Report Manager  Process Wonitar U0
Process Instance: 16822

Process Request Parameters

*Reduest ID: [

*Description: |Control VoucherPost

*Process Frequency: Always Process -

*Post Youcher Option: Post Group -

“Prepayment Application Method: Invoicing Wendor -
Post Voucher List P

Business Unit Voucher ID Control Group D Contract ID SetiD

MDJUD Q A0004 Q =

[C] Autopilot Run Control

[E) save 2 RetuntoSearch [ Motity L Refresh Es Add Lipsiete/Display)

javascript:pAction_winl(do "PST_VCHR_RUN_BU_GRP_AP_ID

Step Action

16. The Voucher Posting Request page displays.

Take note of the Process Instance number displayed under the Run button.

17. Click the Process Monitor link.
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FaVD_ntES Mamy\enu > AEEDUH[&DBY&E'E > Batch PLDEESSES > \/DuEhErs » Voucher Posting
Enewwindow [ Personalizs Page B htp =
Server List
Actions
User ID [estherbounna @, Type v Last - 1 Dars + i Refresh |
Server ~ Mame| @ mstance|  to|
Run Status - Distribution Status ~  [@Save On Refresh A
Process List
Select Instance Seq. Process Type Process Hame User Run Date/Time Run Status o S0 2 Details
16822 Applieation Engine AP_PSTVCHR  estherbouryng 02i21/2013 B:36:50PM EST Success Posted  Details
16818 Crystal AP 406 estherbouryng 0202172013 S:00:15PM EST Success Posted Details
16803 Application Engine AP_MATCH  estherbounmg D221/2013 3 5503PM EST Success Posted Details L4
16799 Application Engine AP_MATGH | estherbounmg 022112013 3:45:08PM EST Success Posted Details
16798 Application Engine FS_DOC_TOL estherbouryng 022172013 3:44:21PM EST Success Fosted Details
16797 Application Engine FS_STREAMLN estherbouryng 0231/2013 3:43:31PM EST Success Posted Details
16796 Application Engine FS_STREAMLN estherbourmg 02/21/2013 3:42:47PM EST Success Posted Details
16795 Application Engine FS_STREAMLN estherbouryng 0231/2013 3.42:09PM EST Success Posted Details
16794 Application Engine F5_BP estherbounmg 022112013 3:40:20PM EST Success Posted Details
16793 Application Engine FS_BP estherhourng 0202172013 34001 5PM EST Success Fosted Details
16792 Application Engine FS_BP esther.bounmg 02:21/2013 3:38:36PM EST Success Posted Details
16791 Application Engine F5_BP estherbourmg 022112013 3381 6PM EST Success Posted Details
16790 Application Engine FS_BP estherhourng 0202172013 3:37:00PM EST Success Fosted Details
16789 Application Engine FS_BP estherbounng 02:21/2013 3:36:45FM EST Success Posted Details
16787 Application Engine F5_STREAMLN estherbouryng 022172013 3.26:58PM EST Success Posted Details
16786 Application Engine FS_STREAMLN estherbouryng 0221/2013 3:26:06FM EST Success Fosted Details
16785 Application Engine FS_STREAMLN estherbouryng 02/21/2013 3:25:24PM EST Success Posted Details
16783 PSJob POXMLP estherbourng 0202172013 3:22:29PM EST Success Posted Details
I 16782 Application Engine FS_BF esther.bounmg 0221/2013 3:92:07FM EST Success Posted Details . -
< »

Step Action

18.

The Process Monitor - Process List page displays.

The process you ran is listed by Process Instance number.

19.

Refresh

Click the Refresh button, periodically, until the Run Status is "Success" and the
Distribution Status is "Posted" for the process you ran.

20.

You have learned how to:

End of Procedure.

You have successfully completed the Posting a Control Group topic
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In this topic, we will discuss how to delete a control group.

