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Section 2 Adding and Maintaining Suppliers

Adding a Supplier

Section 2 - Lesson 1, Exercise - Adding a Supplier

Procedure

This lesson walks through adding a supplier to CAPPS.

Favorites - Main Menu -
Home Worklist Add to Favorites Sign out
ORACLE
Personalize Content | Layout (2) Help
Done / Trusted sites | Protected Mode: Off fa v B100% ~
Step Action
1. Click the Main Menu button to navigate to the Supplier page.
Main Menu =

2. Note: The menu options in the production system may be different than the menu

options that are in training. All of the steps needed to enter the transaction will be
the same.
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Step

Action

3.

Click the Scroll Down button to navigate to the Suppliers menu.

-

Click the Suppliers menu.

(3  Suppliers r

Click the Supplier Information menu.

[d  Supplier Information 3

Click the Add/Update menu.
[0 AddUpdate 3

Favorites ~ Main Menu ~
Search Menu: Home | Worklist | AddtoFavorites Sign out

ORACLE ®
a

Froposal Management Personalize Content| Layout (2 Help

Purchasing

Quality

Real Estate Management

Reporting Tools

Resource Management

Risk Management

SCM Integrations

Senices Procurement

Set Up Financials/Supply Chain

Sourcing

Staffing

Statutory Reports

PR R R I R R S A Y

Supplier Contracts

Suppliers

g e e A o o A o e A A e Y e

1 1099/Global Withholding +
Supply Planning

[31  California EDD r
TFC Reports

(3 Central Contractor Registry v
Travel Adminisiration X

31 Federal Registry v
Travel and Expenses

3 Supplier Information

! Add/
Tree Manager (3 SupplierRegistration | 3 Add/Update D Suppir User
VAT and Intrastat B Supplier Administration. 3 APTO%e
S w S
Workiist o Maintain [E]  Review Suppliers
Supplier
Change My Password J
[E  supplier Name Histary
Wy Dictionary
! o [E]  Supplier Name History Inquiry
Ly Feed:
iy reeds [ supplier User
My Personalizations J Vendor Inquiry
Wy System Profile
T v
Done /' Trusted sites | Protected Mode: Off 93 ~ ®100% ~

Step

Action

Click the Supplier link.
|=| Supplier

On the Supplier Information search page, click the Add a New Value tab.

Notice the SetID defaults based on your User Preferences.

Add a MNew Value

When the agency is converted to CAPPS the suppliers that the agency has paid for

the last three years will be converted from TINS.
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Step

Action

10.

The Supplier's Texas Identification Number (TIN) is used as the Supplier ID.

If your Agency enters the Supplier information into CAPPS first, then this number
must be entered. This field should never be left blank.

In this example this Supplier already exists in TINS.

Enter the supplier's TIN "1987654327" into the Supplier ID field.

11.

Click the Add button.
Add

Favorites = | Main Menu~ > Suppliers = > Supplier Information ~ > Add/Update ~ > Supplier
Home Worklist Add to Favorites Sign out

ORACLE

| New Window | Help | Personalize Page | =
\dentifying Information || Address || Contadls || Location || Custom || TINS i CMBL i Hub

*Supplier Name
Additional Name

SetiD 31300
Supplier ID 1987654327
[Elopen item vendor

*Supplier Short Name
[¥] Open For Ordering

*Classification Outside Parl - Check far Duplicate
assification Outside Party 1 IEIVAT Registration
HCM Class - Supplier Audit -
*Persistence Regular - [ supplier Audit Template ID @
*Supplier Status Approved -
withholding: [T oyerride USAS 1099 Withholding Indicator
Exempt from Withholding: [ Epandal CEERED AT 3
Aftachments (0)  Profile Questions
Supplier Relationships
[Cl corporate Supplier [ interunit Supplier
Corporate SetiD InterUnit Supplier ID @

Corporate Supplier ID

Create Bill-To Customer

Supplier Hierarchy

[Clcreate Bill To Customer
Supplier Rating

Supplier Logo

Additional ID Numbers
Duplicate Invoice Settings
Government Classifications
Standard Industry Codes

Additional Reporting Elements .
< il b

«/ Trusted sites | Protected Mode: Off 5 v B100% -

Step

Action

12.

The Supplier page displays.

13.

Enter the supplier's complete name in the Supplier Name field.

Note: The Supplier Name and Supplier Short Name fields are for CAPPS purpose
only. This information is not sent to TINS. The name sent to TINS is captured on
the TINS Information tab.

Enter "Maltek Corp." into the Supplier Name field.
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Step Action
14. An additional name for the same supplier can be entered in the Additional Name
field.
The option to enter two names is provided to accommodate subsidiaries and
divisions.
15. Enter a short name for the supplier for easy identification.

Enter "Maltek" into the Supplier Short Name field.

16. Classification is a required field. It defaults to Outside Party. Other valid values
for CAPPS are Employee and Agency. All other values are not valid in CAPPS.

For this example accept the default.

17. The Persistenance field is a required field. It defaults to Regular, accept the
default.

The other value that can be used is Permanent. Do not use the other values.

18. The Supplier Status field defaults based on the Agency's setup. This Agency has
chosen to approve all ne Supplies. In this example, accept the default.
19. If your Agency uses USAS for 1099 withholding, then leave the Withholding

checkbox clear.

If your Agency chooses to use CAPPS for the 1099 withholding then selecting the
Withholding checkbox overrides the USAS 1099 Withholding Indicator.

In this example we will accept the default and leave the checkbox clear.

20. The Open For Ordering checkbox must be checked to use the vendor on
requisitions or purchase orders.

21. The Additional ID Numbers section is used to store a cross reference to the SSN
and Old Vendor Number.

22. Click the Address tab to enter the supplier's address information.

Address

Page 4




CAPPS Financials ©

Centralized Accounting and Payroll/ Personned System

Favorites - Main Menu~ > Suppliers = » Supplier Information ~ > Add/Update ~ > Supplier
Home | Worklist | AddtoFavorites | Sign out
ORACLE’
| New Window | Help | Personalize Page | I =
Identifying Information || Address || Contacts | Location || custom | Tins CHBL Hub
SetiD 31300
Supplier ID 1987654327 Short Supplier Name Supplier Maltek Corp.
Supplier Address Find | View All First ‘4 1 of 1 & Last
Address 1D 1 HE=
Description Headquarters|
Details Find | View All First 4/ 1071 2 Last
¥ =
Effective Date 01/13/2014 | Effective Status Adlive - = =
Country [USA /&, United States
Address 1 £
Address 2
Address 3
city
County @, Postal
State @
Email ID
Payment/Withholding Alt Names
Phone Information Personalize | Find | View All | 22 | First 4 1 of 1 &) Last
“Type Location Prefix Telephone Extension
Busingss Phone - HE
(5] save ||[=] Matiy [Eh Add || 51 Update/Display || 5T i
« »
+f Trusted sites | Protected Mode: OFf A v ®R100% -
.
Step Action
23. Suppliers may have different addresses for different procurement functions. This

page allows multiple addresses to be added for a supplier.

Note: there can be only one address for each location so a supplier with multiple
addresses will need multiple locations.

24, Enter a description for this Address ID, for example, Regional Office, or Sales
Office.

In this example, enter "Headquarters" into the Description field.

25. The Effective Date ficld identifies the date from which the supplier's address is
valid. If the supplier's address changes, use the plus sign to add another row and
enter the new address with a new Effective Date.

The system defaults to the current date but it can be changed, if needed.
In this example, accept the default.

26. Enter "227 Elman Ln." in the Address 1 field.

27. Enter "Austin" in the City field.

28. Enter "TX" in the State field.

29. Enter "78751" in the Postal field.

30. Note: This address information is not validated within CAPPS. However, it will be

validated in TINS so it is important that the address be accurate. If not, TINS will

generate an error message.
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Step

Action

31.

Enter Phone Information for the supplier if available.

32.

Click the Location tab.

The information on the Location and the Address tab work together.

Additional ID Numbers
Comments

Internet Address

VAT

Expand All Collapse All

[5 save |[=] oty

Identifying Information | Address | Contacts | Location | Custom | TINS

Location
Favorites - Main Menu~ > Suppliers = » Supplier Information ~ > Add/Update ~ > Supplier
Home | Worklist | AddtoFavorites | Sign out
ORACLE
| New Window | Help | Personalize Page | I
Identifying Information | Address || Contacts || Location || Custom || Tins CMBL Hu
setiD 31300
Supplier ID 1987654327 Short Supplier Name Supplier Maltek Corp.
A supplier location is a default set of rules which define how you conduct business with a supplier.
Location Find | View All First ‘4 1 of 1 %/ Last
. @ [#[=]
Location | Address | 1% [ Defauit RTVFees Attachments (0)
Description
Details Find | View All First 4/ 10f1 2 Last
3 =
*Effective Date 01/13/2014 |5 Effective Status Adlive - FHE
Expand Al Gollapse All
Options Payables Procurement Salesi/lUse Tax

[k Add || 3] UpdateDisplay || &l Include History | [ Correct Hi

| CMBL | Hub

<[ i

b

Done

«/ Trusted sites | Protected Mode: OFf %5 v ®100% ~

Step

Action

33.

remittance and returns.

On the Location tab you can record one or more supplier locations for invoicing,

34.

vouchering.

If the supplier is added to CAPPS from the CMBL, the Location field will display
an asterisk followed by two numbers, i.e. *00.

This code can be used on requisitions and purchase orders but are not eligible for

A valid TINS Mail Code must be defined for the supplier to receive payment.
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35. Enter the TINS location code in the Location field if the Supplier is already in

TINS.

Note: The number entered here is not transferred to TINS. The location number in
CAPPS must match the TINS Mail Code in order for the Supplier to be paid.

Enter "001" into the Location field.

36.

Enter "Maltek Corp." into the Description field.

Note: this description is only used in CAPPS and not set to TINS.

37.

Use the TINS Information tab to enter State of Texas specific information. This
information is required for the TINS interface.

Click the TINS Information tab.

TIMS Information

38.

The TINS Information page contains some specific field information that is
specific to TINS.

If the supplier already exists in TINS then this page can be used to update or
maintain TINS.

The Send to TINS checkbox is required for the information to update TINS.

39.

The Business Description, TX Charter #, and Emp Date fields are used in
conjunction with the Vendor Ownership Information.

The Tins Hold Indicator is populated from TINS when suppliers are placed on
hold.

40.

Ownership Type is required for each supplier. It identifies the legal business status
(e.g. Texas Corporation, Partnership, etc.).

Click the Look up Ownership Type (Alt+5) button to display the valid values.
i

-]

41.

For this example, select the Out of State Corporation option.

Note: The supplier should provide you with the Ownership Type information. If it
was not provided, you will need to contact the supplier.

Click the Out of State Corporation link.

Cut of State
Carporation

42.

The Owner Name field is only used for individuals and partnerships.
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Step Action

43. Enter the Supplier's name in the Location Name field.
Note: This name will appear on the payment issued by TINS.

Enter the desired information into the Location Name ficld. Enter "Maltek Corp.".

44. The Send to TINS checkbox is used to update TINS with the new information.

Click the Send to TINS option.

45. When the Send to TINS checkbox is marked, a new TINS T-Code hyperlink is
displayed.

Use this link to supply information that TINS will use in updating the supplier
record.

Click the TINS T-Code link.
TIMS T-Code

46. TINS T-Codes are used to tell TINS what type of transaction is being sent by
CAPPS.

In this example, select the Master Level Setup checkbox to add a new vendor.

Click the Master Level Setup -- 600 option.
Master Level Setup -- 600

47. Note: These T-Codes are for TINS purposes only. This information is not used for
processing within CAPPS.

Click the OK button.
(8]

48. The Security Type field is used to identify information that can be seen and updated
in TINS. This does not affect CAPPS, only TINS. There are three TINS security

types:

0 - No security (any agency can see or modify information in TINS)

1 - Low security (any agency can see the information in TINS, but only the securing
agency -- the agency that set the indicator -- can make TINS changes)

2 - Maximum security (only the securing agency can see or modify the information
in TINS)

Click the Look up Security Type (Alt+5) button to view the valid values.
i

-]
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Step Action
49. An options popup window displays.

Click the No Security link.

Mo
0 Security

50.

The Payment Type is used to specify how the vendor is paid.

Click the Look up Payment Type (Alt+5) button.
@

-]

51.

The Look Up Payment Type pop-up window displays.

Click the down arrow on the vertical scrollbar to display more payment types.

52.

In this example, the supplier will be set to receive payments via state warrant. A
warrant is a check issued by the State that is guaranteed by the State Treasury.

Click the WARRANT link.
W WARRANT

53.

Use the PDT look up button to select a Payment Distribution Type.

Click the Look up PDT (Alt+5) button.
@

-]

54.

Click the Warrant link.
00 Warrant

55.

If a supplier chooses to be paid by direct deposit, then the agency must maintain the
banking information.

This information must be maintained in TINS. If the agency chooses, the
information can also be maintained in CAPPS.

In the event that direct deposit is selected, and the agency chooses to maintain direct
deposit information only in TINS, then 999999999 is put into the DD Bank # and
DD Routing #.

56.

The CMBL Information and Hub Information tabs are not used when entering a
new vendor.

57.

To move down the page, click the scrollbar.

S8.

Click the Save button.
5] Save
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Step

Action

59.

Information search page.

Click the Supplier link.
Supplier

To validate the supplier has been added, search for the supplier on the Supplier

Favorites = | Main Menu~ > Suppliers = > Supplier Information ~ > Add/Update ~ > Supplier

Home Worklist

ORACLE

Supplier Information
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value || Add aNew Value

Search Criteria

SetiD: = - 31300 @,
Supplier ID: begins with ~
Persistence: = - -
Short Supplier Name:  begins with ~ @
Our Customer Number: begins with ~ @,
Supplier Name: begins with ~ @
[Cinclude History [ Correct History [] Case Sensitive

Search Clear Basic Search g?ﬂ Save Search Criteria

Find an Existing Value | Add a New Value

Add to Favorites Sign out

New window | Help | B

J/ Trusted sites | Protected Mode: Off

h v ®10% -

Step

Action

60.

The Supplier Information search page displays.

Enter "1987654327" in the Supplier ID field.

61.

Click the Search button.
Search
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Order

Status
Persistence
Classification

HCM Class

Withholding
VAT

Open for Ordering Y

[5 save | |[EF Retumto Search

MALTEK-001
227 Elman Ln.

Austin, TX 78751
Appraved

Regular
Outside Party

=] Notfy

Summary | Identifying Information | Address | Contacts | Location | Custom | TINS

Custom TINS

Home Worklist

Add to Favorites

Sign out

| New Window | Help | Personalize Page | I

CMBL Hub

Remit To

Favorites - Main Menu~ > Suppliers = » Supplier Information ~ > Add/Update ~ > Supplier
ORACLE
Summary || Identifying Information || Address || Contacts || Location
SetiD 31300
Supplier ID 1987654327
Supplier Short Name MALTEK MALTEK-001
Supplier Name Maltek Corp.

MALTEK-001
227 Elman Ln

Austin, TX 78751

Last Modified By JDOE999

Last modified date
Created By
Created Dateltime

Last Activity Date

Eb Add

| CMBL

011312014 10:42AM
JDOE939
011312014 10:42AM
011312014

1 Include History | |E5» Correct Histary

| Hup

+f Trusted sites | Protected Mode: OFf

% v ®100% ~

Step

Action

62.

The Supplier page displays.

On the Summary tab, notice that the supplier is now listed.

63.

Congratulations! You have successfully completed this lesson.
End of Procedure.

Viewing and Updating Suppliers

Section 2 - Lesson 2 Exercise - Scenario 1: Viewing an Updating Suppliers

Procedure

In this lesson, you will update an existing supplier that was created from the CMBL.
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Favorites ~ Main Menu - i
Home || Workist | AddtoFavorites | Sign out
ORACLE Menu | Search 3 | Advanced Search
Personalize Content | Layout (2} Help
/' Trusted sites | Protected Mode: On v Bk ~

Step Action

1. Click the Main Menu button to navigate to the Supplier page.

Main Menu -

Favorites = | | Main Menu + i
Search Menu: Home | Workiist | AddtoFavorites | Sign out
ORACLE ®

- .
3 Purchasing v Personalize Content | Layout (@) Help
£ Quality »
(3 Real Estate Management L4
3 Reporting Tools v
1 Resource Management »
1 Risk Management »
3 sCMintegrations L4
3 Senices Pracurement v
1 SetUp Financials/Supply Chain »
&1 sourcing 4
3 Stafiing v
1 statutory Reports »
&3 Supplier Contracts L4
2 suppliers v
1 Supply Planning »
1 TFCReports 4
3 Travel Administration L4
3 Travel and Expenses v
1 Tree Manager »
3 VAT andlntrastat L4
£ workiist v
[E  change My Password
B wyDictionary
B MyFeeds
El  MyPersonalizations
B wysystem Profile
E  TaxCenter

Traacin Nachhnards
-

o/ Trusted sites | Protected Mode: Off 5 v ®100% ~
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Step Action

2. Click the Suppliers menu.

[  Suppliers 2
3. Click the Supplier Information menu.
[ Supplier Information 3

4, Click the Add/Update menu.
(1 AddlUpdate 4

5. Click the Supplier link.
|£] Supplier

6. The Supplier Information search displays.

This page allows you to search Supplier ID, Supplier Name, or Short Supplier
Name.

Favorites = | Main Menu~ > Suppliers = » Supplier Information ~ > Add/Update ~ > Supplier
Home Worklist Add to Favorites Siﬂl'l out

ORACLE
New Window | Help | &
Supplier Information
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value | Adda New Value

Search Criteria

SetiD: = - 31300 @
Supplier ID: begins with ~
Persistence: = - -

Short Supplier Name:  begins with ~ @

Our Customer Number: ins with v @,
Supplier Name: begins with ~ @,
[Dinciude History [ Correct History [ Case Sensitive
Search Clear |BasicSearch [ Save Search Criteria
Find an Existing Value ‘ Add a New Value
Done J Trusted sites | Protected Mode: Off fa ~ H100% ~
Step Action
7. For this example, the Supplier ID number is used to search for the supplier

information.

Enter the desired information into the Supplier ID field. Enter "1010771554".
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Step Action
8. Click the Search button.
Search

Use the Summary tab to view summary information about a supplier, including the
Remit To address, Status of the vendor, when the record was last modified and who

modified it.

Favorites~ | MainMenu~ > Suppliers - > Supplier Information - > Add/Update ~ > Supplier

ORACLE

Summary | ldentifying Information || Address || Contacts || Location || Custom || TINS Information

SetlD 03200
Supplier ID 1010771554

‘Supplier Short Name ALLIANCE T ALLIANCE T-001
Supplier Name ALLIANCE TECHNOLOGY

Home

CMBL Information

Worklist Add to Favorites Sign out

| New Window | Help | Personalize Page | i

Hub Information

Order ALLIANCE T-001 RemitTo ALLIANCE T-001
229 RED BLUFF DRIVE 229 RED BLUFF DRIVE
HICKORY CREEK, TX 75065 HICKORY CREEK, TX 75065
Status Approved Last Modified By
Persistence Regular Last modified date 03/18/2013 12:00AM
Classification OQutside Party Created By
HCM Class Created Date/time
Open for Ordering Yes Last Activity Date 03/18/2013

Withholding No

VAT No
[5) Save |[[E Return to Search 45| NextinList || Motity | [Eh Add
‘Summary | Identifying Information | Address | Contacts | Location | Custom | TINS | CMBL | Hub

51 Include History

[» Correct History

Step

Action

10.

Click the Identifying Information tab.

|dentifying Information

11.

The Identifying Information tab provides the Supplier Status and Withholding

information.
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Favorites~ | MainMenu~ > Suppliers = > Supplier Information = > Add/Update ~ > Supplier
Home Workdist Add to Favorites. Sign out

ORACLE

| New Window | Help | Personalize Page | 5 ~
Summary || Identifying Information || Address || Contacts | Location || Custom | TINS CMBL i Hub

*Supplier Name ALLIANCE TECHNOLOGY %
Additional Name

setiD 03200
Supplier ID 1010771554
*Supplier Short Name ALLIANCE T ALLIANCE T-001
Open For Ordering
*Classification [ Outside Party ~ Check for Duplicate A
VAT Registration
wemeass[ V] supplier Auo Defaul

“Supplier Status | Approved ~

withholding: (] Override USAS 1099 Withholding Indicator
Expand All Collapse All

[]Open item Vendor

Exempt from Withholding: [
Attachments (0) Profile Questions

Supplier Relationships

[ Corporate Supplier [Jinterunit Supplier
Corporate SetiD InterUnit Supplier ID

Corporate Supplier ID[1010771654  ALLIANCE TECHNOLOGY Supplier Hierarchy
Create Bill-To Customer
[ Create Bill To Customer
Supplier Rating
Supplier Logo
Additional ID Numbers
Duplicate Invoice Settings
Government Classifications
Standard Industry Codes
Additional Reporting Elements

Comments

Step

Action

12.

Click the Expand section button.

]

13.

and Old Vendor Number.

The Additional ID Numbers section is used to store a cross reference to the SSN

14.

Click the Address tab.
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Favorites - Main Menu~ > Suppliers = » Supplier Information ~ > Add/Update ~ > Supplier

ORACLE’
| New Window | Help | Personalize Page | I =
Summary || ldentifying Information || Address || Confacts || Location || Custom || TINS CMBL Hub
SetiD 31300 Supplier Address Search
Supplier 1D 1010771554 Short Supplier Name ALLIANCE T-001 Supplier ALLIANCE TECHNOLOGY
Supplier Address Find | ViewAll  First'© 1of2 " Last
Address1D 1 EE
Description ALLIANCE TECHNOLOGY
Details Find | View All First 4 10f1 % Last
+ =3
Effective Date |08/17/2011 |5 Effective Status Adlive - + =

Home Worklist Add to Favorites Sign out

Country USA |2, United States

I

Address 1 229 RED BLUFF DRIVE
Address 2
Address 3 [UsA
city [HICKORY CREEK
County [DENTON @ Postal 75065
state X R Teras
Email ID

Payment/Withholding Alt Names

Phane Information Personalze | Find | view Al | &7 | First 4 1072 *' Last
“Type Location Prefix Telephone Extension
Business Phone - 940/321-6156 ==
= save |[Gr Retun o Searsh |/ Motif EL Add =T
< m ]
/ Trusted sites | Protected Mode: Off 4 v Biox ~
Step Action

15.

To update address information for the supplier, click the add button (+) to add a
new row.

Click the Add a new row at row 1 (Alt+7) button.
+]

16.

The Description field is used to describe the address.

Enter Remit to in the Description field.

17.

Enter 123 EIm Way in the Address 1 field.

Notice the Effective Date defaults to the current date but it can be changed, if
needed.

18.

In the City field, enter Austin.

19.

Click the Look up State (Alt+5) button to view the valid values.
Q@

]

20.

The Look Up State popup window displays.

You can search with a partial value. Ensure the search value is "begins with", then
enter t in the search box.

21.

Click the Look Up button.
Loak Lp
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Step

Action

22.

The Search Results lists all state names beginning with the letter "t". Click the
Texas link.

TX Texas

23.

In the Postal field, enter 78710.

Favorites = | Main Menu~ > Suppliers = » Supplier Information ~ > Add/Update ~ > Supplier

Home Worklist Add to Favorites Sign out
ORACLE
| New Window | Help | Personalize Page | I =
Summary || ldentifying Information || Address || Confacts || Location || Custom || TINS CMBL Hub
SetiD 31300 Supplier Address Search
Supplier 1D 1010771554 Short Supplier Name ALLIANCE T-001 Supplier ALLIANCE TECHNOLOGY
Supplier Address Fing | View All First * 20f3 " Last
AddressID 3 EE
Description Remitto
Details Find | View All First 4/ 1071 2 Last
¥ =
Effective Date 01/03/2014 | Effective Status Adlive - = =

Country USA |2, United States

I

Address 1 [123 Elm Way
Address 2
Address 3
City [Austin
County @ Postal
state [TX @, Texas
Email 1D

Payment/Withholding Alt Names

Phane Information Persanalize | Find | view Al | 2 | (2] First'*/ 10f 1} Last
“Type Location Prefix Telephone Extension
Business Phane - ==
= Save | [t Retumto Search || Mofife L Add Sl
< i ,
javascript:pAction_wind(document.win, 'VENDOR_ADDR_STATESprompts0’); o/ Trusted sites | Protected Mode: Off 43 - ®100% ~
Step Action

24.

Click the Contacts tab.
Contacts

25.

Notice the row indicator shows you are viewing the first of 7 rows of contact
information for this supplier.

26.

In the Details section, notice the row indicator of 'l of 1'.

A new effective dated row is created each time the detail of a contact is modified.
Since there is only one, you are viewing the original contact information and no
changes have been made.
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Favorites - Main Menu~ > Suppliers = » Supplier Information ~ > Add/Update ~ > Supplier
Home | Worklist | AddtoFavorites | Sign out
ORACLE
| New Window | Help | Personalize Page | I
Summary || |dentifying Information || Address || Contacts || Locafion || Custom || TiNS CMBL Hub
SetiD 31300
Supplier ID 1010771554 Short Supplier Name ALLIANCE T-001 Supplier ALLIANCE TECHNOLOGY
Supplier Contact Find | ViewAll  First 4 10f7 ‘*' Last
3=
ContactID 1 =
Description |
Details Find | View All First 4 10f1 2 Last
Effective Date|08/17/2011 [ #E
Effective Status  Active -
Type ~
Name |Partner / Kevin Engel
Title
Address 1)@,
229 RED BLUFF DRIVE
HICKORY CREEK, TX 75065
Internet |htp:// View Internst Address
Email ID
Phone Information Personalize | Find [C7 B First @ 10112 Last
“Type Prefix Telephane Extension
Business Phone - =
(5] gave | [3 Retumito Search | [ Motify [Eh Add e Include Histary | ([
Summary | Identifying Information | Address | Contacts | Location | Custam | TINS | CMBL |Hub
< m .
J/ Trusted sites | Protected Mode: Off ‘4 v Bi0x ~
Step Action

27.

Because the contact information is effective-dated, you can insert new rows to
reflect changes to the address or phone number before the change goes into effect.

Click the Add a new row at row 1 (Alt+7) button.
+]

28.

Add a description of the supplier into the Description field.

Enter Contact for invoices < $1000.

29.

In the Details section, the Effective Date indicates when the contact became active
for the customer.

This field enables you to keep a history of changes to the contact and to enter
changes that will go into effect on a future date.

Click the Choose a date (Alt+5) button to select an Effective Date.

E

30.

Select January 3 as the Effective Date by clicking the 3 link in the calendar.

31.

Select a Type to define the contact's role.

Click the Type list to view the valid values.
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Step Action
32. Click the Accounts Payable list item.

Accounts Payable

33. Enter the name of the new contact person into the Name field.
For this example, enter Tom Green in the Name field.
34, Enter the new contact person's title into the Title field.
Enter Account Specialist.
35. The Address field allows you to associate the contact with an address on the
Address tab.
Click the Look up Address (Alt+5) button next to the Address field.
OJ
36. The Look Up Address popup window displays.
Click the 1010771554 Remit To address link.
1010771554 2 Remit to
37. Notice the address information is auto-populated.
If any phone numbers were associated with the address, those numbers would
display in the Phone Information section.
38. Enter tom.green@alliance.com into the Email ID field.
39. To add a new phone number, click the Add a new row at row 1 (Alt+7) button.
+]
40. Click the Type dropdown list in the to select the type of phone number you are
adding.
41. Click the Cellular Phone list item.
Cellular Phone |
42. In the Telephone field, enter 512-999-9999.
43. To review the supplier's location details, click the Location tab.
Location
44, The Location section relates to the supplier's mail code information in TINS.

The Location field matches the TINS Mail Code.
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Step Action

45. The * indicates that the supplier was created in CAPPS through an interface with the
Centralized Master Bidders List (CMBL). In order to pay the supplier, the location
must be associated to an address and setup as a TINS mail code.

A row needs to be added, with a 001 Location, in order for the Supplier to be paid,
and to save the original *00 row of data.

TINS also needs to be updated with the new location information.

46. To link the new address to a location, click the Add a new row at row 1
(Alt+7) button.
+]

47. The Location field is the TINS three digit Mail Code.

Enter 000 into the Location field.

48. The address and location information is a 1 to 1 relationship -- there can only be one
address per location and one location per address.

To view all addresses, click the Look up Address (Alt+5) button.
Q@

]

49. The Look Up Address popup window displays with all of the addresses that have
been created on the Address tab. Link the address you created to the new location.

Click the Remit to link.
31300 1010771554 2 Remitto

50. The Description field can be used to establish different supplier locations, such as
Invoice From, Remit To, and/or Return To locations (and others, as needed).

In the Description field, enter Alliance Tech.

51. There are three locations for this supplier. To view all of the locations, click
the View All link.
View All

52. Click the down arrow on the vertical scrollbar to display more options.

53. Use the Default checkbox to set the default address for the supplier.

Click the Default option.

54. Click the up arrow on the vertical scrollbar to scroll up to the top of the page.
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Step Action
55. To review the TINS information, click the

TINS Information tab.
TIMS Information

56.

The TINS Information tab contains a mixture of TINS Master and Mail Code level
information.

Notice that some of the information is tied to the vendor directly via the Vendor
Ownership Information section and some is tied to the specific location via
the Vendor Location Information tab.

