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REP300-AP Accounts Payable Reports

Course Overview

This course covers the GEARS reports that support Accounts Payable. The course includes an explanation of the report and how it is
used, the navigation to the report in the GEARS System, the Run Control Record that is used to initiate the report as well as a sample
of the output of the report.
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APY 1010 Voucher Register Report
Explanation: This report lists vouchers by business unit, date entered, and Voucher ID.
Navigation: Accounts Payable / Reports / Vouchers / Voucher Register

Run Control:
ORACLE

Fawvorites
-

Main Menu > AJ::::ount_sPPa'yaI::nle » Reports » 'u'ol_.lg'lers » Voucher Register
e

Voucher Register

Run Control ID: test Report Manager Process Monitor | ....... Run !
Language: English -
|Report Request Parameters
Business Unit: MDJuD |
Print Options

From Date: 051152013 |[w) Print Voucher Line

Through Date: 08112013 |[H Print Distribution Line
|E save | | Return to Search | |[Z] Motify | |Es Add |
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Sample Report Output:
Report ID: APYI010 PaoplaBoft Accounts Payable Page No. 1
VOUCHER REGISTER Run Date 11202003
Run Tima 1:56:18 PM
Business Unit: US04
For the period: 041 Mov2003 through 30 Mowv. 2003
Voucher Header Information
Erdarad Dt Wauchar ID nvaios ID neaios DY Vandaor 1D Vardor Mama Qrigin - Opamiar Entry Sial Aoy Dt Post Stal Dist Cnirl ID
Mo 2072003 OO0 EDHS AMPLEY Mey 52003 USADG0O002  East Bay Trawel OML WP Reoyds Mo/ 2002003 Unpostsd STANDARD
Aporyval Sat Curmancy  Rate Type Exchange Rate Gross Amt Dimoaunt Amd UsaTax SaesTax Fraight Amt Mz At Med Due Dt Dsont Due D4
Approved usD CRENT 1.000003000 104250 0.00 0.00 4250 000 0,00 My 52003
Dacurnant Type Dacurmant Date Daounant Sequance VAT Trans Type VAT Ammaur WAT Excapion Typa WAT Cadficate I Promte 5 U F M Pay Terms
000 ¥ ¥ Y D Mow
Voucher Line Information
Lina @ Dascripgan March At Iny llam 1D Uil Prica WTHD Disa A
1 1,0000.00 0 N Y
SaesUse Tax Sales Use Tax Exgapion Typa Excanfon Carffcam Fimasial Nature of Transacion WAT Coda WAT Armaunt
NYC 0.00
Distribution Line Infermation
Lina i@ Sus Raf Ascaunt MY Asoount Oparating Unit Fund Cada Dept ID Qipan Bam D Saus M Aemd
Program Class Budget Raf Pradust Propat ID Alfiat AfSiate kimil SwiCd Ratisic Arrd
1 [i] BI0000 F100 1, 000, 0oy
ALLPFROJECTS il i]
Total For 20Nov 2003 is : 1,042.50 UWSD
For Business Unit US001 :
Grand Todal for Cumency uso 104250
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This report lists vouchers entered into PeopleSoft Payables by business unit, control group ID, date
entered, and voucher ID. For each Business Unit and Control Group ID combination, the report lists all the
vouchers that meet these criteria by their Date Entered. For each Voucher, the report lists Voucher
Header Information, Voucher Line Information, and Distribution Line Information.

APY 1011 Control Group Register Report
Explanation:
Navigation: Accounts Payable / Reports / Vouchers / Control Group Register

Run Control:

OoORACLE"

Main Menu > Aa:\ountE_Payable > Reports > 'u'out_:||'_1er5 » Control Group Register
-

Fawvorites
-

Control Group Register

Run Control ID:  test Report Manager Process Monitor
Language: English -
| Report Request Parameters.