After completing this topic, you will be able to:
o Delete a control group
Procedure

In this topic, you will learn how to delete control groups.

Step Action
1. Scroll down to the Accounts Payable link.
2. Click the Accounts Payable link.
[ Accounts Pavablel
3. Click the Control Groups link.
4, Click the Delete Control Group link.
Delete Control Groun|

Home |

Favorites - Main Menu > Accounts Paysble > Control Groups > Delete Control Group

Delete Control Group

Enter any infarmation you have and click Search. Leave fields hlank for 2 list of all values,

Worklist | MUCH

B M Window i, hitp

| et a

- Search Criteria

Business Unit: - - MDJUD a

Control GroupID:  begins with ~ Q

Group Control Date: = - ]
Search Clear |gasic Search [F] Bave Search Criteria
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Step Action

5. The Delete Control Group search page displays.

Click the Look up Control Group ID button.

Look Up Control Group ID

Business Unit: MDJUD
Control GroupID:  begins with ~ |
Group Control Date: = -

First [] 121 ef21 (] Laaq

esther bounmg
AOC CONWERSION
AOC CONWERSION
AOC CONWERSION
AOC CONWERSION
AOC CONWERSION
AOC CONWERSION
AOC CONWERSION
MDJ GL JRML CREATOR DBF
MO AR ADNMIN
MDJ GL BATCH

=
I

tara.dean

tara.dean

tara.dean

MO AR ADMIN

MDJ GL MONTHEND PROCESSOR
tara.dean

tara.dean

MDJ An BATCH

WP

]
&

=
'
&

]
&

o
o]

=
e
=
o

e
=
=]

=
[y

=
[

DUDEIZ013  taradean

]
I
5

Step Action

6. The Look Up Control Group 1D window displays.

Select the appropriate Control Group ID. In this example, Z123 is selected.

7. Click the Search button.
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Favorites - Main Menu > Accounts Payable > Control Groups > Delete Contral Group

B NewWindow [ Personalize Page B, hitp
Delete Control Group

Unit:  mDJUD Group: 7123

Assigned to: Bouryng, Esther DatefTime Assigned: 0212142013 347PM  Status: Verified
Gross Amt Vouchers
Control Tatals: 6,600.00 1
“aucher Totals 5,600.00 3
Difference: 0.00 -2
[} [ beiefe Vouchers in Group [CIDelete Control Group Record Delete

Vouchers

Delete  Woucher Entry Status ~ Gross Amt Curr  Status Invoice Short Vendor Hame

128 Postable 2,200.00 USD  Posted 128 ABCTEESTCO-MAIN

& Fetunto Search | (] Netity |

http://oracleld.courts.state.md.us:13080/ psp/fstst/EMPLOYEE/ERP/w/WOR...

Step

Action

The Delete Control Group page displays.

Click the View All link.

Click the Delete Control Group Record option.
| [C Delete Control Group Hat:urd|

10.

Click the Delete button.

11.

A message window will display confirming your decision to delete the control
group.

Click the OK button.

12.

You have successfully completed the Deleting Control Group topic.

You have learned how to:
- Delete control groups
End of Procedure.
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Lesson 7: Reviewing Voucher Information

Lesson Overview
When vouchers are entered in GEARS, you are able to view details associated with the
transaction including the related payment information.

Lesson Objectives
After completing this lesson, you will be able to:

o Review voucher information, including statuses, invoice information, payment
information, and related transactions
o the Payment History by Vendor Report

7.1 Reviewing Voucher and Payment Information
A voucher contains several tabs / pages which provide summary and details, including:

e Summary tab

¢ Related Documents
¢ Invoice Information
¢ MD AOC Payment

In this topic you will review the pages within the voucher component.

GEARS

General Enterprise And Resource Support

After completing this topic, you will have reviewed the following information within the voucher

component:

Voucher statuses

Voucher summary information
Voucher related transaction information
Invoice information

(GAD)
Procedure

In this topic, you will review the pages within the voucher entry component.