57.

The Business Description, TX Charter #, and Emp Date fields are used in
conjunction with the Vendor Ownership Information.

58.

The Texas Charter #, Emp Date and Ownership Information (owner name, etc.)
are required based on the Ownership Type.

Texas Companies require as a charter number.

Enter 67364583737 in the TX Charter # field.

59.

The payee ownership type is required on all payees that are set up in TINS.

Click the Look up Ownership Type (Alt+5) button to view all ownership types.
@

-]

60.

All of the valid values display. Click the Texas Corporation link.

Texas
Caorporation

61.

The Owner Name field is only used for individuals and partnerships.

62.

Click the down arrow on the vertical scrollbar to scroll down the page.

63.

The Vendor Location Information section is used to update/display information
that is specific to a TINS mail code. If the TINS interface is used, these fields will
be sent to TINS on the mail code setup.

Note: The Location Name field in CAPPS is the TINS Mail Code name.

Enter Alliance Tech in the Location Name field.

64.

The Security Type field identifies the security needed if the name and address are
sensitive or classified and need to be protected from unauthorized changes or
inquiries in TINS.

Click the Look up Security Type (Alt+5) button to display all the valid security
type values.

i

-]
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./ Trusted sites | Protected Mode: OFf fh v ®I00% -

Step Action

65. All of the valid values display.

0 - No security (any agency can see or modify information in TINS)
1 - Low security (any agency can see the information in TINS, but only the securing
agency -- the agency that set the indicator -- can make TINS changes)

2 - Maximum security (only the securing agency can see or modify the information
in TINS)

In the example, no security is needed. Click the No Security link.

Mo
0 Security
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Favorites - Main Menu~ > Suppliers = » Supplier Information ~ > Add/Update ~ > Supplier
Home Worklist Add to Favorites Sign out

ORACLE

Vendor Location Information Find | View All First'4' 3 of 3 Last

*Supplier Location: 000 Alliance Tech

Location Information

Location Name: |Alliance Tech [ send to TINS

security Type: 2 [ No Security
@ PDT: Q. pirect Depostt

Bank Type: M SIC: [ Direct Deposit of Bills

Payment Type:

DD Bank Account Information

DD Bank #: DD Routing #:

Vendor Hold Information Find | View All First 4" 1 0f1 (& Last

*Reason Code: @ [Release o H=]
*Payee Name:

*Liability Amount:

I

*Effective Date of Hold |01/03/2014 |5

Address Line 1:

Address Line 2:

city: State: Zip Code:

Phone Number:

(5] gave | [E Returito Search | [ Motify 54 Add 1 Include History | 7 Correst Histary

Summary | Identifying Information | Address | Contacts | Location | Custor | TINS | CHBL |Hub

Done +f Trusted sites | Protected Mode: OFf 3 v ®H100% ~

Step

Action

66.

Click the Look up Payment Type (Alt+5) button.
@

]

67.

The Look Up Payment Type popup window displays.

Click the Direct DEP link.
O DOirect DEF

68.

To view all the PDT (Payment Distribution Types), click the Look up PDT
(Alt+5) button.

i

-]

69.

All of the valid values display. Click the Direct Deposit link.

5 Direct
Deposit

70.

Click the Bank Type list to view more options.

-

71.

Click the Checking item.

Checking

72.

To view all SIC codes, click the Look up SIC (Alt+5) button.
Q@

]
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Step

Action

73.

All of the valid values display.

Important - If this vendor is being paid via Direct Deposit you must select the 9903
value. Otherwise, TINS will flag this vendor as confidential.

Click the 9903 - Direct Deposit of Bills link.

Direct Deposit of

a2
990 Bills

74.

This information must be maintained in TINS. If the agency chooses, the
information can also be maintained in CAPPS.

In the event that direct deposit is selected, and the agency chooses to maintain direct
deposit information only in TINS, then 999999999 is put into the DD Bank # and
DD Routing #.

In the DD Bank Account Information section, enter 9999999999 in the DD Bank
# field.

75.

Note: The DD Routing # is verified against routing numbers issued by the
American Bankers Association (ABA) once this information is sent to TINS.

In the DD Routing # field, enter 555555555.

76.

The Vendor Hold Information section displays information regarding vendor hold
status.

An agency can place a vendor on hold when they have an outstanding state debt to a
State Agency. A hold record will exist for each valid legal liability they have with
the state (e.g. back taxes, child support, student loans, etc.)

The hold information is entered in CAPPS and interfaced to TINS.

77.

Click the up arrow on the vertical scrollbar to scroll to the top of the page.

78.

Click the CMBL Information tab.
CMBL Infarmation

79.

The CMBL Information tab displays specific information about a supplier from the
Centralized Master Bidders List.

The CMBL is a master database used by State of Texas purchasing entitites to
develop a mailing list for suppliers to receive bids based on the products or services
they can provide to the State of Texas.

CMBL information will be downloaded into the CAPPS supplier table on a weekly
basis.

80.

The Hub Information tab is used only by Hub Agencies.
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Step

Action

81.

Click the down arrow on the vertical scrollbar to scroll down the page.

Favorites -

ORACLE

Eff Date
08/02/2011

NIGP Codes

NIGP Class 208

5] Save | [2h Returnto Search

Main Menu~ > Suppliers = » Supplier Information ~ > Add/Update ~ > Supplier

Home Worklist

Personalize | Find | view All | £ | 2 First ‘4’ 1 of 1 ®/ Last
CMBL? CMBL Expiration Date Ethnicity Gender HUB Expiration Date

08/24/2012
Find | View All First ‘4 1 of 4 Last

COMPUTER SOFTWARE FOR MICROCOMPUTERS (PREPROGRAMMED!

Vendor Highway Districts

01 [Zoz [Zo3 [Dlos [Zos [Zos [Zo7 08 [Tog
10 @1 Bz @13 s D1s [D1e 17 [1s
19 Mo M2 M2z [M23 @24 [25

ltems Personalize | Find | & | B 4 190fa " Last

NIGP Item Description

i Application Software, Micracomputer

- Business Software, Misc. Agenda, Labels, Mail List,

Planning, Schedul
2 Customer Relationship Management Software (CRM
7 Database Software
3 Integrated Software

54 Internet and Web Site Software for Microcomputers.
55 Inventory Management

80 Software, Microcomputer (Not Otherwise Classified)
88 Software, Monitoring

=] Mty 5 add 1 Include History || Correct History

Summary | Identifying Information | Address | Contacts | Location | Custor | TINS | CHBL |Hub

Add to Favorites Sign out

I

/" Trusted sites | Protected Mode: Off

% v ®100% -

Step

Action

82.

After reviewing all the fields on this page, click the Save button.

[5] save
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Favorites - ‘ Main Menu~ > Suppliers = » Supplier Information ~ > Add/Update ~ > Supplier

ORACLE

Home Worklist Add to Favorites Sign out

| New Window | Help | Personalize Page | I =
Summary || |dentifing Information || Address || Contadts || Location || custom || Tins CMBL Hub

SetiD: 31300 Supplier: 1010771554 1 ALLIANCE TECHNOLOGY

Business Description:
TX Charter #: 5736458373
Emp Date: Gl

TINS Hold Indicator:
Vendor Ownership Information

Ownership Type: [T | &, Texas Corporation

Ownership Information

Personalize | Find | View All |2 | First @ 1071 Last
Owner Name Owner SSH
1 = =
Vendor Location Information Find | ViewAll  First * 30f3 '} Last
3=
*Supplier Location: 000 Alliance Tech = LY
Location Information
Location Name: |Alliance Tech [ send to TINS
security Type: [0 [ No Security
paymentType: [0 X po: 92 % piectDeposit
Bank Type: Checking  ~ SIC:

9903 [ prect Deposit of Bils
DD Bank Account Information

DD Bank #: 9999999999 DD Routing #  |555555555

«f Trusted sites | Protected Mode: OFf

Step Action
83.

To review the summary information, click the Summary tab.
Summary

Favorites~ | Main Menu~ > Suppliers ~ > Supplier Information ~ > Add/Update ~ > Supplier
ORACLE

Home | Workist | AddtoFavortes | Sign out

| New Window | Help | Personalize Page | & ~|
Summary || Identifying Information || Address || Contacts || Location || Custom || TINS

CMBL Hub

SetiD: 31300 Supplier: 1010771554 1 ALLIANCE TECHNOLOGY

Business Description:
TX Charter # 6736458373
Emp Date: [

TINS Hold Indicator:
Vendor Ownership Information

Ownership Type: T &, Texas Carparation

Ownership Information

Personalizs | Find | view ail | &2 | First ' 1 of 1 ‘& Last
Owner Name Owmer S5N
1 =
Vendor Location Information Find | ViewAll  First © 30f3 b Last
3=
“Supplier Location: 000 Alliance Tech =
Location Information
Location Name: /Alliance Tech [C send to TINS
Security Type: 9 | No Security
PaymentType: D | pot: 02 % Directpeposit
Bank Type: Checking  ~ sic: 19203 ' pirect Deposit of Bills
DD Bank Account Information
DDBank# (9999999999 DD Routing # | 565665655
o/ Trusted sites | Protected Mode: Off fa v HI0% -
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Step Action
84. Congratulations! You viewed and updated a supplier.
End of Procedure.

Adding Conversation Notes to a Supplier

Section 2 - Lesson 2 Exercise - Scenario 2: Adding Conversation Notes to a

Supplier

Procedure

In this topic, you will learn how to enter a conversation with a supplier's contact person.

Favorites = Main Menu -

Home Worklist Add to Favorites Sign out

ORACLE’
Personalize Content | Layout E)Hé\p
Done / Trusted sites | Protected Mode: Off v ®100% -
Step Action
1. Click the Main Menu button to navigate to the Conversations page.
Main Menu -
2. Click the Scroll Down button to navigate to the Suppliers menu.
-
3. Click the Suppliers menu.
1 Suppliers r
4. Click the Supplier Information menu.

[  Supplier Information 3
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Step

Action

5.

Click the Maintain menu.

1 Maintain k

Click the Conversations link.

|£] Conversations

On the Conversations page, enter "31300" in the SetID field.

In Production, this value should default based on your User ID and security.

Enter "1010771554" in the Supplier ID field.

Click the Search button.

Search

10.

The Conversations, Supplier Conversation page displays.

The Date field defaults to the current date. Enter the date that the conversation took
place. In this example accept the default.

11.

Click the Look up Contact (Alt+5) button.
]

-]

12.

The Look Up Contact popup window displays.

The list of valid contacts is generated from the contacts entered for the supplier on
the Supplier Information - Contacts page.

Click the Kevin Engel link.
31300 1010771554 1 Partner / Kevin Engel

13.

The Topic field is used to identify the subject of the conversation.

Enter "Invoice Discrepancy" in the Topic field.

14.

The Descr (Description) field is used to enter comments about a discussion. These
comments might include issues raised and any resolutions or planned courses of
action.

Enter "Over billed on invoice. Kevin will research and call me back by Friday."
in the Descr field.

15.

The Keywords sub-section is used to record key words from a conversation that
clearly identifies the relevant topics to search for or report on categories of
conversations.

The Keywords are configured per agency.
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Step Action

16. The Review section is used to enter the review date and the number of review days
until the next review is scheduled.

These fields are for information only. A report or inquiry page may be created to
assist in identifying reviews scheduled for a particular day or week.

17. To add more conversations, click Add a new row at row 1 (Alt+7) button.

In this example, no more conversations are added.

18. Click the Save button.
[5] 5ave
19. Congratulations! In this topic, you added conversation notes with a supplier.

End of Procedure.

Inactivating Suppliers
Section 2 - Lesson 2 Exercise - Scenario 3: Inactivating a Supplier
Procedure
Consider this scenario: Management at your agency has decided to change one of its suppliers.

You have been asked to deactivate the supplier to ensure that no new vouchers are entered for the
supplier.

Step Action

1. To inactivate a supplier account set the supplier status to Inactive on the Supplier
Information page.

If a supplier is inactive, CAPPS still posts any existing vouchers for the supplier.
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Favorites = Main Menu =
Home Worklist Add to Favorites Sign out

ORACLE’

Personalize Content | Layout (2) Help

Done / Trusted sites | Protected Mode: OFf fa v ®100% ~
Step Action

2. Click the Main Menu button to navigate to the Supplier page.

Main Menu =

3. Click the Scroll Down button.
-

4. Click the Suppliers menu.

1 Suppliers r
5. Click the Supplier Information menu.

[d  Supplier Information L
6. Click the Add/Update menu.

[0 AddUpdate k
7. Click the Supplier link.

|| Supplier
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Favorites - Main Menu~ > Suppliers = » Supplier Information ~ > Add/Update ~ > Supplier

Home Worklist

ORACLE

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

Valug

Find an Existing Value || AddaNe:

Search Criteria

SetiD: = - 1300 @
Supplier ID: begins with +

Persistence: = - -
Short Supplier Name:  begins with ~ OJ

Our Customer Number: begins with + @
Supplier Name: begins with ~ @,

[[inciude History [T Correct History  [[] Case Sensitive

Search Clear |BasicSearch [ Save Search Criteria

Find an Existing Value | Add a New Value

Add to Favorites Sign out

New Window | Help | &

Done  Trusted sites | Protected Mode: OFf 4 v ®100% -
Step Action
8. Notice the SetID field defaults based on your User Preferences.
Enter Maltek-001 into the Short Supplier Name field.
Favorites= | Main Menu~ > Suppliers ~ > Supplier Information ~ > Add/Update ~ > Supplier
Home Worklist Add to Favorites Sign out
ORACLE

Supplier 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

SetiD: = - 31300 @,
Supplier ID: begins with ~

Persistence: = - -
Short Supplier Name:  begins with v [MALTEK-001 @,

Our Customer Number: begins with ~ OJ
Supplier Name: begins with v @,

[[linclude History [T Correct History [ Case Sensitive

Search Clear |Basic Search [EF Save Search Criteria

Find an Existing Value | Add a New Value

New Window | Help | &

Done

f Trusted sites | Protected Mode: Off

£y -

#100% ~
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Step Action
9. Click the Search button.
Search

10.

The Summary tab displays a summary of the supplier's information.

11.

Click the Identifying Information tab.

|dentifying Information

12.

The Identifying Information tab includes basic business information about the
supplier such as Supplier Status, Class, etc.

13.

Click the Supplier Status list to change the status of the supplier.

Approved -

14.

Click the Inactive list item.
Inactive

15.

Click the down arrow on the vertical scrollbar to display the Save button.

16.

Click the Save button.
Save

17.

Notice the Supplier Status is now Inactive.

Note: Once a supplier has been inactivated, it cannot be entered or selected when
creating a payment voucher.

ORACLE"

Home | Workist | AddtoFavortes | Sign out
Favorites . Main Menu > Vendors > Vendor Information » Add/Update > Vendor

0 New Window () Help [’ Customize Page

a » @ n N n 2 N N S; d
summary |l C el Address |  Contacts [ Location |( Custom [ TINS cMBL Vendor ave

SetiD: 21200 “Vendor Name 1: Jrattek Corp

Vendor ID: 1987654327 Vendor Name 2: [
*Vendor Short Name: MALTEK MALTEK-001 o
*Classification: Outside Party ~| Check for Duplicate | Open For Ordering
HCM Class: i [J VAT Registration
“Persistence: Regular i

“Vendor Status: Inactive 2

[ Expand All || Collapseal |

Ointerunit Vendor

Corporate SetiD: ) InterUnit Vendor 1D:
Corporate Vendor ID: 327 Maltek Carp

Create Bill-To Customer
[ create Bill To Customer
‘Additional ID Numbers

» Duplicate Invoice Settings.
» Government Classifications
» Standard Industry Codes.
» Additional Reporting Elements
| Expand All || Collapse Al
|E) save | [G Return o Search | |=] Noify. | By ade| [ UpssteiDisplay | [ include tistory | [E# Correct History. |
Summary | Identifying Information | Address | Contacls | Location | Custom | TINS | CHBL ion | Vendor

= | >

~

/ Trusted sites H100% v
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Step Action

18. Congratulations! In this topic, you learned how to inactivate a supplier.
End of Procedure.

Section 3 Entering Vouchers

Entering a PO Voucher

Section 3, Lesson 1, Exercise - Scenario 1 Entering PO Vouchers

Procedure

In this topic, you will add a voucher by copying details from a related purchase order.

Step Action

1. CAPPS enables you to copy source documents into a voucher to expedite voucher
creation and increase accuracy.

Favorites = Main Menu ~

Home | Workiist | AddtoFavorites | Sign out

ORACLE

Personalize Content | Layout (3) Help

Done /" Trusted sites | Protected Mode: Off ‘4 ~ ®|10% -
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Step

Action

2.

Main Menu =

Click the Main Menu button to navigate to the Voucher Regular Entry page.

Click the Accounts Payable menu.

3  Accounts Payable r

Click the Vouchers menu.
[0 Vouchers r

Click the Add/Update menu.
[0 AddUpdate 3

Favorites ~ Main Menu ~
Search Menu: Home | Worklist | AddtoFavorites

ORACLE ®

Accounts Payable Personalize Content| Layout
Batch Processes

Accounts Receivable

Control Groups
Allocations

v
»
Payments »
Reports v
Aesetiianagement Review Accounts Payaole Info r

=]
=]
Application Diagnostics
=]
=]
Background Processes

Vouchers
Banking 0 Add/Update
Close Voucher

Billing 8 Approve

Complete Register Voucher
CAPPS Reports

Delete Voucher

& Maintain

CAPPS Statewide )
Quick Invoice Entry

Regular Entry
Summary Invoice Eniry

Cash Management
Catalog Management
Commitment Control UnPost Voucher
CostAccounting
CPAInterfaces

Customer Confracts

Update Open Item
Voucher Search

) () ) () ) O (i) O 6

Customer Returns
Customers

Deal Management
Development Utilities
Employee Self-Service
Engineering

Enterprise Components
eProcurement
eSetlements

Excise and Sales TaxwVAT IND

rcoreoporocCoCcoooocCbCCDODODED

Financial Gateway
-

Sign out

(Z) Help

Done ' Trusted sites | Protected Mode: Off 45 v ®100% ~

Step

Action

Click the Regular Entry link.
|=] Regular Entry
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Favorites -

ORACLE

Voucher

Find an Existing Value

Business Unit:
Voucher ID:

Voucher Style:
Supplier Name:

Short Supplier Name:
Supplier ID:

Supplier Location:
Address Sequence Number:
Invoice Number:
Invoice Date:

Gross Invoice Amount:
Freight Amount:

Misc Charge Amount:

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

Home Worklist

Add a New Value

31300 |@,
NEXT
Reqular Voucher -

0.00;
0.00;
0.00;

Add to Favorites Sign out

New Window | Help | ] =

PO Business Unit: @
PO Humber: @,
Estimated No. of Invoice Lines: 1

Find an Existing Value | Add a New Value -

Done o/ Trusted sites | Protected Mode: OFf 3 v ®100% ~

Step Action

7. Notice the Voucher ID defaults to NEXT. When you save the voucher, the system
will assign the next available voucher ID.

Enter 4567890 into the Invoice Number field.

8. When entering a date, enter t for today’s date, enter the date in the format mmddyy
(no slashes) or use the calendar button to select a date.

Click the Choose a date Calendar (Alt+5) button next to the Invoice Date ficld.

E

9. Click the January 3 link.
3

10. Click the Add button.
Add
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Favorites - Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update = > Regular Entry
Home Worklist Add to Favorites Sign out
ORACLE’
| New Window | Help | Personalize Page | I =
Invoice Information || Payments || Voucher Attributes
Business Unit 31300 Invoice ho [4567890 Invoice Total
Voucher ID NEXT Accounting Date [01/23/2014 5 Line Total 0.00
Voucher Style Regular Voucher *Pay Terms |30 = = *Currency usD|@
Invoice Date |01/03/2014 5 Basis Date Type InvDate Miscellaneous 3|
Invoice Received @ Freight 3|
Supplier ID @, Control Group @, D,"E,Z:‘:EI unﬂnﬂn i
ShortName @, Incomplete
Location[
*Address
Payment Type: [ USAS Proc Stat: ¥
usasDoc# [ USASProcDt: Orig Pmt. Date:
DraftYouchy
Save Save For Later Action - Run Calculate F
Copy From Source Dacument
Invoice Lines
Line 1 SpeedChart @,
[£] copy Down Ship To [0001 @,
*Distribute by Amount - Description
Item @,
Quantity Packing Slip
uom @,
Unit Price
Line Amount 0.00;
/' Trusted sites | Protected Mode: Off a3~ ®100% -
Step Action
11. Use the Invoice Information page to enter invoice information, including invoice
header information, non-merchandise charges and voucher line and distribution
information.
12. In this exercise, copy the information from a purchase order as the source document.

Click the Copy From Source document button.

13. Entering PO Vouchers

The PO Worksheet allows you to select the PO lines to copy to your voucher. For
vouchers created from a Purchase Order (PO), the voucher Service Date is derived
from the PO Receipt Date (for POs that have been received), and the voucher Order
Date is derived from the PO Date.

14. PO Vouchers without a Receipt

For PO vouchers without a receipt, the voucher Service Date must be manually
entered. If a Consumable account is used, the voucher AY may then be inferred. A
warning message will be issued upon saving the record if the voucher AY is
changed to a year other than the original PO AY to notify user of the difference.
Inferring will take place any time the user changes the voucher Service Date or
Account code

15. To find the Purchase Order's Business Unit, click the Look up PO Unit
(Alt+5) button.

@

]
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Step

Action

16.

Click the Dept of Information Resources link.
31300 Dept of Information Resources

17.

To find the Purchase Order to be copied, click the Look up PO Number
(Alt+5) button.

i

-]

18.

A search using a partial PO number can be done by changing the criteria to
contains.

Click the PO Number begins with dropdown list.

begins with -

19.

Click the contains list item.

contains

20.

Enter a partial PO number.

Enter 2108 into the PO Number field.

21.

Click the Look Up button.
Look Up

22.

Click the 0000002108 link.

Favorites~ | Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update ~ > Regular Entry
Home | Workiist | AddtoFavorites | Sign out
ORACLE
| New Window | Help | Personalize Page | =
Invoice Information Payments Voucher Aftributes
Business Unit 31300 Invoice Ho 4567830 Invoice Total
Voucher 1D NEXT Accounting Date [01/24/2014 [ Line Total 0.00
Voucher Style Regular Voucher “Pay Terms |30 A & Netao *Currency usD(@
Invoice Date [01/03/2014 [ Basis Date Type Inv Date Miscellaneous ]
Invoice Received £ Freight J
Total 0.00 |=
@, [e}
Supplier ID \ Control Group \ Difference 000
ShortName @ Incomplete
Location
*Address
Payment Type: @ USAS Proc Stat: Y
USAS Doc#: USAS Proc Dt: Orig Pmt. Date:
Drait Vouch
Save Save For Later Action - Run Calculate P
Copy From Source Document
PO Unit 31300 @, PO Number (0000002108 |, Copy PO Copy From None -
Invoice Lines
Line 1 SpeedChart @
[C] Copy Down Ship To [0001 @
*Distribute by Amount - Description
Item N packing Si
ackin i
Quantity 9 ste
uom @,
1init Nricn T
<[ I »
«// Trusted sites | Protected Mode: Off % - ®i0% ~
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Step Action

23. The Copy PO option copies all of the PO lines but does not copy receipt
information.

Click the Copy PO button.
Copy PO

24. Notice the Supplier ID and Short Name were copied from the PO.

25. Click the down arrow on the vertical scrollbar.

26. Click the Choose a date Calendar (Alt+5) button next to the Inv Receipt Date
field.

el

27. Click the January 10 link.
10

28. Click the Choose a date Calendar (Alt+5) button next to the Service Date ficld.

E

29. Click the January 27 link.
27

30. Click the Choose a date Calendar (Alt+5) button next to the Requested Pmt. Dt.
field.

E

Favorites - Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update = > Regular Entry (ol
Home | Worklist | AddtoFavorites | Sign out
ORACLE
Invoice Lines
Line 1 spesdchant[ Purchase Order
[l copy Down ship To|0001 (% 31300{0000002108/11
*Distribute by | Quantity - Associate Recelver(s)
tstniuite by | Quantiy Description [Monthly Wire-Bound ltem #61515
Item @, [ Force Price
Quantity [2.0000 Packing Siip HEpC
UoM |EA @
y Adjust PO Percentage
Unit Price [3.22000
Line Amount [ 6.2 Allocate by Percentage
Calculate
Contract Workforce: N
PCC: E] USAS Requisition: RTI USAS Proc Stat: ¥ USASProcDt: USAS Pmt Due Date: 0212
m
Inv Receipt Di: 011012014 [ Service Date: 012772014 [ orgerpate: 01/24/2014 [} Reasted y Daty
Calendar
Contract 1D a WF Contract Nbr Interest Control: January
Invoice Description PO Remaining ::“3”:“ F
WMonthly Wire-Bound ltem #61515 5‘;"‘5
Distribution Lines WMay
GLChart | USASData | Exchange Rate || Statistics || Assets jm”“
¥
Copy August
" Doe¥  Line POPercent Percent Merchandise Amt Quantity *GLUnit  Oper Unit *Account Fund niPC
EHE @ 1 100.0000 100.0000 6.44 [2.0000] 31300 [@, @, [730001 @, [s010 02
[5 save | [ Retumto Searsh | [ Motify || Refresh L4
Summaary | Relatad N 1nvica | Pavmeants | Voucher Atrinntes | Frror Summarny
< n v
Done " Trusted sites | Protected Mode: Off € v ®100% -
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Step Action

31. Click the February link in the dropdown list.
|February |

32. Click the February 26 link.
26

33. Click the right arrow on the horizontal scrollbar.

34. A time saving feature is available for copying dates associated with each
invoice/voucher line.

The Copy Dates hyperlink may be used to copy the Inv Receipt Dt, Service Date
and Reqsted Pmt. Dt. across one or multiple invoice/voucher lines.

35. The USAS Payment Due Date field will be 30 calendar days after the later of either
the Inv Receipt Dt or the Service Date. This does not change even if the Reqsted
Pmt. Dt. field is populated.

Favorites = | Main Menu~ > Accounts Payable = > Vouchers = > Add/Update ~ > Regular Entry [cl
Home Worklist Add to Favorites Sign out

ORACLE
=
speedchant| Purchase Order [Clone Asset EE
y Down Ship To 0001 @, 31300/00000021081]1
- Associate Receiver(s)
Description [Monthly Wire-Bound ltem #61515
@, [CIForce Price
Packing Slip w B
O,
Adjust PO Percentage
— Allocate by Percentage
Contract Workforce: N
RTI USAS Proc Stat: y USAS ProcDt: USAS Pmt Due Date: 02126/2014
Service Date: 01272014 |5 oruerpate: 01242014 |5 Regsted Pmt. Date: 0212612014 [ Copy Dates
@ WF Contract Nbr Interest Control: | Reason Code: T

PO Remaining Amount:

istics || Assets
ndise Amt Quantity *GLUnit  Oper Unit *Account Fund Dept Program  Appn/PCA  Appn Year Agy Chartfield 1 Agy Chartfield 2 Pro

6.44 2.0000] 31300 |@, @, [730001 @, 5010 |@, 2200 @ @, |ooooz @, 201405 |@, @ @, [s1

Esh

nts | Voucher Atiributes | Error Summary L

< [ i, b
/ Trusted sites | Protected Mode: Off 5 v B100% -

Step Action

36. Click the left arrow on the horizontal scrollbar.

37. The Invoice Description field information writes to the USAS description field.

Enter ink cartridges into the Invoice Description field.
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Step Action

38. Click the up arrow on the vertical scrollbar.
39. Click the right arrow on the horizontal scrollbar.
40. The Draft Voucher Print is used to print the draft voucher. A new window will

open allowing you to view and/or print in a PDF file format.

Favorites = | Main Menu~ > Accounts Payable = > Vouchers = > Add/Update = > Regular Entry [al
Home | Workist = AddtoFavorites | Sign out
ORACLE
o e Template List
| TESTSUPPLIERING .. Total o Supplier Higrarchy
o B R
Difference 0.00
4
o‘
a,
USAS Proc Stat: Y
USAS Proc Dt Orig Pmt. Date:
Calc Remain PO Amis | | DraftVaucher Print
Action = Run Calculate Print
. 1 Speodchant[ Purchase Order [Jone Asset
[ Copy Down Ship To 0001 @, 31300/0000002108[1/1
by Quanti - Associate Receiver(s)
by | Quaniiy Description Monthly Wire-Bound em #61515
item @ [C] Force Price
ntity [2.0000 Packing Slip B R
M EA @ L
oM £ . Adjust PO Percentage
rice [3.22000
Allocate by Percentage
ount
Contract Workforce: Iy
equisition: fon USAS Proc Stat: 'y USAS Proc Dt USAS PmtDueDate: 0212612014
< [ i o 3
7] / Trusted sites | Protected Mode: Off 5 - ®100% ~

Step Action

41. Click the left arrow on the horizontal scrollbar.
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Favorites -

ORACLE

Invoice Information | Payments || Voucher Attributes
Business Unit 31300
Voucher ID NEXT

Voucher Style Regular Voucher

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

Home Worklist

| New Window | Help | Personalize Page | I =

Invoice No 4567890 Invoice Total
Accounting Date 01/24/2014 [5 Line Total
“Pay Terms 30 A & net3o “Currency

Add to Favorites Sign out

Invoice Date [01/03/2014 ) Basis Date Type Inv Date Miscellaneous

Invoice Received EU Freight
TEST TESTSURPLIERING. =

SUPPLIER Total

NG Difference

Supplier 1D [gg ) 4 Control Group @
ShortName [TEST SUPPLIER Incomplete
Location (001 @,
*Address 1a
Payment Type: 0 % USAS Proc Stat: Y L
USAS Doc#: USAS Proc Dt: Orig Pmt. Date:
Calc Rerain PO Amts Draft’
Save Save For Later Action - Run Calculate
Copy From Source Document
PO Unit PO Number Copy From None -
Invoice Lines
Line 1 SpeedChart Purchase Order
[] copy Dowm Ship To 0001 @, 31300/000000210811
“Distribute by | Quantit - Associate Recelver(s)
istribute by | Quantily Description [Monthly Wire-Bound ltem #61515
Item @, [ Force Price
Auansit [5 nnnn Packing Slip iwom h
< i »
Done / Trusted sites | Protected Mode: OFf 4 v Biox ~
Step Action

42.

