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1 Navigation

1.1 Keyboard Shortcuts

Function

Block Menu
Clear Block
Clear Field
Clear Form
Clear Record
Commit

Count Query
Delete Record
Display Error
Down
Duplicate Field
Duplicate Record
Edit

Enter Query
Execute Query
Exit (or Cancel
Query)

Help

Insert Record
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Key
Ctrl+B

F7

F5

F8

F6

Ctrl+S

F12
Ctrl+UpArrow
Shift+Ctrl+E
DownArrow
Shift+F5
Shift+F6
Ctrl+E

F11
Ctrl+F11

F4

Ctrl+H

Ctrl+DownArrow



List of Values
List Tab Pages
Next Block

Next Field

Next Primary Key
Next Record

Next Set of Records
Previous Block
Previous Field
Previous Record
Print

Scroll Down
Scroll Up

Show Keys

Up

Update Record
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Ctrl+L

F2
Shift+PageDown
Tab

Shift+F7
DownArrow
Shift+F8
Shift+PageUP
Shift+Tab
UpArrow
Ctrl+P
PageDown
PageUp
Ctrl+K
UpArrow
Ctrl+U



1.2 Toolbar Icons

Toolbar Icons

New

Creates a new record in the active form.

Find. ..

Displays the Find window fo retrieve records.

Show Navigator

Displays the Navigator window.

Save Saves any pending changes in the actrve form. @
Updates the Process workflow in the Navigator by advancing to the next
Next Step step in the process. Also saves any pending changes in the active form.
Prints the current screen that the cursor is in. In some cases it may print a ,;3!
Print report associated with current data.

Close Form

Closes all windows of the current form.

Cut the current selection to the clipboard.

Cut E
Copy Copies current selection to the clipboard. [:t]
Paste Pastes from the clipboard into the current field. ﬁ“j
Clear Record Erases the current record from the window. @I
Delete Deletes the current record from the database. = de
Edit Field Displays the Editor window for the current field. s’-ﬁ
Lfmnches .the Attachments Windm\-‘._ If one or more attachments already @
Attachments. . . exist, the icon changes to a paper clip on a piece of paper.
Folder Tools Displays the folder tool palette. g.q‘a
Window Help Displays help for the current window. il
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1.3 Navigation Notations

(N) NAVIGATION

(M) MENU

(T) TAB

(B) BUTTON

1) ICON

(H) HYPERLINK
(ST) SUB TAB

(R) RESPONSIBILITY
LOV LIST OF VALUES

Y WILDCARD
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2 8 Steps on Entering Invoices

e Receive Invoice
e Enter Invoice

e Match To PO

e View Invoice

e Validate/Initiate
e Approve

e Scan/File

e Pay Invoice

LOGIN SCREEN

5;—;.’ - \g http:fissilapdv. doa. state.ri.us: 8035/04_HTMLIRF . jsprfunction_id=301708resp_id=-18resp_appl_id=-18&security_group_id: V| *5| [ 3| |Ask5earch | e I

File Edt Wiew Fawvorites Tools Help

w0 | @ean [ B B - [P - £ Took -

] e
4 Z “User Name

4@. e (example: michael.james.smith)
A “Password

(=xample: 4u99v23)
cancel

Forgot your password? State Employees must contact the service desk at 574-2703, Do not use this link.
Suppliers must email Help_State_Portal@admin.ri.gov

A ibili "I. Mone -

Select a Language:
English

08, Cracle. All rights reserved.

Privacy Statement

one €D Internet H100% -

il o

iFFerent ... T 12 manual draft ... 72 Login - W o L 2 traini
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HOME SCREEN VIEW

State of Rhode Island-RIFANS

B Favorites ¥ Logout Preferences Help

Enterprise Search | All v | Go Search Results Display Preference | Standarc
p | play

Logged In As MBADGEF

Oracle Applications Home Page

| Personalize @l

3 0688-Invoice Initator

D3RI cent Audit Reviewer Erom Type Subj o —
DR cent Pymit Processor ==y i i ol MotiFication List] g

3 81 Fnancil Inqui

e e This is the Welcome Page. From e,
9 5 &1 purchasng Reports here you would select an Accounts
Payable Responsibility such as:

RI Agency Invoice Initiator

Responsibility.
This will open a list of Navigational
I::ne Paths e Internet - 1$D%

14 Start el el ¢ g 2. T /2 Cracle Applications H... @ Version 12 training m...
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W |§Oracle Applications Home Fage | | 3-8 dmh - |7k Page - {Cf Toals -

Logout Prefer

Enterprise Search | All v | EI Search Results Display Preference | Standard
Logged In As MBADGER
Oracle Applications Home Page

Main Menu worklist

' personalize p
Full List
= 3 g68B-Invoice Inititor Switch User

= workist From Type Subject Sent Due
Suggliers

5 requistion Summary The NaVIgatlonal Path to to notifications.
& purchase Order Summary . view and act upon your notifications.
5 B8 pwoices Entry create Invoices are
In\'oices <
O mnvoices Inguiry . .
) £ payments Inoury Invoices Entry > Invoices
B B Accounting
BB other
[ £ g1 cent Audit Reviewer
=] l:l RI Cent Pymt Processor
CIR1 Financial Inguiry
[ R1 General L edger Reports
CIR1 purchasing Reports

Dice dhenc 8 oice Initiator)
Batch Control Total Batch Actual Total
g‘ RI INWOICE HEADER
PO Mumber Type Trading Pa| Supplier Mum || Supplier Site||Invoice Date||Invoice Mum  ||Invoice Amount | [ ]  |Description
. = | Standard =
W e | < » I
 iGeneral | 2 Lines 3 Holds -
Use the scroll bar or tab key to continue to |
Surmmary amourt| - the right to complete the remaining header
ltems UsD 0 flelds
Retainage )
Prepayments Applied Approval Reguired
Wyithholding Holds
Subtatal Scheduled Payment Holds
Tax
Freight
’ Degcription
Miscellansous
Total
Actions.. 1 Quick katch Idatch l All Distributions J

This navigational path will bring you into the Core Accounts Payable forms.
Basic information must be entered into the "header" of the Invoice Workbench. The header is

the top of the document (AKA RI Invoice Header). Please use all CAPS when entering data in
the invoice workbench.
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All REQUIRED fields are represented in yellow. Required fields must have data entered into
them before you can continue. The State requested additional fields (Description and Pay
Group) be added to the header.

Description and Pay Group are mandatory but not represented in yellow.

Standard is the default Type. Standard invoice is either matched to a purchase order or a direct
pay. There is a list of acceptable direct pay invoice payments on the Controller’s website
(http://controller.admin.ri.gov). All other payments need to be matched to a purchase order.
Other Types include Credit and Debit Memaos.

Enter the Trading Partner (supplier the invoice is from). This field can be searched if you
know a portion of the name by using the wildcard search (%).

The Supplier Num and Site will automatically populate. Verify address is correct on the
Supplier Site based on the remit to on the invoice.

Enter the date from the supplier’s invoice.

Invoice number: Use the number provided on the supplier’s invoice.

If you are unable to locate the invoice #, use the following numbering sequence: Purchase Order
Number-Date of Service i.e. 3240000-NOV2014. For a direct pay use the following numbering
sequence 14068XXX0001. The 14 represents the fiscal year (14), the 068 represents your
agency number, your 3 initials, and the 0001 represents a sequential number beginning with

0001. You should never use the same document number twice.

The Invoice Amount is the amount due to the supplier.

o o s S
der Tools Reports Actions Window Help ORACLE’
B8EP L HEg L% 7

Batch Control Total Batch Actual Total

| RI NVOICE HEADER
sum |[invoice Amount ||[1/ Description GL Date Payment Curr | Terms Date Terms Payment Method Pay Group Pay Alone
B usD 30-APR-2014 =

1 General | 2 Lines 3 Holds 4 View Pay 5 Pay § View P

Summar y Amourt Paid Status
Items USD |0.00 Status Never Validated
Retainage Accounted Unprocessed
Prepayments Applied Approval [Required
‘Withhalding Holds
Subtotal Scheduled Payment Holds
Tax

Freight
Description

Agtions_ 1 | Q Match Al Distriputions |

The Description field is required (Note: It is not a yellow field). This field must contain a
detailed description that will allow the supplier to determine what they are being paid for.
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Please type this description in all CAPS. “APRIL 2014 MAINTENANCE” is not a good
example of a detailed description. “ACCOUNT #9879-EJT” FOR MAINTENANCE APRIL
2014 SERIAL #123456, LOCATED AT DOA 4" FLOOR IN CBO (always include the invoice
number whenever possible) is a good example of a detailed description. The first 14 characters
(approximately) print on the top of the check stub.

GL Date, Payment Currency and Payment Rate Date will be automatically populated.

The Terms Date, Terms and Payment Method will be populated. The Terms Date must be
the same date as the invoice date, not the GL date. All invoices should default to Net 30 days
as the terms. If not, please change it to reflect Net 30 days.

Do not change the Payment Method as this is derived from the Supplier File. Payment
Method is controlled by the supplier site: Check, Wire, or ACH (direct deposit).

Pay Group is another field not represented in yellow but can be filled. This field is only
required when a payment is to be “Sent to Department” Please select the Pay Group that
shows your agency number then send to department.

| £| Oracle Applications - PRODUCTION

File Edit View Folder Tools Repors Actions Window Help

BP0 5GP £ NDEHR LTIPR ?