Step Action

1. Click the Accounts Payable link.
|l Accounts Payablel

2. Click the Vouchers link.

3. Click the Add/Update link.
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Step Action

4, Click the Regular Entry link.

ORACLE

Favorites = Main Menu > AccountsPayable > Vouchers » Add/Update > Regular Entry

Voucher

Find an Existing Value Mﬂ a New Value

Business Unit: MDJUD Q

Voucher ID: NexT

Voucher Style: Regular Voucher -
Short Vendor Name: ’70\

Vendor ID: [ ¢

Vendor Location: [ a

Address Sequence Number: | 0/Q

Invoice Number: ’—
Invoice Date: T w

Gross Invoice Amount: I 1 )
Freight Amount: ’7000

Misc Charge Amount: 0.00.

Estimated No. of Invoice Lines:| 1

Add

Find an Existing Value | Add a New Value

Home | Workist | MuliChannelConsole | AddtoFavortes | Signout

I Newwindow 2 Help S, http

Step Action

5. The Voucher - Add a New Value page displays.

Click the Find an Existing Value tab.
| Find an Existing Value |
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ORrRACLE

Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

Voucher

Enter anyinformation you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a New Value

égGEARS

General Enterprise And Resource Support

Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul

ENew Window 2 Help 1B, hitp

Business Unit: = - VDJUD Q
Voucher ID: begins with
Invoice Number:  begins with ~

Invoice Date: = - w
ShortVendor Name: beginswith » |

Vendor ID: beginswith ~[ qQ

Name 1: begins with ~ ’7

Voucher Style: = - -
Related Voucher:  beginswith ~ [

Entry Status: = - -
Voucher Source: = - -

[T case Sensitive

Search Clear |Basic Search [g) Save Search Criteria

Find an Existing Value | Add a New Value

Step

Action

The Voucher - Find an Existing Value page displays.

Enter values in one or more search fields to locate the voucher. Enter the voucher

number, if known.

Click the Search button.

NOTE: When you enter the voucher number as search criterion, you are directed to

the Summary page for the voucher.
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ORrRACLE

Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

) Related Documents ' [nvoice Information | AOC WD Payment " Paymenis

[~] Related Content

Training Guide

AP240 Managing Vouchers

Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul

Voucher Aftributes ' Error Summary

ENewwindow 7 Help [ Personalize Page 5, hip

Business Unit: MDJUD Invoice Date: 04/012013
Voucher ID: 00000093 Invoice No: STP-2309
Voucher Style: Regular Invoice Total: 72.00 UsD
Contract ID:
Vendor Name: STAPLES Pay Terms: Due Now
300FearTreeLn Voucher Source: Online
Strongswill, OH 28371
Entry Status: Postable Origin: ONL
Match Status: Matched Created: 04/012013
Approval Status: Approved Created By: elisha.archibold
Post Status: Posted Modified: 04/072013
Modified By: tara.dean
Doc Tol Status: valid ERS Type: Not Applicable
Budget Status: valid Close Status: Open
Budget Misc Status: Valid
“View Related Payment Inquiry v G
I3 Save £ Retumntio Search |[Z] Moify | Refresh [+ Add

Summary| Related Documents | Invoice | ADC MD Payment | Payments | Voucher Aftributes | Error Summary

Step

Action

The Summary page of the voucher lists a summary of the voucher gross amount,
payment terms, source, status, information about the user that last modified the
voucher and when, and links to related information.

The Summary page only displays after a voucher is saved.

The voucher statuses display in the bottom left corner of the page including:
- Entry Status

- Match Status

- Approval Status

- Document Tolerance Status

- Budget Status

- Post Status

10.

You can review when the voucher was created, by whom, and when it was last
modified.

11.

When applicable, you can access the inquiry pages of related transactions using the
View Related drop-down list.

12.

Click the View Related list.
| Payment Inguiry - |

13.