Click the Voucher Attributes tab to view the accounting entry template assigned to
this voucher.

Voucher Attributes

43.

Verify that the defaulted Template entry is correct.

The Template field is used to determine what tcode will be sent to the Uniform
Statewide Accounting System (USAS).

If the correct template is not listed, click the Look up Template (Alt+5) button and
select the appropriate template.

44,

After verifying the template, click the Invoice Information tab to save the voucher.

Invaice Information

45.

Click the down arrow on the vertical scrollbar to display the Save button.

46.

Click the Save button.
5] Save

47.

Click the up arrow on the vertical scrollbar to go back to the top of the page.

48.

When you saved the voucher, the Voucher ID field changed from NEXT to the next
available number, in this case 0007784.

49.

The voucher is now ready for a budget check, document tolerance check, and a
matching check.
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Step

Action

50.

Congratulations! You successfully entered a PO voucher.
End of Procedure.

Entering a Non-PO Voucher

Section 3, Lesson 2, Exercise - Scenario 1 Entering a Non-PO Voucher

Procedure

In this topic, a regular Non-PO voucher is entered.

Step Action
1. CAPPS enables you to create vouchers for online for quick invoices or payments not
associated to a Purchase Order.
Favorites = Main Menu =
oRACLE" Home Worklist Add to Favorites Sign out
Personalize Content | Layout (2) Help
Don /' Trusted sites | Protected Mode: Off fa v ®100% v
Step Action
2. Click the Main Menu link.
Main Menu -
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Step

Action

3.

Click the Accounts Payable menu.

[  Accounts Payable k

Click the Vouchers menu.
(3 Vouchers k

Click the Add/Update menu.
O AddUpdate k

Click the Regular Entry link.
=] Regular Entry

Favorites = | Main Menu~ > Accounts Payable = > Vouchers = > Add/Update = > Regular Entry
Home Worklist Add to Favorites Sign out

ORACLE

New Window | Help | @ =

Voucher

Find an Existing Value || Add a New Value

Business Unit: p1300 @

Voucher ID: NEXT

Voucher Style: Regular Voucher -

Supplier Name: @
Short Supplier Name: @,

Supplier ID: @,

Supplier Location: @

Address Sequence Number: 0@,

!

Invoice Number:

Invoice Date: [

Gross Invoice Amount: 0.00
Freight Amount: 0.00;
Misc Charge Amount: 0.00;
PO Business Unit @

PO Number: @,

Estimated No. of Invoice Lines: 1

Find an Existing Value | Add a New Value -

Done /' Trusted sites | Protected Mode: Off Y v ®100% ~

Step

Action

The Add a New Value tab displays.

The Business Unit field defaults based on your User Preferences. For this exercise,
accept the default.

Each voucher is assigned a unique number for identification purposes.

Notice NEXT defaults into the Voucher ID field. When you save the voucher, the
system will assign the next available voucher ID.
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Step Action

9. The Voucher Style list defaults to Regular Voucher. It can be changed to select a
different voucher style.

For this exercise, accept the default.

10. Click the Look up Short Supplier Name (Alt+5) button to view the valid values.
OJ

11. The Look Up Short Supplier Name popup window allows you to search for a
supplier.

Enter XYZ into the Supplier Name field.
12. Click the Look Up button.
Look Up

13. Click the XYZ CORP link.

XYEZ Corp XXYZ Corporation 12345678391 Supplier Regular

14. Notice that the Short Supplier Name, Supplier ID, Supplier Location and
Address Sequence Number fields are auto-populated based on the supplier's setup.

15. Enter 2345678 into the Invoice Number field.

16. For the Invoice Date ficld, enter t for today’s date, enter the date in the format
mmddyy (no punctuation), or click on the Choose a Date (Alt+5) button to select a
date.

In this case, click the Choose a date Calendar (Alt+5) button.
el

17. Click the dropdown list for the month.

January -
18. Click the March list item.
March
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Favorites - Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update = > Regular Entry
ORACLE
Voucher

Eind an Existing Value || Add a New Value

Business Unit: 31300 |@,
Voucher ID: NEXT
Voucher Style: Reqular Voucher -
Supplier Name: XVZ Corporation @,
Short Supplier Name: XVZ Corp @
Supplier ID: 1234567891 @,
Supplier Location: 000 @,
Address Sequence Number: 1|@,
Invoice Number: 2345678
Invoice Date: e
Gross Inveice Amount: Calendar
Freight Amount: 2014~
Misc Charge Amount: S M TWTTF &
PO Business Unit: @, 1
PO Number: 2 3 45 8 7 8
Estimated No. of Invoice Lines: 1 9 10 1112 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
Al 30 31
] currentDate B}

Find an Existing Value | Add a New Value

Home Worklist Add to Favorites Sign out

New Window | Help | &

Done

« Trusted sites | Protected Mode: Off

Step Action

19. Click the dropdown list for the year.

Home Worklist Add to Favorites Sign out

New Window | Help | & =

Favorites - Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update = > Regular Entry
_ 2008 -
ORACLE 2007
2008
2009
2010
2011
Voucher 2012
2013
2015
Find an Existing Value || Add a New Value 2016
2017
2018
Business Unit: 31300 |@, 2019
2020
Voucher ID: NEXT 2001
Voucher Style: Regular Voucher gggg
Supplier Name: XVZ Corporation 2024 |7
Short Supplier Name: XYZ Gorp @, gggg
Supplier ID: 1234567891 @, 2027
. @ 2028
Supplier Location: 000 , 3020
Address Sequence Number: 1@ 2030
) 2031
Invoice Number: 2345678 2032
Invoice Date: e 2033
Gross Invoice Amount: Calendar 2034
: 2035 -
Freight Amount: March ~ 2014 -
Misc Charge Amount: S M TWTFE 5
PO Business Unit: @, 1
PO Number: 2 3 45 8 7 8
Estimated No. of Invoice Lines: 1 9 10 1112 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
Al 30 31
@] currentDate B}
Find an Existing Value | Add a New Value
Done

«f Trusted sites | Protected Mode: OFf 5 v ®100%
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Step Action
20. Click the 2013 list item.
2013

21.

Click the 1 date in the calendar to select the 1st day of the month.
1

22.

Enter 100.00 into the Gross Invoice Amount field.

23.

Click the Add button.
Add

Favorites~ | Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update ~ > Regular Entry
Home | Workiist | AddtoFavorites | Sign out
ORACLE
| New Window | Help | Personalize Page | =
Invoice Information | Payments || Voucher Attributes
Business Unit 31300 Invoice No [P345678 Invoice Total
VoucherID NEXT Accounting Date 01/30/2014 Gl Line Total
Voucher Style Regular Voucher *Pay Terms |30 Q5 pet3o *Currency
Invoice Date 03/01/2013 [ Basis Date Type InvDate Wiscellaneous
Invoice Received £ Freight
Xz XYZ Corporation
Corporation  TTTTTTTTTTTTTTTT Total =
Supplier ID 1234567891 @ Control Group @, Difference
ShortName XYZ Corporation @, Incomplete
Lacation (000 @,
“Address 1a
Payment Type: © (@ USAS Proc Stat: Y
USAS Doc: USAS Proc Dt: Orig Pmt. Date:
Dra
Gave Save For Later Action - Run Galeulate
Copy From Source Document
Invoice Lines
Line 1 SpeedChart @,
[£] copy Down Ship To [0001 @,
Distribute by Amount - Description
Item @, packing i
acking Sli
Quantity e
uom @,
Unit Price
Line Amount 100.00) |l
<[ m »
Done J/ Trusted sites | Protected Mode: Off % - ®i0% ~
Step Action

24.

Use the Invoice Information tab to enter invoice information, including invoice
header information, non-merchandise charges and voucher line and distribution
information.

25.

Click the down arrow on the vertical scrollbar to access the Description field.

26.

Enter Accounting services into the Description field.
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Favorites - Main Menu~ > Accounts Payable ~ > Vouchers = > Add/Update = > Regular Entry
Home Worklist Add to Favorites Sign out

ORACLE’
Location 000 =Y
*Address 12
Payment Type: 0|4 USAS Proc Stat: ¥
USAS Doc#: USAS Proc Dt: Orig Pmt. Date:
Dra
Save Save For Later Action - Run Calculate
Copy From Source Document
Invoice Lines
Line 1 SpeedChart @
[C] Copy Down Ship To [0001 @
“Distribute by Amount hd Description [Accounting senvices|
Item N packing Si
acking i
Quantity 9 ste
UoM @, e
Unit Price
Line Amount 100.00
Caleulate
Contract Workforce: N
PCC: b @ USAS Requisition: RTI USASProc Stat: y  USAS ProcDE: USAS Pmt Due Date: L4
Inv Receipt Dt: ) Service Date: 0 Order Date: [)  Regsted Pmt. Date: B Copypat
Contract ID a WF Contract Nbr Interest Control: ~| Reason Code:
Invoice Description
Saun Caxl ator T
< I B

/ Trusted sites | Protected Mode: Off %5 v ®100% ~

Step

Action

27.

The USAS Payment Due Date field is the date that USAS will pay the voucher. It
is calculated to 30 calendar days after the later of the Inv Receipt Dt or the Service
Date.

The Reqsted Pmt Dt is used when the voucher needs to be paid on a date other than
the USAS Payment Due Date. If the Reqsted Pmt Dt is entered, the USAS
Payment Due Date will not be changed.

28.

Click the Inv Receipt Dt: Calendar (Alt+5) button.
El

29.

Click the dropdown list for the month.

January -

30.

Click the March list item.
March
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Favorites - ‘ Main Menu~ > Accounts Payable ~ > Vouchers = > Add/Update = > Regular Entry
Home | Worklist | AddtoFavorites | Sign out
ORACLE
Invoice Lines -
Line 1 SpeedChart @
[C] Copy Down Ship To [0001 @,
“Distribute by Amount hd Description [Accounting senvices
Item @,
Packing Siip
Quantity
uom
Unit Price
Line Amount 100.00
Calculate
Contract Workforce: N
PCC: b @ USAS Requisition: RTI USASProc Stat: y  USASProcDt: USAS Pmt Due Date:
Inv Receipt Dt: E Service Date; B Order Date: Bl Regsted Pmt. Date: B copyba
Calendar
e . ~  Reason Code: N
Contract ID <2014 - [FContractbr Interest Control
Invoice Description s u T W T E s
1
2 3 456 7 8
Distribution Lines 9 10 11 12 13 14 15
GLChart | USASData | Exchal 16 17 18 19 20 21 22 1T}
s
i COPY | ine Merchandise 23 24 25 26 27 28 29 Account Fund Dept Program  Appn/PCA  Appn Year Ag
Down 30 31
EHE A 1 10) @ @ @ @, (=% @
] currentDate 1)
[5 Save Notify || Refresh
Invoice Information | Payments | Voucher Attiibutes L
<[ I ’
Done «f Trusted sites | Protected Mode: OFf -
Step Action
Favorites - ‘ Main Menu~ > Accounts Payable ~ > Vou ;ﬂ[’h‘v Add/Update ~ > Regular Entry
2005 Home | Worklist | AddtoFavorites | Sign out
ORACLE 2006
2007
Invoice Lines 2008 -
2009
2010
Line 1 2011 SpeedChart @
[C] Copy Do 2012 Ship To [0001 @,
o 2013
Distribute by Amount Description [Accounting senvices
Item 2015
PackKing Slij
Quantity 2018 o 5w
2017
uou 2018
Unit Price 2019
. 2020
Line Amount 1002057 |-
Calculate 2022
2023
2024 Contract Workforce: N
2025
2026 M
2027
2028
PCC: b @ USAS Requisition: gggg m USASProc Stat: y  USASProcDE: USAS Pmt Due Date:
Inv Receipt Dt: 2031 B Order Date: [5)  Regsted Pmt. Date: ] Copy Dat
Calendar gggg |
. ~  Reason Code: N
Contract ID March . 2014 - [FContractbr Interest Control
Invoice Description ST wToE s
1
2 3 456 7 8
Distribution Lines 9 10 11 12 13 14 15
GLChart | USASData | Exchal 16 17 18 19 20 21 22 T}
s
i COPY | ine Merchandise 23 24 25 26 27 28 29 HAccount Fund Dept Program  Appn/PCA  Appn Year Ag
Down 30 31
BHE @ 1 10 @ 2 @ @ @ @
] currentDate 1)
[5 Save Notify || Refresh
Invoice Information | Payments | Voucher Attibutes
<[ I ’
Done «/ Trusted sites | Protected Mode: Off v BI00% ~
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Step Action
32. Click the 2013 list item.
2013

33.

Select the 4th day of the month.
4

34.

Click the Service Date: Calendar (Alt+5) button.

el

35.

Click the dropdown list for the month.

January -

36.

Click the March list item.

Save For Later 2 3 456 7 8

Distribution Lines

@ CurrentDate [

5] Save | (=] Matify || Refresh

Invoice Information | Payments | Voucher Attributes

4 il

Favorites = | Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update ~ > Regular Entry
Home | Worklist | AddtoFavorites | Sign out
ORACLE
Invoice Lines
Line 1 SpeedChart @
[l Copy Down ship To 0001 @
"Distribute by | Amount T Description [Accounting services
item @ Packing Sii
acking Sli
Quantity S
uoM @
Unit Price
Line Amount 100.00
Calsulate
Contract Workforce: N
pcc: o & USAS Requisition: RTI USAS Proc Stat: v  USAS ProcDt: USAS Pmt Due Date:
Inv Receipt Dt: 0310412013 |l Service Date: [ orderpate: | |6 Regsted Pmt. Date: =] Copy Daty
Calendar
ContractID @ L ol ~ Reason Code:
Invoice Description RS
P

9 10 11 12 13 14 15
6LChart | USASData | ExchangeRale || Statistics || Assets 16 17 18 19 20 21 22
;;’:’r" Line Merchandise Amt Quantity *GL Unit  OperUnit "Acc{ 23 24 25 26 27 28 29 Program
30 3
HE =@ 1 100.00 31300 [, @, @, @,

I

Appn/PCA  Appn Year Ag

O, O,

3

+/ Trusted sites | Protected Mode: Off

45 v ®100% ~

Step

Action

37.

Click the dropdown list for the year.
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Favorites - Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update = > Regular Ents 2003
2003 -
2004 Home | Worklist | AddtoFavorites | Sign out
ORACLE 2005
2006
Invoice Lines 2007
2008
2009
Line 1 SpeedChart 2010 iy
[C] Copy Down Ship To[ooo1  |2011 iy
- Amc - 2012
Distribute by Amount Description [Accounti{2013
Item N packing Si
ackin i
Quantity 9 ste
uom @,
Unit Price
Line Amount 100.00) |
Calculate
Contract Workforce: N
2027
PCC: b @ USAS Requisition: RTI USAS Proc fgfg § Proc Dt: USAS Pmt Due Date:
202
Inv Receipt Dt: 03/0412013 |5 Service Date: 5 _order Date: 2030 Regsted Pmt. Date: B Copy Daty
203
Calendar fngl I8
el Wre 2032 ntrol: ~  Reason Code: b
Contract D . March v (2014 -
Invoice Description s T w T s
1 E
Save ForLater 2 3 4 5 8 7 8
Distribution Lines g 10 11 12 13 14 15
GLChart || USASData || ExchangeRate || Statistics || Assets 16 17 18 19 20 21 22
s
i Sn”‘f‘l’r" Line Merchandise Amt Quantity *GL Unit  Oper Unit *Ace 23 24 25 26 27 28 29 Program  Appn/PCA  Appn Year Ag
30 21
EHE A 1 100.00 31300 @, @, @ @, (=8 Y
] currentDate [
[5) save ||[=] Notify || Refresh
Invoice Information | Payments | Voucher Attibutes L4
< I ’
+/ Trusted sites | Protected Mode: OFf - Bk -~

Step Action

38. Click the 2013 list item.

2013

39. Select the 1st day of the month.
1

40. Click the Reqsted Pmt Dt Calendar (Alt+5) button.
El

41. Click the dropdown list for the month.

January -

42. Click the March list item.

March
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Favorites - ‘ Main Menu~ > Accounts Payable ~ > Vouchers = > Add/Update = > Regular Entry
Home | Worklist | AddtoFavorites | Sign out
ORACLE
Invoice Lines -
Line 1 SpeedChart @
[C] Copy Down Ship To [0001 @,
“Distribute by Amount hd Description [Accounting senvices
Item @,
Packing Slip
Quantity
uom
Unit Price
Line Amount 100.00
Calculate
Contract Workforce: N
PCC: b @ USAS Requisition: RTI USASProc Stat: y  USASProcDE: USAS Pmt Due Date: 0410
Inv Receipt Dt: 03/04/2013 |5 Service Date: 030112013 |B) order Date: ] Regsted pmt. Date: El Cany Daty
Calendar
Contract ID oY WF Contract Nbr Interest Control: v o0 . 7
Invoice Description S M TWTF s
1
Save For Later 2 3 4 5 6 7 8
Distribution Lines 9 10 11 12 13 14 15
GLChart | USASData || ExchangeRate | Statistics | Assets 16 17 18 19 20 21 22
s
i COPY | ine Merchandise Amt Quantity *GLUnit  Oper Unit *Account Fund Dept 23 24 25 26 27 28 29 Ag
Down 30 31
EHE @ 1 100.00! 31300 |2, @, @ @, @ 1
(3 Current Date [}
[5 Save Notify || Refresh
Invoice Information | Payments | Voucher Attibutes L
< I »
Done «f Trusted sites | Protected Mode: OFf -
Step Action
Favorites - ‘ Main Menu~ > Accounts Payable ~ > Vouchers = > Add/Update = > Regular Entry 1996 .
Home | Workiist | Addto|1997 Sign out
ORACLE 1298
1999
voice L 2000
nvoice Lines 2001 -
2002
Line 1 SpeedChart @, 2003
[T Copy Down Ship To 0001 @, ggg;
“Distribute by Amount hd Description [Accounting senvices 2006
Item @, 2007
Packing Slip 2008
Quantity 000
uom @ 2010 [
Unit Price 2011
. 2012
Line Amount 100.00 2013
Caleulate N
2015
Co[2018 rce: N
2017
2018 M
2019
2020
PCC: b @ USAS Requisition: RTI USASProc Stat: y  USASProcDE: “““’gsg; 0410
Inv Receipt Dt: 03/04/2013 |5 Service Date: 030112013 |B) order Date: ]  Regsted pmt. Date: 2023 |Cany Dat(
2024
Calendar 2025
Contract ID S WF Contract Nbr Interest Control: Warch v 202 - 7
Invoice Description S M TWTF s
1
Save For Later 2 3 4 5 6 7 8
Distribution Lines 9 10 11 12 13 14 15
GLChart | USASData || ExchangeRate | Statistics | Assets 16 17 18 19 20 21 22
s
i COPY | ine Merchandise Amt Quantity *GLUnit  Oper Unit *Account Fund Dept 23 24 25 26 27 28 29 Ag
Down 30 31
EHE @ 1 100.00! 31300 |2, @, @ @, @ 1
(3 CurrentDate [}
[5 Save Notify || Refresh
Invoice Information | Payments | Voucher Attibutes
< I »
Done «/ Trusted sites | Protected Mode: OFf B v ®100% -

Page 51




© CAPPS Financials

Centralinad Accounting and PayrollPersonnel System

EUT Course
Step Action
44. Click the 2013 list item.
2013
45. Select the 4th day of the month.
4
46. The Invoice Description ficld is used to enter the USAS description. The

information will be sent to USAS through the USAS Outbound interface.

Enter Accounting services into the Invoice Description field.

47. A SpeedChart enables you to group together and name an unlimited number of
frequently used ChartField combinations to increase data entry efficiency by
reducing the number of keystrokes.

SpeedChart codes can be defined with one or multiple accounting distributions.

Enter AP_CHART into the SpeedChart field.

48. Notice that the accounting distribution is now populated.
49. Click the up arrow on the vertical scrollbar to return to the top of the page.
50. Click the Voucher Attributes tab to view the defaulted accounting entry.

Voucher Attributes

51. Review the Template field to verify that the defaulted accounting entry is correct.

The Template field is used to determine what T-code will be sent to USAS.
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ORACLE

Invoice Information || Payments || Voucher Attributes

Business Unit 31300
Voucher ID MEXT
Voucher Style Regular Voucher
Total 100.00
Voucher Processing

Post Voucher
Revalue Voucher

Accounting Instructions

AccountAt Gross - *Template STD 2255

Match Action

Match Due Date

Favorites - ‘ Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update = > Regular Entry

Home

| New Window | Help | Personalize Page | I =

Invoice No |2345678
Invoice Date |03/01/2013 [5)
Incomplete

Close Voucher
Delete Voucher

%, usasTransaction Code: 5oz

“Status "Not Applicable -

Match Action Comments

Match Action History

Pay UnMatched

Worklist

Action

Add to Favorites Sign out

Tax Group
Tax Group
Tax Pymnt Type
Transaction Currency

*Source Tables

I

“Currency|USD
Rate Type CRRNT

Exchange Rate

Letter of Credit

Waorkflow Approval
*Approval Rules Pre-Approved - Lcin
Prepayment Self Billing Invoice
Prepaid Ref Automatically Apply Prepayment *SBI| Individual| |
Postpone Withholding SBI Number
Save Save For Later
<[ . ] ’
Done «/ Trusted sites | Protected Mode: Off v B100% ~

Step

Action

52.

Invoice Information

Click the Invoice Information tab to save your entries.

ORACLE

Invoice Information | Payments || Voucher Attributes

Business Unit 31300
VoucherID NEXT
Voucher Style Regular Voucher

USAS Proc Dt:

USAS Doc#:

Favorites - ‘ Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update ~ > Regular Entry (ol

Home

| New Window | Help | Personalize Page | I =

Invoice No 2345678
Accounting Date 01/30/2014 [5
=pay Terms |30 A T Net3n

Invoice Date 03/01/2013 Bl Basis Date Type InvDate
Invoice Received )
XYZ
Corporation
supplier ID 1234667881 &, Control Group @,
shortName XYZ Corporation | @, Incomplete
Location (000 @
“Address 1[a
Payment Type: 0| USAS Proc Stat: Y

Orig Pmt. Date:

Save Save For Later Action -
Copy From Source Document
Invoice Lines
Line 1 SpeedChart |AP_CHART @
[T copy Down Ship To|0001 @
“Distribute by Amount d Description [Accounting Services
Item @,
Packing Slip
Quantity
UoM
Unit Price
Line Amount 100.00.

< m

Worklist

Add to Favorites Sign out

Invoice Total
Line Total
*Currency
Wiscellaneous
Freight

Total
Difference

Calculate

«f Trusted sites | Protected Mode: OFf

v ®100% -
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Step

Action

53.

Click the down arrow on the vertical scrollbar to view the Save button.

54.

Click the Save button to save the voucher.

[5] Save

55.

Notice that the Voucher ID was assigned and the following three new tabs display
after the voucher was saved: Summary, Related Documents and Error Summary.

Those tabs provide additional information related to the voucher:

- Summary: summarizes information from the other voucher pages such as voucher
header information, statuses and payment terms.

- Related Documents: displays related document information including payment
details, purchase order information, receiver information and voucher adjustment
details.

- Error Summary: provides Voucher Build processing errors, matching errors,
duplicate invoices and out-of-balance and combination edit errors on the voucher.

56.

Congratulations! In this topic, you successfully entered a regular (non-PO) voucher.
End of Procedure.

Entering a Multi-Vendor Voucher

Section 3, Lesson 2, Exercise - Scenario 2 Entering Multi-Vendor Vouchers

Procedure

In this topic, you will enter a multi-vendor voucher.
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Step Action
1. The multi-vendor voucher style is a voucher style used to pay multiple suppliers on

a PO or Non-PO voucher.

For PO Vouchers, the multi-vendor voucher style can be used to copy PO
information into a voucher. PO multi-vendor vouchers can pay at the header level
including a travel reimbursement payment using tcode 264 (Doc Type 1) or to pay
suppliers at the invoice line level using tcode 225.

For Non-PO Vouchers, the multi-vendor voucher style can be used to pay suppliers
without encumbering funds; e.g. no PO. Either the line supplier or header supplier
can be paid depending on the tcode inferred by the accounting entry template.

The total dollar amount of the lines must always equal the total dollar amount of the
voucher header.

Favorites = Main Menu ~
Home ‘Worklist Add to Favorites Sign out
ORACLE’
Personalize Content | Layout (Z) Help
Done /' Trusted sites | Protected Mode: Off fa v ®10% ~
Step Action
2. When entering a multi-vendor voucher, the supplier is assigned to each voucher line

instead of the voucher header.

Click the Main Menu button.

Main Menu =
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Step

Action

3.

Click the Accounts Payable menu.

[  Accounts Payable k

Click the Vouchers menu.
(3 Vouchers k

Click the Add/Update menu.
O AddUpdate k

Click the Regular Entry link.
|=] Regular Entry

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

Home Worklist Add to Favorites

ORACLE

Voucher

Find an Existing Value || Add a New Value

Business Unit: 31300 (@,

Voucher ID: NEXT

Voucher Style: Regular Voucher -
Supplier Name: @
Short Supplier Name: @,

Supplier ID: @,

Supplier Location: @

Address Sequence Number: 0@,

Invoice Number:

Invoice Date: [

Gross Invoice Amount: 0.00
Freight Amount: 0.00;
Misc Charge Amount: 0.00;

PO Business Unit @

PO Humber: @,

Estimated No. of Invoice Lines: 1

Find an Existing Value | Add a New Value

Sign out

New Window | Help | @ =

!

Dane / Trusted sites | Protected Mode: Off

45 v ®100% -~

Step

Action

The Business Unit defaults based on your User Preferences.

The Voucher ID defaults with NEXT; the system will assign the next available

voucher ID when the voucher is saved.

The Voucher Style defaults with Regular Voucher; this can be changed.

Click the Voucher Style list to identify the type of voucher you are entering.

-
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Step Action
9. Click the Multi-Vendor Voucher list item.

Multi-Vendor Youcher

10. Click the Look up Short Supplier Name (Alt+5) button.
DJ

11. Enter XYZ into the Short Supplier Name field.

12. Click the Look Up button.

Look Up

13. Click the XYZ Corporation link.

14. Enter 56458 into the Invoice Number field.

15. In the Invoice Date field, enter t for today’s date, enter the date in the format
mmddyy (no slashes), or click on the Choose a date Calendar (Alt+5) button to
select a date.

In this example, click the Choose a date Calendar (Alt+5) button.
El

16. Notice the month defaulted to January and the year defaulted to 2014 but both can
be changed, if needed. For this example, accept the default month and year.
Click the 1 link to select the first day of the month.

-1

17. In the Gross Invoice Amount field, enter 500.00.

Note: This is the total amount that will be paid to the supplier listed in the voucher
header.

18. Click the Add button.

Add

Page 57




©

CAPPS Financials

Centralized Accounting and Payroll/Personnel System

EUT Course
Favorites - Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update = > Regular Entry
Home Worklist Add to Favorites Sign out
ORACLE’
| New Window | Help | Personalize Page | I =
Invoice Information || Payments || Voucher Attributes
Business Unit 31300 Invoice No 56458 Invoice Total
Voucher ID NEXT Accounting Date 01/31/2014 5 Line Total 50
Voucher Style Multi-Vendor Voucher *Pay Terms 30 A H petan “Currency i
Invoice Date 01/01/2014 [5 Basis Date Type InvDate Miscellaneous
Invoice Received Eu Freight
oz XyzCorporation =
Corporation Total 501
Difference
Supplier ID 1234567891 @A 5 Control Group @,
ShortName | XYZ Corp Y Incomplete
Location 045 Y
*Address 1|2
payment Type: 0| USAS Proc Stat: Y
usaspoct: [ USAS Proc Dt: Orig Pmt. Date:
Draft
Save Save For Later Action - Run Caleulate
Copy From Source Dacument
Invoice Lines
Line 1 SpeedChart @
Ship To [0001 @,
*Distribute by Amount -
fem a, Description
Quantity Packing Slip
uom Y
Unit Price il
[;nne 8 J/ Trusted sites | Protected Mode: Off -~ B100% :
Step Action

19. Use the Invoice Information tab to enter or view invoice information, including
invoice header information, non-merchandise charges and voucher line and
distribution information.

20. The Copy From Source Document section allows you to copy existing information
(purchase order, receiver, or another voucher) into the voucher.