=2
Batch Control Total Batch Actual Total
£ RIINVOICE HEADER O
cription GL Date Payment Curr Terms Date Terms Payment Method Pay Group Pay .
B UsD x
Find|068%
Fay Group Destription
4 06g ADMIMISTRATION (DOA)
068 BATCH_IMPORT IMPORT FILE FROM FTP ADDRESS
L Zae | 2l dHolds | ggg cENTRAL PAY CENTRALIZED PAY IMPORT PR O o e
058 SEND_TO_DEPT SEND TO ADMINISTRATION (DOA)
SUIETY Amount f o5y »PO_SEND TO_.. NV EXCEEDS PO SEND TO
ltems usD 0 ted
Retainage d
Prepayments Applied
Withholding
Subtotal
Tax
Freight d g
Miscellaneous Find Cancel |
Total

5/6/2014 11



After entering the Pay Group, save the header by clicking on the Save icon on the toolbar.

O Invoice YWorkbench (0BBB-Invaive |

File Edit Yiew Folder Tools Repors Actions Window Help ORACLE
Biatch Contral Tatal

Save icon
2

:HF'O Number”Trading F'a”SuppIier Mum HSuppIier Si14|lnvuice Date |Invmce Mum Hlnvuice ||In\rc|ice Amuum”Tax Amuum”Tax Contral AmuumHW\thheld A
B sioss  [sTONEW 17272 o 27-JAN201Z[TESTO127120USD | 5975000 | | | N

Batch Actual Total

For Direct Pay only, after it is saved, enter your distributions by clicking on the Lines tab.

HYo &5

BSP RDDBHR LD &2

ench ice Initiatar)

Batch Control Tatal Batch Actual Total
=3

=r Tax Invoice Number ||Interna| Recording Date ||Supp|ierTax Invoice Date ||Supp|ierTax Invoice Exchange Rate ||Cu5toms Location Code |

1 General 2 Lines 3 Holds 4 Yiew Fayments 4 Scheduled Payments 6 Yiew Prepayment Applications
Total
=] Gross o.m Retained Met 0.
|Type HAmoum HPO Murmher ||F'O Re\ease”PO Line”F’O Shipment ||Match BaS\S”PO Distribution”ﬂeceipt Mumber ”Receipt Line |@

0 fem | | | | | | | | | [~

[T T | | [ | | [ | y
I [ | I [ [ | [ e

Type will always be Item.

Amount is the cost being charged to a particular state account.

GL Date defaults to current date.
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Default Distribution Account: the state account code combination to be charged.
‘ Select the LOV ... to query on valid combinations.

Batch Control Total

L+ RIINVOICE HEADER

Type PO Number

. Standard

Trading Partner
RITEMPS INC | 533 01

“

Supplier Num | Supplier Site | Invoice Date

4 View Payments

Batch Actual Total

30-APR-2014  test 001

training mat:

Invaice Num | |Invoice Amount ||[ ] |Deseription

5 Scheduled Payments 6 View Prepayment Appli

|2 Oracle Applications - PRODUCTION = [E]. | S|
File Edit View Folder Tools Reports Adlions Window Help ORACLE
HPYO 84PN LBILH 2

= = (=] F3

1 General 2 Lines 3 Holds
Total
2 RIINVOICE LINE (=]
Description FY 14 FY 2014
training material test FUND 10 General Fund

AGENCY 068

LINE SEQ |1010101

SOURCE 01

NATURAL 643300

PROJECT |00000
Ll

General Revenue

Subscriptions

Administration, Department Of
ACCOUNTS & CONTROL

Undefined/Bonds 2000

-

Cancel | [ Combinations Clear

J

If you choose the LOV in the
Account field, a search
Flexfield window will open.
Enter a portion of your
account and choose the
Combinations button, then
select OK to view all valid
Account Code Combinations
or you can enter each piece
and select OK.

Agtions_. 1

| I
Help )

Click the OK button.

Or type the distribution account in the Default Distribution Account field. Once you have
successfully selected a valid account code combination, the Cost Center field (if needed) can be
entered or cancelled. To enter cost centers, scroll over to the end of the line and click below the

flex field [brackets].

2 O
GL Date Payment Curr Terms Date Terms Payment Method Pay Group Pay Alone Ope Invoi | Dist Preg Sett
30-APR-2014 usD 30-APR-2014 NET 30 ACH [m] Stat USC 7
m}
O
m}
L3
2 Lines 3 Holds 4 View Payments 5 Scheduled Payments 6 View Prepayment Applications
Amount Paid Status
UsD 0.00 Status Mever Validated
Default Distribution Account Default Account Description GL Date Approval Status Item Corr |Inco||Tax || Proj | Tax | Preg Refe [ ]
al test 30-APR-2014  Required T
o
Cost Center J

Context Value

4

Cancel Clear Help

b

Quick Match

Match All Distributions

Choose the Cost Center.

IR Y ey g

54 Save icon

O Invoice Warkbench (06

Batch Control Total

=

5/6/2014

Click OK. Click on the Save icon.

DUH I ?

Batch Actual Total
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Go back to the General tab. The Distribution Total in the lower left portion of the screen
must match the amount in the Invoice Amount field in the header (in BLACK). A dollar
amount that appears in RED will not pass validation and payment will not be processed.

<he

rivaice Initiator)

Batch Control Total Batch Actual Total

% RI INWOICE HEADER

PO Number |Invoice Date | Type Trading Pa||Supplier Num || Supplier Site | Invoice Mum || Invpfe Amount
. 31-JAN-201Z | SEUDED CREATIVE 595 a1 83585 3E75.00 ENGINEERING VS - REMEDY —

Description

-

1] 3
1 General 2 Lines 3 Holds 4 Yiew Payments 5 Scheduled Payments B “iew Prepayment Applications
Summary Amaount Paid Status
lterms 3E675.00 UsSD (3 GE78.00 Status Validated ‘\
Retainage Accounted |Ves I

Prepayments Applied Approval Wi orkflow Approved

Wyithholding Holds 0
Subtotal 3EFE.00 Scheduled Payment Holds 0
Tax
Freight o
Miscellaneous Deseioie]
ENGINEERING 5WS - REMEDY CODE COMPL
Total 3675.00

@iuns...m Quick hMatch tdatch All Distributions J

Click the Actions...1 button.

E |

WValidate
d [Validate Related Invoices Select the Validate checkbox
["ICancel Invoices
[ ApplylLnapply Prapayment.. Click the OK button.
Pay in Full
Create Accounting
® Draft
I Final ht
] Final Post |
i Initiate Approval pn
Stop Approval Hold Mame
["'Release Holds Release Name
Release Reason
[ Print Notice
Printer
Sender Name
Sender Title kg
B OK Cancel ) —
I C
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The Invoice Actions window will populate. Click the Validate checkbox and then the OK

button.

If your invoice has passed all validations, the status will be Validated. You cannot initiate

approval if the status is not validated.

If the status is Needs Revalidation, select the Holds tab to determine the reason for the hold.
Once the issue is resolved, the invoice initiator must revalidate/initiate the invoice and submit
for approval.

O Invoi en
Batch Control Total

2|
Ope| | Cusi Type
B tat (SvE [Standard

1

woice Initiator)

PO Murnber | Trading Pal| Supplier Murm

BAMMER £ |35

Batch Actual Total

Supplier Site| Invoice Date| | Imvoice Mum || Invoice | |Invoice Amount || Tax Amount || Tax C

01 05-FEB-201: TESTISP20S-Z USD

529.20

5/6/2014

1 General 2 Lines 3 Holds A iew Fayments 5 Scheduled Payments 6 “iew Prepayment Applications
Surmrary Amount Paid Status
lterms 529.20 Status |Meeds Revalidation
Retainage Accounted Yes
Prepayments Applied Appraval |Required
Withholding Halds |1
Subtotal 529.20 Scheduled Payment Holds |0
Tax

15



Click the Actions..

.1 button.

Validate Related Invoices

Cancel Invoices

Apply/Unapply Prepayment...

Select the Initiate Approval checkbox

Click the OK button.

Hold MNarme

Release Name

Release Reason

Print Matice

Printer
Sender Name

Sender Title

Cancel )I

The Invoice Actions window will populate. Click the Initiate Approval checkbox and then

the OK button.

This is the action that sets workflow in action.

Workflow: the electronic path the document will follow to receive all necessary reviews and

approvals within the system.

Once the invoice is approved, the Approval status now reflects Workflow Approved.

3251989

[l |State of Rhade Islanc

4]

STONEWL 17272

01 27-JAN-201Z | TEST-01/2712-0 |USD

-

13

1 General 2 Lines 3 Halds 4 Wiew Payraents 5 Scheduled Payments B Wiew Prepayment Applications
Summary Amount Paid Status
ltemns A9 750.00 UsSD 0.00 Status [validated
Retainage Accounted |Yeg
Prepayrments Applied Approval((arkflow Approved
Wyithhaolding Holds 0
Subtotal 59,750.00 Scheduled Payment Holds |0
Tax
Freight o
Miscellaneous Description
Total 59,750.00

5/6/2014
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For a summary of the distributions, click the All Distributions button. The All Distributions
screen is for information only. Changes cannot be made here.