In this example, click the Purchase Order Inquiry list item.
[Purchase Order Inquiry |

14.

Click the Go link to open the inquiry page.
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4 W n
(S B hitpyiforacleld courts. statemd.us13080/psp/FatstL O + & X |[ 2 -

Favorites ~ Main Menu > Purchasing > Purchase Orders > Review PO Information > Purchase Orders

B New Window 7 Help

Purchase Order Inquiry

[& Personalize Page B ntip

GEARS

General Enterprise And Resource Support

Purchase Order

Merchandise

|24 Return fo Search | =] Nelify |

Business Unit: MDJUD PO Status: Dispatched
POID: 0000000147 Budget Status: Valid
PO Date: 04/01/2013 Doc Tol Status: Valid
Vendor Name: STAPLESD1-1 BacKorder Status: Not Backordered
Vendor ID: Vendor Details Receipt Status: Received
Buyer: jone, ["] Hold From Further Processing
e e |
PO Reference:
Merchandise: 72.00
:ee:erze(eus . ﬁ;?:v Document Status Freight/TaxMisc.: 000
eader Commen ching . .
Change Order Activity Summary Total: 7200usD
Encumbrance Balance: 0.00USD

Personaize | Find | Viev Al E1

Line Item 1D Item Description Category PO Qty UOM Status
1 = DC-1 Stamps. Rubber MISCELLANEQUS 1.0000 EA 72.00USD Approved O =
| & Related Li

First K1 1 011 O Last

Step

Action

15.

The inquiry page opens in a new window.

After reviewing the inquiry page, click the Close button to return to the voucher.

| MuliChannel Console

| Add to Favorites |

Sign oul

Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

[=] Related Content & New window 7 Help

[& Personalize Page [ nttp

m' Relaled Documents |/ Invoice Information " AOC MD Payment " Paymenis " Voucher Attibutes " Error Summary
Business Unit: MDJUD Invoice Date: 04012013
Voucher ID: 00000093 Invoice No: STP-2300
Voucher Style: Regular Invoice Total: 72.00 UsD
Contract ID:

Vender Name: STAPLES Pay Terms: Due Now
200 Pear Tree Ln Voucher Source: Online
Strongsvill, OH 28371
Entry Status: Postatile Origin: OoNL
Match Status: Matched Created: 04012013
Approval Status: Approved Created By: elisha.archinold
Post Status: Posted Modified: 0410772013
Modified By: tara.dean
Doc Tol Status: valid ERS Type: Not Applicalle
Budget Status: valid Close Status: Open
Budget Misc Status: valid
“View Related Purchase Order Inquiry -

B Save | L. RelumtoSearch [=] Mofity |2 Refresh |

Summary| Related D

| Invoice

Add |

Update/Dispiay)

| ADOC MD Payment | Payments | Voucher Aftributes | Error Summary
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Step Action

16. The Summary page for the voucher displays.

Click the Related Documents tab.
| Related Documents |

OoRrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry

> | Relates ontent [~ ew Window H elp ersonalize Page o, hitp
[] Related Content & New Window 7 Help [ P lize Page i

summary " GEELICELEEN  Invoice Information  AOC MD Payment |( Payments " Voucher Aftributes [ Error Summary

Business Unit: MDJUD Invoice No: STP-2309 Action:

Voucher ID: 00000093 Invoice Date: 04/012013 M
Voucher Style: Regular Voucher Run,

Vendor ID: 0000000002

~ Payment Details.