21. Note that the information you entered on the Add a New Value tab appears in the
header section and can be updated.

22. Click the down arrow on the vertical scrollbar to view the Invoice Line section.

23. Enter Paper into the Description field.

24, In the Invoice Description field, enter Paper.

Note: The system will send the information in the Invoice Description field to
USAS and store it as the USAS description field.

25. In the Inv Receipt Dt field, enter t for today’s date, enter the date in the format
mmddyy (no punctuation), or click on the Choose a date (Alt+5) button to select a
date.

In this example, enter t into the Inv Receipt Dt field.
26. In the Service Date field, enter t for today’s date, enter the date in the format

mmddyy (no punctuation), or click on the Choose a date (Alt+5) button to select a
date.

In this example, enter t into the Service Date field.
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27.

Enter t into the Requested Pmt Date field.

Favorites - | Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update ~ > Regular Entry
Home | Worklist
ORACLE
L1 Specucnar: .
Ship To 0001
*Distribute by Amount -
Item O‘ Description Paper
Quantity Packing Siip
uom @,
Unit Price
Line Amount 500.00)
Calculate
PcC: o & USAS Requisition: RTI USAS Proc stat. v USASProcDt:

Inv Receipt Dt: 01/31/2014 |5 Service Date: 013112014 |B) order Date: ] Regsted Pmt. Date:

Contract ID Y WF Contract Nbr Interest Contro:
Invoice Description
PAPER
Save For Later
Invoice: Invoice Date: B

Short Vendor Name: @ Ref Supplier ID: @, supplier Location:

Distribution Lines

[5 save ||[=] Motify | & Refresh

Invoice Information | Payments | Voucher Attributes

gl m

GLChart | USASData || ExchangeRate | Statistics | Assets
Line Merchandise Amt Quantity *GL Unit  Oper Unit *Account Fund Dept Program  AppniPCA  Appn Year Agy Chartfi
EE 1 500.00 31300 |@, @, @ @, =} @ @, @,

Add to Favorites Sign out

Contract Workforce: N

USAS Pmt Due Date: 030

t £l

Copy Dat¢

~  Reason Code:

I

b

+ Trusted sites | Protected Mode: OFf

%5 v ®100% ~

Step

Action

28.

field.

Click the right arrow on the horizontal scrollbar to view the USAS Pmt Due Date

29.

The date in the USAS Pmt Due Date field is the date that

the Service Date.

USAS will pay a

voucher. It is calculated as 30 calendar days after the later of the Inv Receipt Dt or

The Reqsted Pmt Dt is used to override the USAS Pmt Due Date.
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Favorites - Main Menu~ > Accounts Payable ~ > Vouchers = > Add/Update = > Regular Entry
Home | Worklist | AddtoFavorites | Sign out
ORACLE
Speowcar: -
Ship To 0001 @
Description Paper
Packing Slip
Contract Workforce: N
USAS Proc Stat. y  USAS Proc Di: USAS Pmit Due Date:  03/02/2014
4B} Order Date: [ Reasted Pmt Date: & Copy Dates
Contract Nbr Interest Control: > Reason Code: M
Date: Gl
1D @, Supplier Location: @
Fund Dept Program  Appn/PCA Appn Year Agy Chartfield 1 Agy Chartfield 2  Product ng“s Project Activity
OA OA OA o‘ OA OA OA o‘ OA o‘ OA
« m »
/' Trusted sites | Protected Mode: Off - B0k ~
Step Action

30.

Click the left arrow on the horizontal scrollbar to continue.

31.

name.
)

-]

Click the Look up Short Vendor Name (Alt+5) button to search for a vendor

32.

Click the Acme, Inc link.

33.

In the Invoice field, enter 9785185.

34.

E

In the Invoice Date field, click the Choose a date Calendar (Alt+5) button.

35.

Click the 2 link to select the second day of the month.
2
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Favorites - Main Menu~ > Accounts Payable ~ > Vouchers = > Add/Update = > Regular Entry
Home | Worklist | AddtoFavorites | Sign out
ORACLE
e - —
ip To 0001 (=%
*Distribute by  Amount -
Item Q‘ Description Paper
Quantity Packing Slip
uom @,
Unit Price
Line Amount 500.00.
Caleulate
Contract Workforce: N
PCC: b @ USAS Requisition: RTI USASProc Stat: y  USASProcDE: USAS Pmt Due Date: 030
Inv Receipt Dt: 013172014 |5 Service Date: 012112014 B order pate: B  Reasted Pmt.Date: 01312014 [H  ropy pay
Contract ID a WF Contract Nbr Interest Control: ~| Reason Code:
Invoice Description
PAPER
o Save For Later s
Invoice: 9785185 Invoice Date: 01022014 B}
Short Vendor Name: Acme, Inc @ Ref supplierip: 3333333333 |9, Supplier Location: [000 [
Distribution Lines
GLChart | USASData | Exchange Rate || Statistics || Assets
Line Merchandise Amt Quantity “GL Unit Oper Unit *Account Fund Dept Program  AppniPCA  Appn Year Agy Chartfi
EE 1 500.00 31300 |@, @ @ @, @ @ @, @,
[5 save ||[=] Motify | & Refresh
Invoice Information | Payments | Voucher Attributes L
<[ m B
Done «/ Trusted sites | Protected Mode: OFf % v ®100% ~
Step Action

36.

For each Voucher Line that you enter, you must also enter the distribution

information in the Distribution Lines section. Each Voucher Line must have one or

more Distribution Lines.

Enter the accounting distribution details by populating each chartfield (e.g. account,
fund, PCA, etc.) individually, or you can use a Speedchart to populate the fields with

a preset combination of chartfield values.

37.

Note that the GL Chartfields are blank to begin with.
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Favorites - ‘ Main Menu~ > Accounts Payable ~ > Vouchers = > Add/Update = > Regular Entry
Home | Worklist | AddtoFavorites | Sign out
ORACLE
e Specucnar: — _
Ship To 0001 (=%
“Distribute by Amount -
Item Q‘ Description Paper
Quantity Packing Slip
uom @,
Unit Price
Line Amount 500.00.
Caleulate
Contract Workforce: N
PCC: b @ USAS Requisition: RTI USASProc Stat: y  USASProcDE: USAS Pmt Due Date: 030
Inv Receipt Dt 013172014 |5 Service Date: 013112014 [ order pate: B Reasted Pmt.Date: [01312014 [H  ropy payy
Contract ID a WF Contract Nbr Interest Control: ~| Reason Code: N
Invoice Description
PAPER
Save For Later
Invoice: 9785185 Invoice Date: |01/02:2014 |5 s
@

500.00]

& =]

1

Motify || 2 Refresh

5 save

Invoice Information | Payments | Voucher Attributes

Short Vendor Name: Acme, Inc 4 Ref Supplier ID:
Distribution Lines
GLChart || USASData || ExchangeRate || Statistics || Assets
Line Merchandise Amt Quantity *GL Unit  Oper Unit *Account Fund Dept Program  AppniPCA  Appn Year Agy Chartfi
31300 | @ =Y @ @, @, =

3333333333 |, Supplier Location: 000

<

Done

+ Trusted sites | Protected Mode: OFf

Step Action

38. Click the up arrow

on the vertical scrollbar to view the SpeedChart button.

Favorites - ‘ Main Menu~ > Accounts Payable ~ > Vouchers = > Add/Update = > Regular Entry
Home | Worklist | AddtoFavorites | Sign out
ORACLE
mvOIcE Cines r
Line 1 SpeedChart @,
Ship To 0001 @
“Distribute by Amount -
Item Q‘ Description Paper
Quantity Packing Slip
uom @,
Unit Price
Line Amount 500.00
Calculate
Contract Workforce: N
PCC: o @ USAS Requisition: RTI USASProc Stat: y  USASProcDE: USAS Pmt Due Date: 030
Inv Receipt Dt 013172014 |5 Service Date: 012112014 B order pate: B Reasted Pmt.Date: [01312014 [H  ropy py
Contract ID a WF Contract Nbr Interest Control: ~| Reason Code: N
Invoice Description
PAPER
Save For Later E
Invoice: 9785185 Invoice Date; | 01/02/2014 |3 s
@,
Short Vendor Name: Acme, Inc @ Ref supplieriD; 3333333333 |9, supplier Location: |000 .
- Distribution Lines
GLChart || USASData || ExchangeRate || Statistics || Assets
Line Merchandise Amt Quantity *GL Unit  Oper Unit *Account Fund Dept Program  AppniPCA  Appn Year Agy Chartfi
EE 4 500.00 31300 |@, @, @ @, @ @ @, @,
[5 Save Notify || £ Refresh L
<[ I »
Done «/ Trusted sites | Protected Mode: OFf B v ®100% ~
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Step Action

39. Click the Look up SpeedChart (Alt+5) button.
@

Look Up SpeedChart

Help

SetiD: 31300

SpeedChart Key: begins with -

Basic Lookup

Search Results
View 100 First (q) 1177 01177 () Last
SpeedChart Key Description
1000011 Executive Director
1100811 General Counsel -B11
1100821 General Counsel - B21
1100C21 General Counsel - C21
1100D11 General Counsel - D11
1200011 Internal Audit
1300D11 DIR Board Expenses
2000011 Chief Administrative Officer
2014CONSUM 2014 Consumable Supplies
2014STMGMT 2014 Seat Management Allocatio
2100A1% Tech. Policy & Planning
Technology Sourcing Office
Finance - B11
Finance - B21
Finance - C21
Finance - D11
Accounting & Admin. - B21
Accounting & Admin. - C11
Accounting & Admin. - C21
Accounting & Admin. - D11
Accounting & Admin. - D13
Human Resources
Comm. & Strat. Ptnrshps - C21
Comm. & Strat. Ptnrshps - D13
Prgm & Portfolie Mgmt - B21
Prgm & Portfolio Mgmt - C11

f Trusted sites | Protected Mode: Off 4y v ®100%

Step Action

40. Click the down arrow on the vertical scrollbar to view the AP_Chart link.
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Look Up SpeedChart

3330C22

P100041110
P100041112
P100041118
P100041119
P110000002
P110000009
P110001006
P110003001
P110003002
P110041110
P110041112
P110041118
P110041119
P120003001
P120003002
P120041110
P120041112
P120041118
P120041119
P200009001
P200041110
P200041112
P200041118
P200041119
P210000000
P210000001
P210001005
P2ANANN

CTS Operations - Tele Security
CTS Ops - CCTS COGS
CTS Ops - TEX-AN COGS
DCS Operations

DCS - Cost of Services
(vlank)

Fringe - USPS

AY 14_USPS

AY 14_SPDCHRT

AY 14_SPDCHRT

AY 14_SPDCHRT

AY 14_SPDCHRT

AY 14_USPS

AY 14_USPS

AY 14_USPS

AY 14_USPS

USPs

AY 14_SPDCHRT

AY 14_SPDCHRT

AY 14_SPDCHRT

AY 14_SPDCHRT

AY 14_USPS

USPs

AY 14_SPDCHRT

AY 14_SPDCHRT

AY 14_SPDCHRT

AY 14_SPDCHRT

AY 14_USPS

AY 14_SPDCHRT

AY 14_SPDCHRT

AY 14_SPDCHRT

AY 14_SPDCHRT

AY 14_USPS

AY 14_SPDCHRT

AY 14_SPDCHRT
11aps

100%

o Trusted sites | Protected Mode: Off L

Step

Action

41.

Click the AP_CHART link.
AP_CHART (blank)

Home | Worklist = AddtoFavorites | Sign out
ORACLE"
Invoice Lines -
Line 1 SpeedChart |AP_CHART @,
e Ship To|0001
“Distribute by Amount - " Q
ftem @, Paper
uom
Unit Price
Line Amount 500.00.
Calculate
Contract Workforce: N
PCC: [CHEN USAS Requisition: RTI USASProc Stat: y  USAS ProcDt: USAS Pmt Due Date: 030
Inv Receipt DE: 01312014 |5 SenviceDate: (91212014 8 orderpate: | |8 Reasted Pmt.Date: (01312014 [ gopypgy,
Contract ID [ WWF Contracthibr | Interest Controk: ~  Reason Code: 7
Invoice
PAPER |
9785185 [ Smeforiaer | 01/03/2014 |15 7
Invoice: Invoice Date: 3
Short Vendor Name: [acme,ne @ Ref Supplier ID: 3333333333 | @, suppier Location: Do A
H ¥ Distribution Lines
GLChart | UsasData | ExchangeRate || Statistics || Assets |
m Line Merchandise Amt Quantity *GL Unit  Oper Unit *Account Fund Dept Program  AppniPCA Appn Year Ag
= ' soo0 | Jpram & fmes R @foe @[ Ao @ e Q|
2 Refresh =
B
 Trusted sites | Protected Mode: Off fa v BI0% v
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Step

Action

42.

choosing one that is close.

are not correct.

Notice the GL ChartFields are now populated. Even if a SpeedChart does not
represent the exact combination of ChartFields needed, you can still save time by

The system will populate the fields and then you only need to change the fields that

43.

In this case, change the amount.

In the Distribution Lines section, enter 400.00 into the Merchandise Amt field.

44.

Click the right arrow on the horizontal scrollbar to view more fields.

Favorites = | Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update ~ > Regular Entry
Home | Worklist | AddtoFavorites | Sign out
ORACLE
payment Type: 0| & USAS Proc Stat: Y
USAS Doc#: USAS Proc Dt: Orig Pmt. Date:
Draft¥é
Save Save For Later Action - Run Caleulate
Copy From Source Document
Invoice Lines
Line 1 SpeedChart|AP_CHART @
Ship To 0001 @
“Distribute by Amount -
fem @ Description [Paper
Quantity Packing Slip
UoM @
Unit Price
Line Amount 500.00.
Calulate =
Contract Workforce: N
pcC: o & USAS Requisition: RTI USAS Proc Stat: ¥ USASProcDt: USAS Pmt Due Date: 03/0
Inv Receipt Dt: 01/31/2014 | Service Date: 011312014 |5 orger Date: El  Regsted Pmt.Date: 01312014 [ Copy Dat(
ContractID Q WF Contract Nbr Interest Control: v/ Reason Code: 0
Invoice Description
PAPER
F1nE Save ForLater ey
Invoice: 9785185 Invoice Date: |01/03/2014 |[5§ )
short Vendor Name: Acme, Inc % Ret supolier p: 3233333333 [, Supplier Location: |000 a -
<[ m »
/' Trusted sites | Protected Mode: Off Ja v ®100% ~

Step

Action

45.

Click the up arrow on the vertical scrollbar to return to the top of the page.
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Favorites -
ORACLE
v
Orig Pmt. Date:
Action
SpeedChart [AP_CHART
Ship To 0001
@ Description Paper
Packing Slip
@
00.00

rvice Date: (013172014 [BU Order pate:

RTI USAS Proc Stat: Y

LO LO

USAS Proc Dt:

B

Regsted Pmt. Date:

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

Home Worklist Add to Favorites Sign out

Draft Voucher Print

Calculate Print

HEE

[Clone Asset

I

Contract Workforce: N

USAS Pmt Due Date:
01/31/2014 |[5)

03/02/2014

Copy Dates

Reason Code:

Y WF Contract Nbr Interest Control:
Later —
Invoice Date: [01/03/2014 |l R
01 . Ref supolierin: 3333333333 4 Supplier Location: 100
&l [

0

/ Trusted sites | Protected Mode: Off %5 v ®100% ~

Step Action

46.

o

Next you need to enter another Invoice Line.

In the Invoice Lines section, click the Add multiple new rows at row 1
(Alt+7) button to begin entering a second invoice line.
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Home | Worklist = AddtoFavorites | Sign out
ot o
Erter number of rows to add
Cancel

i |

—_—e!
Draft Youcher Print
Action - Run Calculate Frint
EE
SpeedChart AP_CHART @, [Jone Asset il
ship To 0001 @
@ Description Paper
Packing Siip
O,
00,00
Contract Workforce: N
- USAS Proc stat: v USAS Proc Dt: USAS PmtDue Date:  03/02/2014

| vice Date: |01/21/2014 |B) grder pate: B  ReastedPmt.Date: 01312014 [ copy pates

Y WF Contract Nbr Interest Control: ~| Reason Code: M I
Leter Invoice Date: [01/03/2014 |5 5
01 @ Ref supolierin: | 3333333333 4, Supplier Location: 100 X -
i [ m ] »
[javascript:submitAction_wind(d SICField1s: ). ./ Trusted sites | Protected Mode: Off h v R10% -

.
Step Action
47. A prompt popup window displays to identify how many new rows you want to add.

The Enter number of rows to add field defaults to 1 but can be changed, if
needed. In this example, accept the default.

Click the OK button.
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Favorites -

ORACLE

Packl

500.00]

ftion:

Service Date; 011312014 [

OJ

Save For Later
Invoice Date:

Acme, Inc @ Ref Supplier ID:

WF Contract Nbr

ing Slip

RTI USAS Proc Stat: y USASProcDt:

Reqsted Pmt. Date: 0173112014 [l

Order Date: &

Interest Control:

01/03/2014 |5
3

3333333332 O, Supplier Location: 000

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

Home Worklist

Contract Workforce: 1

USAS Pmt Due Date: 03/02/2014
Copy Dates:

~  Reason Code:

Add to Favorites Sign out

I

ate || Statistics || Assets
Quantity *GL Unit Oper Unit *Account Fund Dept Program  Appn/PCA  Appn Year Agy Chartfield 1 Agy Chartfield2 Product ES
31300 @, @, 123456 @, 6011 | @, [3100 @, @, (56011 @, [201309 @, @, @, [UNALLO|@,
] [=]
One Asset &
SpeedChart (=% [Jone Asses
e Ship To [0001 @,
M
e} Description
Packing Slip =
« [ D v
Done «/ Trusted sites | Protected Mode: OFf %5 v ®100% ~
Step Action

48.

line's details.

Click the down arrow on the vertical scrollbar to begin entering the next voucher

49.

In the Invoice Lines section of the new row, enter Pencils into the
Description field.

50.

In the Invoice Description field, enter Pencils.

51.

Enter t into the Inv Receipt Dt field to populate today's date.

52.

Enter t into the Service Date field.

53.

Enter t into the Reqsted Pmt. Date field.

54.

Enter 125684 into Invoice field.

55.

E

Click the Choose a date Calendar (Alt+5) button.

56.

3

Click the 3 link to select the third day of the month.

57.

@

]

Click the Look up Short Vendor Name (Alt+5) button.

58.

Click the ABC Company link.

59.

ChartField.
i

]

Click the Look up SpeedChart (Alt+5) button to select the appropriate GL

Page 68




CAPPS Financials

©

EUT Course

Centralinad Accounting and Payroll Personned System

Step

Action

60.

Click the down arrow on the vertical scrollbar to locate the AP_Chart link.

61.

AP_CHART (blank)

Click the AP_CHART link.

62.

section.

Click the down arrow on the vertical scrollbar to view the Distribution Lines

63.

Enter 100.00 into the Merchandise Amt field.

In the Distribution Lines section, enter the amount due to the second vendor.

64.

Click the up arrow on the vertical scrollbar to return to the top of the page.

65.

Voucher Attributes

Click the Voucher Attributes tab to view the accounting instructions.

Favorites =

ORACLE

Invoice Information || Payments | Voucher Attributes
Business Unit 31300
Voucher ID MEXT
Voucher Style Multi-Vendor Voucher
Total 500.00
Voucher Processing

Post Voucher
Revalue Voucher

Accounting Instructions
AccountAt Gross -
Match Action
Match Due Date

Match Action History

Workflow Approval

*Template STD 225

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

Invoice No (56458
Invoice Date [01/01/2014
Incomplete

Close Voucher
Delete Voucher

%, usAs Transaction Code:

*Status Not Applicable v

Home Worklist Add to Favorites Sign out

| New Window | Help | Personalize Page | I =

5 Action -

Tax Group
Tax Group

Tax Pymnt Type

Transaction Currency

225 *Source Tables
*Currency [USD

Rate Type CRRNT

Match Action Comments

Pay UnMatched

Exchange Rate

Letter of Credit

*Approval Rules Pre-Approved v ucip
Prepayment Self Billing Invoice
Prepaid Ref [¥] Automatically Apply Prepayment *SBl| Individual| |
Postpone Withholding SBI Number
Save Save For Later
<1 m 5
Done J/ Trusted sites | Protected Mode: Off ‘A v B100% <
Step Action

66.

different Template.
Q@

]

Click the Look up Template (Alt+5) button next to the Template field to select a
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Step Action

67. Use the 247/904 T-code combination to pay the vendor at the header while
maintaining a reference to the vendors at the line level.

Click the SUM REIM DOC TYPE 9 TC 247/904 link.
247 DOC Y SUMREIM DOCTYPE 9 TC 247/904

68. A warning Message popup window displays advising the Confidentiality Indicators
will be changed based on the new Template selection.

Click the OK button to accept the changes to the Template and the Confidentiality
Indicators.

;

69. Notice the Voucher ID is still shown as NEXT.

Click the down arrow on the vertical scrollbar to view the Save button.

70. Click the Save button.
[5] Save

71. Click the up arrow on the vertical scrollbar to return to the top of the page.

Favorites ~ Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update ~ > Regular Entry
Home = Worklist | AddtoFavorites | Sign out
ORACLE
| New Window | Help | Personalize Page | =
Summary | Related Documents || Invoice Information || Payments || Voucher Attributes || Error Summary
Business Unit 31300 Invoice No 56458
VoucherID 00007789 Invoice Date 01/01/2014 E] Action -
Voucher Style Multi-Vendor Voucher Incomplete
Total 500.00
Voucher Processing Tax Group
[ Post Voucher Close Voucher Tax Group
[ Revalue Voucher [ Delete Voucher Tax Bymnt Type
Accounting Instructions Transaction Currency
AccountAt Gross v  *Template 247 DOC 9 @, usAs Transaction Code: 547 *Source Taples |5
Match Action *Currency |USD
Match Due Date *Status Not Applicable - Rate Type |CRRNT
Match Action Comments Exchange Rate 1
Match Action History Pay UnMatched
Worldiow Appraval Letter of Credit
*Approval Rules Pre-Approved - Lcin
Prepayment Self Billing Invoice
Prepaid Ref [¥] Automatically Apply Prepayment *SBI| Individual
Postpone Withholding SBI Number
Save Save For Later
< il '
Done /" Trusted sites | Protected Mode: OFf € v |]10% v

Step Action

72. Notice that the Voucher ID was assigned and the following three new tabs display
after the voucher was saved: Summary, Related Documents and Error Summary.
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Step Action
73. The following information related to the voucher is available on the new tabs:

- Summary: summarizes information from the other voucher pages such as voucher
header information, statuses and payment terms.

- Related Documents: displays related document information including payment
details, purchase order information, receiver information and voucher adjustment
details.

- Error Summary: provides Voucher Build processing errors, matching errors,
duplicate invoices, and out-of-balance and combination edit errors on the voucher.

74.

Congratulations! In this topic, you successfully entered a multi-supplier voucher.
End of Procedure.

Entering Procard Vouchers

Section 3, Lesson 2, Exercise - Scenario 3 Entering Procard Vouchers

Procedure

In this topic, you will enter a Procard voucher. A Procard voucher is entered when a purchase is
made on an agency credit card.

Favorites = Main Menu ~

Home | Workiist | AddtoFavorites | Sign out

ORACLE

Personalize Content | Layout (3) Help

Done /' Trusted sites | Protected Mode: Off ‘4 ~ ®|10% -

Page 71




©

CAPPS Financials

Centralized Accounting and Payroll/Personnel System

EUT Course

Step Action
1. Click the Main Menu button to navigate to the Regular Entry page.
Main Menu =
2. Click the Accounts Payable menu.
3  Accounts Payable r
3. Click the Vouchers menu.
[0 Vouchers r
4, Click the Add/Update menu.
[0 AddUpdate k
5. Click the Regular Entry link.
|=] Regular Entry
6. On the Add a New Value tab, notice the following defaults:
Business Unit defaults based on your User Preferences; this can be changed if you
have the appropriate security.
Voucher ID defaults with NEXT; the system will assign the next available voucher
ID when the voucher is saved.
Voucher Style defaults with Regular Voucher; this can be changed.
7. Click the Voucher Style list to identify the type of voucher you are entering.

Regular Voucher -
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Home Worklist Add to Favorites Sign out
ORACLE
New Window | Help | =
Voucher

Centralinad Accounting and Payroll Personned System

Find an Existing Value || Add a New Value

Business Unit: 31300 |@,
Voucher ID: NEXT
Voucher Style: Regular Voucher -

Supplier Name: Adjustments @,

Short Supplier Name:

Supplier ID:

Supplier Location:

Address S Number:
ress Sequence NUMBEr: | peversal Voucher

Invoice Humber: Single Payment Voucher

Template Voucher

Third Party Voucher

Invoice Date:

Gross Invoice Amount:

Freight Amount: 0.00;
Misc Charge Amount: 0.00;
PO Business Unit: [

PO Humber: @,

Estimated No. of Invoice Lines: 1

Find an Existing Value | Add a New Value -

Done J/ Trusted sites | Protected Mode: Off >~ ®100% ~
Step Action
8. Click the Procard Voucher list item.
Procard Voucher
9. Notice that all the supplier and invoice information is auto-populated.
CAPPS is configured to populate that information when the Procard Voucher style is
chosen from the list. It is sometimes possible to have more than one Procard vendor.
In that case the vendor information will need to be entered manually.
10. Click the Add button.
Add
11. Use the Invoice Information tab to enter or view invoice information, including
invoice header information, non-merchandise charges, and voucher line and
distribution information.
12. Click the Expand Section button.
13. The Copy From Source Document section allows you to copy existing information

(entire source documents or portions) into the voucher that you are creating. When
creating a regular voucher, you can copy the following:

- Non PO Receipt
- PO Receipt

- Purchase Order
- Template
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Step Action
14. In the PO Unit field, enter 31300.
15. Click the Look up PO Number (Alt+5) button.
DJ
16. The Look Up PO Number popup window displays.
Click the down arrow on the vertical scrollbar.
17. Click the purchase order 0000002117 link.
0000002117 02/06/2014 TEXAMA  TEXAMA 045 576.65
18. Click the Copy PO button.
Copy PO
19. Click the down arrow on the vertical scrollbar.
20. Click the right arrow on the horizontal scrollbar and scroll all the way to the right.
21. Click the up arrow on the vertical scrollbar.
22. 1 of 2 indicates there are two invoice lines.
Click the View All link.
Wiew All
23. Click the left arrow on the horizontal scrollbar.
24, Notice the Short Vendor Name, Ref Supplier ID, and Supplier Location fields.
These fields indicate where the goods were purchased using the procurement card.
25. The USAS Pmt Due Date field will be calculated as 30 calendar days after the later
of the Inv Receipt Dt or the Service Date.
26. In the Invoice Lines section, enter Books - Technical, Computer into the Invoice
Description field.
27. Click the right arrow on the horizontal scrollbar.
28. The Copy Dates link can be used to copy the Invoice Date, Service Date
and Reqsted Pmt Dt fields to additional invoice lines.
Click the Copy Dates link.
Copy Dates
29. The Default Voucher Dates popup window displays.

You may enter t for today’s date, enter the date in the format mmddyy (no
punctuation) or click on the Choose a Date (Alt+5) button to select a date.

In this case, enter t in the Invoice Receipt Date field.
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30. Enter t in the Service Date field.
31. Enter t into the Requested Pmt Date field.
32. Click the OK button.
ik
33. Notice that the Inv Receipt Dt, Service Date and Reqsted Pmt Date fields are
populated.
34. Enter t in the Invoice Dt field.
35. Click the down arrow on the vertical scrollbar to display the next invoice line.
36. Notice the Short Vendor Name, Ref Supplier ID and Supplier Location fields
were copied in from the purchase order via the Copy Down button functionality.
37. Enter Felt Tip Markers into the Invoice Description field.
38. Enter t into the Invoice Date field.
39. Click the up arrow on the vertical scrollbar to return to the top of the page.
40. Click the Voucher Attributes tab.
Woucher Attributes
41. The Voucher Attributes tab is used to select the accounting template.
42. The Template field identifies the accounting entry template associated with this
voucher.
The accounting entry template controls the offset accounts such as sales tax, freight
and discount accounts. It also determines the USAS T-code, DocType and USAS
generated T-code.
Notice that the template is set to PROCARD for a procurement card payment.
43. Click the Invoice Information tab.
Invaoice Information
44, In the header information, notice the Voucher ID is still NEXT.
Click the down arrow on the vertical scrollbar to save the voucher.
45. Click the Save button.
(5] Save
46. Notice that the Voucher ID was assigned and the following three new tabs display
after the voucher was saved: Summary, Related Documents and Error Summary.
Those tabs provide additional information related to the voucher.
47. Congratulations! In this topic, you successfully entered a Procard voucher.

End of Procedure.
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Entering a Single Payment Voucher
Section 3, Lesson 2, Exercise - Scenario 4 Entering Single Payment Vouchers

Procedure

In this topic, you will enter a single payment voucher. The Single Payment Voucher is used to
create summary payments in USAS.

Step Action

1. Single Payment Vouchers are created for one time suppliers or one time refunds.

A Single Payment Supplier is used for the header of the voucher and the payment is
made based on the line information that is entered.

Home | Workist | AddtoFavortes | Sign out
ORACLE’

Personalize Content | Layout (2) Help

Step Action

2. Click the Main Menu button.
3. Click the Accounts Payable menu.
[ /5 Accounts Payable v
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Step

Action

4.