= =1
| Batch Contral Total Batch Actual Total
2| RIINVOICE HEADER
Type PO Number | |Trading Partner | Supplier Num | Supplier Site ||Invoice Date Invoice Mum | Invoice Amount ||[ ] |Description GL Date Payment Cur
. Standard 3368816 PAJAN SERVICE |10906 02 08-APR-2014 10306 4,143.12 VEN# 10306 MANHRS 3/17,3/1¢ | 15-APR-2014 UsD =

Standard 3260740 PAJAN SERVICE |10906 02 08-APR-2014 10305 2.706.30 VEN # 10906 MAMHRS 4/1,4/2 | 15-APR-2014 usD
Standard 3260740 PAJAN SERVICE 10906 02 08-APR-2014 | 10304 3,273.50 VEN # 10906 MAMHRS 3/20,38/ | 15-APR-2014 UsD

1| 3

1 General 2 Lines 3 Holds 4 View Payments 5 Scheduled Payments 6 View Prepayment Applications
Summary Amount Paid Status
Iterns 414312 UsD |0.00 Status [Needs Revalidation
Retainage Accounted [Yes
Prepayments Applied Approval Rejected
Withholding Holds |1
Subtotal 414312 Scheduled Payment Holds |0
Tax
Freight i
Miscellaneous Desciplion
VEN# 10306 MANHRS 3/17,3/18,1/19 INSTALL
Total 4,143.12
Actions 1| Quick Matc! Watch All Distributions /

v oy - T ez o -w 3
> 5%
| Ling Murmber |1 Invoice Total |4.14312
Line Description |SUPPLY AND INTALL EIGHT (8 Qistribution Total 4,143.12
@ RI INVOICE DISTRIBUTION v
Num || Type Account PO Number PO Release Num PO Line Num PO Shipment Num PO Distribution Num || Match Quantity Price
l 1 ltem 14.10.014.3380217.02.661711.01 | 3368816 1 1 1 2071.56 ml
2 Item 14.10.014.3380227.02.661711.01 | 3368616 1 1 2 2071.56
1] » =
Status Validated Distribution Class | Saved
Accounted | Processed Azsociated Charges
Account Description | FY 2014 General Fund Militia Of The State Hurricane Sandy October 2 Federal Revenue Computers And Compute
Reverse 1 Tax Distributions View PO View Receipt

Check the upper right portion of the screen. The Invoice Total and the Distribution Total
should match and be in black.

The Invoice Total is from the Invoice Amount field from the header.

The Distribution Total is from the Amount field entered on the Lines tab Distribution screen
for a direct pay or brought over from the purchase order if the invoice is PO matched.

5/6/2014 17



2.1 Track the approval history of an invoice

ORACLE

Wiew Purchase Order
Batch Caontrol Tatal
Wiew Receipt

Batch Actual Total

Wiew Line Approval History
-m Type |F'O Mumber ||Trad\ng Partner ||Supp|ier NLHSuppIier S\t4|lnvmce Date”lnvoice MNurm ||Inv0|ce ||Invo|ce Amount”Tax Amoum|
M [3128413  [CREATIVE ENVIRONN 535 o1 D1-FEB-201Z [TEST-01/27/12407 [USD | 50000 | o

To track the status of your invoice, go to Reports, View Invoice Approval History.

File Edit “iew Folder Tools Window Help

@ P8 [ e

R AP 5] ?

-Invoice [nitiator, TEST-0
v
Action Date Line Murm  Action Approver Amount Reviewed  Comments
{01-FEB-2012 |Sent [Casey, Patriciz 0.00 )=l
|In\r0ice Approval |D1-MAR-2012 |Future |Hann0n, Wayn|D.DD -

4

4
1

The Invoice Approval History window will open. This screen will show the hierarchy list of
approvers; when it was electronically received by an approver, and what actions have been
taken or need to be taken.

If an invoice has been rejected, look in the Comments section of this screen for an explanation.

5/6/2014 18



2.2 Budgetary Controls

1. “Insufficient Funds” hold

Click on the Holds tab to view hold reason.

=

Batch Contral Total

L+ RIINVOICE HEADER

Batch Actual Tatal

Type PO Number | Trading Partner || Supplier Num || Supplier Site ||Invoice Date Invoice Num | Invoice Amount | [ ] Description
. Standard 3368816 PAJAN SERVICE | 10906 02 08-APR-2014 | |10306 4,143.12 VEN# 10306 MANHRS 3/17,
Standard 3260740 PAJAN SERVICE 10906 02 08-APR-2014 ||10305 2.706.30 VEN # 10906 MANHRS 4/1..
Standard 3260740 PAJAN SERVICE 10906 02 08-APR-2014 ||10304 3.273.50 VEN # 10906 MANHRS 3/2(
1
1 General 2 Lines 4 View Payments 5 Scheduled Payments 6 View Prepayment Applications

Hold Mame old Reason  Hold Date Elease Mame FRelease Reason  Released By Release Date  WF Status [ ]
. Insufficient Func Pgnding interna [30-APR-2014 |AUTOINSTA =

RI SFA-12 Miss Hold Invaice unt|15-APR-2014 |AUTOINSTA |RI SFA-12 Rele |SFA-12 is attachec [CDANELLA  |17-APR-2014

Qty Rec Qyfantity billed €[15-APR-2014 |System Matched Passed matching ¢ |System 23-APR-2014

Insufficient Fung#Pending interna |23-APR-2014 |AUTOINSTA Funds Mow Ava |Sufficient funds nov |System 30-APR-2014 -

Purchaze Order Shipment Quantity Receipt Receipt Quantity
MNumber Ordered Mumber Eilled
Release Eilled Line Received
Line Recewed Date Accepted
Ship To Accepted
| Release 1 )

Actions 1

All Distributions J

Click on the General Tab to view status.

2. Budget Holds: Items that have the status of “Required” have exceeded Budget Controls.

‘O G HEVHP | DD

HLEDPH 2

Batch Contral Tatal Batch Actual Total
7 RIINVOICE HEADER O
|PO MNumbear HType HTradmg Partner ”Suppher Num ”Suppher Site ”Invmce Date H\n\mlce MNum H\n\mlce Amount ”Descnptmn HGL Date ”Tsrms Date
|[3345554 | [Standard [ 4 sERVICES IN[22341 01 [30-APR 2014 [20377 360 00 /APRIL 2014 - WARWICK FMS# [16-APR2014 | [30-APR-20
\ [standard [PATRIOT HAULIN (6496 o1 27-5EP-2008  [29377 376.57)| [14nNOvV2008  |[27-5EP-200

Kl

1 General 2 Lines 3 Holds 4 View Payments 5 Scheduled Payments = 6 View Prepayment Applications
Surnmary Amount Paid Status
ltems 360.00 UsD |0.00 Status |Needs Revalidation
Retainage ACCOUN B i
Prepayments Applied Apgval [Required
Withholding Halds
Subtotal 360.00 Scheduled Payment Holds |0
Tax 0.00
Freight
Miscellaneous Descrigtion

Total 360.00

5/6/2014
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To identify the invoice distribution line that caused the hold, click on the Lines tab and scroll
over to the Validation Status field.

Oper|Cusl | Type PO Mumber || Trading Partner Supplier MU Supplier Site |Invoice Date || Invoice Mum Ireoice || Invoice Amount || Tax Amount
. State WASTE MANAGEMEN 1000 0z 01-DEC-2017 357761 2-0460-5  |USD 56.74 =
1] 3
1 General 2 Lines 3 Holds 4 %iew Payments 9 Scheduled Payments 6 Yiew Prepayment Applications

Total
= Gross 56.74 Retained Met 56.74
r GL Date Distrib| Walidation Status Default Distribution Account Default Account Description Overlay Account
28-DEC-2011 MNeeds Revalidation 12.10.014.3320106.01.640400.00 Fv2012 GENERAL MILITIA OF =
28-DEC-2011 Meeds Revalidation 12.10.014.3330104.02.640400.00 Fv2012. GENERAL MILITIA OF °
29-DEC-2011 Meeds Revalidation 12.10.014.3320106.01.640400.00 Fv2012 GENERAL MILITIA OF °
28-DEC-2011 MNeeds Revalidation 12.10.014.3330104.02.640400.00 Fv2012 GENERAL MILITIA OF °

Item numbers that have a status of “Needs Revalidation” failed the funds validation and need to
be researched. To release the “Insufficient Funds™ hold, try to validate invoice again. If there are

enough funds to cover the invoice, the hold will be released and the invoice will validate.

Go back to the General tab and click on the Actions...1 button.

Once the invoice passes validation, the invoice will need to be submitted for approval. (Start the

“Initiate Approval” process, see page 16 for details)

3. Cash Holds: Items that have the status of “Rejected” are on hold due to negative cash

balances.
=1
Oper|Cust |Type PO Mumber || Trading Partner Supplier My | Supplier Site |Invoice Date || Invoice Num Irvvoice || Invoice Amount || Tax Amount
. State EIEUDE (3222646 UNITED WaAY OF RHO 241 o1 08-FEB-2012 TEST-02/08/12-01 USD 1.00 =
1] 3
1 General 2 Lines 3 Holds Avfiew Fayments 5 Scheduled Payments B Wiew Prepayment Applications
Summary Armount Paid Status
Items 1.00 UsSD 0.00
Retainage
Prepayrments Applied

The invoice initiator will receive a notification of the error in the processors worklist.

=y

Invoice
O ?P _ Notification: Invoice 27609 for ARDEN ENGINEERING CONSTRUCTORS LI C failed Lesser of Cash funds check 29-Dec-2011 Closed
nvoice
5/6/2014
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The notification will include a list of distribution lines whose account does not have enough
cash.

Notification: Invoice 0097-001015403 for ALLIED WASTE SERVICES OF MASSACHUSETTS LLC failed Lesser of Cash funds check

To HNieves, Carmen
Sent 15-Dec-2011 08:34:09
Closed 15-Dec-2011 14:05:02
ID 25400817
Responder MNieves, Carmen
Invoice 0097-001015403 for ALLIED WASTE SERVICES OF MASSACHUSETTS LLC failed for Lesser of Cash funds check.