Personaize | Find | View Al | E1 | #

Scheduled to  Payment Remit ; Remitting  Payment Gross Payment , .
Payment Status pay Reterence  setp  MemitVendor g hod  Amount Paid Amount Payment Curre

[ Requested for Payment 04/01/2013 SHARE 0000000009 & 1CHK 72.00

usD
< i J

~ Voucher Line - PO Information

Personalize | Find | view A1 | B | 3 First £ 4 014 12

Invoice |yyoteh Line Option POBusiness |, iaseOrder  |Line Number SoMedule ttem 1D TG s Unit Price
line Unit Num ber Vouchered Measure
B Full Match VDJUD 0000000147 1 1Dc-1 1.0000 EA

< i J

Personaiize | Find | view A1 | BV | et Kl g 079

Unit of Applied Receiver Merch
e Quantity Entered g% 0 Merchandise Am ol

:‘r:l\:moe I;N:ﬁelvmg BUSINESS o iotMumber  Receipt Line FCCEVET SNIPPING

Rt MDJUD 0000000105 1 1 1.0000 EA 72.000

< i J

3

B Save | | RefumtoSearch | Moify | |7 Refresh [Bvdd| [El-Update/Display
L J G L 1

Summary| Related Documents | Invoice | ADC MD Payment | Payments | Voucher Aftributes | Error Summary

Step Action

17. The Related Documents page displays.

This page displays documents that have been associated with the voucher, including
payments, purchase orders, receipts, and voucher adjustments (if applicable).

18. The voucher in this example references a purchase order (PO) and a purchase order
receipt (PO receipt).

The PO or PO receipt lines associated with each invoice line on the voucher display
in the Voucher Line - PO Information and VVoucher Line - Receiver Information
sections, respectively.

19. The Payment Details section displays actual payment information for payments
disbursed by the Judiciary (e.g., Return of Escrow payments). This information
includes the status, scheduled pay date, payment method, and paid amount.

NOTE: Payment information for State issued warrants is displayed on the AOC
MD Payment page.
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Step

Action

20.

Click the Invoice Information tab.
|1n1mice Infarmation |

ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout

Favorites = Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry
[¥] Related Content ) New Window 7 Help [5f Personalize Page &, hiip =
Summary | Relaled Documents W ADC MD Payment ' Paymenis ' Voucher Atiributes | Error Summary

Business Unit: MDJUD Invoice No: Action:
Voucher ID: 00000093 Invoice Date: T
Voucher Style: Regular Voucher Accounting Date: Run
Vendor ID: STAPLES Session Defaulls
ShortName: 300 Pear Tree Ln
)
Location: Strongsvill, OH 28371 Attachments {1
| Comments(1)
“Address:
Advanced Vendor Search
Invoice Lines: 1200 “Pay Terms: = Due Now L
. Basis Date Type: AcctDate
*Currency: P
B B
Miscellaneous: ﬂ Non Merchandise Summary
" . -
Freight: =] Print Invoice
Total:
Difference: 0.00
Calculate PO Unit:
PO Number:
Copy From: Go

Line: 1 Item: UOM: [
“Distribute by: Unit Price: Quantity:
Ship To: 02 Line Amount: Force Price
SpeedChart: Description:
One Asset
HEpC
Calculate Purchase Order & Receiver Info
fssociate Receiver(s) 5
< i ,

21.

The Invoice Information page displays.

Use the Invoice Information page to enter/update voucher header, line, and
distribution (accounting) information.

22.

View voucher header information including, the voucher ID, invoice humber and
date, accounting date, vendor information, and the total amount of the voucher.

23.

View attachments and comments using the respective links.

In this example, one attachment and one comment has been added.

24.

View line information for a voucher in the Invoice Lines sections.

When a voucher has more than one line, scroll through the lines using the arrow
buttons or click the View All link to view all line at once.

25.