Click the Vouchers menu.

[ /5 Vouchers v

Click the Add/Update menu.
[ 73 AddiUpdate v

Click the Regular Entry menu.

[ =1 Regular Entry |

Favorites - Main Menu~ > Accounts Payable ~ > Vouchers -~ > Add/Update ~ > Regular Entry
Home Worlkdist Add to Favorites. Sign out

ORACLE’
New Window | Help | B

Voucher

Eind an Existing Value Add a New Value

Business Unit: 03200 |@,

Voucher ID: NEXT

Supplier Name: @
Short Supplier Name: @,
Supplier ID: @,

Supplier Location: @

Address Sequence Number: oj@,

Invoice Number:

Invoice Date: Bl

Gross Invoice Amount: 0.00
Freight Amount: 0.00
Misc Charge Amount: 0.00
PO Business Unit: @,

PO Number: @,

Estimated No. of Invoice Lines: 1

Add

Find an Existing Value | Add a New Valug

Step

Action

The Voucher Style needs to change from a Regular Voucher style to Single
Payment Voucher style.

Click the Voucher Style list.

Voucher Style: | Regular Voucher W

Click the Single Payment Voucher list item.
Single Payment Voucher
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Step Action

9. Enter the name of the agency's single payment supplier. The supplier will be a
summary payment number.

In this example, the supplier is set up as Refund.

Enter the desired information into the Supplier Name field. Enter "Refund".

Supplier Name: [ |

10. Click the REFUND-001 object.

BEEUND-001 ]
11. The Supplier ID and Supplier Location populate from the Supplier Name.
12. Enter the Invoice Number from the payment paperwork.

For this example, enter "123456789".
Invoice Number: | |

13. Enter the date of the invoice or use calendar button to look up the date.

Click the Choose a date (Alt+5) button.

14. Click the 29 link.
]
15. Enter the invoice amount. In this example, enter "25.00".
Gross Invoice Amount: | 0 Dl!]|
16. Click the Add button.
17. The information that was entered on the Search page transfers to the Invoice

Information page.

18. Direct Deposit can not be used for Single Payment vouchers.
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Favorites~  Main Menu~ > Accounts Payable ~ > Vouchers - > Add/Update ~ > Regular Entry
Home | Worklist | AddtoFavorites | Sign out
ORACLE’
| New Window | Help | Personalize Page | 5 ~
Invoice Information || Payments || Voucher Aftributes
Business Unit 03200 Invoice No 123456789 x Invoice Total
Voucher ID NEXT Accounting Date [07/28/12015 il Line Total 25.00
Voucher Style Single Payment Vioucher “Pay Terms 30 R = netao *Currency UsD ¢
Invoice Date 07/29/2015 5 Basis Date Type Inv Date Miscellaneous
Invoice Received [ Freight
Refund
E— @ o Total 25.00
Supplier ID 999999999 - Control Group \ Difference 0.00
ShortName [REFUND-001 |, Incomplete
Location |000 @,
*Address LIEN
Payment Type: @ USAS Proc Stat: Y
USAS Doc#: USAS Proc Dt: Orig Pmt. Date:
Draft Voucl
Invoice Lines
Line 1 SpeedChart @,
[]copy Down Ship To [TX032-001 @,
“Disrbute by bescrpton
Item @, packing Sli
Quantity acking siip
uoMm @
Unit Price
Line Amount 25.00
Calculate
Contract Workforce: 1
< >
Step Action

19.

Use the Description field in the Invoice Lines section to enter a description of the
voucher. This is field is 19 characters long.

Enter the desired information into the Description field. Enter "Refund for...".

Description | |

20.

To move down the page,
Click the scrollbar.

21.

Enter the date that the invoice is received.

Enter t for today’s date, enter the date in the format mmddyy (no slashes) or click on
the Choose a date (Alt+5) button to select a date.

in this example enter "t".

Inv Receipt Di: I:I

22.

Enter the Service Date.

Enter the desired information into the Service Date field. Enter "t".

Service Date: I:I
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Step Action

23. Enter the Requested Payment Date.

Enter the desired information into the Reqsted Pmt. Date field. Enter "t".

Reqsted Pmt. Date: I:I

24. This description field is 50 characters long

Enter the desired information into the Invoice Description field. Enter "Refund for

Invoice Description

25. The Single Payee Vendor is where the name and address for the warrent is entered.

Click the Single Payee Vendor Info link.
[Fingle Payee Vendor Infg

PAYEE INFORMATION

Business Unit 03200 Voucher ID NEXT

Name: [

Country [USA |2, United States
Address 1|

Address 2 |

Step Action

26. Enter the desired information into the Name field. Enter "John Doe".
Name: I |

27. Enter the desired information into the Address 1 field. Enter "123 Any St.".
Address 1 | |
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28.

Enter the desired information into the City field. Enter "Austin".

City | |

29.

Enter the desired information into the Postal field. Enter "78728".

postal [ ]

30.

Enter the desired information into the State field. Enter "TX".

state |

31.

Click the OK button.

32.

The Distribution Lines section is used to enter the account code information so the
system can process and post the voucher.

33.

The Merchandise Amt. populates with the invoice amount that was entered on the
Add a New Voucher page.

The GL Unit is populated with the agency's business unit number.

Favorites~ | MainMenu~ > Accounts Payable ~ > Vouchers - > Add/Update = > Regular Entry
Home Worklist Add to Favorites Sign out

ORACLE’
Invoice Lines S
Line 1 SpeedChart @,
[ copy Down Ship To [TX032-001 @,
“Disibute by Descrpion Fafindor
Item @ Packing sI
Quantity acking st
uom [
Unit Price
Line Amount 25.00
Calculate
Contract Workforce: )
pcc: CHEN USAS Requisition: RTI USAS Proc Stat: y USAS Proc Dt: USAS Pmt Due Date:  08/;
Inv Receipt Dt: 0712012015 |[5) Service Date: 977292015 B o der Date: 5 Regsted Pmt. Date: 07292015 |i5) Copy Dal
Contract 1D @ WF Contract Nbr Interest Resson [
Control: Code:
Invoice Description
REFUND FOR
Save For Later
Payee Name: John Doe

Distribution Lines
GL Chart | USAS Data Exchange Rate Statistics Assels

S;’&{‘ Line Merchandise Amt  Quantity *GL Unit  Oper Unit *Account Fund Dept Program  Appn/PCA  Appn Year A
HE= 0O 1 25.00 03200 |2, @, @, @, @, [ Y a,

[5] Save | [=] Nofify || Refresh

Invoice Information | Payments | Vioucher Attributes

< >
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Step Action
34, Enter the GL account code or use the look up feature to search for the correct code.
Click the Look up Account (Alt+5) button.
35. This example enters a partial code.
Enter the desired information into the Account field. Enter "733".
Account:| begins with | |
36. Click the Look Up button.
37. Select the correct code from the list.
Click the 7330 link.
38. Enter the Fund associate with the account code.
Enter the desired information into the Fund field. Enter "0010".
Fund
39. Enter the desired information into the Dept field. Enter "3000".
Dept
40. Enter the desired information into the Program field. Enter "20".
Program
41. Enter the desired information into the Appn Year field. Enter "201301".
Appn Year
42. To move across the page, click the scrollbar.
43. Enter the agency's chartfield numbers.
In this example enter "B1" into the Agy Chartfield 1 field.
44, To move back across the page, click the scrollbar.
<
45. To move up to the top of the page, click the scrollbar.
46. Click the Voucher Attributes tab.
Voucher Attributes
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Favorites~  Main Menu~ > Accounts Payable ~ > Vouchers - > Add/Update ~ > Regular Entry
Home | Worklist | AddtoFavorites | Sign out
ORACLE’
| New Window | Help | Personalize Page | 5 ~
Invoice Information || Payments || Voucher Attributes
Business Unit 03200 Invoice No 123456789 x
Voucher ID NEXT Invoice Date 07/20/2015 El Acion[ V]
Voucher Style Single Payment Voucher Incomplete
Total 25.00
Voucher Processing Tax Group
Post Voucher Close Voucher Tax Group
[¥]Revalue Voucher Delete Voucher Tax Pymnt Type
Accounting Instructions Transaction Currency
AccountAt[Gross |  *Template[STD 225§ @, UsAS Transaction Code: 355 *Source Tables _
Match Action “Currency USD
Match DueDate| *Status | Rate Type [CRRNT
Match Action Comments | Exchange Rate
Match Action History Pay UnMatched
Workflow Approval Letter of Credit
*Approval Rules [ Pre Approved 2 LiCID
Prepayment Self Billing Invoice
Prepaid Ref | Automatically Apply Prepayment s8I
Postpone Withholding SBI Number
Save Save For Later
=] = = v
[3 Save | =] Notity || Refresh
< >

Step

Action

47.

The Template field is used to determine what tcode will be sent to the Uniform
Statewide Accounting System (USAS).

Click the Look up Template (Alt+5) button.

El

48.

A list of possible templates displays. Select the appropriate template for the

49.

A warning Message displays advising the Confidentiality Indicators will be changed
based on the new Template selection.

Click the OK button to accept the changes to the Template and the Confidentiality
Indicators.

50.

Click the Save button.

51.

The Voucher will not be sent to USAS until Budget Check and Journal Generate
have completed.

52.

Congratulations! In this topic, you successfully entered a single payment voucher.
End of Procedure.
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Entering Template Vouchers

Section 3, Lesson 2, Exercise - Scenario 4 Entering Template Vouchers

Procedure

In this topic, you will create a voucher template. This template can be used as a model in the
future to expedite the voucher entry process.

Step Action

1. CAPPS lets you automate the creation of recurring vouchers. Items such as rent,
utilities, lease payments and regular shipments are often made to the same suppliers
for consistent amounts. As with all invoices, these regular invoices require vouchers
for payment.

A template voucher allows you to use an existing voucher as a model for other
vouchers that will be created in the future. Creating a template voucher reduces
keystrokes and increases data entry efficiency. A template voucher is never paid or
posted and is only available for use for the same supplier.

Favorites - Main Menu -
Home Worklist Add to Favorites Sign out

ORACLE

Personalize Content | Layout (2) Help

Done /' Trusted sites | Protected Mode: Off fa » ®100% =~
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Step Action

2. Click the Main Menu button.

Main Menu =

3. Click the Accounts Payable menu.

3  Accounts Payable r

4. Click the Vouchers menu.
[0 Vouchers r

5. Click the Add/Update menu.
[0 AddUpdate 3

6. Click the Regular Entry link.
|=] Regular Entry

Favorites - Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update = > Regular Entry
Home Worklist Add to Favorites Sign out

ORACLE
New Window | Help | ] =

Voucher

Find an Existing Value || Add a New Value

Business Unit: B1300 @

Voucher ID: NEXT

Voucher Style: Reqular Voucher -

Supplier Name: @,
Short Supplier Name: @

Supplier ID: @

Supplier Location: @,

Address Sequence Number: o/@,

Invoice Number:

Invoice Date: 5

Gross Invoice Amount: 0.00
Freight Amount: 0.00;
Misc Charge Amount: 0.00;
PO Business Unit: @

PO Humber: @,

Estimated No. of Invoice Lines: 1

Find an Existing Value | Add a New Value -

Done o/ Trusted sites | Protected Mode: OFf 3 v ®100% ~
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Step

Action

7.

The Regular Entry, Voucher search page displays.
On the Add a New Value tab, notice the following defaults:

Business Unit defaults based on your User Preferences; this can be changed if you
have the appropriate security.

Voucher ID defaults with NEXT; the system will assign the next available voucher
ID when the voucher is saved.

Voucher Style defaults with Regular Voucher; this can be changed.

Click the Voucher Style list to display the valid values.

Regular Voucher -

A Template Voucher is used for generating regular vouchers that share voucher
information.

Click the Template Voucher list item.
Template Youcher

10.

Click the Look up Supplier ID (Alt+5) button next to the Supplier ID field.
@

]

11.

Enter ABC Company into the Short Supplier Name field.

12.

Click the Look Up button.
Look Up

13.

Click the ABC Company link.
9876343210 ABC COMPANY ABC COMPANY

14.

Enter 293847 into the Invoice Number field.

15.

In the Invoice Date field, enter t for today’s date, enter the date in the format
mmddyy (no punctuation), or click the Choose a Date (Alt+5) button to select a
date.

In this example, click the Choose a date (Alt+5) button.

E

16.

Notice the month defaulted to February and the year defaulted to 2014 but both can
be changed, if needed. For this example, accept the default month and year.

Click the 7 link to select the seventh day of the month.
7

17.

Enter 525.00 into the Gross Invoice Amount field.
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Step

Action

18.

Click the Add button.
Add

Favorites~ | Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update ~ > Regular Entry
Home | Worklist | AddtoFavorites | Sign out
ORACLE’
| New Window | Help | Personalize Page | I =
Invoice Information | Payments || Voucher Attributes
Business Unit 31300 Invoice No 293847 Invoice Total
VoucherID NEXT Accounting Date [02/1412014 £l Line Total
Voucher Style Template Voucher *Pay Terms 30 @ 5 petso *Currency
Invoice Date (02/07/2014 £l Basis Date Type Inv Date Wiscellaneous
Invoice Received @ Freight
ABC ABC
COMPANY Total =
supplier ID 9876543210 @ 5 Control Group @, Difference
ShortName ABC COMPANY |2, Incomplete
Location (000 Y
*Address 12
Payment Type: 04 USAS Proc Stat: ¥
usaspoc#: [ USAS Proc Dt: Orig Pmt. Date:
Dra
Save Save For Later Action - Run Calculate
Copy From Source Document
Invoice Lines
Line 1 SpeedChart @
[C] Copy Down Ship To [0001 @
*Distribute by  Amount - Description
Item @,
Quantity Packing Siip
uom @,
Unit Price
Line Amount 525.00. |
<[ m B
Done +/ Trusted sites | Protected Mode: OFf %5 v B100% ~
Step Action

19.

Use the Invoice Information tab to enter or view invoice information, including
invoice header information, non-merchandise charges and voucher line and
distribution information.

20.

Click the right arrow on the horizontal scrollbar.

21.

In the header information section, click the Template link.

Template

22.

Enter Server into the Template ID field.

23.

Enter Monthly Server Lease Payment into the Description field.

24.

Click the OK button.
(8]4

25.

Click the left arrow on the horizontal scrollbar.

26.

Click the down arrow on the vertical scrollbar to view the Invoice Lines section.
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Step Action

27. In the Invoice Line section, enter Monthly Server Payment into the Invoice
Description field.

Note: The system will send the information in the Invoice Description field to
USAS and store it as the USAS description field.

28. For each Invoice Line that you enter into the voucher, you must also enter the
distribution information in the Distribution Lines section.

The fields in this section can be entered manually or populated by using a
SpeedChart.

SpeedCharts enable an unlimited number of ChartField combinations to increase
data entry efficiency.

29. Enter AP_CHART into the SpeedChart field.

30. Click the up arrow on the vertical scrollbar to return to the top of the page.

31. Click the Voucher Attributes tab.

Woucher Attributes

Favorites~ | Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update ~ > Regular Entry
Home Worklist Add to Favorites Sign out
ORACLE
| New Window | Help | Personalize Page | & =
Invoice Information || Payments | Voucher Attributes
Business Unit 31300 Invoice No |293847
VoucherID NEXT Invoice Date [02/07/2014 9 Action -
Voucher Style Template Voucher Incomplete
Total 52500
Voucher Processing Tax Group
Post Voucher Close Voucher Tax Group
] Rev
[¥] Revalue Voucher [CDelete Voucher Tax Pymnt Type
Accounting Instructions Transaction Currency
Account At Gross - “Template[STD 2255 9. usAS Transaction Code:  goc *source Tabies |2
Match Action *Currency USD
Match Due Date *Status Not Applicable - Rate Type CRRNT
Match Action Comments Exchange Rate
Mateh Action History Pay UnMatched
Warkfiow Approval Letter of Credit
=Approval Rules  Pre-Approved ~ Lcio
Prepayment Self Billing Invoice
Prepaid Ref [¥] Automatically Apply Prepayment *SBi| Individual| |
[C] Postpone Withholding SBI Number
Save Save Far Later
4 i ’
Done J/ Trusted sites | Protected Mode: Off fh v B10% <
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Step Action

32. The Template field is used to identify the accounting entry template associated with
the voucher.

The accounting entry template controls the offset accounts such as sales tax, freight
and discount accounts. It also determines the USAS T-code, DocType and USAS

generated T-code.

To change the Template, you would click the Look up Template (Alt+5) button
and select the appropriate template.

In this example, accept the defaulted Template.

33. Click the Invoice Information tab.

Invaice Information

34. Notice the Voucher ID in the header information section is still NEXT.

Click the down arrow on the vertical scrollbar to save the voucher.

35. Click the Save button.
[5] save

Favorites = | Main Menu~ > Accounts Payable = > Vouchers = > Add/Update = > Regular Entry
Home Worklist Add to Favorites Sign out

ORACLE’
| New Window | Help | Personalize Page | =
Summary || Related Documents || Invoice Information | Payments || Voucher Attributes || Error Summary
Business Unit 31300 Invoice No 293847 Invoice Total
Voucher 1D 00007792 Accounting Date [02/14/2014 El Line Total
Voucher Style Template Voucher *Pay Terms |30 @ Netzo *Currency
Invoice Date 02/07/2014 [ Basis Date Type InvDate Wiscellaneous
Invoice Received £ Freight
ABC ABC COMPANY.
COMPANY Total =
Supplier ID 9876543210 @ Control Group @, Difference
ShortName ABC COMPANY @, Incomplete
Lacation (000 @,
*Address 1a
Payment Type: 0|4 USAS Proc Stat: Y
USAS Doc#: USAS Proc Dt: Orig Pmt. Date:
Dra
Gave Save For Later Action - Run Galeulate
Copy From Source Document
Invoice Lines
Line 1 SpeedChart |AP_CHART @,
[£] copy Down Ship To [0001 @,
Distribute by Amount - Description
Item @, packing i
acking Sli
Quantity e
uom @
Unit Price
Line Amount 525.00 |l
4 m »
Done «// Trusted sites | Protected Mode: Off 4 - ®i0% ~
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Step

Action

36.

Notice that the Voucher ID was assigned and the following three new tabs display
after the voucher was saved: Summary, Related Documents and Error Summary.

Those tabs provide additional information related to the voucher:

- Summary: summarizes information from the other voucher pages such as voucher
header information, statuses and payment terms.

- Related Documents: displays related document information including payment
details, purchase order information, receiver information and voucher adjustment
details.

- Error Summary: provides Voucher Build processing errors, matching errors,
duplicate invoices and out-of-balance and combination edit errors on the voucher.

37.

Congratulations! You successfully created a voucher template. This template can be
used as a model in the future to expedite the voucher entry process.
End of Procedure.

Entering Adjustment Vouchers

Section 3, Lesson 3, Exercise - Scenario 1 Entering Adjustment Vouchers

Procedure

In this topic, you will enter an adjustment voucher.

Step

Action

An adjustment voucher is used to make corrections to an existing voucher. The
adjustment can be entered manually, or the original voucher information can be
copied into the adjustment voucher using a copy worksheet.

Voucher adjustments are vouchers that are created with positive or negative amounts
representing the adjustment, then "linked" to the voucher that required the
adjustment. The result is updated accounting entries when the adjustment voucher is
posted. So that the net effect is a $0.00 voucher.

In this exercise, an adjustment voucher will be created to fix the accounting
distribution for a previously posted voucher.
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Favorites = Main Menu -
Home Worklist Add to Favorites Sign out
ORACLE Menu = Search 2 | Advanced Search
Personalize Content | Layout (2) Help
Done / Trusted sites | Protected Mode: OFf 43 - ®100% -
Step Action
2. Adjustment vouchers are used to record corrections to previously posted vouchers.

Click the Main Menu button.

Main Menu =

3. Click the Accounts Payable menu.

3  Accounts Payable r
4. Click the Vouchers menu.

[ Vouchers k
5. Click the Add/Update menu.

[0 AddlUpdate k
6. Click the Regular Entry link.

|£] Regular Entry
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Favorites - Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update = > Regular Entry
Home Worklist Add to Favorites Sign out

ORACLE’ Al ~| Search > | Advanced Search
New Window | Help | & =

Voucher

Find an Existing Value || Add a New Value

Business Unit: 31300 |@,

Voucher ID: NEXT

Voucher Style: Reqular Voucher -

Supplier Name: @,
Short Supplier Name: @

Supplier ID: @

Supplier Location: @,

Address Sequence Number: o/@,

Invoice Number:

Invoice Date: 5

Gross Invoice Amount: 0.00
Freight Amount: 0.00;
Misc Charge Amount: 0.00;
PO Business Unit: @

PO Humber: @,

Estimated No. of Invoice Lines: 1

Find an Existing Value | Add a New Value -

Done J/ Trusted sites | Protected Mode: Off 3 v ®100% ~

Step Action

7. Notice that Business Unit defaults based on your User Preferences.

Also, notice NEXT defaults into the Voucher ID field. When you save the Voucher,
the system will assign the next available Voucher ID.

8. Click the Voucher Style list to display the valid values.
Regular Voucher -

9. In this example, enter an adjustment to a voucher.

Click the Adjustments list item.

Adjustments

10. Enter ACME into the Short Supplier Name field.

11. Enter Adjustment into the Invoice Number field.
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Favorites - Main Menu~ > Accounts Payable ~ > Vouchers = > Add/Update = > Regular Entry
Home Worklist Add to Favorites Sign out

ORACLE’ Al ~| Search > | Advanced Search

New Window | Help | &

Voucher

Find an Existing Value || Add a New Value

Business Unit: 31300 @,
Voucher ID: NEXT
Voucher Style: Adjustments -
Supplier Name: Acme, Inc @,
Short Supplier Name: Acme @,
Supplier ID: 9876543210 [@,
Supplier Location: 000 @,
Address Sequence Number: 1)@,
Invoice Number: Adjustment
Invoice Date: £
Addd

Find an Existing Value | Add a New Value

Done J/ Trusted sites | Protected Mode: OFf B v ®100% -

Step Action

12. Notice the Supplier Name, Supplier ID and Supplier Location were auto-
populated after you entered the Short Supplier Name.

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

For this exercise, enter t into the Invoice Date field.

14. Click the Add button.
Add

Page 93




©

CAPPS Financials

Centralizad Accounting and Payroll/Personne System

EUT Course

Favorites - Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update = > Regular Entry
Home | Worklist | AddtoFavorites | Sign out
ORACLE Al ~| Search > | Advanced Search
| New Window | Help | Personalize Page | I =
Invoice Information | Payments || Voucher Attributes
Business Unit 31300 Invoice No Adjustment Invoice Total
Voucher ID NEXT Accounting Date (03/26/2014 i Line Total (
Voucher Style Adjustments *Pay Terms 30 A F et *Currency U
Invoice Date [03/26/2014 5 Basis Date Type InvDate Wiscellaneous
Invoice Received @ Freight
Acme Acme
Aeme Total (4
Supplier ID (2876543210 @ 5 Control Group @, Difference 03
shortName [Acme @ Incomplete
Location (000 @
*Address 1
payment Type: 0% USAS Proc Stat: ¥
USAS Doc#: USAS Proc Dt: Orig Pmt. Date:
Draft
Save Save For Later Action - Run Calculate L4
Copy From Source Document
Invoice Lines
Line 1 SpeedChart @
Ship To [0001 @,
*Distribute by Amount -
ftem Description
Quantity Related Voucher
uoM Packing Siip
Unit Price
Line Amount 0.00;
< T ’
Done «/ Trusted sites | Protected Mode: Off ‘h v B100% <
Step Action

15.

This Invoice Information tab enables you to enter or view invoice information,
including invoice header information, non-merchandise charges and voucher line
and distribution information.

16.

Click the Copy From Source Document expansion section option to view more
fields.

17.

The Copy From Source Document section used to copy source documents to save
data entry time.

Click the Copy From Worksheet link.
Copy From Worksheet

18.

This section will display only the types of source documents you are allowed to
copy for that voucher style. For adjustments, only vouchers can be copied.

The Voucher Worksheet provides various search capabilities:
- Search by Supplier ID

- Search by Voucher ID

- Search for lines within a voucher

- Search for vouchers within a date range

Enter 00008802 into the Voucher ID field.
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Step Action

19. Click the Search button.

Favorites~ | Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update ~ > Regular Entry
Home | Worklist | AddtoFavorites | Sign out
ORACLE Al ~| Search > | Advanced Search
| New Window | Help | Personalize Page | I
Voucher Worksheet

Back to Invoice
Voucher Lookup Criteria

Business Unit 31300 Voucher D NEXT
Supplier ID|9876543210 Acme
Voucher ID[00008802 (@, Invoice Number 1-20140320-001
From Voucher Line @ To Voucher Line @,
Voucher Date Option NoDate = Voucher Date El

Additional Search Criteria

Max Rows to Search Copy Selected Lines Reset
Return
Voucher Information Find | View All First'4/ 1 0f 1% Last
Unit 31300 Voucher 00008802 Invoice £20140320-001 Date 0312012014
supplier 9876543210 Acme
Unpaid 50970 [CIReverse QtyiAmt
¥ Select Al Deselect All
Select oucher Lines Personalize | Find | View all | & | First (0 1071 ) Last
Select Line C:{::rs:zzmmmce PO Uit PO Humber temID Description Quantity UOM  Unit Price "'“e"“”;"'x Currency
] 18 31300 0000002059 gg:ﬁf‘“‘es -Blackon 3.0000 EA 16.99000 50.97 USD
2 Selectal Deselect All Gross Invoice Amount 50.970 Lines Entered 1
< 3 .
Done / Trusted sites | Protected Mode: Off % v R10% -
.
Step Action
20. The vouchers and/or voucher lines that meet the search criteria are listed.
21. Select the lines to be copied. If the search had resulted in multiple lines, select only

the ones to be copied.
In this example, the search resulted in only one line.

Click the Select.
O
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Step Action

22. You can update the prior quantity and amount matched against the purchase order
by selecting the Reverse Qty/Amt field.

Note: If you needed the Budget Processor to restore or liquidate the encumbrance
budget, select the Adjust Matched Values option.

In this example, reverse the original voucher line because it was posted to the wrong
Chartfield. You do not need to change the encumbrance budget.

Click the Reverse Qty/Amt.
[C] Reverse CitylAmt

23. Click the Copy Selected Lines button to copy the selected lines to the voucher.
Copy Selected Lines

24, Click the down arrow on the vertical scrollbar to view the voucher information that
was copied.

Favorites = | Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update ~ > Regular Entry
Home | Worklist | AddtoFavorites | Sign out
ORACLE Al ~| Search % | Advanced Search
Voucher ID Copy From Worksheet
Invoice Lines
Line 1 SpeedChart Purchase Order
. - Ship To 0001 @, 31300/0000002059/11
Distribute by | Quanity - pescriotion [Name Fiates - Black on G Associate Receiver(s)
(] escription [Name Plates - Black on Gold wi
ftem N [T rorce Price
Quantity |-3.0000 Related Voucher 00008802 [C] Adjust Mtch Values/Encum
UoM [EA @, Packing Slip
Unit Price [16.99000
Line Amount
Calculate
Contract Workforce: N|
pcc: E & USAS Reguisition: RTI USAS Proc Stat: v  USASProcDt: USAS Pmt Due Date:
Inv Receipt Dt: & Service Date: [ orger Date: ] Regsted Pmt. Date: 2] Copy Daty
Contract 1D Q WF Contract Nbr Interest Control: ~| Reason Code:
Save For Later 3
Distribution Lines
GLChart | USASData | ExchangeRate || Statistics | Assets
ES‘Z’; Line Merchandise Amt Quantity Adjust Mtch Values/Encumbrance "GLUNit  OperUnit *Account Fund Dept [
 BE |\ 1 -50.97 |-3.0000 31300 [@, @, (730001 @, 6010 |@, [2200 @,
5] Save | (=] Matify | & Refresh
Invoice Information | Payments | Voucher Attributes L
< i, b
«/ Trusted sites | Protected Mode Off Y v ®100% ~

Step Action

25. Notice that the Invoice Lines and Distribution Lines from the original voucher
have been copied.

26. The Related Voucher field displays the original Voucher ID.

27. In the Invoice Lines section, enter t into the Inv Receipt Dt field.
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Step Action

28. Enter t into the Service Date field.

29. You need to add another line. Click the right arrow on the horizontal scrollbar to
add another invoice line.

30. To correct the Distribution Lines, you must add another Invoice Line with the
correct entry.

Click the Add multiple new rows at row 1 (Alt+7) button.