Supplier: ALLIED WASTE SERVICES OF MASSACHUSETTS LLC
Supplier Site: 02

Invoice Date: 25-NOV-2011

Invoice Number: 0097-001015403
Invoice Currency: USD

Invoice Amount: 34.49

Description: ACCT MO: 3-0097-3305208
PO Number: 3246573

Requester Name:

R e SNIEVES Distribution lines that failed cash funds check.
Failed Lines: Invoice Distribution Line(s) 1.2 have failed.

Previous Approver's Comments:

References
=] View Invoice

Return to Worklist
[ pisplay next notification after my response

Once the cash balance has been resolved, the invoice initiator must manually release the hold and
resubmit the invoice for approval.

2.3 Printing an Invoice Separator Sheet

File Edit RO Folder Tools Reporls Actions ‘Window Help ORACLE
A% covtendn P 8 10 e AE D 56 2
B ihility.... [slp] M = EH
Bat Find.. Batch Actual Taotal
Find &l
Query By Example »

Oper Recard , prmer Taxpayer D || Type PO Mumber Trading Pa| | Supplier Num | Supplier Site |Invoice Date | Invoice Num || Invoice ||

. Stati Standard PERFECT |14365 01 04-0CT-2017 1830 =D —
Translations...

Aftachments..

SummaryDetail

13

1 General 2 Lines 3 Halds 4 Yiew Payrments 5 Scheduled Payments B Yiew Prepayment Applications
Summary Armount Paid Status
ltermns 2 800.00 UsD |2,800.00 Status “alidated
Retainage Accounted Yes
Prepayrments Applied Approval Workflaw Approved
Withholding Holds O
Subtotal 2,800.00 Steheduled Payment Halds 0
Tax
Freight )
Miscellaneous Description
BRENTOM POINT 9/30/11 107511 1014711 AN
Tatal 2.800.00

Actions... 1 Calculate Tax Tax Details Corrections Cluick Match Idatch All Distributions J
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Once the invoice has been created, saved, validated and workflow initiated you can print the
separator sheet. The separator sheet acts as a cover sheet for the supplier's original invoice. A
separator sheet must be printed for every invoice created in the system. (The only exception is
an invoice created by a supplier through the supplier portal.)

The supplier’s bill and any other necessary backup needs to be attached to it and then sent to the
Office of Accounts and Control to be scanned.

To print the separator sheet, go to View > Requests to open the find requests window.

O Find Reguests

My Completed Reguests
T My Requests In Progress Cth the Submit a NeW Request buttOn.

" Bpecific Reguests

Request ID
Mame

Date Submitted
Date Completed
Status

Phase

Requestar

[Tinclude Reguest Set #ages in Query
Order By | Request 1D -

Select the dmber of Days to View: 7

Subrmit a New Reguest... J Clear | Find l

Verify that Single Request
is selected.

Click OK

O Submit a Mew Reguest

What type of request de-you want to run?

® Single Request

This allows you to submit an individual request.

' Request Set

This allows you to submit a pre-defined set of
requests.

( oK ] )
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In the yellow Name field, type in RI and tab

A list of RI Custom reports will open. Highlight (click) the RI AP Invoice Separator — Bar

Jls Window Help

QP A DDA LD P52

st

ame
Unit
iters
sage | Find[RI%

Mame

RI AP In rator - Bar Code
RIAP Invoice Warkflow Approval Process Response Duration Report
R AP Imvoices on Hold

Job RIAP Suppliers on Hold Repart

RIDOIT Free Balance Summary

RIFinal Payment Register

Rl Final Payment Register by Agency

Rl Funds Availahility Summary

RIList of Payments by Payes

yout RI htinarity Payrments by Account

atify RI Minarity Payments by Agency

R Minarity Yendor Payments

nt ta

I
Eind Cancel

Copy...

Custarm
Custam -
Custormn

Custam
Custom
Custorn
Custam
Custam
Custom
Custam
Custom 7
»

Vie

alic
es

or

Code report from the list and click OK.

Supplier Mame
Creation From Date (e.g. 3-APR-2006)
Creation To Date (e g. 3-APR-2006)

Pay Group

Agency

Created By
Irvoice Murn 830

Batch Descrption
‘l ’’’’’’’’’’’’’’’’’’’’’’’’’’’’’

Ol QanceIJI Clear jl

T 97

If you are printing a Separator Sheet for a single invoice, enter the Invoice Number. If you are

printing many Separator Sheets, enter the date you entered the invoices in both the Creation

From Date field and the Creation to Date field, enter the created by name and Click OK. This

will bring up all Separator Sheets created throughout the day in the order it was processed.

5/6/2014
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‘© Submit Regquest
Run this Reguest...

Copy...

Name |R\ AF Invoice Separator - Bar Code

Operating Unit |State of Rhode Island

Parameaters |::::::83D:

Language |American English

( Language Settings... | I Debug Options )I
At these Times...
Run the Job As Soon as Possible ( Schedule. .
Click the Submit
Upon Cormpletion. .. button

¥ Save all Qutput Files

Laynut |R\ AP Bar Code for Invoices [ Options...
Natify |
Delivery O J

Print to |n0print

Help (C) Submit Cancel
( il )

( Refresh Data | [ Find Requests ) ( Submit a Mew Request. .. )
Request ID Parent
_ | MName Phase Status Parameters
DI Rl AP Invoice Separator - E| Pending  Normal .., ga0, =
2231584 RN AP Invoice Separator - E| |Complated  |Normal ... TESTLP405-312/12,
[ |22381980 ‘RI AP Invoice Separator - E| |Comp|eted |Nurma| | ,,,,,, test_valp2,
I | | | | |
| | | | | |
I | | | | |
I | | | | |
I | | | | |
| | | | | |
| | | | | | -
( Hold Reguest | [ Wiew Details... )I ( e Output
( Cancel Request | [ Diagnostics jl ( Wigw Log...

The Requests window will open and populate.
Click the Refresh Data button.

The Phase & Status fields will change from Pending:Normal to Running:Normal to
Completed:Normal.

You may have to click on the Refresh Data button several times depending on the amount of
reports in the queue.

Once Completed: Normal appears in the Phase and Status field, select the View Output
button.
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Repcozt dete: S-Far-I0LZ
Fags L of I

130"
amagm
"LERRT _|II I Il I|I||II

HACH-LAKDSC"

"PFEEFICT-TI

r-n=

=E-HT

Indtistsd By HSLEZSS0E
Coantlcom From Twtm:
Comantlon To Detm;:

Invaics Buxmbar: 1O

Imvolom TD: LEFESTI
Supplder Eombas: L4l EE
Suppddes Hemes: |FEEFRECT TOUCH LRFDICESING Lo
coantico Dwmw; 21-D0T-131
Inwvaice Dwmtm: O&-23°T=-11
Criganmkl Aocunc: | &, w00, 00
Pay Grociup:
Inyailce TyeE: STREDEDL
Suwmmary of Ddetcibwoolon By Agmnsy Crlm i Aesooeyt @
AgEncy DT§ 2. 303,00

I
FL Cmtm: |Z1-0C0T-11

The barcodes are a link between scanning software at the Office of Accounts & Control and
Oracle.

Print this out, attach the supplier's backup (invoice) and send to Accounts and Control to be
scanned within five (5) business days from the creation date. Approvers are instructed to look

for the attached scanned documents prior to approving documents.

Failure to submit timely can result in delay in payments.
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3 Invoice with a PO match

B Oracle Applications - TEST (Copy of PROD 01/04120132) [=1(E3]
File Edit Wiew Folder Tools ‘Window Help ORACLE
(5290 853288P R L LB P52 '

sice Initiator

Functions | Docurments

Invoices Entry:Invoices

Maintain Invoices

Wiinrklist Top Ten List
- Imvoices Entri 1. Invnices
% . q .
}i + Invoices Inquiry = Navigate to Invoices Entry > Invoices

+ Payments Inguiry

— Suppliers ||
|

| ||+ Other =
:[4}-# Requisition Surnmary

rﬂ Furchase Order Summary
-

Il

Batch Co rol Total wctual Total
e somet T Enter the PO Number e
[&] RiinvoICE HE

‘F'O Mu ype ||Trading F'a”SuppIier Murm ||Supp|ier Site”lnvoice Date”\nvoice Murm ”Invoice Amuunt||Description ‘
." |— |Standard
| |
| |
| |

[l
[l
[l
[ ]l

A reaareneaaanae | 3
1 General 2 Lines 3 Holds 4 Yiew Payments 4 Scheduled Payments 6 View Prepayment Applications
Summary Armount Paid Status

ltems ,ﬁ 0.00 Status ‘Never\/alidated
Retainage l— Accounted ‘Unprocessed
Prepayments Applied ,— Approval ‘F{equired
Withholding Holds |
Subtotal ,— Scheduled Payment Holds ’—
Tax l—
Freight l— i
Miscellaneous l— Description
Total l—

Enter the purchase order number in the PO Number field. Click Tab. Should default to
Standard type.
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The Supplier (Trading Partner) information will automatically populate from the Purchase Order.
Check Site address against invoice.

1. Complete the rest of the mandatory fields (yellow) in the header. For more detailed
instructions on mandatory fields, see pages 10 and 11.