View funding information for a line in the Distribution Lines section for the line.
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Step Action
26. The following Chartfield information displays on the GL Chart tab:
- Account
- Batch Agency
- Fund
- Program
- Appropriation Number
- Appropriation Year
- Program Cost Account (PCA)
- Project Business Unit (Grants and Capital Projects)
- Project ID (Grants and Capital Projects)
- Activity (Grants and Capital Projects)
217. Asset information can be viewed on the Assets tab, if applicable.
28. Click the AOC MD Payment link at the bottom of the page.
NOTE: You can also access payment information by clicking the AOC MD
Payments tab at the top of the page.
| a0C MD Payment|
ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites © Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry
; ) ) ) ) [¥] Related Content 0 New Window ? Help [ Personalize Page |5, hiip
Summary "/ Relaled Documents | Invoice Information m Paymenis | Voucher Aftributes | Error Summary
Voo ot
State Status iﬂd:uvda;}
1
[E) save Q. Refurnto Search |[Z] Motfy | | Refresh B+ Add
Summary | Related Documents | Invoice Information | AOC MD Payment | Payments | Voucher Aftributes | Error Summary
Step Action
29. The AOC MD Payment page displays payment details transmitted to the Judiciary

by the State of Maryland General Accounting Division (GAD).

Only users with access to the voucher entry component can view this payment
reference information.
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Step Action

30. At the top of the page, you can view the following payment information for the
voucher:

- Archive Reference Number (ARN) related to the warrant
- State Status which indicates:

1) delivery of payment request to the State displayed as "Submitted to State
(TRN)", or

2) the receipt of payments details from the State displayed as "Paid by State (HX)"

In this example, a payment request for the voucher has not been sent to the State;
therefore, no information is available.

31. In the State Payments and State Adjustments sections the following information is
available when payment reference information is received from the State:

- Warrant information (warrant number, date, payment method amount, etc.)
- Transactional activity including adjustments, stop payments, re-issues, voided
warrants

32. You have successfully completed the Reviewing Voucher Information topic.

You have reviewed with the following topics and concepts:

- Viewing voucher summary information

- Viewing voucher related transaction information

- Viewing invoice information

- Viewing payment information from the State of Maryland General Accounting
Division (GAD)

End of Procedure.
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7.2 Running the Payment History by Vendor Report (APY2000)

The Payment History by Vendor Report provides a register of payments for a vendor. Using the
Print Options radio buttons on the Payment History by Vendor page, you can generate either a
Detail, or a Summary version of this report.

After completing this topic, you will be familiar with:

e Running the Payment History by Vendor Report

Procedure

In this topic, you will run the Payment History by Vendor Report.

Step Action

1. Move the scrollbar down to the Accounts Payables link.

2. Navigate to the Payment History by Vendor page.

Click the Accounts Payable link.
|l Accounts Payablel

3. Click the Reports link.
4, Click the Vendor link.
5. Click the Payment History by Vendor link.

Payment History by ‘u’endcr;]
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ORACLE’

Home | Workist | MuttiChannelConsole | Addto Favorites |
Favorites  Main Menu > AccountsPayable > Reports > Vendor > Payment History by Vendor

FnewWindow 7 Help Blntip
Payment History by Vendor
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value  J@FELCTRET
- Search Criteria

Run Control ID: begins with
[CIcase Sensitive

| search || Clear |gasicSearch [ Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

6. The Payment History by Vendor search page displays.

Click the Add a New Value tab.
" Add a Mew Value |

ORACLE’

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > AccountsPayable > Reports > Vendor > Payment History by Vendor

Enew window 7 Help B nttp

Payment History by Vendor

Find an Existing Value Add aNew Value
RunControl:]

E

Find an Existing Value | Add a New Value
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Step Action
7. The Add a New Value tab displays.
Enter the desired information into the Run Control ID field. Enter a valid
value e.g. PAYMT_HIST_VNDR'.
NOTE: Once the Payment History by VVendor report has been run using the run
control 'PAYMT_HIST_VNDR' at least one time, subsequent Payment History by
Vendor report requests will use the same run control.
8. Click the Add button.
Home | Workist | MufiiChannelConsole | Addto Favores |  Sign o
Favorites . Main Menu > AccountsPayable > Reports » Vendor > Payment History by Vendor
) NewWindow 7 Help [# Personalize Page &, hiip
Payment History by Vendor
:::gcl:;l:\\ﬂ: H\ST:VNDR Report Manager Process Monitor
From Date: 12/18i2011 5 ~Detail or Summary: summary -
Through Date: 12/18i2012 |[5] ’
i Find | View Al First K 4 of 4 I (o5t
’%e&ﬂ “RemllVendorQ e
) seve| & RetumitoSearch | [+2] Previous et | (4B NextinList | (=] otity | [ExAdd) [Eripistebisply
Step Action
9. The Payment History by Vendor page displays.