Business Unit: MDJUD |Gy Uil pili s
Print Voucher Line
Group: CL Print Distribution Line
E) save | |\ Returnto Search | [[E] Motify | ey
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Sample Report Output:
Ropsort 1D: APY 1011 PoopleSoft Accouwnts Payabila Page No. 1
CONTROL GROUP REGISTER Run Dt 11182003
Run Tima 02000 AM
Business Unit: cGoo2
Control Group: CG100
Control Group Infermation
Bus Unk G D Gp Date Grp S Acssigned Oor Do Dt Tl Gross Amournt Cnt Voucher Caunt
[#eliiF] CE100 111872003 W ViP1 2003 6,5 0000 5
Voucher Header Information
Bus Unl Erfarad D4 Voudher 1D Inwvace D Irrvaice D4 andaor 1D Wandar Marmsa Qdgin Dparator Ertry St Ancig D4 Posi St Di=d Cniel ID
CEOh 2 11182003 OOOOB001  CMNTL1 11182003 USADODOON2  East Bay Travel ONML WP P 111182003 U STANDARD
Apprawval Stal Currency Rate Tyoa Excranga Ratla Emss A Disnount Amd Ui T Sales Tax Fraight Armi  Net Due Dt Dsort Due D1 Pay Tadmns
A usD CRRHNT 1. OO O $1, 100 .00 000 000 $0.00 $OU00 114 82003 Dus Mow
Docurmant T ype Dacurmant Date Dosurmant Saquanca
Voucher Line Information
Line# Desarigtion Merch Amd b e 1D UnitPhce  Prorae F WTHD Diien &
1 1,10000 000 ¥ N ¥
SdesUse Tax SalesUss Tax Excap@on Typa Excapfon Cerificate Inrastal Matlure of Transacian
M
Voucher Header Information
Bus Unl Erarad D1 Vaudher ID nvacalD IFraaise DY Vandaor 1D Wandar Marméa Ddgin  Dparator Entry St Anctg DY Past S D=t Cafrl ID
L i i 12003 G0OONE CNTLZ 1182003 USANDDDMEZ East Bay Travel ONL WP P 1182003 U STANDARD
Agproval Stat Currenay Rate Typea Excranga Ratla Emss A Disnount Amd Ui T Sales Tax Fraight Armi  Net Due Dt Dsort Due D1 Pay Tadmns
A usD CRRHNT 1. 51,200 .00 0. 00 0. 00 $0.00 $0.00 114 82003 Dus Mow
Docurmant T ype Dacurmant Date Dosurmant Saquanca
Voucher Line Information
Lina# Description Merch Amt ke Bemn 1D UnitPdcs  Prorate F WTHD s A
1 1, 200,00 0.00 ¥ W Y

Sdesflzs Tax Bales/Use Tax Excapfan Type ExcanSon Carfficate Infrasial Maiure of Transacian

M
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APY 1020 Posted Voucher Listing Report

Explanation: This report lists all posted vouchers for a given business unit and date range. For each Voucher ID, the
report lists Document Type, Document Date, Document Sequence, Ledger, Accounting Date, Application
Journal, Dist Type, Vchr Line, Dist Line, GL Unit, Account, Dept, Product, Project, Debit Amount, Credit
Amount, Currency Code, and Unpost Seq#.

Navigation: Accounts Payable / Reports / Vouchers / Posted Voucher

Run Control:

ORACLE

Favorites  Main Menu > Accounts Payable » Reports » Vouchers » Posted Voucher
- -