EI Rl INYOICE HEADER
PO Mumbeq Type Trading Partner Supplier Mur || Supplier Site | Invoice Date || Invoice Num || Imvoice Amount ||[ ] || Description

. 3260600 - [EASTERN BAG & PAPEF 1673 01

|»

-

1] 3

1 General 2 Lines 3 Holds 4 Yiew Payments 5 Scheduled Payments B View Prepayment Applications
Summary Armount Paid Status
ltems UsD |0.00 Status Mever Walidated
Retainage Accounted Unprocessed
Prepayrments Applied Approval Reguired
Withholding Holds
Subtotal Scheduled Payment Holds
Tax
Freight )
Miscellaneous Description
Tatal

Actions... 1 Quick Matc?( )I Match I >AII Distributions )I

2. Click on the Match button.

O Find Purc s far Matchir nvaice Initiator - State of Rhod . [u] £3
Supplier o
Name [EASTERM BAG & PAPER CO Mumber 1873
. . ount Met of Tax ||[ ]
Site |01 Tax Registration -

Purchase Order

Release Line Shipment
3
Ship To Deliver To ment Applications
lterm lterm Desc Shipment Item Desc
Supplier ltem Project Task
Meed-By Dates - Category ed

Find Clear Cancel )

Freight
Description

Miscellaneous
Total 0.00

TEST FOR GUIDE

1. The purchase order number that was entered in the PO Number field should be listed in
the Purchase Order Num field. (NOTE: If there is a release number, it would be
entered in the Release field.)

2. Click the Find button.
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b P oL DD

yoice Initiatar) te of R

M =
Invoice Amount |10.00 Ling Tatal 0.00

Match |Gty Invoiced Unit Price Match Amount Freight/Misc

PO Mumber| Release | Line ||Shipment | tem Description | |Match Basis

'_\ 16.26 . 3260600 1 1 161 trays & compat |Quantity 2

The Match to Purchase Orders window will populate. You

must select (click) in the checkbox under Match next to the
line you are invoicing against.

Shipment Quantity Purchase Order

Payment Terms [MET 30
Ordered 25 QoM |Case Freight Terms Paid
Shipped 0 Type |Standard
Associated Ch

Recerved 25 Accepted MAA ociate arges

Billed |11 Distributions |1 Freight

Misc
Wisw PO Distribute. .. Inwoice Cwvardew Match J

5/6/2014
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b Match to Purchase O nvaice Initiatar) - State of Rhode |sland
Invoice Amount |16.26 Line Tatal 16.26
=]
Match |Qty Invaiced Unit Price Match Amount Freight/Misc PO Murber||Release ||Line ||Shipment | lter Description || Match Basis
l v 1 16.26 3260600 1 1 161 trays 5 compar Guantity =
1] 3
Shipment Cuantity Purchase Order
Payment Terms MET 30
Ordered 25 oM |Case Freight Terms |Paid
Shipped 0 Type |Standard
Associated Ch
Received 25 Accepted |MA oelate aryes
Billed 11 Distributions |1 Freight
Misc
Wiew PO Distribute... Invaice Overview | Match
N\
Qty Invoiced
®  Unit Price
Match Amount

Fields will be populated. Only the Qty Invoiced field should be edited. The Unit Price field
defaults from the purchase order and should never be changed. The Match Amount field is a
calculated field and should never be changed.

mmm) [f this invoice will result in a partial payment, edit the Qty Invoice field accordingly to
reflect what you are being invoiced for.

EXAMPLE: If the PO is for 12 monthly payments, the Qty Invoiced field would reflect 12. If
you are paying one month, edit that field to reflect 1.

Once edit is completed click the Match button at the bottom of the Match to Purchase Order
window. See page 14 and 15 for validation and initiation process.

If multiple distributions are available, the following screen will appear.
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— =
Invoice Amount  15.00 Line Total 15.00
0 bruni
Match |City Invoiced | Line||ltem Description Unit Price|Match Ar - Allocate ||PO Numl|Rele | Ship | Mato | Clos||Deliver To|Ac
l 15 1 Mason Sand to treat aircraft pads at Qonnset ANG 1 1500 O 3261487 1 Gzl Clos Messina, 03-
O O
O O
0 This docurnent has multiple distributions available for 0
matching. Unless you match to specific distributions,
o Payables will prorate your match across all available o
O distribution lines. O
0 Choose Match to Shiprent to proceed with the proration. 0
Choose Cancel to cancel the proration so you can manually
O match to specific distributions. O
oo O
O tdatch to Shipment Cancel ) O
1

You can click the Match to Shipment button and Payables will prorate the match across all
available distribution lines.

To match to individual distributions, click the Cancel button.

Invaoice Amount |15.00 Line Tatal 16.00
o bruni
Match Gty Invaiced | |Line||ltem Description Unit Price \Match An) Allocate ||PO Muml Rele|Ship Matq|Clos||Deliver T Ac
l v 15 1 Mason Sand to treat aircraft pads at Qonnset ANG 1 1500 [ 3261487 1 Clual Clos |Wessina, 03
| I A R A AR
Shiprnent Quantity Purchase Order
Payment Terms  MET 30
Ordered 280 UOM  |Each Freight Terms  Paid
Shipped 0 Type | Standard
Associated Ch
Received 280 Accepted |N/A octated Lharges
Billed |30 Distributions 2 Freight
Misc
Wiew PO Distribute... Invaice Cverview atch )

e

Click the Distribute... button.
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O Match to Purchase Order Distributions ator) - State of Rhode |sland

Cantrol Cuantity |15 Control Amount 15.00
Actual Quantity |15 Actual Amount 15.00
@
hatch |Num ||Quant\ty Invoiced ||Unit Price HMatch Amaurt ”Match Account ||Variance Account ||De|iver Ta ||F‘r0ject
| 115 | 1| [ 12.10.014.3330105.02.6 |12.10.014.3330105.02.6 |Messina, Linda C | B
(o R | | 1| 12.10.014.3320107.01.6 |12.10.014 3320107016 |Messina, Linda C |
[ [l | | | | | |
[ [l | | | | | |
[ [l | | | | | |
[ [l | | | | | |
[ [ | | | | | |
[ [l | | | | | |
[ [l | | | | | |
[ L]l | | | | | | 2
] e o e e e o e e e e e el e e 3
,W Account Description
Wiw]] m Match |F‘r’2012 GEMERAL MILITIA OF THE STATE AIR NATIONAL GUARD -
Ordered 210 “ariance |F‘r’2012 GEMERAL MILITIA OF THE STATE AR NATIOMNAL GUARD -
Billed [22.5

Delivered 210

( Cancel | [ tdatch )I

The Match window will populate. Click in the checkbox under Match next to the line you are
invoicing against. Fill in the Quantity Invoiced field and tab. The Match Amount is a
calculated field and should never be changed. Click the Match button.

2O GHISP L IDHER L2 Y

C O hiatch to Purchase Ord E-lnvoice Initiato ate of Rhode Island
Invoice Amount ,15007 Line Tatal ,71500
(] bruni
Match |ty Invoiced | Line e Description ||Unit F Match Ar | Allacate | PO Numk|Reld|Ship Matd|Clos| Deliver T¢|Ace| Ship To|Closed | Buyer
[] | [] Clos |Closed | =

L]
]
]
]
L]

|
|
|
|
-

LITTT]
LITT]]

Close this window.
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b ce Initiator)
Batch Control Total Batch Actual Total
2
Ope|| Cusl | Type PO Nurnber || Trading Partner || Supplier Num || Supplier Site| Invoice Date||Invoice Murm Invoice ||Invoice Amount || Tax Amount| | Tax Cor
. Stat | = tandard 3260600 EASTERM BAG 16873 01 06-MAR-201 TESTI-3/46/12  |USD 16.26 =
A omaee | 3
1 General 2 Lines 3 Holds A %fiew Payments 5 Scheduled Payments & Wiew Prepayment Applications
Summary Arnount Paid Status
ltemns 16.26 UsD 0.00 Status |Mever Validated
Retainage Accounted Mo
Prepayments Applied Approval Reqguired
Wyithholding Halds O
Subtotal 16.26 Scheduled Payment Holds |0
Tax
Freight o
Miscellaneous Description
TEST FOR GUIDE
Total 16.26

The main screen will re-appear. NOTE: The Summary total reflects the correct amount and is
black. Congratulations, the accounting was brought over from the PO.

To double check the distributions click the All Distributions button.

Line Murnber |1 Invoice Tatal |16.26

Line Description 161 trays & compartment Distribution Total 1628

g‘ v
Murm || Type Armaount GL Date Accourt Asset Book Description

I i Item 16.26 |06-MAR-2012 12.53.077.3140102.09.645600.00 161 trays 5 compartrment »

You should see the accounting that was selected for the PO.
You can then close the Distribution window.

]| A | r
Status |Mever Validated Distribution Class |Saved
Accounted |Unprocessed Agsociated Charges
Account Description  |FY2012. CENTRAL DISTRIBUTION CENT.CORRECTIONS, DEPARTMENT O.MERCHANDISE INVENTORY . Othe
Reverse 1 Tax Distributions e PO Wiew Receipt
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Batch Control Total

i RIINVOICE HEADER
PO Mumber | Type
[ zoeo703F Y Standard

1 General

Sumrmary
ltems
Retainage
Prepayments Applied
Withholding
Subtotal
Tax
Freight
Miscellaneous
Total

[Talidate
[Talidate Related Invoices

[ Cancel Invoices
[ Apply/Unapply Prepayment
Pay in Full...
Create Accounting
* Diraft
Final

Final Post
Initiate Approval

Stop Approval

Release Holds

[ Print Motice

Actions... 1

Hold Mame
Release Mame

Release Reason

Printer

Sender Mame
Sender Title

Cance|

—Ox
h Actual Tatal
O
Irvoice Armount ||[ ] | Description
10.00 TEST GUIDE

-

L3

ents B “iew Prepayment Applications

Status Mever Yalidated
counted Mo

Epproval Regquired
Holds O

t Holds 0

ELIDE

)

Match All Distributions

Select the Validate checkbox

Click the Actions...1 button

Click the Actions ...1 button

. Click the OK button.