+.]
[Epores e porn N (O S —. Roguia Eniy
Seript Prompt Home Worklist Add to Favorites Sign out
Erter number of rows to add fp | Advanced Search
1]
[CJone Asset ElE=
mbrance
N
ates
Program  Appn/PCA Appn Year Agy Chartfield1  Agy Chartfield 2  Product EE‘P“S Project Activity Source Typ Category  Sul|
@, [ooo02 @, [201407 @, @ @, 812201 @, @, @, @, @, @
[ ’ )
javascrip itAction_wind(do: *$ICField15: ) " Trusted sites | Protected Mode: Off 43 - ®100% -
Step Action
31. A Prompt popup window appears to specify how many rows you want to add. The
default is 1 but can be changed, if needed.
In this example, you only need to add 1 row so you will accept the default.
Click the OK button.
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Favorites - Main Menu~ > Accounts Payable ~ > Vouchers = > Add/Update = > Regular Entry
Home | Worklist | AddtoFavorites | Sign out
ORACLE Al ~| Search > | Advanced Search
Copy From Worksheet
] (=
speeachan| Purchase Order Elone Asset &=l
Ship To 0001 @, 31300/0000002059111
Quantity hd Associate Receiver(s)
(] Description Name Plates - Black on Gold wi
N [T rorce Price
-2.0000 Related Voucher 00008802 [ Adjust Mtch Values/Encumbrance
EA @, Packing Slip
16.99000
Contract Workforce: N
tion: RTI USAS Proc Stat: y USAS Proc DE: USAS Pmt Due Date: 0425/2014
Service Date: 03262014 |5 orger Date: [}  Regsted Pmt. Date: 2] Copy Dates
Q WF Contract Nbr Interest Control: ~| Reason Code: T
Save For Later
ate || Statistics || Assets
Quantity Adjust Mtch Values/Encumbrance *GL Unit Oper Unit *Account Fund Dept Program  Appn/PCA  Appn Year Agy Char
-3.0000 31300 @, @, (730001 @, 6010 [@, [2200 @, @, (00002 @, [201407 @,
+[=]
One Asset e
SpeedChart (=% Dlone Asse
e Ship To 0001 @, Allocate Asset
M -
« »
Done «/ Trusted sites | Protected Mode: OFf fa v B100% ~

Step Action

32. Click the left arrow on the horizontal scrollbar.

33. Click the down arrow on the vertical scrollbar to display all of the newly inserted
Invoice Line.

34, In the Invoice Lines section under Line 2, enter 50.97 into the Line Amount field.

35. In the Description field, enter Adjustment to voucher.

36. Enter t into the Inv Receipt Dt field to auto-populate the current date.

37. Enter t into the Service Date field to auto-populate the current date.

38. Notice 50.97 defaulted into the Merchandise Amt for Line 2.

39. Enter 721001 into the Account field.

40. Enter 6011 (the correct fund number) into the Fund field.

41. Enter 00009 (the correct PCA) into the Appn/PCA field.

42. Enter 201301 into the Appn Year field.

43. Enter 3320 into the Dept field.

44. Click the right arrow on the horizontal scrollbar to display more fields.

45. Enter unallo into the Product field.

46. Click the left arrow on the horizontal scrollbar. to return to the beginning of the
Distribution Line.

47. Click the up arrow on the vertical scrollbar.
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Favorites - Main Menu ~

ORACLE’ Al

~ | Search

Invoice Information | Payments || Voucher Attributes

Business Unit 31300
Voucher ID NEXT
Voucher Style Adjustments

Copy From Source Document

Voucher ID

Invoice Lines

Line 1

“Distribute by Quantity
Item
Quantity |-3.0000
UoM [EA

> Accounts Payable ~ > Vouchers ~ > Add/Update = > Regular Entry

Home
| Advanced Search

Invoice No Adjustment
Accounting Date 03/26/2014 [5
*pay Terms |20 @ E netao

Invoice Date |03/26/2014 Bl Basis Date Type InvDate
Invoice Received )
Acme Acme
Supplier ID 9876543210 & Control Group &,
ShortName [Acme &, Incompiete
Location (000 @,
*Address 1[a
paymentTyper O A USAS Proc Stat: ¥
USAS Doc#: USAS Proc Dt: Orig Pmt. Date:
Save Gave For Laler Action -

SpeedChart

Ship To [0001 @,
Description [Name Plates - Black on Gold wi

Related Voucher 00008802
Packing Slip

gl D

Worklist Add to Favorites Sign out

| New Window | Help | Personalize Page | & =

Invoice Total
Line Total o
*Currency
Wiscellaneous
Freight
Total 50
Difference 50|

Calc Remain PO Amts | | Drafta
Run Calculate
Copy From Warksheet

Purchase Order

31300]0000002059]1]1
Associate Receiver(s)

[ Force Price

[C] Adjust Mtch Values/Encum

Done

« Trusted sites | Protected Mode: Off

Step

Action

48.

Click the right arrow on the horizontal scrollbar to display the Invoice Total section
on the Invoice Information tab.

Favorites = Main Menu -

ORACLE Al

~| Search

> Accounts Payable ~ > Vouchers ~ > Add/Update ~ > Regular Entry
Home

> | Advanced Search

Worklist | Addto Favorites Sign out

Orig Pmt. Date:

Action -

SpeedChart

Ship To 0001 @,
Description [Name Plates - Black on Gold wi

Related Voucher 00008802
Packing Slip

| New Window | Help | Personalize Page | I

Invoice No Adjustment Invoice Total
nting Date |03/26/2014 [ Line Total 0.00
Pay Terms 30 A B Netzo scurrency|  USD
Date Type Inv Date Miscellaneous =
Freight =
Total -50.97
] @, Difference 50.97
Incomplete

Calt Remain PO Amts

Run Calculate Print

Copy From Worksheet

Purchase Order

313000000002059|1|1
Associate Receiver(s)

[Force Price

[C] Adjust Mtch Values/Encumbrance

Non Merchandise Summary
Comments(0)

Add DLT Comments
Attachments (0)

Advanced Supplier Search
Supplier Hierarchy

Draft oucher Print

[[Jone Asset

E=

« Trusted sites | Protected Mode: Off
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Step Action

49.
the adjustment.

Enter 0 into the Total field.

In the Invoice Total section, notice that the Line Total is equal to 0.00, the Total is
-50.97 and the Difference is 50.97. The amounts must balance in order to process

50.

Calculate

The Total field represents the total for Invoice Line 1.

Click the Calculate button to refresh the totals and confirm the voucher balances.

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

ORACLE’ Al v Search % | Advanced Search

| New window | Help | Personalize Page | B

Invoice No Adjustment Invoice Total
nting Date 03/26/2014 5] Line Total 0.00
pay Terms 30 A 3 netao scumency|  UsD
Date Type Inv Date Miscallaneous =
Freight =]
Total 0.00
N @, Difference 000
Incomplete
Orig Pmt. Date:
Cale Remain PO Amts | | DraftVoucher Print
Action - Run Calculate Print
Copy Fram Worksheet
speatChart] Purchase Order
ship To 0001 @, 31300/0000002059]1/1

Associate Receiver(s)
[Crorce Price
[Tl adjust Mtch Values/Encumbrance

Description Name Plates - Black on Gold wi

Related Voucher 00008802
Packing Siip

Dene

Non Merchandise Summary
Camments(0)

Add DLT Comments
Attachments (0)

Advanced Supplier Search
Supplier Hierarchy

J/ Trusted sites | Protected Mode: Off

Home Worklist Add to Favorites Sign out

[ One Asset EE=

»
4~ %1% -

Step Action

51.

voucher is balanced.

If the voucher is out of balance, a message would appear and you would need to
review the Invoice Line details to locate and correct the discrepancy.

Notice that the Difference amount reflects 0.00 and no message appeared. This

52. Click the left arrow on the horizontal scrollbar.

53. Click the Voucher Attributes tab.

Voucher Attributes
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Favorites -

ORACLE’ Al ~| Search

Invoice Information || Payments | Voucher Attributes
Business Unit 31300
Voucher ID MEXT
Voucher Style Adjusiments
Total 0.00
Voucher Processing

Post Voucher
Revalue Voucher

Accounting Instructions
AccountAt Gross -
Match Action
Match Due Date £
Watch Action History

Workflow Approval

*Approval Rules Pre-Approved -

*Template STD 225

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

| Advanced Search

Invoice No [Adjustment
Invoice Date |03/26/2014
Incomplete

Close Voucher
Delete Voucher

%, usAs Transaction Code:

*Status To Be Matched v

Home

[

225

Worklist

Add to Favorites Sign out

| New Window | Help | Personalize Page | I =

Action

Match Action Comments |

[C]Pay unMatched

Tax Group
Tax Group

Tax Pymnt Type

Transaction Currency

*Source Tables |z

*Currency

Rate Type CRRNT
Exchange Rate 1

Letter of Credit

Lcio

Prepayment Self Billing Invoice

Prepaid Ref [ Automatically Apply Prepayment

Postpone Withholding

*SBI| Individual
SBI Number

Save Save For Later

< 0 5
% v ®100% -

Done «/ Trusted sites | Protected Mode: OFf

Step Action

54. Use the Voucher Attributes page to view the processing options, the Accounting
Instructions, the match status in the Match Action section, and the voucher

approval setting in the Workflow Approval section.

55. Confirm the Post Voucher checkbox is selected.

56. The Template field identifies the accounting entry template that is associated with
this voucher.

The accounting entry template controls the offset accounts such as sales tax, freight
and discount accounts. It also determines the USAS T-code.

In this example, the correction does not need to be sent to USAS so, change the
Template.

Click the Look up Template (Alt+5) button.
@

-]

57. The AP_ACT_ADJ template creates an internal correction to CAPPS. When this
template is used, the correction will not be sent to USAS through the interface.

In the Accounting Template column, click the AP_ACT_ADJ link.
AP_ACT_ADJ AP Liability Acct. Adjust-MOE

58. The Voucher Attributes tab displays with the new Template.

Click the down arrow on the vertical scrollbar to display the Save button.
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Step Action

59. Click the Save button.
(5] save

60. A warning Message popup window displays.

For certain Purchasing Category Codes, a USAS Requisition Number is required.
The Requisition number is part of the line that is copied from the purchase order, but
is not displayed until the Save button is used.

For this example, the Requisition number was included on Invoice Line 1 but it will
need to be added later in the process for Invoice Line 2.

Click the OK button.
0]

61. Click the Invoice Information tab to display Invoice Line 1 and Invoice Line 2.

Invoice Information

Favorites = | Main Menu~ > Accounts Payable = > Vouchers = > Add/Update = > Regular Entry [al

Home Worklist Add to Favorites Sign out

ORACLE Menu + | Sezarch » | Advanced Search  [g] Last Search Results
| New Window | Help | Personalize Page | & =
Summary || Related Documents || Invoice Information || Payments || Voucher Attributes || Error Summary
Business Unit 31300 Invoice No adjustment Invaice Total
Voucher D 00008812 Accounting Date 0373112014 ] Line Total 0
Voucher Style Adjustments *Pay Terms 30 @ B Netso *Currency U
Invoice Date [03/31/2014 G Basis Date Type InvDate Miscellaneous
Invoice Received @ Freight
Acme Acme
Total o
Supplier ID[2876543210 @, Difference 7
Shortiame [Acme @
Location [000 @
*Address 1%
payment Type: 0| % USAS Proc Stat: Y
USAS Doc#: USAS Proc Dt Orig Pmt. Date:
Drafive
GED Action - Run Calculate
Copy From Source Document
Invoice Lines
Line 1 SpeedChart| Purchase Order
. Ship To[0001 @, 31300[00000020591]1
Distribute by Quanity e Bescription [N Plates - Dlack on Goldwi Associate Receiver(s)
@ escription [Name Plates - Black on Gold wi
ftem . [Cforce Price
Quantity |-3.0000 Related Voucher 00008802 [ Restore Encumbrance
uom [Ea @, Packing Slip
AdjustPO Percentage
Unit Price [16.99000
Line mount [ 057 Allocate by Percentage il
< i, b
// Trusted sites | Protected Mode: Off %5 v ®100% -
Step Action
62 Click the down arrow on the vertical scrollbar to display more fields for Line 1
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Favorites - Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update = > Regular Entry [al
Home | Worklist | AddtoFavorites | Sign out
ORACLE Menu ~ | Search 3 | Advanced Search  [5] Last Search Results
Voucher ID Copy From Worksheet
Invoice Lines
Line 1 SpeedChart Purchase Order
. - Ship To 0001 @ 31200,0000002059]1]1
Distribute by  Quantity - o sonlha Siniee Bk on G Associate Receiver(s)
escription [Name Plates - Black on Gold wi
ftem % [FForce Price
Quantity |-3.0000 Related Voucher 00008302 [T Adjust Mtch Values/Encum
UoM |EA @, Packing Slip
Unit Price [16.99000
Line Amount
Caleulate
Contract Workforce: N
PCC: E @ USAS Requisition: RTI USASProc Stat: y  USAS ProcDt: USAS Pmt Due Date: 050
Inv Receipt Dt: 04/02/2014 |5 Service Date: 040212014 | grdor Date: ] Regsted Pmt. Date: E} Copy Daty
Contract ID Sy WF Contract Nbr Interest Control: ~| Reason Code: N
Save For Later 2
Distribution Lines
GLChart || USASData || ExchangeRate || Statistics || Assets
Sn”‘f‘l’r" Line Merchandise Amt Quantity Adjust Mich Values/Encumbrance *GL Unit  Oper Unit *Account Fund Dept [
{ =E |\ 1 -50.97 |-3.0000 31300 [@, @, [730001 @, [so10 @, [2200 @,
[5) save ||[=] Notify || Refresh
Invoice Information | Payments | Voucher Attibutes L4
<[ 0 ] ’
«/ Trusted sites | Protected Mode: Off B v ®100% ~

Step Action

63.

Notice the USAS Requisition number is displayed and protected for Line 1.

The USAS Requisition number for Line 2 needs to be added.

64.

Click the right arrow on the horizontal scrollbar to view Line 2.

Favorites = | Main Menu~ > Accounts Payable = >
ORACLE Menu = Searcn
Project Activity Source Ty
Q‘ O, O,
<

Vouchers ~ > Add/Update = > Regular Entry [al

Worklist Add to Favorites Sign out

[2] Last Search Results

Home

W

Advanced Search

Find | View All First'4' 10f2 '} Last

I

Personalze | Find | view A | &7 | B First ‘' 1 of 12 Last
pe Category  Subcategory Openitem  DLT Req'd? BudgetDate  AGL
a a @ Q 0312012014
|% Add 5] Update/iDisplay

[ I} v

/ Trusted sites | Protected Mode: Off 45 v ®10% ~
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Step Action
65. Notice you are currently viewing the first of two Invoice Lines.
Click the Show next row (Alt+.) button.
66. Notice you are now viewing the second of two Invoice Lines.
Click the left arrow on the horizontal scrollbar.
67. In the Invoice Lines section for Line 2, enter 0000001865 into the USAS
Requisition field.
68. Click the Save button.
5] save
69. Notice the Voucher ID number has been assigned.
70. Congratulations! You successfully entered a voucher adjustment.

End of Procedure.

Entering Reversal Vouchers

Section 3, Lesson 3, Exercise - Scenario 2 Entering Reversal Vouchers

Procedure

In this topic, you will record a reversal voucher.

Step Action

1. Reversal vouchers enable you to:

* back out incorrect vouchers and start over

» restore the encumbrance for actuals and budgets

* reduce the purchase order’s matched quantity or amount to re-open the purchase
order

CAPPS uses Commitment Control, so a reversal voucher must be used to re-instate
encumbrances. Closing a voucher does not re-instate the encumbrance, but using a
reversal voucher does.

During the matching process, if you restore the encumbrance and reduce the
purchase order’s matched quantity or amount, the purchase order and receiver status
will be partial.
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Step Action
2. Consider this situation: a voucher has been paid in USAS but the supplier was

incorrect. A cancellation voucher has been created in USAS. To reverse the payment
in CAPPS, you need to create a reversal voucher.

A reversal voucher can be entered for the unpaid portion of a partially paid voucher.
However, the system issues a warning message if you attempt to reverse more than
the unpaid balance.

Favorites ~ Main Menu ~
Home Worklist Add to Favorites Sign out
DRACLE Menu ~| Search | Advanced Search
Personalize Content | Layout (Z) Help
Done ,»" Trusted sites | Protected Mode: Off Y3 v ®100% -
Step Action
3. Click the Main Menu button.
Main Menu -
4. Click the Accounts Payable menu.
3  Accounts Payable r
5. Click the Vouchers menu.
[d Vouchers L
6. Click the Add/Update menu.

[J AddUpdate r
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Step Action

7. Click the Regular Entry link.
|=] Regular Entry

Favorites = | Main Menu~ > Accounts Payable = > Vouchers = > Add/Update = > Regular Entry
Home Worklist Add to Favorites Sign out

ORACLE’ Al v Search % | Advanced Search
New window | Help | BEE  »

Voucher

Find an Existing Value || Add a New Value

Business Unit: 31300 (@,

Voucher ID: NEXT

Voucher Style: Regular Voucher -

Supplier Name: @
Short Supplier Name: @,

Supplier ID: =Y

Supplier Location: @,

Address Sequence Number: o,

I

Invoice Number:

Invoice Date: [

Gross Invoice Amount: 0.00
Freight Amount: 0.00;
Misc Charge Amount: 0.00;
PO Business Unit @

PO Number: @,

Estimated No. of Invoice Lines: 1

Find an Existing Value | Add a New Value -

Dane J/ Trusted sites | Protected Mode: Off Y v ®100% ~

Step Action

8. The Add a New Value tab is displayed .
To search for an existing value, click the Find an Existing Value tab.

In this example, the Add a New Value tab is used to add a new Reversal Voucher.

9. Notice that the Business Unit defaults based on your User Preferences.

Also, NEXT defaults into the Voucher ID field. When you save the Voucher, the
system will auto-assign the next available Voucher ID.

Click the Voucher Style list to display the valid values.
Regular Voucher -

10. Click the Reversal Voucher list item to create a reversal voucher.

Reversal Voucher

11. Enter the Supplier ID used on the voucher you are reversing.

For this example, enter 1234567890
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Step Action

12. In the Invoice Number field, enter the invoice number of the voucher you are
reversing.

Note: As an option, you can distinguish this reversal voucher from the original
voucher by adding an "R" at the end of the Invoice number.

For this example, enter 1234R

13. When entering a date, enter t for today’s date, enter the date in the format mmddyy
(no slashes), or click on the Choose a date (Alt+5) button to select a date.

For this example, enter t into the Invoice Date field.

14. Click the Add button.
Add

Favorites - Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update = > Regular Entry
Home | Worklist = AddtoFavorites | Sign out
ORACLE Al ~| Search > | Advanced Search
| New Window | Help | Personalize Page | I =
Invoice Information || Payments || Youcher Attributes
Business Unit 31300 Invoice No [1234R ez T
Voucher I NEXT Accounting Date [03/26/2014 El Line Total 0.00
Voucher Style Reversal Voucher *Pay Terms [20 & E ne30 ~Currency
Invoice Date [03126/2014 B Basis Date Type InvDate Miscellaneous =
Invoice Received [ Freight =
Acme Acme
Supplier ID 1234567890 @ 5 Control Group @, Total
ShortName [Acme &, Incomplete Difference 0.00
Location (000 &,
*Address iy
Payment Type: R (@ USAS Proc Stat: Y i
USAS Doci: USAS Proc Dt Orig Pmt. Date: 7
Draft Youcher Frir
Save Save For Later Action - Run Calculate Print
Copy From Source Document
Sava
5] Save | (=] Matify || & Refresh
Invoice Information | Payments | Vaucher Aftibutes 5
« i 5
/ Trusted sites | Protected Mods: Off v ®100% -
Step Action
. .
15. The Invoice Information tab on the Regular Entry page enables you to enter or

view invoice information, including invoice header information, non-merchandise
charges, voucher line and distribution line information.

16. Click the Copy From Source Document Expand Section button to view additional
voucher information.
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Step Action
17. The Copy From a Source Document section allows you to copy an entire voucher,
a document (such as a purchase order), or parts of each into the reversal voucher.
Note: The available information changes depending on the voucher style you
selected. Only the types of source documents that you are allowed to copy for that
voucher style will be displayed.
Click the Look up Voucher ID (Alt+5) button to locate the voucher you want to
reverse.
DJ
18. In this example, reverse voucher 00008646.
Click the 00008646 link.
19. Select the Reverse Voucher checkbox.
Reverse Voucher
20. Click the Copy to Voucher button to copy the details of voucher ID 00008646.
Copy to Woucher
21. The Invoice Lines section for voucher 00008646 is displayed. Click the down
arrow on the vertical scrollbar to view more information.
22. The Adjust Mtch Values/Encumbrance checkbox restores the encumbrance and
will adjust the purchase order matched quantity or amount.
The option is available only if you are creating a reversal voucher, and if the related
purchase order has not been reconciled.
23. Use the Inv Receipt Dt field to indicate when you received the invoice from the
vendor.
Enter t into the Inv Receipt Dt field.
24. Enter t into the Service Date field.
25. Click the down arrow on the vertical scrollbar.
26. Click the Save button to save.
Note: This just saves the voucher; it does not affect the budget or encumbrances
and does not reverse the budget.
[5] Save
27. Click the up arrow on the vertical scrollbar to return to the top of the page.
28. Click the Voucher Attributes tab to continue.

Woucher Attributes
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Favorites -
ORACLE Menu ~ | Search
Summary || Related Documents || Invoice Information

Business Unit 31300
Voucher ID 00008810
Voucher Style Reversal Voucher
Total -554.27
Voucher Processing

Post Voucher
Revalue Voucher

Accounting Instructions

Account At Gross -

Match Action

Match Due Date
Match Action History

Workflow Approval

Payments

*Template STD 225 S

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

Home
2 | Advanced Search

Voucher Attributes || Error Summary
Invoice No [1234R
Invoice Date |03/27/2014 [&)
Incomplete

Close Voucher
[ Delete Voucher
[C] Adjust Mtch Values/Encumbrance

%, usAS Transaction Code:  pp5

225

“Status Not Applicable -

Worklist

| New Window | Help | Personalize Page | I =

Action

Match Action Comments |

[C] Pay UnMatched

Add to Favorites

Tax Group
Tax Group

Tax Pymnt Type

Transaction Currency

*Source Tables

*Currency

Rate Type [CRRNT
Exchange Rate 1

Letter of Credit

Sign out

*Approval Rules Pre-Approved - LciD
Prepayment Self Billing Invoice
Prepaid Ref [¥] Automatically Apply Prepayment *SBI| Individual
[E Postpone Withholding seihumber[
Gave Save For Later
< I .
Done J/ Trusted sites | Protected Mode: Off v ®100% -
Step Action

29.

instructions.

Use the Voucher Attributes page to view and, if applicable, update the match
status, the voucher approval setting, voucher processing options and accounting

30.

The Template field identifies the Accounting Entry Template that is associated with
the voucher. The Accounting Entry Template controls the offset accounts as well as
the USAS Transaction Code.

Notice the Template STD 225 S auto-assigns the USAS Transaction Code of 225.

31.

Click the Look up Template (Alt+5) button to view the valid options.
@

]

32.

The CANCEL template is the Accounting Entry Template used in CAPPS when a
voucher was canceled in USAS (USAS doc type "c").

Click the CANCEL link.
CAMCEL LISAS WARRANT CAMCELLATION

33.

A Message popup window displays advising the Confidentiality Indicators will
change.

For this example, change the Confidentiality Indicators.

Click the OK button.
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Step Action
34. Notice the Template CANCEL auto-assigns the USAS Transaction Code of MAN.
35. Click the Save button.
Save

36. Note: The T-code "MAN" is used to tell CAPPS not to send the transactions

associated with the voucher to USAS.

Click the OK button.

L OK
37. Click the Invoice Information tab to continue.

Invoice Infarmation

38. The Action list allows you to process the voucher on demand.

Click the Action list to display the valid values.
39. The Match, Doc Tol, Bdgt option performs matching, document tolerance and

budget-checking on the voucher. Once the process completes, the voucher will be
available for posting.

Click the Match, Doc Tol, Bdgt list item.
Match, Dioc Taol, Bdgt

40. Click the Run button to initiate the process.
Run
41. Click the No button.
Mo
42. Click the OK button.
o OK L
43. Congratulations! You successfully recorded a reversal voucher.

End of Procedure.

Entering PO Vouchers with Assets

Section 3, Lesson 1, Exercise - Scenario 2 Entering PO Vouchers with Assets

Procedure

In this topic, a voucher with a receiver worksheet and asset information is entered into CAPPS.
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Step Action
1. CAPPS enables you to copy source documents (including PO information with

assets) into a voucher to expedite voucher creation and increase accuracy. The PO
worksheet allows you to select the PO lines to copy to your voucher.

Favorites - Main Menu -
Home Worklist Add to Favorites Sign out
ORACLE"
Personalize Content | Layout (2) Help
Done / Trusted sites | Protected Mode: OFf fa v B100% ~
Step Action
2. Click the Main Menu button to navigate to the Invoice Information page.
Main Menu -
3. Click the Accounts Payable menu.
[  Accounts Payable k
4, Click the Vouchers menu.
3 Vouchers F
5. Click the Add/Update menu.

O AddUpdate k
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Favorites = | Main Menu ~ i

Search Menu: Home | Worklist | AddtoFavorites | Sign out

ORACLE @

Accounts Payable Personalize Content| Layout (2) Help
Batch Processes
Accounts Receivable
Control Groups
Allocations

»
v

Payments »
Application Diagnostice )
v

=}

@

@

{55} Reports
AssetManagement | ) go\iow Accounts Payable Info

Background Processes 3 Vouchers

s [ AddUpdate
& Approve

£ Maintain

Close Voucher
Billing
Complete Register Voucher
CAPPS Reports
Delete Voucher
CAPPS Statewide
Quick Invoice Entry
Cash It t
ash lanagemen Reqular Entry

Summary Invoice Entry
UnPost Voucher

Catalog Management
Commitment Control
Cost Accounting Update Open llem

CPAInterfaces Vioucher Search

I () i) [ () 0 [ 6 @

Customer Contracts
Customer Returns
Customers

Deal Management
Development Utilities
Employee Self-Senvice
Engineering

Enterprise Components
eProcurement
eSetilements

Excise and Sales TaxVAT IND

(o o o A o o A o o e o o o

Financial Gateway

fanars 11 ardnar
-

Done ¢ Trusted sites | Protected Mode: Off 3 ~ ®H100% ~

Step Action

6. Click the Regular Entry link.
|=] Regular Entry

7. When looking for an existing voucher, click the Find an Existing Value tab.

In this example, a new PO with assets is being added, so the Add a New Value tab
is used.

Notice that in this example, the new voucher will be created in Business Unit 31300.

NEXT defaults into the Voucher ID field. When the Voucher is saved, the system
will assign the next available Voucher ID.
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Favorites - Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update = > Regular Entry

Home Worklist

ORACLE

Voucher

Find an Existing Value || Add a New Value

Business Unit: B1300 @

Voucher ID: NEXT

Voucher Style: Reqular Voucher -
Supplier Name: @,
Short Supplier Name: @

Supplier ID: @

Supplier Location: @,

Address Sequence Number: o/@,

Invoice Number:

Invoice Date: 5

Gross Invoice Amount: 0.00
Freight Amount: 0.00;
Misc Charge Amount: 0.00;

PO Business Unit: @,

PO Humber: @,

Estimated No. of Invoice Lines: 1

Find an Existing Value | Add a New Value

Add to Favorites Sign out

New Window | Help | ] =

Done /' Trusted sites | Protected Mode: Off fa v ®100% ~
Step Action
8. Enter 1234567891 into the Supplier ID field.
Note: If the Supplier ID field is left blank, the supplier ID will default from the PO.
Enter 1234 into the Invoice Number field.
10. You may accept the default current date, enter t for today’s date, enter the date in the
format mmddyy (no slashes) or click on the Choose a date (Alt+5) button to select
a date.
In this case, click the Choose a date (Alt+5) button.
El
11. Click the dropdown list to select a month.
January -
12. Click the March list item.
March
13. Click the dropdown list to select the year.
2014 -
14. Click the 2014 list item.
2014
15. Click the 24 date.
24
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Step Action

16. Click the Add button to continue to the Invoice Information tab.
Add

Favorites - | Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update ~ > Regular Entry [l
Home | Workiist | AddtoFavorites | Sign out
ORACLE’
| New Window | Help | Personalize Page | I =
Invoice Information | Payments || Youcher Attributes
Business Unit 31300 invoice No 1234 TLnsE TEiE
Voucher D NEXT Accounting Date [01/28:2014 5] Line Total
Voucher Style Regular Voucher *Pay Terms 30 5 Net3o *Currency
Invoice Date [03/2412011 G Basis Date Type InvDate Miscellaneous
Invoice Received @ Freight
xrz XYZ Corporation
Corporation Total =
supplier ID 1234567891 @ 5 Control Group @, Difference
ShortName | XYZ Corp @ Incomplete
Location (000 @
*Address 1
Payment Type: 04 USAS Proc Stat: Y
USAS Doc#: USAS Proc Dt Orig Pmt. Date:
Dra
Save Save For Later Action - Run Calculate
Copy From Source Document
Invoice Lines
Line 1 SpeedChart @,
[C] Copy Down Ship To [0001 @
*Distribute by Amount - Description
Item N packing Si
acking i
Quantity 9 ste
uom @,
Unit Price
Line Amount 0.00 |
1 ¥
Done «/ Trusted sites | Protected Mode: Off v ®100% -
Step Action
. . . . . . . . . .
17. Use the Invoice Information tab to enter invoice information including invoice

header, non-merchandise charges and voucher line and distribution information.

18. Note that the Voucher ID is still NEXT as the new voucher has not yet been saved.

19. The Copy from Source Document section is used to copy existing information into
the voucher from the following source documents:

- Non PO Receipt (non purchase order receipt)

- PO Receipt (purchase order receipt)

- Purchase Order Only

- Template

It will allow you to copy the entire source document or portions of it.

If you are creating an adjustment voucher, you can also copy the original voucher.