Posted Voucher Listing

Run Control ID:  test Report Manager Process Monitor
Languages: English -
 ReportRequest Parameters
Business Unit: Im o Administrative Office of Court
From Date: [oer1zo1s |
Through Date: |EIE.I"1 152013 |[H
“Wendor Select: Select All Wendors -
Personsalize | Eind | Wiew All ] =l I HE First
Wendor IDx Marme
=l
B Save | [ Returnto Search | |[] Netify | B Add |
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Sample Report Output:
Ropart I0: APY 20 P oople Soft Accounts Payable Pags Ha. 1
POSTED WVOUCHER LISTING Run Dats 11 TR003
Fun Tima 4:37:42 PM
Businass Winit: Usid
Fortha pariod: 117003 mrcagh 111172003
VandorID: |FFus 0000001 Axie Systems
Woucher ID:  INVD2-94 Involce Date: 17 Nowv.2003 Do curmant Typa: Do ent Date: Dhones tarmisesn L S Lsesn o8
couriing Apmlication Diss Wenr Diss (=8 Carmenicy i poest
Lexdiger Dats Joumal Jowrmal 15 Twa Lina Lire Urig L T s Scoous Dabi fumours Credi Amount Gode S #
Cporatirg Unit Fund Code Dot s Baudge: Raod Frogrmm Product Projoct EE T Afliate nfra 1
LOCAL Mo 17P003  ADCRUAL APOINOO0E3  APA 1 LSO 200000 27090034 LSO [
LOCAL APINO00E3 DST 1 1 LSO SOOa00 ZT0, 80034 LESD 1]
MIE WY DR 10000
LOCAL PFATYMENT APOIOO0E4  AFA 1 S0 200 Z7D,a00.34 LsSD [
LAl APIIOO0E4 CAS 1 S0 100002 270.900.34 LUsSD 0
Vouchar INVDZ-84 total: USD ‘541 800538 941.800.68
VandorID: US.A0000001 Bay Arsa Electric
Vaoucher ID: 00000090 Involce Dats: 17 Nov 2003 Documant Typa: Document Data: Documeant 5edq e oa:
MoooarEing Apmication Dist Weanr Dist GL Caurmnicy L pezest
Lexiger Dats Joumal Jowrmal 15 Twa Lina Lire Urig L T s Scoous Dabi fumours Credi Amount Gode S #
Cporanirg Unt Fund Code Dot s Baudget Raod S Product Projoct EE T Afliate nfra 1
LOCAL Mo 17P003  ADCRUAL APA 1 LSO 200000 250,000.00 LSD [
LOCAL OsT 1 1 LSO SO0 260 52500 LSO [
LAl UTL 1 S0 204010 10.525.00 WsSD 0
LAl PATYMENT AFA 1 S0 200000 250 00000 S0 0
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Match Exception Report

Explanation:

Navigation:

Run Control:

This report lists the match exceptions with voucher data, purchase order data, receiver data, and match
error information. For each Buyer Name, the report lists Voucher Data (Unit, Voucher, Line Vchr Qty,
Vchr Price, Vchr Amt); Purchase Order Data (Unit, PO ID, Line, Sched, PO Qty, PO Price, PO Amt); Receiver
Data (Unit, Recv ID, Line, Seq); and Match Error information (Match Control ID, Match Rule).

Accounts Payable / Reports / Vouchers / Match Exceptions / Match Exceptions

oRrACLE

Savorites  Main Menu A::countgrPayable > Rep_f_:rts > 'u'uug'lers » Match Exceptions
- -

Match Exceptions

Run Control ID:  test Beport Manager Process Monitor

Language: English -

Process All Business Units

il

a4 | m
First 1 of 1 Last

Request Parameters Perscnalize | Find | ] | i

*Business Unit Description

Q, [+] [=]

10
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Sample Report Output:

ORACLE Report [D: APY1090

PeopleSoft Accounts Payable

MATCH EXCEPTION REPORT

{§<;?GEARS

General Enterprise And Resource Support

Page No. 1
Run Date a8/11/2013
Run Time 6:12:38 PM

VOUCHER DATA

PURCHASE ORDER DATA

RECEIVER DATA

MATCH ERROR INFORMATION

Unit Voucher Line  Vehe Qly Wehr Price Vehr Amt Unit POID

Vouchers with Match Exceptions for Buyer

Total Vouchers with Match Exceptions

Ling Sched

PO Qty

11

PO Price

PO Amt

Unit

Regy ID

Seq

Line Acpraty Status  Match Controlld  Match Rule
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APY1104 Voucher/Adjustment Voucher Cross-Reference Report
Explanation: This report lists vouchers and their associated debit memo adjustment vouchers.
Navigation: Accounts Payable / Reports, / Debit Memos / Voucher & Debit Memo Cross Ref / Voucher & Debit Memo Cross

Run Control:

Reference

ORACLE

Favorites  Main Menu > Account_sFPayabIE > Rep_grts > Debit_r;-jemus » VoucherDebit Memo Cross Ref
- -