Select the Initiate Approval checkbox. Click the OK button.

5/6/2014

voice Initiator

Functions | Documents

Other:Reguests:Run
Submit requests
Wiiorklist

- Irvoices Entry
N Invoices

+ Invoices Inguiry
-
J + Payments Inguiry
Suppliers
+
M| |- Other

ﬂ - ReEuests
2|
= Set
Profile

Concurrent
Requisition Summary

Furrhasa Ordar Summar

|»

=

Top Ten List
1. Invoices

Once you have completed entering invoices for
the day, you can now print the Separator Sheet.
Navigate to OTHER > REQUESTS > RUN:
Refer back to section 2.3 for Instructions to
print out Separator Sheets

] ]
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4 Payment Inquiry

Functions | Documents

FPayments Inguiry: Payments

YWiew Payments

Warklist
- Inwvoices Entry
% Invaices

+ Invoices Inguiry
-

=l Top Ten List
1. Invoices

- Paémems Iniuiri B Go to Payments Inquiry > Payments

L)
] Payment Overview
+ Wyithheld Amounts

Bl
- Suppliers
:I - Other
- Requests
Run

Set
Prefila

Payment

Type | Opera
Mumbers

Dates

Amounts
Operating Unit
Payrment Method

Payment Process Profile

Payee
Payee Mame
Murnber Supplier Number
Taxpayer D
Supplier Site
Paid To Name
Remit To Account
Status
Status
Dates

Accounted

COREY

Hner Address
Curr
Bank Account
Document Marme
Payment Process Request
Voucher Audit L
Category e
Sequence Name mourt [ ]
Mumber From =
Mumber Ta
T ErviEwy
Payment Overview

5/6/2014

1. Enter any known search criteria
(Example: Supplier Name %)
2. Click Find

NOTE: % = wildcard
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TR T TP IEe U

BOSPI AR

LEDPG% T2

Type ||Operating Unit Trading Partner Supplier Mumber Supplier Site
[l State of Rhode Island  |CORE BUSINESS TECHNOLOC 555 01

Paymel State of Rhode |sland  |CORE BUSINESS TECHNOLOG 555 01

Paymer State of Rhode |sland  |CORE BUSINESS TECHNOLOC 555 01

Paymer State of Rhode |sland  |CORE BUSINESS TECHNOLOC 555 01

Paymel State of Rhode |sland  |CORE BUSINESS TECHNOLOC 555 01

Paymel State of Rhode |sland  |CORE BUSINESS TECHNOLOC 555 01

1

Mumber Date Amount GL Date

. 110267 23-JUn-2006 1,377.00 18-JUL-2006
110266 23-JUN-2006 954.00 |18-JUL-2006
110265 23-JUN-2006 024,00 |18-JUL-2008
110263 23-JUN-2006 024,00 |18-JUL-2008
11026

The Payments window will populate. This will show
the payments made. You can click on each invoice at

11026

R R W e ]

Payment
Armount [ ]
1,377.00)|.

954.00 |.
954.00 |.
954.00 |.
753.50|.
591.00 |. -

|»

/06 - B/30-07-includes all parts and labor for Seriak

the bottom to see the description. For further detail, h

»

|

P |nvoice Overview )

select the Invoice Overview button.

Accounting Processed

Payment Overview

W G WK [P B R | 2 W S

Trading Partner Site |01
Supplier Num 555 Operating Unit |State of Rhode Island
Invaice Num | 110267 Type |Standard Date | 23-JUN-2006
Batch Mame Currency USD Arnount 1,377.00
“oucher Unpaid 0.00
PO Number (3000364 Release Unapplied
Receipt Mum Settlement Date
Imenice Status Description |Annual full coverage svc agreement fram
Approval - |Not Required Active Hold Reason
Status |Validated B -
Accounting | Processed
Payment |Fully Paid =

Scheduled Payments Actual Payments

Paid By Paid On
1000000025 - AC 18-JUL-2006 =

Amaunt
1,377.00

Curr

[ 0B

Remaining Due Date Held
0.00 |23-JUN-2006 O

The Invoice Overview screen will show you more
info regarding the payment (check # or ACH #, PO#,

Irvoice WWorkbench I

Paid on Date. For further detail, click the Invoice
Workbench button.

Payment
Amount [ ]
1,377.00 =

984.00 .
964.00 .
984.00 .
763.50 .
591.00 . -

7-includes all parts and labor for Senak

Invaice Overview

Accounting Processed

Fayment Overview

5/6/2014
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(! nice Initiator)
Batch Cantral Tatal Batch Actual Tatal
EI RI INYOICE HEADER
PO Mumber | Type Trading Pa | Supplier Mum || Supplier Site | Invaice Date|| Invoice Num || Invoice Amount ||[ ] | Description
. Steven Cris 40918 OFFICE 18-APR-201] TESTLPE-4/18 10.00 TEST WHAT PRINTS ON CHEC —
1] »
1 General 2 Lines 3 Haolds 4 Wiew Payments 5 Scheduled Payments B Wiew Prepayment Applications
Sumrmary Arnourt Paid Status
ltermns 10.00 U=D 10.00 Status validated
Retainage Accounted Yes
Prepayments Applied Approval Warkflow Approved
Withholding Holds 0
Subtotal 10.00 Scheduled Payment Holds 0
Tax
Freight .
Miscellaneous Description
TEST WHAT PRINTS OM CHECK FOR EMPLC
Total 10.00
The invoice screen is the place to review the
Description section again. I Al Disiiaiiigs )

Click the All Distributions button for more info
on the originating agency.

5 Canceling Invoices

Only invoice initiators can cancel unpaid invoices or reverse distributions. You can cancel any
unvalidated invoice, or a validated invoice that does not have any effective payments or
accounting holds. If an invoice has a hold that prevents accounting, you must release the hold
before you cancel the invoice.

You cannot cancel an invoice that is selected for payment in a payment batch. You can cancel an
invoice that was paid with a payment that is now voided, if the invoice status is now Unpaid. A
cancelled invoice does not show up in your invoice liability reports and you cannot pay or adjust
a cancelled invoice.

Alternatively, you can cancel a portion of an invoice by reversing one or more distribution lines.
This does not cause the entire invoice to be cancelled, but it does negate the effect of an incorrect
distribution. New distributions (containing the correct information) would likely be added after
one or more distribution lines are reversed.
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5.1 Canceling an Entire Invoice

Oracle Payables

N — Invoice Entry — Invoices

Invoices

How to Find your Invoice

1. Enter Find mode, by clicking on the Flashlight icon.

© Find Invoices

I Trading Partner
Mame WERIZON ME INC Supplier Number 965
: Supplier Site Taxpayer D
PO Mum PO Shipment: -
Irvoice
Murmber Terrms: -
Type 4 Pay Group: -
Arnounts - Imvoice Batch
Dates - Currency
Invoice Status
Status = Accounting <
Approval 4 Payment <
Youcher Audit Holds
Category Status -
Marne Name
Mumbers Reason
Calculate Balance Owed. . J Clear J = ‘ Find I

2. Enter your search criteria in the Find Invoices window, such as the Invoice Number,
Supplier Name or Supplier Number.

3. Click the Attachment button (Paperclip with Yellow Note): Add a note to the invoice with
the reason for the cancelation, fill in all required fields: See screen shots.
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Seq line: Category: Description: Tab over to Data Type; select your text. Click ok.

File Edit View Folder Tools Window Help

BP0 88 P £ hEe L8025 2

= _Io
Main | Source

~ Seq Category Title Description May Be Changed
7615 |Inv0ice Internal | |Fi|enet - press cntrl and click to [] =
0/7625 [To Payables [CANCEL INVOICE |AS PER AGENCY REQUEST ™

| | |
[ | | 2

Entity Mame: Invoice

Include Related Documents ( Publish to Catalog | I Document Catalog...

AP0 ROV P K IR LSBT @ LG Y

] _lO/x]
Main | Source
Seq  Category Data Type File or URL
7615 |Invoice Internal Web Page http=//doit-nwebae-01.ri.gov:3080/DOAWorkplace/Fairfa *

7525 To Payables

Entity Name: Invoice Find|%

Datatype

Long Tesxt
Short Text
Web Page

Olnclude Related Documents Publish to Catalog Document Catalog. .-

How to Cancel your Invoice

4. Select the invoice you want to cancel by placing your cursor on it.

2 |nvoi <hench (I ce Initiator)
Batch Caontrol Total

Batch Actual Total

@ RI INVOICE HEADER

‘F'O Number”Type ||Trading F'HSuppI\er MNurn ||Supp|ier Site”lnvoice Date”lnvoice Murm ‘ Invoice Amount m‘Descriphon |E
[ ] |Standard Steven C1 40318 [OFFICE  [18-APR-201: [TESTLPE-4/1E 1000 [TEST WHAT PRINTS ON CHEC [1

| | | | | | | [ [l.-
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5. Click the Actions...1 button.

6. Check the Cancel Invoices box.

7. Click the OK button to verify that you truly want to cancel this invoice.

Caution

f APP-S0OLAP-10320: Cancel 1 invaice(s)?