Click on the Copy from Source Document link.
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Step Action
20. To copy a receipt from a purchase order, click the Copy From dropdown list.
Mone -
21. The PO Receipt option copies the PO's receipt details.
Use this option when a receipt is required.
Click the PO Receipt list item.
PO Receipt
22. Click the right arrow on the horizontal scrollbar to view the Go link.
23. Click the Go link.
Go
Favorites - Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update = > Regular Entry [al
Home Worklist Add to Favorites Sign out
ORACLE’
| New Window | Help | Personalize Page | I
Copy Worksheet
Business Unit 31300 VoucherID NEXT Back to Invoice
Receiver Lookup Criteria
PO Business Unit | @ PO Number @,
*PO Date Option No Date - PO Date 5
Ship To @
Receipt Unit @,
Receipt Number From @ Receipt NumberTo[
*Recv DtOpt No Date - Receipt Date ]
Receiver LineFrom[ Receiver LineTo[
Pro Number @ Packing Slip @, Reset
Carrier ID @ Bill of Lading @,
Additional Search Criteria
Max Rows to Return
Done «// Trusted sites | Protected Mode: Off v ®100% v
Step Action
24, The Copy Worksheet page is used to enter criteria needed to locate the receipt
transaction.
Once the receipt is located, you can select and copy individual lines to the voucher.
25. For this exercise, you will search using the PO Business Unit field and PO number

field.

Enter 31300 into the PO Business Unit field.

Page 115




©

CAPPS Financials

Centralized Accounting and Payroll/Personnel System
EUT Course

Step

Action

26.

Enter 0000002113 into the PO Number field.

27.

Click the Search button to search for receipts recorded for the PO specified.

Search

28.

Click the down arrow on the vertical scrollbar to review the receiver details.

Favorites~ | Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update ~ > Regular Entry [l
Home | Worklist | AddtoFavorites | Sign out
ORACLE
PO Uate Upon | No Date - PO Date (e
Ship To @
Receipt Unit @
Receipt Number From @ Receipt Number To
*Recv DtOpt No Date - Receipt Date &
Receiver Line From Receiver Line To
Pro Humber @ Packing Slip @, Reset
Carrier ID @ Bill of Lading @,
Additional Search Criteria
Max Rows to Return Search O Bl LS
Select Receiver Lines
PO Business Unit 31300 PO Number 0000002113 PO Date 01/27/2014
Receipt Unit 31300 Receipt Number 0000001572 Receipt Date 01/27/2014
Ship To 0001 Pro Humber =
Carrier ID Packing Slip
Supplier ID 1234567891 Bill of Lading
|BM CORPORATION ¥ selectal Deselect Al
Select Receiver Lines
Main Information Contract Information
Receipt - - Group UOM  Purchase
Select Line Seq ftem ID Description Quantity UOM  Unit Price | Amount Currency D Qty (VUOR) PO Order Price
] 11 Smart Car 1.0000] EA 10000.00  10000.00 USD 1.0000 EA 10000.00
¥ select Al Deselect All
« »
Done «/ Trusted sites | Protected Mode: OFf /v B100% -
Step Action

29.

In the Select Receiver Lines section, view general information about the purchase
such as the supplier, PO number, PO date and receipt date.

30.

Use the Select Receiver Lines section to review the line(s) and verify they are the
ones related to the voucher being entered.

31.

Click the Select option on the line to be copied into the new PO voucher.

(]

32.

Click the Copy Selected Lines button to copy the selected line to the new PO
voucher.

Copy Selected Lines

33.

After copying the receiver's details, review the voucher lines and update data such as
the Invoice Receipt Date ficld.

Click the down arrow on the vertical scrollbar to view the voucher line details.
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34.

Use the Inv Receipt Dt field to indicate when the invoice was received from the
supplier.

Click the Choose a date (Alt+5) button next to the Inv Receipt Dt field.
el

35.

Click the dropdown list to select the month.
January -

36.

Click the January list item.

37.

Click the dropdown list to select the year.
2014 -

38.

Click the 2014 list item.

2014 |

39.

Click the 28 date.
28

40.

Notice that the Service Date is populated with the receipt date when a receipt is
copied.

41.

Notice that the Order Date is populated with the purchase order date when a receipt
is copied.

Favorites = | Main Menu~ > Accounts Payable ~ > Vouchers = > Add/Update ~ > Regular Entry [l
Home | Workiist | AddtoFavorites | Sign out
ORACLE
Invoice Lines
Line 1 SpeedChart @,
[£] copy Down Ship To [0001 @,
Distriburte by | Amount T Description [ACCOUNTING SERVICES
Item @, packing i
acking Sli
Quantity e
uom @,
Unit Price
Line Amount 100.00)
Calculate
Contract Workforce: 1
pcC: o & USAS Requisition: RTI USAS Proc Stat: ¥ USASProcDt: USAS Pmt Due Date: 02i2
Inv Receipt Dt: 01/2812014 | Service Date: (912712014 |5 orgerpate: [01727/2014 |5 Reasted Pmt. Date: i} Copy Dat
ContractID a WF Contract Nbr Interest Control: v/ Reason Code:
Invoice Description -
ACCOUNTING SERVICES T
Distribution Lines
GLChart | USASData | ExchangeRate || Statistics | Assets
n Sun\fx Line Merchandise Amt Quantity *GLUnit  Oper Unit *Account Fund Dept Program  Appn/PCA  Appn Year
HEMA T 1 100.00 31300 |@ @, [730001 @, 6011 |@, [3320 @, @, (00009 |@, [201405 4
(5] gave | [3 Returnito Search | ] Previous in List =] Motify |23 Refresh
Summary | Related Dacuments | Invoice Information | Payments | Voucher Aftributes | Error Summary L4
4 0 »
Dane «// Trusted sites | Protected Mode: Off 4 v ®0% ~
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Step Action
42. Click the right arrow on the horizontal scrollbar to view the USAS Pmt Due Date.
43. The USAS Pmt Due Date will be 30 calendar days after the later of either the

invoice receipt date or the service date.

Note: This does not change even if the Reqsted Pmt. Date field is populated.

Favarites = | Main Menu= > Accounts Payable = > Vouchers = > Add/Update ~ > Regular Entry [l
Home | Worklist = AddtoFavorites | Sign out
ORACLE
Q@ [T one Asset EHE
oA
VICES
Contract Workforce: N
SAS Proc Dt USAS PmtDue Date:  02/27/2014
[H  Regsted Pmt. Date: El  copyDates
rest Controt: +| Reason Code: -
Dept Program  Appn/PCA Appn Year Agy Chartfield 1 Agy Chartfield 2 Product :gi‘ﬂus Project Activity Source Type|
@, 3320 @ @, [oooog (@, [201405 |, @ @, [UNALLO 3, @, @ @
‘ i 7
/ Trusted sites | Protected Mode: Off B W10% -

Step Action

44. Click the left arrow on the horizontal scrollbar to view the Invoice Description.

45. The Invoice Description is used as the USAS description field.

Enter Smart Car into the Invoice Description field.

46. Note that the details from the receiver have been copied into the Distribution Line.
47. When creating a PO voucher to purchase an asset, the asset information must be
verified.

Click the Assets tab in the Distribution Lines section.

Assets
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48. The Asset checkbox must be marked to identify the item purchased as an asset.

The Asset Business Unit, Profile ID and Asset ID will also ensure that the Asset
checkbox is checked identifying the item purchased as an asset.

49. Click the up arrow on the vertical scrollbar to return to the top of the page.
50. Click the Voucher Attributes tab.
Yaoucher Aftributes

51. In the Template field, verify that the defaulted accounting entry is correct. The
accounting template provides the tcode that is used when creating a payment in the
USAS.
To change the template, click the Look up Template (Alt+5) button and select the
appropriate template.

52. Click the Save button.
[5] Save

53. Notice that a Voucher ID number was assigned after saving the new PO voucher.

54. Note that there are three new tabs: the Summary tab, the Related Documents tab,
and the Error Summary tab. These tabs display additional information related to
the PO voucher.

55. Click the Summary tab.

sSummary

56. The Summary tab provides general information about the voucher, such as the
posting status, the budget checking status, payment status, invoice amount, voucher
source, etc.

57. Congratulations! You successfully entered a PO voucher to purchase an asset.

End of Procedure.

Section 4 Processing Vouchers

Processing a Single Voucher

Section 4, Lesson 1, Exercise - Scenario 1 Processing a Single Voucher

Procedure
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In this topic, you will run the Budget Check, Matching, Document Tolerance and Post processes
on a single voucher.

DRACLE Home Worklist Add to Favorites Sign out
Personalize Content | Layout (2) Help
Done / Trusted sites | Protected Mode: Off fa v ®10% ~
Step Action
1. Click the Main Menu button to navigate to the Regular Entry page.
Main Menu -
2. Click the Accounts Payable menu.
3  Accounts Payable r
3. Click the Vouchers menu.
O Vouchers ]
4, Click the Add/Update menu.
[J AddlUpdate k
5. Click the Regular Entry link.
|=] Regular Entry
6. The Voucher search page displays.

In this exercise, you will work with an existing Voucher ID.

Click the Find an Existing Value tab.

Eind an Existing Value
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7. The Business Unit defaults based on your User Preferences.

Enter 00008815 into the Voucher ID field.

8. Click the Search button.
Search
9. The Regular Entry page displays.
Click the Invoice Information tab to view more information about the voucher.
Invoice Information
10. In the header information section, click the Action list to view the valid values.
11. The Action list displays all of the voucher processes that you are authorized to run.
The Matching process is used to compare vouchers with purchase orders and
receiving documents to ensure that you are paying for goods and services that were
ordered and received.
Click the Matching list item.
Matching
12. Click the Run button to run the matching process.
Run
13. You can wait while a process runs or have it run in the background.
In this case, click the Yes button to wait for the process to finish.
14. The Refresh icon in the header information section is used to refresh the page in
order to determine if the process has finished.
Click the Refresh button.
o
15. The process has completed when the Action field is displayed again in the header

information section.

Click the Action list.
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Favorites - ‘ Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update = > Regular Entry
Home Worklist Add to Favorites Sign out

ORACLE" Menu ~ | Search > | Advanced Search

| New Window | Help | Personalize Page | I =

Summary || Related Documents || Invoice Information | Payments || Voucher Atfributes || Error Summary

Business Unit 31300 Invoice Total
VoucherID 00008815 Accounting Date [04/07/2014 = Line Total 8,
Voucher Style Regular Voucher *Pay Terms 30 % 5 getao scurrency[ |
04107120 Basis Date Type InvDate wmiscellaneous[
invoice Received [ Freignt[ |
Acmelnc.  Acmelng o —

Supplier ID [9876543210 2 Difference
ShortName |Acme

Location [000 @,
“Address 1

Payment Type: 0 [ USAS Proc Stat: Y
USAS Doc#: USAS Proc Dt Orig Pmt. Date:
Gali Remain PO Amts | | Draf

SR =

Copy From Source Document Budget Checking
Document Tolerance
Invoice Lines Journal Generate
lne 1 speeddVoucher Post Purchase Order

Copy Down Ship To 31300/000000213711]1

*Distribute by | Amount Assaciate Receiver(s)
Description |liainframe Stabilization Valida
Amount Only

Item
— Packing Slip B R

Quantity
uom
Unit Price |2,

Line Amount
<[ n
Done A « Trusted sites | Protected Mode: Off v BI0% v

Step Action

16. Notice that Matching is no longer an available process option.

Click the Document Tolerance list item.

Document Tolerance

Favorites = | MainMenu~ > Accounts Payable ~ > Vouchers = > AddiUpdate = > Regular Entry
Home Worklist Add to Favorites Sign out

ORACLE" Menu ~| Search > | Advanced Search

| New Window | Help | Personalize Page | I =

summary || Related Documents || Invoice Information || Payments || Voucher Atributes || Error Summary

Business Unit 31300 Invoice Total
Voucher ID 00008815 Accounting Date|04/07/2014 El Line Total 8|
Voucher Style Regular Voucher *Pay Terms 30 @ 5 net3o scorrency[ |
Invoice Date [04/07/2014 Basis Date Type InvDate Miscellaneous| |
Invoice Received [ Freight[
Acmelnc.  Acmelnc om| &

Supplier ID [9876543210 2 Difference
ShortName |Acme

Location [000 @,

*Address 1

Payment Type: 0|4 USAS Proc Stat: Y
USAS Doc#: USAS Proc Dt: Orig Pmt. Date:
Calc Remain PO Amis | | Drafl
PO d Document Tolerance. - Run | [ calulate | [7

Copy From Source Document

Invoice Lines
Line 1 SpeedChart Purchase Order
Copy Down Ship To 31300/0000002137[1]1
*Distribute by | Amount - . Associate Receiver(s)
Description |lainframe Stabilization Valida
item Amount Only
Packing Sli o)
Quantity S B B
uom
Unit Price
Line Amount h
< m b
Dene F «/ Trusted sites | Protected Mode: Off 45 v ®|10% ~
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Step Action
17. Click the Run button to run the Document Tolerance process.
Run

18. The Document Tolerance process is only used on procurement vouchers. Document
tolerances are allowable percentages or amounts by which related procurement
documents can differ.
You can set dollar tolerances between pre-encumbrances and encumbrances or
between encumbrances and expenses.
If the allowable percentage or amount is exceeded, the system creates a document
tolerance exception.
You cannot post a voucher if its document tolerance status is not valid.
Click the Yes button to wait for the process to finish.
L.es ]

19. Click the Refresh icon in the header information section to determine if the process
has finished.
o

20. The process has completed when the Action field is displayed again in the header
information section.
Click the Action list.

21. Notice that Matching and Document Tolerance are no longer available process
options.
Click the Budget Checking list item.
Budget Checking

22. Click the Run button to run the Budget Checking process.

Fun
23. The Budget Checking process checks to see if the voucher to be posted is over

budget.

When processing vouchers in CAPPS Accounts Payables, budget checking occurs at
voucher creation, deletion, closing and posting.

Click the Yes button to wait for the process to finish.
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Step

Action

24.

Click the Refresh icon in the header information section to determine if the process
has finished.

o

25.

The process has completed when the Action field is displayed again in the header
information section.

Click the Action list.

-

26.

Notice that Matching, Document Tolerance and Budget Checking are no longer
available process options.

Click the Voucher Post list item.
Yaucher Post

27.

Click the Run button to run the Voucher Post process.

Fun

28.

The Voucher Post process creates balanced accounting entries and posts them to the
Accounts Payable subledger. Once the vouchers are posted, the information is
available for distribution to the General Ledger.

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

RS

..................................

29.

Click the Summary tab.

sSummary

30.

Notice the Entry Status, Match Status, Post Status, Doc Tol Status, and Budget
Status.

The voucher is completed and ready to be posted to the General Ledger. The
voucher will also be picked up by the USAS interface after it has been journal
generated to GL.

31.

Congratulations! You successfully ran the Budget Check, Matching, Document
Tolerance and Post processes on a voucher.
End of Procedure.

Running the Matching Process

Section 4, Lesson 1, Exercise - Scenario 2 Running the Matching Process

Procedure
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This topic reviews the steps for running the Matching Process. This process runs all vouchers that

need to be matched at one time.

Your agency may choose to run these processes automatically at predetermined times. Or the
agency may choose to run this process manually. This topic contains the steps to run the process

manually.

Favorites = Main Menu ~

Home | Workist | AddtoFavorites | Sign out

ORACLE Menu =~ | Search » | Advanced Search

Personalize Content| Layout (3) Help

Done /' Trusted sites | Protected Mode: Off ‘4 ~ ®|10% -

Step Action

1. Click the Main Menu button to navigate to the Match Request page.
Main Menu -
2. Click the Accounts Payable menu.
3 Accounts Payable r
3. Click the Batch Processes menu.
[1 Batch Processes L
4, Click the Vouchers menu.
(3 Vouchers 3
5. Click the Matching link.
|£]  Matching
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Step Action

6. A Run Control ID is an identifier that, when paired with your User ID, uniquely
identifies the process you are running.

The Run Control ID defines parameters that are used when a process is run. This
ensures that when a process runs in the background, the system does not prompt you
for additional values.

7. Creating a Run Control ID name that is relevant to the process may help you
remember it for future use.

Click the Add a New Value tab.

Add a New Value

8. In this example a number was used for an ID.

Enter 01 into the Run Control ID field.

9. Click the Add button.
Add

10. Use the Match Request page to enter the request parameters. These parameters will
be used to define the processing rules and data to be included when the process is
run.

11. Enter Matching into the Description field.

12. Click the Process Frequency list to specify how often the system processes a
request.

Dom't Run -
13. Use the Process Frequency field to specify the frequency of job execution.

» Always Process — Executes the request every time that the process runs.

* Don’t Run — Ignores the request when the process runs. To run the process, you
would change the option to Process Once or Always Process.

* Process Once — Executes the request the next time the process runs.

Click the Always Process list item.

Always Process

14. Click the Look up Business Unit (Alt+5) button to find the business unit whose
vouchers will be matched.
OJ

15. Click the Dept of Information Resources link.
31300 Dept of Infarmation Resources
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Step Action

16. Click the Run button to schedule the matching process.
Fun
17. In CAPPS, you do not need to enter a Server Name. It will be assigned according to
the process you are running.
18. Click the OK button to initiate processing immediately.
(0] 24
19. Jot down the Process Instance number, in this case 16966. This number helps you

identify the process to check the status.

20. Click the Process Monitor link to monitor the status of the process.

Process Manitar

21. Use the Process List page to view the status of submitted process requests.

Instance 16966 appears on the first line of the Process List section.

22. Click the Refresh button until the status is Success and Posted.
Refresh

23. The matching process completed successfully.

24, Congratulations! You successfully ran the matching process.

End of Procedure.

Running the Document Tolerance Process

Section 4, Lesson 1, Exercise - Scenario 3 Running the Document
Tolerance Process

Procedure

In this topic, you will run the Document Tolerance process. The process runs all vouchers that
need to be run through the Document Tolerance process at one time.

Your agency may choose to run these processes automatically at predetermined times. Or the
agency may choose to run this process manually. This topic contains the steps to run the process
manually.
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Favorites = Main Menu - T
Home Worklist Add to Favorites Sign out
ORACLE
Personalize Content | Layout (2) Help
/' Trusted sites | Protected Mode: Off 43 v~ ®100% ~

Step Action

1. Click the Main Menu button to navigate to the Document Tolerance page.

Main Menu =

Favorites - Main Menu ~ 1
Search Menu: Home | Worklist | AddtoFavorites Sign out
ORACLE| ®

[1  Accounts Payable » Personalize Content | Layout () Help
3 Accounts Receivable 4

3 Allocations s

[  Application Diagnostics »

O AssetManagement L4

3 Background Processes »

3 Banking »

1 Billing 4

3 CAPPS Reports s

3 CAPPS statewide v

3  CashManagement »

0O Catalog Management 4

3 Commitment Control s

3 Cost Accounting »

8 CPAlnterfaces 4

3  Customer Confracts s

3 Customer Returns v

8 customers 4

3  Deal Management »

3  Development Utilities v

B Employee Self-Senvice 4

& Engineering 4

3 Enterprise Components »

3 eProcurement v

O esettlements 4

3  Excise and Sales TaxVAT IND s

3 Financial Gateway »

1 Ranarsll adner +

hittps://finsys.cpa.stateitx.us/psp/FSTST/EMPLOYEE/ERP/h/ /' Trusted sites | Protected Mode: Off 43 v ®100% -
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Step Action
2. Click the Accounts Payable menu.
[  Accounts Payable k
3. Click the Batch Processes menu.
[0 Batch Processes r
4. Click the Vouchers menu.
[0 Vouchers b
5. Click the Document Tolerance link.
|£] Document Tolerance
6. A Run Control ID is an identifier that, when paired with your User ID, uniquely
identifies the process you are running.
The Run Control ID defines parameters that are used when a process is run. This
ensures that when a process runs in the background, the system does not prompt you
for additional values.
7. You may run the Document Tolerance Requests process by searching for an
existing Run Control ID on the Find an Existing Value tab.
In this case, you need to create a new Run Control ID.
Click the Add a New Value tab.
Add a Mew Value
8. The Run Control ID should be a meaningful name to help you remember it for
future use.
Enter Document_Tol into the Run Control ID field.
9. Click the Add button.
Add
10. Enter Document Tolerance into the Description field.
11. Click the Process Frequency list to specify the number of times the process will

run.
Don't Run -
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Favorites -

ORACLE

Document Tolerance

Run Control ID Dacument_Tal Report Manager

Process Request Parameters

*Description Document Tolerance

*Process Frequency| Don't Run -
BT R ] Always Process
DontRun
Run Option |process Once

Business

Unit Personalze | Find | view il | £ |
*Business Unit Description

@

5] Save | [gh Returnto Search | =] Notify

Main Menu~ > Accounts Payable ~ > Batch Processes ~ > Vouchers = > Document Tolerance |2/

Process Monitor (0
First ‘& 1.0f1 &/ Last
=

Es Add

Home Worklist Add to Favorites Sign out

New Window | Help | Personalize Page | I

« Trusted sites | Protected Mode: Off

v ®100% -

Step Action

12. Use the Process Frequency field to specify the frequency of job execution.

Click the Always Process list item.

* Always Process— Executes the request every time the process runs.

* Don’t Run — Ignores the request when the process runs. To run the process, you
would change the option to Process Once or Always Process.

* Process Once — Executes the request the next time the process runs.
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Favorites - Main Menu~ > Accounts Payable ~ > Batch Processes = > Vouchers ~ » Document Tolerance [2

Home Worklist Add to Favorites Sign out

ORACLE

New Window | Help | Personalize Page | I

Document Tolerance

Run

Run Control ID Dacument_Tal ReportManager  Process Monitor

Process Request Parameters

*Description Document Tolerance

*Process Frequency -
*Document Type \ioucher =
Run Option Business Unit -
Business E
Unit Personalize | Find | view anl | &0 | First ‘' 1 of 12 Last
*Business Unit Description
@ ==
5] Save | [gh Returnto Search | =] Notify [Es Add

/" Trusted sites | Protected Mode: Off 5 v H100% ~

Step

Action

13.

Click the Look up Business Unit (Alt+5) button.
Q@

]

14.

Click the 31300 link.

31300 Dept of Information Resources

15.

Click the Save button.

5] save

16.

Click the Run button to schedule the Document Tolerance process.
Run

17.

Click the OK button to initiate processing.
Ok

18.

Notice the Process Instance number appears, in this case 16853.

This number helps you identify the process to check its status.

19.

Click the Process Monitor link to check the status.

Process Monitor
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Step Action

20. Instance 16853 appears on the first line.
The current Run Status is Processing.

Click the Refresh button until the Run Status is Success and the Distribution

Status is Posted.
Refresh
21. The Document Tolerance process completed successfully.
22. Congratulations! You successfully ran the Document Tolerance process.

End of Procedure.

Running the Budget Check Request Process
Section 4, Lesson 1, Exercise - Scenario 4 Running the Budget Checking
Request Process

Procedure

In this topic, you will run the Budget Check process. The process runs all vouchers that need to
be run through the Budget Check process at one time.

Your agency may choose to run these processes automatically at predetermined times. Or the
agency may choose to run this process manually. This topic contains the steps to run the process
manually.

Favorites = Main Menu ~

Home | Workiist | AddtoFavorites | Sign out

ORACLE

Persanalize Content| Layout (3) Help

J/ Trusted sites | Protected Mode Off ‘3 v ®100% <
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Step Action

1. Click the Main Menu button to navigate to the Budget Check page.
Main Menu -

2. Click the Accounts Payable menu.
[  Accounts Payable »

3. Click the Batch Processes menu.
(O Batch Processes r

4. Click the Vouchers menu.
O Vouchers »

5. Click the Budget Check link.
|£] Budget Check

6. A Run Control ID is an identifier that, when paired with your User ID, uniquely

identifies the process you are running.

The Run Control ID defines parameters that are used when a process is run. This
ensures that when a process runs in the background, the system does not prompt you
for additional values.

Favorites -~ Main Menu~ > Accounts Payable ~ > Batch Processes = > Vouchers ~ > Budget Check
Home Worklist Add to Favorites Sign out
ORACLE
New Window | Help | &
Budget Check
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value | Adda New Value

Search Criteria

Run Control ID: begins with ~ |

[ case Sensitive

Search Clear |Basic Search [BF Save Search Criteria

Find an Existing Value | Add a New Value

Done / Trusted sites | Protected Mode: Off B ®100% -
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Step Action

7. In this example, you need to create a new Run Control ID.

Click the Add a New Value tab.

Add a Mew Value

Favorites = Main Menu~ > Accounts Payable ~ > Batch Processes = » Vouchers ~ > Budget Check
Home Worklist Add to Favorites Sign out

ORACLE
New Window | Help | &

Budget Check

Find an Existing Value || Add a New Value

Run Control ID: beains with ~ |

Find an Existing Value | Add a New Value

Done /' Trusted sites | Protected Mode: Off o v ®100% v

Step Action

8. Enter 03 into the Run Control ID field.
9. Click the Add button.
Add
10. Use the Budget Check page to enter the request parameters. These parameters will
be used to define the processing rules and data to be included when the process is
run.
11. Click the Process Frequency list.
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Step Action
12. Use the Process Frequency field to specify the frequency of job execution.

* Always Process — Executes the request every time the process runs.

* Don’t Run — Ignores the request when the process runs. To run the process, you
would change this option to Process Once or Always Process.

* Process Once — Executes the request only the next time the process runs.
In this example, you want to execute the request every time the process runs.

Click the Always Process list item.

Always Process

13.

Enter a description for the process in the Description field.

Enter Budget Check into the Description field.

14.

Use the Transaction Type field to select the type of source transaction on which
you want to run the Budget Check process.

Click the Look up Transaction Type (Alt+5) button to view the valid values.
@

]

15.

In the Search Results grid, click the AP_VOUCHER link.
AP_WVOUCHER Youcher

16.

Use the Field Name list to specify the criteria for selecting vouchers on which to
run the Budget Check process.

The list of available fields depends on the transaction type selected and whether you
process all Business Units.

Click the Field Name list.

-

17.

Click the Business Unit list item.

Business Linit

18.

Use the Value Type list to specify whether the Budget Check process reviews a
range of values or a single value.

If you choose Value, then you can enter a single value.

If you choose Range, then two fields will appear to the right of the Value Type
field where you can enter a beginning and ending value range.
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19. Depending on your selection in the Value Type list, use the From/To field to either
specify the first value of a range or a single value.
Click the Look up From/To (Alt+5) button.
DJ
20. Click the Dept of Information Resources link.
31300 Diept of Information Resources
21. Click the Run button to navigate to the Process Scheduler Request page.
Run
22. Click the OK button to initiate processing immediately.
Ok
23. Jot down the Process Instance number. This number helps you identify the process
to check its status.
24, To verify the process has been initiated and to check its status, click the Process
Monitor link.
Process Monitor
25. Use the Process List section to view the status of submitted process requests.
Notice the Instance number for the process you submitted is in the Instance column.
26. Notice the Run Status is Processing and the Distribution Status is N/A.
27. Click the Refresh button until the Run Status is Success and the Distribution
Status is Posted.
Refresh
28. Notice the Run Status is now Success and the Distribution Status is Posted.
29. Congratulations! In this topic, you successfully ran the Budget Check process.

End of Procedure.

Posting Vouchers

Section 4, Lesson 1, Exercise - Scenario 5 Posting Vouchers

Procedure

In this topic, you will run the voucher posting process.
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Step Action

1. Click the Main Menu button to navigate to the Voucher Posting Request page.

Main Menu =

2. Click the Accounts Payable menu.
[  Accounts Payable k
3. Click the Batch Processes menu.
[J Batch Processes k
4, Click the Vouchers menu.
[d Vouchers L
5. Click the Voucher Posting link.
|=] Voucher Posting
6. In this example, you need to create a new Run Control ID.

Click the Add a New Value tab.

Add a New Value
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7. A Run Control ID is an identifier that, when paired with your User ID, uniquely
identifies the process you are running.
The Run Control ID defines parameters that are used when a process is run. This
ensures that when a process runs in the background, the system does not prompt you
for additional values.
Enter Post into the Run Control ID field.
8. Click the Add button.
Add
9. Use the Voucher Posting Request page to enter the request parameters. These
parameters will be used to define the processing rules and data to be included when
the process is run.
10. In the Process Request Parameters section, enter Post into the Request ID field.
11. Enter Voucher Posting into the Description field.
12. Click the Process Frequency list.
13. Use the Process Frequency field to specify the frequency of job execution.
* Always Process — Executes the request every time the process runs.
* Don’t Run — Ignores the request when the process runs. To run the process, you
would change this option to Process Once or Always Process.
* Process Once — Executes the request only the next time the process runs.
In this example, you want to execute the request every time the process runs.
Click the Always Process list item.
Always Process
14. When posting, you can use the Post Voucher Option list to choose to post vouchers
based on a variety of ranges.
For example, some of your options include posting based on Business Unit or origin,
or you can select a specific voucher to post.
15. For this exercise, you are posting based on Business Unit.