Voucher/Debit Memo Cross Reference

Run Control ID:  test Beport Manager Process Monitor |—itm_

Language: Englizh -

Report Request Parameters

SetlD: |5HARF_ i |
Business Unit: | & |
Vendor I0: | Q

=] Sﬂu\e] [ Hetunms.eam] |+ Previous in List :| | 4] tidesctin deist :| I[Z] Motify ] | Add] | Up::lEltE.-'Diﬁ-pIEly:

12
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Sample Report Output:

Page 1 of 1
PeopleSeoft Accounts Payable

T

Run Date: 6/M11/2013

Report ID: APY1104. Voucher / Adjustment Voucher Cross Reference Run Time: 6:18:24 PM

Business Unit:

Vendor ID:
Business Voucher ID Vendor |D Name Invoice Invoice Gross Currency  Adjustment Voucher Invoice Invoice Gross Currency
Unit Humber Date Amount Youcher ID Source Humber Date Amount

13
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APY1400 Summary AP/GL Open Liability Account Reconciliation Report
Explanation: This report compares the AP Open Liability balance to the GL Open Liability balance.
Navigation: Accounts Payable / Reports / Voucher Reconciliation /

Run Control:

Open Liability Reconciliation

ORACL <

Main Mernu
-

Fawvorites - Amentg'.PPayatﬂe - R_Ep_::_}rts » Voucher R_ng_cnn::iliaﬁm » Open Liability Recondliation
-

Payables Open Liability Reconciliation

Run Control ID:  test Report Manager Process Monitor I iy I
Language: English -
Report Request Parameters
*Request ID: |
=As of Date: [osr11z012 |
*Business Unit Option: Adl -
Bu=siness B
Unit Personalize | Wiew All | 5
|E save | | Returnto Search | [[&] Motify | | 7. Refresh | | B aaa | | wpdsteiDispiay|

14
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Sample Report Output:
PeopleSoft Accounts Payable Page No. 1
Repart 1D: APY 1400
SUMMARY AP/GL OPEN LIABILITY ACCOUNT RECONCILIATION REPORT Run Date 11172003
As Of Date: Now/17/2003 Run Tima 5:31:19 PM
Currency AUD Australian Dollar
GL Business Unit AUSD1 AUSTRALIA OPERATIONS
Ledger RECORDING
Ledger Group LOCAL
Account 200000
SetlD Mendor 1D Vendor Name Business Unit VoucherID  Invoice Date Invoice ID Monetary Amount
SHARE AUS0000001 Computers Unlimited AUS01 APAD1 Jun/07/2000 APAD1 9,185.00
AUS0D1 APADZ Jun/20/2000 APAODZ 50,111.60
AUS01 APAD4 Jun/20/2000 APAD4 123,798.40
AUS01 APADS Jun/15/2000 APADS 93,976.30
Total for Vendor Computers Unlimited 277,071.30
Account 200000 Total 277,071.30
Business Unit AUS01 Total 277,071.30

15
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APY2000 Detailed (Summary) Payment History by Vendor Report

Explanation: This report provides a register of payments for a vendor. It uses the Print Options radio buttons
on the Payment History by Vendor page to generate either a Detail, or a Summary version of this
report.

Navigation: Accounts Payable / Reports / Vendor / Payment History by Vendor / Payment History by
Vendor

Run Control:

OoRACLE

Faworites Main Mena = Accountipayable - Rep_grts - "."EI‘_IE'DI’ » Pawment History by Vendor
- -

Payment History by Yendor

| Fun |

Run Control ID:  test Eeport Manager Process Monitor
Language: Englizh -
Report RBequest Parameters
Date Range Print Options
From Date: 06M1 2013 | [#=)
*Detail or Summany: Summary -
Through Date: 0512013 [5)
Selection Find | “fiews A1l First B4 o 4
*Remit SetiD *Remit Yendor
SHARE | Q, = [=]

16
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Sample Report Output:
Report ID: APYZ000D PecpleSoft Accounts Payable Page No. 1
ORACLE’ Run Date 6/11/201
Run Time 6:25:40 P
From: To
Remit Vendor:
Payment Currency:
Bank Account:
Payment Ref Date Handling Status Remit to Pay Cycle Seq Payment Amount Document Segquence
Unit Voucher ID Invsice ID Inveice Date Discount Taken Paid Amount

Total for Payments
Total for Bank Account:

Total For Currency

17
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APY2001 Detailed (Summary) Check Register

Explanation: This report compares the AP Open Liability balance to the GL Open Liability balance. It uses the
Print Options radio buttons on the Payment Register by Payment page to generate either a Detalil,
or a Summary version of this report. The title is based on the payment method. For example,
Detailed Check Register, Detailed EFT Register, etc.