Click the Run button.
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Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul

Favorites ~ Main Menu > AccountsPayable > Reports » Vendor » Payment History by Vendor

& New Window ? Help [& Personalize Page

Process Scheduler Request

Saved

User ID: andrew.somers Run Control ID: PAYMT_HIST_VNDR
server Name: [N ~ Run Date:|03/27/2013 [
Recurrence: - Run Time: [2:24:02PM Resetto Current Date/Time
Time Zone: Q
Select Description Process Name Process Type *Type *Format Distribution
[ APx2000 APY2000 Bl Publisher Web = PDF  + Distrbution
=} Payment History By Vendor APY2000- Crystal ‘Web ~ PDF ~ Distribution
oK | Cancel

10.

The Process Scheduler Request page displays.

Click the Server Name list.

| -~ |

11.

Click the PSNT list item.
[PSNT |

12.

Click the Select option for the Payment History By Vendor process.

0]

13.

Click the O_K button.
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Const Add to Favor

Favorites  Main Menu > AccountsPayable > Reports > Vendor > Payment History by Vendor

Enewwindow ? Help [ Personaiize Page B ntip

Payment History by Vendor

Run Control ID:  PAYMT_HIST_VNDR Reporthanager  Process Monior XUl
Language: English Process Instance: 14667
Report Request Parameters

Print Options

Date Range

From Date: 12182011 5]
Through Date: 1201812012 [

*Detail or Summary: Summary

w All First 10f1
“Remit SetiD “Remit Vendor
SHARE @ Q =

|B) save | |& RetumtoSearch [+ Frevious o et | 4B Nextinbist | (=] Notity |

Update/Display,

AP240 Managing Vouchers

Step

Action

14.

The Payment History by Vendor page displays.

Click the Process Monitor link.

Process Monito

ORACLE’

Home | Workist | MuttiChannelConsole | Add to Favorites Sign out
Favorites = Main Menu > AccountsPayable > Reports > Vendor > Payment History by Vendor

Enew Window ? Help [ Personalize Page B hitp

useripfpeilshahi @ Type - Last - [ 3 Days -+ Refresh |
server - Name | Q Instance | to |
Run Status - Distribution Status - Save On Refresh
Select Instance Seq. Process Type ::'““%“ User Run Date/Time Run Statys  Distribution |,
[ 14867 Crystal APY2000-  neil shahi 12/18/2012 2:43:40PM PST Queued Details
[ 14866 Crystal APY2000-  neil shahi 12/18/2012 2:39:34PM PST Success Posted Details
[ 14663 Crystal APY1020-  neil.shahi 12/18/2012 2:13:57PM PST Success Posted Details
[ 14662 Bl Publisher APX1020  neil shahi 12/18/2012 2:11:02PM PST Success Posted Details
[ 14861 Crystal APY1020-  neil shahi 12/18/2012 2:09:59PM PST Success Posted Details
[ 14660 Crystal APY1010-  neil.shahi 12/18/2012 1:55:34PM PST Success Posted Details
[ 14656 PSJob DUP_VNDR neil.shahi 12/18/2012 1:41:28PM PST Success Posted Details
[ 14647 PSlob DUP_VNDR neil.shahi| 12/18/2012 1:29:10PM PST Success Posted Details
[] 14638 PSJob DUP_VNDR neil.shahi 12/182012 1:19:36PM PST Success Posted Details
Go back to Payment History by Vendor
@ save | [] notry |
Process List| Server List
! Y m
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Step Action

15. The Process Monitor - Process List page displays.

The process you ran is listed by process instance number in the Process List section.