Click the Look up Business Unit (Alt+5) button to select a business unit.
@

a
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16. Click the Dept of Information Resources link.
31300 Dept of Information Resources
17. Click the Save button.
[5] Save
18. Click the Run button to navigate to the Process Schedule Request page.
Fun
19. Click the OK button to run the process immediately.
]9
20. Jot down the Process Instance number appears. This number helps you identify the
process to check its status.
21. Click the Process Monitor link to verify the process has been initiated and to view
the status of the process.
Process Monitor
22. Use the Process List tab to view the status of submitted process requests.
Notice the Instance number for the process you submitted is in the Instance column
of the Process List section.
23. The instance number of your process is displayed on the first line.
The Run Status is Processing and the Distribution Status is N/A.
24. Click the Refresh button until the Run Status is Success and the Distribution
Status is Posted.
Refresh
25. Click the Go back to Voucher Posting Request link to return to the previous page.
Go back to Voucher Posting Request
26. Congratulations! In this topic, you successfully ran the voucher posting process.

End of Procedure.

Section 5 Managing and Maintaining Vouchers

Unposting Vouchers

Section 5 Lesson 1, Exercise - Scenario 1 Unposting Vouchers

Procedure

In this topic, you will unpost a voucher.
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Step Action
1. Click the Main Menu button to navigate to the UnPost Voucher page.
Main Menu -
2. Click the Accounts Payable menu.
[  Accounts Payable k
3. Click the Vouchers menu.
[0 Vouchers (3
4. Click the Add/Update menu.
[0 AddlUpdate k
5. Click the UnPost Voucher link.
|=] UnPostVoucher
6. Notice the Business Unit defaults based on your User Preferences.
Enter 00004747 into the Voucher ID field.
7. Click the Search button to display the selected voucher.
Search
8. The UnPost Voucher tab allows you to specify the Accounting Date and Reversal
Accounting Date information for a voucher.
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9. If needed,review additional details on the voucher by selecting the Voucher Details

tab.

10.

On the UnPost Voucher page, the Reversal Accounting Date group box is used to
indicate which accounting date should be assigned to the reversal accounting entries
that will be created during the unpost process.

You can choose from the following options:

- Business Unit Default: defaults to the date specified at the Business Unit level.
- Use Current Date: will use the current system date.

- Use Specific Date: will activate the Accounting Date field where a specific date
can be entered.

11.

The unpost process creates reversing entries that reverses out the original posting of
the voucher.

Unposting happens immediately when you click the Unpost button.

Click the Unpost button.
Lnpaost

12.

A warning message popup window displays, prompting you to confirm or cancel the
unpost. In this example, click OK to to upost or reverse the voucher.

Click the OK button.

13.

A message popup window appears notifying you that the voucher has been
unposted.

Click the OK button.

14.

Congratulations! You have successfully unposted a voucher.
End of Procedure.

Deleting a Voucher

Section 5 Lesson 1, Exercise - Scenario 2 Deleting a Voucher

Procedure

In this topic, you will delete a voucher.
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Step Action

1. Click the Main Menu button to navigate to the Delete Voucher page.

Main Menu =

2. Click the Accounts Payable menu.

[  Accounts Payable k

3. Click the Vouchers menu.

(3 Vouchers 3

4. Click the Add/Update menu.
O AddUpdate 3

5. Click the Delete Voucher link.
|=] Delete Voucher

6. The Voucher Delete Search page allows you to enter or search for the voucher to
be deleted.

Notice the Business Unit defaults based on your User Preferences.
Vouchers that are eligible for deletion cannot have been posted or selected for

payment, or have had any portion of the voucher paid. Only eligible vouchers can be
selected.

Enter 00008809 into the Voucher ID field.
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7. Click the Search button to locate the voucher to be deleted.

Search

Use the Delete Voucher tab to delete the selected voucher.

Notice the Entry Status of the voucher is Postable. This will change when the
voucher is deleted.

10.

Verify the information is for the voucher that you want to delete.

Click the Delete button.

Delete

11.

A warning Message popup window is displayed to confirm that you want to delete
the voucher.

Caution! When you click the OK button, the voucher is deleted immediately. You
will not be able to retrieve the voucher or undo the deletion. You will also not be
able to reuse the voucher number.

Click the OK button to confirm the voucher deletion.

12.

The Delete Voucher page is re-displayed. Notice the Entry Status for the voucher
is now deleted.

13.

Congratulations! In this topic, you deleted a voucher.

Remember, a voucher can only be deleted if it is unposted and unpaid.
End of Procedure.

Reviewing Voucher Information

Section 5 Lesson 1, Exercise - Scenario 3 Reviewing Payment Information

Procedure

In this topic, you will review a voucher.
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Step Action
1. Click the Main Menu button to navigate to the Regular Entry page.
Main Menu -
2. Click the Accounts Payable menu.
[  Accounts Payable k
3. Click the Vouchers menu.
O Vouchers k
4. Click the Add/Update menu.
[0 AddlUpdate k
5. Click the Voucher Search link.
|=] Voucher Search
6. The Voucher Search page displays and is used to perform a quick search for a
voucher when little data is known.
This search is useful when you want to search and update vouchers using limited
criteria.
7. Notice the Business Unit defaults based on your User Preferences.
8. In the Supplier Detail section, enter Acme into the Short Supplier Name field.
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Action

9.

The New Window checkbox lets you choose where you want to see the voucher.

If it is checked, the voucher details will open in a new window. If it is not checked,
the voucher details will display in the current window.

In this example, you will view the voucher details in a new window.

10.

Click the Search button.
Search

Favorites =~ Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update ~ > Voucher Search
Home Worklist Add to Favorites Sign out

ORACLE’ Menu ~ | Search > | Advanced Search
New Window | Help | Personalize Page | ] =

Voucher Search
Voucher Information

*Business Unit 31300 @, Incomplete =
Voucher ID @, Entry Status - L
Invoice Number @, Voucher Style - b
Related Voucher @, Voucher Source =
Supplier Detail
Supplier ID @
oo New window L4
Short Supplier Name |Acme @
Supplier Name @, Search
Search Results Personalize | Find | View Al | C1 | E First &' 161 of 61 ®/ Last

Voucher Details || Supplier Information

5:?”“5 VoucherID  Invoice Humber Invoice Date Voucher Style :ﬂ”:":‘:' Entry Status Incomplete g:::j;;‘"”‘“ l;’;zig{””

31300 00000004  TXO711A Regular Online  Postable 13,342,390.15 USD

31300 00000007  TXOB11A Regular Online  Postable 806.00 USD

31300 00000014  TXO711A Regular Online  Postable 14,346,773.00 USD

31300 00000141  TXO7T11A 08/12/2011 Regular Online  Postable 998.24 USD

31300 00000151  TXOT11A 08/12/2011 Regular Online  Postable 712.44 USD

31300 00000384  TXO0B11A 0 11 Regular Online  Postable 14,064,663.31 USD

31300 00000399  TXOB11A 0 11 Regular Online  Postable 294,886.79 USD

31300 00000407  TX0B11A o 11 Regular Online  Postable 29,298.21 USD

31300 00000411  TX0B11A 0 11 Regular Online  Postable 92,335.33 USD

31300 00000441  TX0B11A o 11 Regular Online  Postable 806.00 USD

31300 00000646  TX0911A 1011412011 Reqular Online  Postable 16,368,490.08 USD

31300 00000743  TXD911A 1011412011_Reqular Online __ Postable 2929821 USD i

Dane /' Trusted sites | Protected Mode: Off 4y v ®WI0% v

Step

Action

11.

The Search Results grid displays all the vouchers created for the supplier selected.
You can drill down to the voucher detail by clicking on a Voucher ID.

Click the link for Voucher ID 00000007.

12.

The Regular Entry page displays.

The Summary tab displays voucher information summarized from the three primary
voucher pages. It provides the voucher header information and various statuses
including the USAS status.
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Action

13.

On the Summary tab, the USAS Process Status shows where the voucher is in the
USAS process. There are three possible statuses:

1) Y - the voucher has been created but not yet sent to USAS. This is the status of
the voucher when it is initially created.

2) U - the voucher has been sent to USAS but not yet processed. When the USAS
interface picks up a voucher, it will update the process to this status.

3) P - the voucher was processed in USAS. The USAS interface updates the voucher
with this status when USAS has processed it.

14.

The USAS Processing Date field shows when the voucher has been updated by the
USAS interface.

The data is updated when the voucher is sent to USAS. It changes when the voucher
is processed and sent back to CAPPS.

Favorites - Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update ~ > Voucher Search > Regular Entry
Home Worklist Add to Favorites Sign out

ORACLE Menu ~ | Search | Advanced Search
| New Window | Help | Personalize Page | T
Summary || Related Documents || Invoice Information || Payments || VeucherAttributes || Error Summary
Business Unit 31300 Invoice Date 07/15/2011
Voucher ID 00000007 Invoice No TX0811A
Voucher Style Regular Invoice Total 806.00 usp
Location Name Acme Pay Terms Net 30
PO BOX 12345 Voucher Source Online
DALLAS, TX 76267-6673 Origin: GHL
USAS Process Status P
USAS .
Entry Status Postable Processing 09/09/2011
Date:

Match Status oo

' Approved
Approval Status Appro Created On 09/09/2011 12:00AH

Post Status Posted
Created By 00010002481
Last Update 09/09/2011 12:00AM
Doc Tol Status Valid
Budget Status Valid Modified By 00010002481
ERS Type NotApplicable
Close Status Open
Budget Misc Status Valid
“View Related Payment Inquiry ~ Go

|5] Sawe | [Gh ReturntoSearch || MNofity || Refresh [E4 Add

Summary | Related Documents | Invaice Information | Payments | Voucher Attributes | Error Summary

Done +f Trusted sites | Protected Mode: OFf fa v ®100% ~

Step

Action

15.

Click the Related Documents tab.

Related Documents

16.

The Related Documents tab displays related document information including
payment details, purchase order information, receiver information and voucher
adjustment details.
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17. In the Payment Details section, you can access detailed information by clicking the

Actions dropdown or Details icon to the right of the Actions dropdown.

18.

Click the Invoice Information tab.

Invoice Information

19.

The Invoice Information tab displays all the header, line, and distribution
information for the voucher. It also displays the USAS process information.

20.

The USAS Doc# field is automatically assigned when the voucher interfaces to
USAS. The first digit indictes the USAS document type and the last seven digits are
the Vourcher ID number.

The document type is determined by a combination of the T-code and purchase
category code used on the voucher.

21.

Click the Voucher Attributes tab.

Voucher Attributes

22.

The Voucher Attributes tab provides the accounting instructions.

The Accounting Instructions identify the accounting entry Template associated with
the voucher.

23.

Click the Error Summary tab.

Error Summary

24.

The Error Summary tab displays any voucher-build processing errors, matching
errors, duplicate invoices, out-of-balance and combination edit errors on the budget.

If the voucher has errors, the errors will be grouped into different scroll areas such
as header errors, invoice line errors and distribution errors. Only scroll areas that
contain errors will display.

25.

Congratulations! In this lesson, you successfully reviewed a payment.
End of Procedure.

Using the Match Workbench

Section 5 Lesson 2, Exercise - Scenario 1 Using the Match Workbench

Procedure

In this topic, you will use the Match Workbench to review a voucher's matching status.
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Step Action
1. Click the Main Menu button to navigate to the Match Workbench page.
Main Menu -
2. Click the Accounts Payable menu.
[  Accounts Payable k
3. Click the Review Accounts Payable Info menu.
(1 Review Accounts Payable Info k
4. Click the Vouchers menu.
O Vouchers »
5. Click the Match Workbench link.
|=] Match Workbench
6. Use the Match Workbench page to search and view a list of vouchers and match
information.
7. In this exercise, search for vouchers assigned to a specific Business Unit that have
match exceptions.
Enter 31300 in the Business Unit field.
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8. The Match Status can be selected to search only for vouchers with that status in the

search results.
Match statuses include:

- Matched: The voucher is successfully matched.

- To Be Matched: Vouchers have not gone through the matching process or
vouchers have been unmatched.

- Match Exceptions Exist: Exceptions occurred when applying the match rules to
the voucher.

- Manually Overridden: Match exception has been overridden.

- Match Dispute: Item is in dispute and no further match processing is done on
these vouchers until you change the match status.

- Overridden - Credit Note: Voucher has been matched with a credit memo
adjustment voucher.

9. Click the Match Status dropdown list.
10. Click the Match Exceptions Exist list item.
Match Exceptions Exist
11. The Supplier SetID defaulted to match the Business Unit.
12. Click the Personalize Search link to access additional search fields that you can
select to display on the Match Workbench page.
Personalize S
13. The Personalize Search Settings window displays all the available fields that can
be displayed on the Match Workbench.
If you select fields that have dependencies on other fields not selected, you will
receive a warning message.
Click the Close button.
14. Click the Search button.
Search
15. The Search Results grid displays vouchers that have gone through the matching

process and have exceptions.

The results grid displays information about the vouchers, links to view additional
information and a way to perform actions.
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16. The Match Exceptions Exist link under the Match column is used to view
additional details regarding a voucher's exceptions.

When you click this link, the Match Exception Workbench Details page opens in
a new window.

17. The Match Exception Workbench Details page is used to view match information
for associated vouchers, purchase orders and receipts. It can be used to override
exceptions, correct errors, create debit memos, put vouchers on a match hold and
initiate the matching process.

Only authorized users can override an exception.

18. The header shows summary information about the voucher such as the Matched
Date (the matching process date) and the Match Status.

19. Click the Match Exception Summary link to view the Match Exception
Workbench Summary page.

Match Exception Summary

20. The Match Exception Workbench Summary page displays all invoice line errors.

Click the Return button to return to the Match Exception Workbench Details
page.
Return

21. Click the Document Details link to view additional document details.

Document Details

22. The Associated Document Information page displays voucher, purchase order and
receiver attributes for all lines. This link accesses the first line of the voucher. All
lines are available for viewing by using the Line Document Details link.

23. Click the Return button to return to the Match Exception Workbench Details
page.
Return
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24, The Voucher Match Action field is used to apply a change to the voucher such as

override the match exception. Comments about the action can be entered in the
Match Action Comments field below it.

The Voucher Match Action options are:

- Credit Note: Changes the match status on the voucher to Overridden - Credit
Note. Once the matching process runs, the match status will change to Matched and
the match type to Matched with Credit Note.

- Match Dispute: Places the entire voucher on hold. No further matching will be
applied to the voucher until the match status has been changed to Override or To
Be Matched.

- Override: Changes the match status to Manually Overridden. Once the matching
process runs, the match status will be changed to Matched and the match type
changed to Matched with Override.

You must have override authority to enter the Voucher Match Action and Match
Action Comments.

25. The Line Details group box is used to view or perform actions to the voucher lines.
26. The Voucher Line Match Action field is used to apply an override at the line level.
27. The Match Rules group box displays the match rules that were applied to the
voucher line in the order that they were applied.
An exclamation mark is displayed next to the match rules in error and indicates the
voucher line has a match exception.
28. Click the Drill Down button for the row containing an exclamation mark to view an
explanation of the Match Rule for the exception on that line.
=
29. The Match Rule Details page provides a detailed description of the match rule.
30. Click the Return button.
Return
31. Notice that the Voucher, Purchase Order and Receiver information used in the
comparison is displayed next to the Match Rule column.
32. Click the Override Options tab.
Cwerride Options
33. Match exceptions can also be overridden at the Match Rule level. This is also
controlled by security.
34, When you finish reviewing the match exceptions, you would close the Match

Exception Workbench Details page using the red Close button ("X") in the upper
right corner of the page. This will return you to the Match Workbench page.
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35.

The Match Workbench page is displayed.
For each exception, determine how to resolve it and make adjustments accordingly.

For example: if a vendor was billed for more than the purchase order, then the
voucher might need to be adjusted.

The Match Workbench page provides a Vouchers link on the Details tab to access
the voucher component. This link will allow you to view or change the voucher.

If the amount billed is less than the purchase order, you might need to override the
exception and process the bill.

36.

Use the Match Exceptions Exist link to view the Match Exceptions page where
you can override the exception at the header, line or Match Rule level.

37.

If a voucher needs to be changed, selecting the Vouchers link would open the
voucher where it can be viewed or modified.

38.

Congratulations! In this topic, you used the Match Workbench to review a
voucher's matching status.

You also located vouchers that have match exceptions and viewed the related
details.
End of Procedure.

Reviewing Voucher Accounting Entries

Section 5 Lesson 2, Exercise - Scenario 2 Reviewing Voucher and Accounting

Entries

Procedure

In this lesson, you will learn about the various inquiries available with CAPPS. These inquiries
provide valuable information in the managing of your suppliers, vouchers and payments.
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Step Action
1. Click the Main Menu button to navigate to the Voucher Accounting Entries page.

Main Menu =

2. Click the Accounts Payable menu.
[d  Accounts Payable k
3. Click the Review Accounts Payable Info menu.
(1 Review Accounts Payable Info k
4. Click the Vouchers menu.
O Vouchers »
5. Click the Accounting Entries link.
|=] Accounting Entries
6. Use the Voucher Accounting Entries page to search for voucher information based

on Business Unit and Voucher ID or Invoice Number.

Results will display for vouchers run through the Voucher Posting Application
Engine process.
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7. Use the Business Unit field to enter or select the Business Unit for the voucher
whose accounting entries you want to review.
Note: The Business Unit defaults based on your user preference setup.
For this exercise, accept the default.
8. Click the Look up Voucher ID (Alt+5) button to select the voucher to be reviewed.
DJ
9. You are not sure of the exact Voucher ID but know it contains 115.
Click the Voucher ID begins with list.
begins with -
10. Click the contains list item.
contains
11. Enter 115 into the Voucher ID field.
12. Click the Look Up button.
Look Lip
13. A list of Voucher IDs containing 115 is displayed.
Click the second ABC Corp link.
14. If preferred, you may also search based on the supplier's invoice number.
15. In this case, click the Search button to retrieve information on Voucher ID
00000115 in Business Unit 31300.
Search
16. The Voucher ID, Invoice Number, Invoice Date, Supplier ID and Supplier
Name are displayed at the top of the page.
Each posting process appears in its own view in the Accounting Information
section.
17. The Posting Process field displays the posting process for the specific entry.

In this example, AP Accrual indicates the information displayed is related to the
posting of the original voucher's accounting entry.

Depending on the voucher, you may also see entries related to voucher payments,
voucher cancellation and voucher closure.
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18. The GL Dist Status field indicates whether the information has been loaded into GL

via the Journal Generation process.

If the information has been loaded into GL, then the status will be Distributed. If it
hasn't, then the status will be Not Distributed.

19.

If multiple processes have been run for this voucher, then you will use the scroll
feature associated with the Accounting Information section to view the entries.

Note: In this exercise, only one process has been run (1 of 1).

20.

On the Main Information tab, debit and credit amounts are displayed (credits are
reflected as a negative amount).

21.

The Ledger column displays the ledger book used when posting the journal entry to
GL.

22.

Click the Chartfields tab to view details such as the account, fund code and
department.

Chartfields

23.

The Chartfields tab displays the individual chartfield values used when recording
the entry.

24.

If the entry has been loaded (i.e. distributed) to the General Ledger, then you can use
the Journal tab to view journal entry details, such as the journal entry number.

Click the Journal tab.

Journal

25.

The Journal ID column displays the general ledger journal ID assigned by the
Journal Generator process for this accounting entry.

If these fields are blank, then this accounting entry has not been journal-generated
(i.e. loaded into the GL) yet.

26.

The Budget Status column displays the budget status for this accounting entry.

Possible values include:

* Not Chk'd -- Not budget checked.

* V -- Valid i.e. passed budget checking.

* Error -- The budget check process has detected errors. When Error appears, the
Budget Check Exception link also appears. Use the link to access the exception
pages and review the error.

27.

Congratulations! You successfully reviewed voucher and posted accounting entries.
End of Procedure.

Section 6 Running Financials and SCM Reports
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Running AP Reports

Section 6, Lesson 1, Exercise - Running Payable Reports

Procedure

In this topic, you will learn the basics of report processing and viewing.

Favorites + Main Menu ~
Home Worklist Add to Favorites Sign out

ORACLE Menu =~ | Search » | Advanced Search

Personalize Content| Layout (3) Help

J/ Trusted sites | Protected Mode Off ‘3 v ®100% -

Step Action

1. Click the Main Menu button to navigate to the Voucher Print report page.
Main Menu -

2. Click the CAPPS Reports menu.
[0 CAPPSRepors r

3. Click the Statewide Reports menu.
31 Statewide Reports r

4. Click the Accounts Payable menu.

[1  Accounts Payable

Page 156



CAPPS Financials

EUT Course

Favorites = Main Menu ~
Search Menu: Heme | Worklist | AddtoFavorites | Sign out
ORACLE ® | Advanced Search
- -
& Eackground‘Frocesses » Personalize Content | Layout (2) Help
3 Banking »
3 Billing »
0 CAPPSReports
3 CAPPS Statewide & CTTSRepors '
3  CashManagement &1 DIRRepors t
3 Catalog Management o clcorsy 3 Accounts Payable
3 commitment Control 1 TBIRepots 3 Interface ) praVoucher Print
2 CostAccounting » £1  Purchasing [ He1208 Compliance Report
B CPAmnteraces N B IIJ.SAS Pre-Release Report
3 Customer Contracts 4 B Vouherpin
3 Customer Returns s
3 Customers v
1 DealManagement L4
3 Development Utilities s
3  Employee Self-Senvice »
0 Engineering 4
3 Enterprise Components »
3 eProcurement s
1 eSeftlements v
1 Excise and Sales TaxVAT IND 4
3 Financial Gateway »
3 General Ledger »
& Grants 4
3 Inventory »
[ IT Asset Management »
& tems 4

« Trusted sites | Protected Mode: Off

Action

E

Click the Voucher Print link.

oucher Print

Favorites -

Main Menu~ > CAPPS Reports = > Statewide Reports ~ > Accounts Payable = > Vioucher Print
Home Worklist

ORACLE

Voucher Print

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

Find an Existing Value || Add aNew Value

Search Criteria

Search by: Run Control ID begins witn |

[ case Sensitive

Search

Advanced Search

Find an Existing Value | Add a New Value

Add to Favorites Sign out

New Window | Help | &

Done

o/ Trusted sites | Protected Mode: OFf
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Step Action

6. A Run Control ID is an identifier that, when paired with a User ID, uniquely
identifies the process you are running.

The Run Control ID defines parameters that are used when a process runs. This
ensures that when a process runs in the background, the system does not prompt you
for additional values.

7. If you had run the Voucher Print report before, you would search for the Run
Control ID on the Find an Existing Value tab.

To create a new Run Control ID, click the Add a New Value tab.

Add a New Value

8. A Run Control ID cannot contain spaces. Use letters or numbers up to 30
characters long. Special characters are not allowed with the exception of the
underscore.

9. In this example, use Voucher Print as the ID.

Enter Voucher Print in the Run Control ID field.

Favorites -~ Main Menu~ > CAPPS Reports ~ > Statewide Reports ~ > Accounts Payable ~ > Voucher Print
Home Worklist Add to Favorites Sign out

ORACLE
New Window | Help | &

Voucher Print

Find an Existing Value || Add a New Value

Run Control ID:|Voucher_Print

Add

Fing an Existing Value | Add a New Value

Done /' Trusted sites | Protected Mode: Off fa v ®100% ~

Step Action

10. Click the Add button.
Add
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Favorites ~ Main Menu~ > CAPPS Reports ~ » Statewide Reports ~ > Accounts Payable = > Voucher Print
Home Workdist Add to Favorites. Sign out

ORACLE

New Window | Help | Personalize Page | f5
Voucher Print

Run Control ID Voucher_Print  Report Manager Process Monitor

Report Request Parameters

Business Unit @,
Voucher ID @
Voucher Origin @,
USAS Processing Date £
Include DLT: []

Note:
Entering a USAS Processing Date of 01/01/1800 will cause the report to select vouchers for the previous day.

Entering a USAS Processing Date of 01/01/1900 will cause the report to select vouchers for the current day_

[5] save ||2F Returnto Search | |1 Notiy 5 Add

Step

Action

11.

Running this report requires some data entries so that the correct items print.

12.

Enter the Agency's Business Unit.

Enter the desired information into the Business Unit field. Enter "03200".

Favorites ~ Main Menu~ > CAPPS Reports ~ > Statewide Reports ~ > Accounts Payable ~ > Voucher Print
Home Worklist Add to Favorites. Sign out

ORACLE

New Window | Help | Personalize Page |
Voucher Print

Run Control ID Voucher_Print Report Manager Process Monitor

Report Request Parameters

Business Unit (03200 |@,

Voucher ID @
Voucher Origin @,
USAS Processing Date 5
Include DLT: []

Note:
Entering a USAS Processing Date of 01/01/1800 will cause the report to select vouchers for the previous day.

Entering a USAS Processing Date of 01/01/1900 will cause the report to select vouchers for the current day._

[5] Save | [Gh Retum to Search J5] NextinList | [=] Nofify | 5 Add
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Step

Action

13.

Enter the Voucher number.

Enter the desired information into the Voucher ID field. Enter "00000061".

Voucher ID

Favorites ~ Main Menu~ > CAPPS Reports ~ > Statewide Reports ~ > Accounts Payable ~ > Voucher Print
Home | Worklist

ORACLE

New Window |
Voucher Print

Run Control ID Voucher_Print Report Manager Process Monitor Run

Report Request Parameters
Business Unit 03200 @,
Voucher ID 00000061 |@,
Voucher Origin @
USAS Processing Date )

Include DLT: []

Note:
Entering a USAS Processing Date of 01/01/1800 will cause the report to select vouchers for the previous day.

Entering a USAS Processing Date of 01/01/1900 will cause the report to select vouchers for the current day.

(5 save |[EF Retum to Search |[=] Notify G Add

Add to Favorites. Sign out

Help | Personalize Page | &

Step

Action

14.

Click the Run button to initiate the Voucher Print process.

Run
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Process Scheduler Request

Helj

Recurrence v Run Time [4:29:00PM Reset o Current Date/Time
Tmezone| &

Process List
Select Description Process Name Process Type. *Type *Format Distribution

Voucher Print TXGAPDD2 Bl Publisher Distribution

x
p
~
User ID TXTESTFNC15 Run Control ID Voucher_Print
Server Name v Run Date 07/08/2015 5] |
v

Step Action

15. Use the Process Scheduler Request page to enter or update parameters, such
as report output type and format.
For this report, no information needs to be updated.

16. The Description field helps to uniquely identify a process.

17. The Process Name field displays the name of the process as it appears in the
technical definition.

18. Click the Type list item to view the options.

b
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x

User ID TXTESTFNC15

Help.
Run Control ID Voucher_Print

Server Name ~

Recurrence

Tmezone| &
Process List
Select Description

Voucher Print

Process Name

TXCAP002

Process Type Distribution

BI Publisher Dlsmtlullnn

~
Run Date 077092015 ||
RunTime 9.3234aM | Reset to Current Date/Time

v

Step Action

19. Click the Window list item.

Process Scheduler Request

x

User ID TXTESTFNC15

Run Control ID Voucher_Print

Server Name v
Recurrence v
Tinezone 2,

Process List
Select Description

Voucher Print

Process Type “Type *Format Distribution

BI Publisher

A
Run Date [07/0972015 |
Run Time Reset to Current Date/Time

v
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Step Action
20. To accept the parameters and submit the report request, click the OK button.

OK

21. The Queued page shows the report request is queued up for processing.
The window will update automatically as the status changes.

22. The Processing page shows the report request is being processed.
The window will update automatically as the status changes.

23. The Success page shows the report request was completed and the report is being
produced.
The window will update automatically as the status changes.

24, The report is automatically displayed and may be printed using the print option in
your Web browser.

25. Congratulations! You successfully ran and viewed an Accounts Payable report -

Voucher Print.
End of Procedure.

Knowledge Check

Processing Vouchers

Question

Vouchers must be processed in the following order:

[= Response

A. Matching, Posting, Budget Check, Document Tolerance
B. Budget Check Matching, Posting, Document Tolerance
C. Any order as long as Posting is first.
D. Any order as long as Posting is last.

Reversal Vouchers
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Question

Reversal Vouchers are only used to re-instate encumbrances.

[Z/ Response

A. True
B. False

Match Workbench

Question

The Match Workbench feature in CAPPS is only used to view
vouchers that have a matching dispute.

[Z/ Response

A. True
B. False

Voucher Styles

EUT Course
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Question

Match the Voucher Type with the scenario.

[Z] Response

Template Vouchers
Single Payment Vouchers
Procard Vouchers
Multi-Vendor Vouchers
PO Vouchers with Assets

1. Used to pay vendor for any spot
purchases made by agency staff.

2. Used as a model for creating
future vouchers.

3. Used to copy information into a
voucher to expedite voucher
creation.

4. Used to pay a vendor at the
header level while referencing
different vendors at the voucher line
level.

5. Used for one time payments.

USAS Payment Date

Question

The USAS Payment Date is the same as the Requested Payment

Date in CAPPS.

[= Response

A. True
B. False

Deleting a Voucher
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Question

Vouchers can be deleted at anytime.

[Z/ Response

A. True
B. False

Agency Number

Question

The Agency number and the Business Unit in CAPPS are the same.

[= Response

A. True
B. False

Inactivating a Supplier

Question

Once a Supplier has been inactivated in CAPPS, Only invoices
attached to current POs will be paid.

[= Response

A. True
B. False

Supplier Conversion

EUT Course
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Question

The Agency's Suppliers will be converted when the Agency goes
live on CAPPS. How many years of information will be converted?

[Z] Response

A. 1 Year
B. 2 Years
C. 3 Years
D. 4 Years

Run Control IDs

Question

Run Control IDs are used for running processes and reports. What is
the maximum number of characters that can be used in a Run

Control ID?

[= Response

A. 15
B. 20
C. 25
D. 30
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