Navigation: Accounts Payable / Reports / Payments / Payment History by Payment / Payment History by
Payment

Run Control:

ORACLE

Fawvorites Main Mernua > .ﬂ\ccnuntgrpavable > Rep_grts > F'a';.-'r_l:l_ents » Pawment History by Payment
- -

Payment History by Payment

Run Control ID:  test Report Manacger Process Monttor | Fun ]
Language: -
| Report Request Paramsters
Pay Cycle: | aQ
*Paymment Method: Sw=stem Check -
Date Range Print Options
From Date: 05120135 |[F) & Summany
Through Date: O5M 120135 [bd) ) Detail

18
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Sample Report Output:
Report 1D: APY2000 PecpleSoft Accounts Payable Page No. 1
ORACLE’ Run Date 6/11/201
Run Time 6:25:40 P
From: Tor
Remit Vendor:
Payment Currency:
Bank Account:
Payment Ref Date Handling Status Remit to Pay Cycle Seq Payment Amount Document Seguence
Unit Voucher ID Inveice 1D Inveice Date Discount Taken Paid Amount

Total for Payments
Total for Bank Account:

Total For Currency

19
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APY2030 Detailed (Summary) Check Register

Explanation: This report provides a printable summary of payments by bank account, after payment selection
and creation, but before you print checks or create EFT or ACH files.

Navigation: Accounts Payable / Reports / Payments / Trial Register / Register

ORACLE

*gvortes  MainMenu » Acoounts Pavable » Reports » Payments o Trial Register
b b b T hd

Run Control:

Register
un Controll: st Repot Manager  Process Monitor R
Language: Englizh -

Report Request Parameters

Pay Cyele: DLYTRM C DAILY TRM FILE Pay Cycle Manager

20
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ORACLE Repaort 1D: APY2030

PeopleSoft Accounts Payable
AP TRIAL PAYMENT REGISTER

Page Mo. 1
Run Date 6/1172013
Run Time 6:37:58 PM

Payment Cycla: DLYTRN 2001095

Bank Account: M&T MAIN

052204346 9001095

Swift Code

052000113

ADC TEST VENMDOR
999 DEF BOULEVARD

SUITE# MDJUD
ANNAFOLIS

MD 55571
USA

CHK

Amount:

50.00

Advice ID Invaoice Paymant Ref

Advice Date

Due Date Disc. Due Date Amount

Discount

Lata Charges Met Amount| Curr.

VCHR-111 PAYME-55

5

000001 Apri23/2013

Apri23i2013 50.00

0.00

Q.00 50.00| USD

Total Requirements for Bank Account: 9001095

21

0.00

0.00 50.00 USD



Training Guide
Accounts Payable Reports

o
OC* GEARS
Q General Enterprise And Resource Support

o
APY 3020 Outstanding Balance by Vendor Report

Explanation: This report lists the gross amount of all the outstanding vouchers for the specified vendor.
Navigation: Accounts Payable / Reports / Vendor / Vendor Balance

Run Control:

ORACLE’

Favorites Main Menu » Accounts Payable » Reports » Vendor » Vendor Balance
- - - hd -

Outstanding Balance by Vendor

Run Control ID:  test Beport Manager Process Monitor

Language: Englizh -

Report Request Parameters

Vendor SetlD: SHARE O
Vendor ID: ooooooooot  |CL ABC Plumbing
|@ Seve |\ Returnto Search | |[Z] Motify | |E ad |