16. Click the Refresh button until the Run Status reads "Success" and the Distribution
Status reads "Posted".

17. Click the Details link.
Details

Home | Workist | MuttiChannelConsole | Addto Favorites | Sign out
Favorites = Main Menu > AccountsPayable > Reports > Vendor > Payment History by Vendor

Enew Window ? Help [ Personalize Page & hip

Process Detail

Instance 14867 Type Crystal
Name APY2000- Description Payment History By Vendor
Run Status Success Distribution Status Posted
ey
Run Control ID TEST Hold Request
Location Server Queue Request

Cancel Request

Server PSNT
© Delete Request
Recurrence Restart Request
Request Created On 12/18/2012 2:43:58PM PST Parameters Transter

Run Anytime After 12/18/2012 2:43:40PM PST Message Log

Began Process At 12/18/2012 2:44.29PM PST Batch Timings
Ended Process At 12/18/2012 2:44:42PM PST View Log/Trace
OK Cancel

Step Action

18. The Process Detail page displays.

Click the View Log/Trace link.
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Favorites ~ Main Menu > AccountsPayable > Reports > Vendor > Payment History by Vendor

View Log/Trace

ReportiD: 10952
Name: APY2000-

Process Instance: 14667 ilessage Lo

Process Type: Crystal

Run Status: Success
Payment History By Vendor
Distribution Details

Distribution Node: PSNT Expiration Date:

Home | Workist | MutiChannelConsole | Addto Favortes |  Sign out

Enew Window ? Help [ Personalize Page & hiip

nEn

Distribution ID Type
User

Name File Size (bytes)  Datetime Created

APY2000- 14667 PDF 38,335 12M18/2012 2:44.42 528198PM PST
CRW APY2000- 14667 log 0 12M8/2012 2:44:42 528198PM PST
pssaltrace.trc 490 12/18/2012 2:44:42.528198PM PST

Distribute To
*Distribution ID

neil shahi

Step

Action

19.

The View Log/Trace page displays.

Click the APY2000-_14667.PDF link.
[APY2000- 14667.PDF]

ReportiD:  APYZ000 Peapieaont Assaunts Payatie Page o, 1
ORACLE RunDate 1218201,
Run Time. 2:44:30 PM
From: Tor
Remit Vendor:
Payment Currency:
Bank Account:
PaymeniRer  Dats Hanaing _ status Remitto Pay Cycle. 559 Payment Amount
vt Vousner o Invoice D Inwaice Date. Desoount Taken Fad Amaunt

Total for Payments.

Total For Cumrency
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Step Action

20. The Payment History by Vendor Report displays in a new window.

Review the Report.

21. You have successfully completed the Running the Payment History by Vendor
Report topic.

You have learned how to:
- Run the Payment History by Vendor Report
End of Procedure.
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Course Summary

N

4
Congratulations!

You have successfully completed the AP240 Managing Vouchers course. In this course, you have
learned how to:

Create voucher control groups and assign to personnel
Review and validate invoice information

Review voucher, purchase order and receipt information
Identify voucher statuses

Create/update PO and direct payment vouchers

Correct voucher errors

Update and manage voucher information including creating adjustment, reversal, and
journal vouchers and deleting vouchers

Post, Unpost, and close vouchers

e View voucher accounting entries

Run Voucher Build Process and monitor exceptions

We hope that you found this class informative, interactive, and fun. Check out other GEARS
training courses, available on the GEARS website at http://courtnet/gears/index.html
(http://courtnet/gears/index.html).

We are always looking for opportunities to improve our courses. If you have ideas on improving
this course please share your feedback by sending us an email at gears@mdcourts.gov
(mailto:gears@mdcourts.gov).
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