(=

e

Note: When Payables cancels an invoice, it sets the invoice amount to zero, sets all
scheduled payments to zero, and reverses all invoice distributions and any matches to

purchase order shipments and distributions. Payables also submit Invoice Validation for the
invoice and, if there are no accounting holds on the invoice, updates the status of the invoice

to Cancelled.
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5.2 Reversing an Invoice Distribution

Oracle Payables

N — Invoice Entry — Invoices

How to Find your Invoice

1. Enter Find mode, by clicking on the Flashlight icon.

© Find Invoices
I Trading Partner
Mame WERIZON ME INC Supplier Number 965
: Supplier Site Taxpayer D
PO Mum PO Shipment: -
Irvoice
Murmber Terrms: -
Type 4 Pay Group: -
Arnounts - Imvoice Batch
Dates - Currency
Invoice Status
| Status 4 Accounting <
i Approval 4 Payment <
Youcher Audit Holds
Category Status -
Marne Name
Mumbers Reason
Calculate Balance Owed. . J Clear J = ‘ Find I

2. Enter your search criteria in the Find Invoices window, such as the Invoice Number,
Supplier Name or Supplier Number.

3. Click the Find button.

How to Reverse an Invoice Distribution

4. Select the invoice you want to amend by placing your cursor on it.
5. Click on the Lines tab

6. Select the line you want to discard. Click the Discard Line 1 button.

Murn || Type Armount| PO PO PO ||PO ! Mate PO | Rect Rect|Qual | UON | Unit|| Dest|Fina |Reqi| GL Date Disti| Default Distribution Account
i ltern 6426 = 21-FEB-2012 12.12.070.3900118.02.645400.0 =
4] >

Digcard Line 1 Distributions | Allocations
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7. The amount is set to zero. The invoice total and distribution total are not in balance.

]
Batch Actual Taotal

Biatch Contral Total
= | Test
Type |[PO Mumbed [ Trading Pa|[Supplier Mum ||Supplier Site|[inveice Datel|Invoice Mum | [Invoice |[Invoice Amount || Tax Amount|[Tax c
B =i Standard S260600 EASTERMN [1873 o1 05-MAR-201 [TEST1-3/68:12 (USD 16.26
Al I
1 General 2 Lines = Holds 4 “iew Payments S Scheduled Payments & Yiew Prepayment Applications
Summary Arnount Paid Status
Items 0.00 0.00 Status |Meeds Revalidation
Retainage Accounted Mo
Prepayments Applied Approval [Regquired
withholding Halds [0
Subtotal 0.00 Scheduled Payment Holds 0
Tax
Freight
o t
Miscellaneous CEEHER
TEST FOR GUIDE
Total 0.00

8.

If an invoice was matched to a PO, Click on the Match button and continue to re-match.

The new matched amount shows and the invoice is back in balance.

3 Holds 4 Yiew Payrments

5 Scheduled Payments

3

B Yiew Prepayment Applications

Total

Gross 16.26

Retained

Met 16.26

|UOh“Un|t ”Descnptlon |n-|

GL Date ||Defau\t Distribution Accoun

lu_lgl_hm travs 6 ¢ E”@

s

o-MaR2012 ||

@|_| 2161 trays 5 ¢ E”@

D6-MAR-2012 ]_|

i

ORACL

Line Mumber |1

Line Description |181 trays & compartment

3]

Invoice Tatal |16.26
Distribution Total |16.26

v

||Amount ||GL Date ||Account

i

um |Type

||Asset Book

||Description

l ln— ‘Item

16.26 DE-MARZ2012  |12.53.077.3140102.09.649600.0(

|181 trays O compartment

’2— ‘Item

-16.26 D6-MAR-2012  [12.53.077.3140102.03 643600.0(|

|161 trays & compartment

,1— ‘Item

1B.26 [06-MAR2012 1253077 3140102.09 B43600.0

|1E1 trays & compartment

SENNNNNNEED

-

Status | Mever Validated
Accounted W

Distribution Clags |Saved
Associated Charges ,—

Account Description |FYZD12.CENTRAL DISTRIBUTION CENT.CORRECTIONS, DEPARTMENT O.MERCHANDISE INWEMTORY . Othe

( (

Reverse 1 Tax Distributions
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10. When processing a Direct Pay, using the Lines tab, re-enter accounting by entering the
account number or you can choose the LOV (...) button in the Account field; a search Flexfield
window will open. Enter a portion of your account and choose the Combinations button, and
then select OK to view all valid Account Code Combinations or you can enter each piece and

select OK.

Screen Shot of Entering Accounting for Direct Pay

Actions___ 1

Combinations Clear | Help

Cancel |

|:£| Oracle Applications - PRODUCTION — e X
File Edit View Folder Tools Reports Acions Window Help ORACLE
HY® 89 P 20D ER A0 2% 7
= SIS
Batch Control Total Batch Actual Total
= RIINVOICE HEADER O
Type PO Mumber | Trading Partner | Supplier Num | Supplier Site ||Invoice Date Invoice Mum | Invoice Amount ||[ ]| Description GL Date Payment Cur
. Standard RI TEMPS INC 533 01 30-APR-2014 | test 0.01 training material test 30-APR-2014 usD =
4 3
1 General 2 Lines 3 Holds 4 View Payments 5 Scheduled Payments & View Prepayment Applications
Total
& RIINVOICE LINE [S]
Description Fy 14 FY 2014 co| | Tasx || Praji | Tax ||Preg |Refe []
training material test FUND |10 General Fund =
AGENCY 068 Administration, Department Of
LINE SEQ 1010101 ACCOUNTS & CONTROL
SOURCE |01 General Revenue
7i NATURAL 643300 Subscriptions = Z
PROJECT (00000 Undefined/Bonds 2000
Rl

J

5/6/2014

42



6 Attaching Forms Electronically

6.1 What circumstance would prompt electronically attaching a form
to an invoice?

* SFA-12 forms
* Attendance lists for meetings that fall under the A-36 guidelines

e Justifications/Certifications

6.2 Attaching an SFA 12

e Go to the Controllers website: http://controller.admin.ri.gov

Click the Capital Assets link

ii\.? *‘ﬁ? ['_’éRhDde Island Department of Accounts ang/AZontrol:

lil ﬁ - B - @ - l-_:_“"Page - Z_;'j-TooIs -

State of Rhode Island
N Office of Accounts and Co

Home

About Us
Communications
Capital Assets
Financial Reports
Forms

Policies and
Procedures

Purchase Card
Program

CMIA

Out of State Travel

SWCAP Reports

Duns Numbers

Contact Us

5/6/2014

The primary mission of the Office of Accounts and Control is to promote the financial integrity
and accountability of state government through sound administrative and accounting controls
and procedures.

The major activities of this office include the administration of a comprehensive accounting
and recording system which classifies transactions of the departments and agencies in
accordance with the budget plan; the maintenance of control accounts of assets for all
departments and agencies; the operation of financial, accounting and cost systems for all
departments and agencies; the preaudit of all state expenditures; the approval of vouchers
drawn on the General Treasurer; and the preparation of financial statements required by
departments and agencies, the Governor or the General Assembly.

This office is also responsible for the preparation and/or coordination of several publications,
including the Comprehensive Annual Financial Report, Condensed State Financial Report, State
Payroll Manual, Procedural Handbook of the Department of Administration, and the
Consolidated Statewide Cost Allocation Plan.

CLICK HERE TO GO TO THE RIFANS/RISAIL FINANCIAL STATEMENTS WEB SITE™
*You are about to enter an ares designated only for employees of the State of Rhode Island.
If you are not an employee of the State of Rhode Island, please do not attempt to enter this area.

Department of Administration
Office of Accounts and Control
State Controller: Marc A. Leonetti

| Search RL.gov: N

)

Related Links

" Budget Office

Office of Human
Resources

Office of Purchasing

RIFANS Supplier
Portal

REMI Group
Purchasing Memo

Transparency Portal
(& review of department
spending is just one
click away)

Press Releases

05/03/2012 08:30 EDT
Toastmasters Program
Brings Public Speaking
Education to RIDOC
Inmates

05/03/2012 09:00 EDT
HEALTH Now

Recruiting Pharmacy

Bnard Memhers
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W o [ @ Rhade Island Department of Accounts and Contral:

[ ]

£ - B v @ v [orpaoe - FToos -

State of Rhode Island

Office of Accounts and Control

Home

About Us
Subject
Communications

Fixed Asset Control and Tracking (FACTS) Manual

Report of Fixed Asset Transfers (FA-80)
Report of Surplus Fixed Assets (FA-70]

SEA-12 Form - Fixed Assets

Capital Assets

Financial Reports
Forms

Policies and

Rl Government Agencies | Privac

Date

02-29-12
2-01-2007

12-15-2011

6-16-2005

Format

BREE

Capital Assets

Related Links

® Budget Office

= Office of Human

Resources

R

y | Search Ri.gov: I S fa

" Office of Purchasing

" RIFANS Supplier
Portal

" REMI Group

Purchasing Memo

e LS

the document.

Click the SFA-12 Form - Fixed Assets link. Click
Save if prompted. NOTE: Change the Save in
location to a location of your choice before saving

[ Microsoft Excel - SFA-12

Eﬂ Fle Edit View Insert Format Tools Data Window Help ) Type a question for help
DEHRA G TE & DRI 1. Open the Excel Spreadsheet named

FLT R | B g3 hanges... SFA-12.

TmesNewRoman ~10 ~|B 7 U/ EE = § % » .