22
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Sample Report Output:
Roport 1D APY3020 Poopleioft Accounts Payablo Fage Ma. 1
OUTSTANDING BALANCE BY VENDOR Run Date 11/20/2003
Run Tims 1:57:58 PM
Vamdor: SHARE AUS0D00001 Computers Unlimited
Currenay: AUD
Business Unit  AUSH  AUSTRALLA CPERATIONS
Voucher 1ol Irreoion Dlate Exatus Terrms
APADS AP A Jun# 52000 - Net 30
Scrwduled
Romit Yandar SatiD Baris Mooount Method Had  Wim o Dus Dot Dimcount Data Dizcount Amount GEmss Amourt
AUSOO000MN  Cormputens Lnlimited SHARE AUBME CHOX T HK ™ N AugNFE2000 Ul 52000 000D 93.976. 30ALLD
Total for Wouchar D APADS 0.00 AUD 93.976.30 AUD
ook I oo Irrecic Dot Sratus Terrns
APAOE AP A un 22000 a MNed 30
Schaduled
Romit Yandar SatiD Baris Mooount Method W e Dus Dot Dimcount Data Dizcount Amount GEmss Amourt
AUSOO000MN  Cormputens Lnlimited SHARE AUBME CHOX T HK ™ N AugNFE2000 JUlZW2000 000D 123,798, a0AUD
Total for Vouchar D APAD4 0.00 ALD 123,798 40 AUD
ook I oo Irrecic Dot Sratus Terrns
APAOZ AP A un 22000 a MNed 30
Schadulad
Raomit Vandar SanD Baric Mooount . Method Hold  'Wish Dafa Dum Dot Dimcount Date Dizoount Amaount Emss Amourt
AUSIO0OIH  Compuitens Lniimited SHARE AUBNI CHCX T HIK ™ N Fug 82000 22000 OOALAD 50,111.60AUD
Tetal for Vouchar ID AP 0.00 ALID 50,111.60 AUD
o e oo Ireaicn Data Emanus Terrns
APAT AP AT JunAlT 2000 - Net 30
Schadulad
Remit Vendar SatiD Barik Aocount Mefod A Dt Due Date Dmooun t Date Descount Amournd Emss Amourt
AUSHOI00H  Commpulens U nilmited SHARE AUBMNI CHCX O HK N N Saug 82000 JulAdT 2000 OO LD 9,185 00ALD
Total for Wouchar D APADA 0.00 AUD 9.185.00 AUD
Total for Busimess Unit AUSO1  AUSTRALLA OPERATIONS 000 LD T 07130 AUD
Total for Curmency auoD 0.00 AUD 27707130 AUD
Total for Vandor AUSOO00001 Computans Unlimited 0.00 AUD 27707130 AUD

23
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This report shows potential duplicate vendors. These vendors may share duplicate TINs, withholding
names, withholding addresses, vendor names, vendor short names, or vendor addresses, depending on

Vendors / Vendor Information / Maintain / Duplicate Vendor Report / Duplicate Vendor Request

APY 3215 Duplicate Vendors Report
Explanation:

your search criteria.
Navigation:

Run Control:

OoORACLE

Main Menu =
-

Favorites 'I.I'en_g-::-rs >  Vendor Ir]‘formaﬁan > Maiq_min » Duplicate Vendor Report

Duplicate Vendor Request

Run Control ID:  test Report Manager Process Monitor
*Request ID: TEST Description: |
Don't Run -

*Process Frequency:

Report Request Parameters

seti;: | | Search in all SetiDs
Voucher Payment
@ TIM ) Hame @ 0One wvendor has a voucher paid
2 Withholding NHame ) Short Hame ) All vendors have vouchers paid
) Withholding Address ) vendor Address From Date: [
Through Date: 0651152013 ([
1= 55“‘—] Fe Mmmsﬁﬂd"] |[=] Motify :| | == Add] | =2 wpdateiDispla

24



Training Guide
Accounts Payable Reports

{ﬁ“GEARS

G General Enterprise And Resource Support

Sample Report Output:
Report|D:  AFYazIE PeaplaSoft Accounts Payable Page Ho. !
DUPLICATE VENDORS Run Date  12.Fen 2002
Sort byt Run Tims 12:368:37T PM

Address
Setld ID = Hame = ShortName TIN = WithholdinaName Seq# ADDRESS

25
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Course Summary

7

You have successfully completed the REP300-AP Reports course. In this course, you have learned how to:

Congratulations!

o Generate and review various Accounts Payable Reports

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 gearstraining@mdcourts.gov (mailto:gears@mdcourts.gov).

26
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