— .. 2. Click on the SFA-12 tab.
W B [ c ] p Je|[rFlelrli] ] K X Y z AA

.22 SFA-12 State of Rho
| 3 | /04) Department of Ad
| 4 | OFFICE OF ACCOUNT]|
ER VenddD # | One Capitol Hill 4th Floor
6 0000 (FO)
| 7 | 3 Click in the SCICCt all bOX Purchase Ogder¥ w/ release # Function = Acquition  Title Natural
| 8 | . Type in plirchase order number Code Code Code Account
B iy between the A and the 1. 1 oL 660101
10 000 . 2 02 12 661101
i 4. Go to Edit - Copy = g3 & b e
[12] / ] 04 14 661103
113 | Lo¢ 5. Open a ncw (blank) t;é of Department/Division. 5 05 15 661131
1 6 06 661141
15 spreadsheet. 07 661201
| 16 FUND AGEN . roject EC Bldg/land Code 08 661202
|17 wo | 6. Go to Edit — Paste 0 00:00000 9 09 661211
| 18 | 0000 Title Acquisition Code 0 00 00 661221
1o, wo | 7. Complete the form and 00 a0 661231
20 SER1A] BARCODE LABEL INDIVIDUAL 661301
|21 el Save it. NUMBER** PRICE 661311
|22] 15.000.00 661321
|23 661331
[ 24] 661341
|25 / 661401
| 26 | / 661421
127 / 661431
| 28] / 661441
|20 / 661501
|30 / 661521
|31 661522
|32 / 661601
133 / 661611
|34 4 661621
M4 >I|\ Instructions / Insurance ‘, SFA-12 / Page 2 / Page 3 { Page 4 / Acquisition Codes / Title Codes / Function Code / Natural / Land Codes / Buiding Codes / Jﬂi

Draw~ ¢ |Autoshapess N\ N DO R Al @ & | M~ F- A=
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After the supplier has sent their bill to be paid, go to the Invoices Entry > Invoice screen to begin
the process of creating a payment document in RIFANS.

File Edit Yiew Folder Tools Reports Actions Window Help Once the header IS
g e o @.L@&@ € [ [0 e e é@j@%—? I d d d I
O Invoice Workbench (Rl Agency Invoice Initiator) Comp ete an Save 3 Se eCt
Batch Caontral Total the
8| Test Paperclip icon.
Ope| Cusi Type PO Mumber Trading Pa|| Supplier Num || Supplier Site|| Invo
. Stat| |SYE |EiETasEL) MARR ELE 10568 0s 02-FB
1] 3 =
1 General 2 Lines 3 Halds 4 %iew Payments 5 Scheduled Payments B Yiew Prepayment Applications
Summary Armount Paid Status
ltems 1.00 USD 000 Status |validated
Retainage Accounted Yes
Prepayments Applied Appraval |nitiated
Withholding Holds 0
Subtotal 1.00 Scheduled Payment Halds [0
Tax
Freight
Miscellaneous Description
Total 1.00

O Aftachments (ST of RI) - TESTISP2 , BANMER 55 S OF M HUSETTS INC,
Source
Seq  Category Title Description Way Be Changed
3150 Irvvoice Internal Filenst - press cntrl and click to =t 0
|E1ED SFA-12 SFA1Z File, v

_ _ Complete the Attachment screen

e roe Category = SFA-12

Description = Enter a brief description
oeenpecren. | Date Type = File

Note: If you do not have a file to attach but

| would like to attach a statement:

' Select SHORT TEXT instead of FILE in the
Data Type field. This enables a field for you
to enter in a message.

Click OK

Include Related Documents ( Publish to Catalog |
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GFM Upload Page - Windows Internet Explorer =i

L= ks |g, http:/frifntap. doit. ri.govi 801504 _HTMLIRF. jsp?function_id=164238re: V| 4 | %

Ask Search | 2~

uf &

el File Edit View Favorites Tools  Help Links *
i — = = »
i w o [@GFM Upload Page l l G- 8 = v [ Page - {0 Tooks -

Navigator v B Favorites v Preferen elp Close Window

* Upload File |

|[ Browse.. |

| Submit | Cancel ll Clear |

Privacy Statement

Preferences Help Close Window

Copyright () 2006, Oracle. All rights reserved.

Select the Browse button to locate the document saved to your
PC. (NOTE: SFA-12 must be saved in EXCEL).

Once you’ve located and selected the file,

Click the Submit button.

Done

€ Internet F100% v

(= GFM Upload - Windows Internet Explorer.

63—;‘ hd |g, hiktpe frifnkap, doit.ri.gov: 8015)0A_HTMLIOA, jsp?page=joraclejapps/frn V| 2| X

Ask Search | }f‘

File

Edit  View Favorites Tools  Help

%ks »

= oo

Ey

. File upload completed successfully.

: v & [@GFMUpIoad

Confirmation

* Please close the web browser.

. * Return to the Attachments form and click the Yes button to indicate file upload is complete.

Privacy Statement

5/6/2014

]_] ﬁ | E = ,:;} Page - -'é'}TAIs 5 2
Read the message and then
close the window

B avorites v Preferences

Close Window

Preferences Close Window

Copyright (c) 2008, Oracle. All rights reserved.
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PO 8P £ D eER LA ?

= = =] £
Ilain Source
Seq Category Data Type File or URL
5120 Invoice Internal Wyebh Page =
I8130 Invoice Internal

Entity Marne: Invoice

= x
@ Has the file heen uploaded successfully? Click Yes

Yes [ [u]

You may attach multiple documents by selecting the next line down on the attachment

screen.
File Edit Wiew Folder Tools Reports Actions Window Help ORACL
AP0 G HE8SP LD L O 5
O Invoice Waorkhench (Rl Agency Invoice Initiatar)
Batch Contral Total Batch Actual Tatal
g‘ Test
Ope| Cusl Type PO Mumber Trading Pal| Supplier Murn || Supplier Site| Invoice Date| | Invoice Num || Invoice | |Invoice Amount | | Tax Amount | Tax ©

-

. Stat |SYE |SiElleElD MARR ELE 1056 05 02-FEB-201: DJO-test-NE  |USD 1.00

Once you have entered and saved your Distributions, closed the
Distribution window & returned to the header, the Paperclip icon will
show a small, yellow slip to denote that there is an attachment.

5/6/2014
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7 Batch Invoice Import

This procedure covers how to prepare and process transactions that fall under the following descriptions:

e In-State or Out-of-State travel reimbursements.
e Utility payments and other payments allowed per CFO 09-02.
¢ (entralized monthly billings that would be inefficient to manually enter into the system.

¢ One-time suppliers that should not be considered suppliers in the system.

There are two main steps involved preparing for the batch import of invoices:

1. Enter a zero-dollar invoice, being sure to attach supporting documentation.

2. Submit the zero-dollar invoice for approval.

You must call the DOIT Service Desk to be set-up before you can import batch invoices.

1.

vV V VYV V¥V

Email the Service Desk at Ent.servicedesk @ri.gov and request to be set-up for RIFANS
batch import process. Be certain to include all of the following information:

Employee Name
Contact Information (Telephone Number and Email Address)
Location (Agency, Department or Division, Address, Building, Room #)

Version of Microsoft Access on your PC. To determine the version, open Access. Click
on Help. Click on About.

Maximum number of different types of invoices that you anticipate generating in a day.
(Provide one batch number from us for each type of invoice if creating more than one
payment batch per day.)

Batch Description (A description of the payment to be associated to the assigned batch
number that will be given to the users)

The Service Desk will set-up the software and process.

2.

4.

After the Service Desk completes the process and shows you how to use it, generate a
report that will give you the zero-dollar invoice number; the total records; and the
total amount.

Create the zero-dollar invoice in RIFANS. This step must be performed BEFORE you
FTP your batch.

Send the invoice voucher and all back-up documentation to the Controller's office.
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Note: If you are taking over for someone, you will still want to contact the Service Desk so they
can get you the proper software, sign on, training, etc.

7.1 Entering a Zero Dollar Invoice for Non-Cabinet Level Users

Oracle Payables
N — Invoice Entry — Invoices

Invoices

How to Enter Zero Dollar Invoice Details

O |lnvoice Warkhench (Rl Agency Invaice Initiatar)
Batch Control Total Batch Actual Total
g‘ Test
Type Trading Partner Supplier Murm || Supplier Site |Invoice Date| | lrvoice Num Irvoice Amount | GL Date Payment Curr| Terms Dat
. Standard [ ZERO DOLLAR INVOICE 23762 DOA 15-WAR-201 |12_000_031512 0.00 |158-MAR-2012  (USD 15-MAR-20
Standard UsD 15-MAR-Z0
1] r
1 General 2 Lines 3 Holds 4 Siew Payrments 5 Scheduled Payments B View Prepayment Applications
Summary Arnount Paid Status
ltemns UsD |0.0o0 Status Mever Walidated

1. Inthe Type field, leave the default of Standard.

2. The Trading Partner Name is Zero Dollar Invoice, Supplier number is 23762.
3. The Invoice Date is the date of the batch.

4. The Invoice Number is the number generated from your batch.

5. Format: FY_BatchNumber_InvoiceMonthDateYear. Example: 12_000_051512 for May 15,
2012

6. The Invoice Amount is zero. Once you hit Tab, a pop—up window will appear. In this
window, enter in the number of invoice lines and the total amount of the batch from the file.
Click OK.

Mumber of Invoice Lines |

Tatal Amount of File Lines

Qe | Qancel) Clear)l HeIpJI
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7. Scroll to the right and enter the batch description in all CAPS in the Description field.
NOTE: Please enter a detailed description of what the payments are in the batch.

| Test

FPayment Curr| Terms Date Terms Payment Method Description Tax Amount|| Tax Control Amount VWithheld Amount
. UsD 15-MAR-2012 [ IMMEDIATE  Check =
UsD 15-MAR-2012
Example: DESCRIPTION: CHILD SUPPOR

8. The Terms Date field is the current date. Enter/verify other required information (yellow
fields).

9. Enter appropriate Paygroup for the agency. The paygroup will be the agency number and
batch import for the description, i.e. 068BATCH_IMPORT.

10. Click Save.

11. Click on the Lines tab.

e s e g e e e e e e e A e || e e bt

1 »
1 General 2 Lines 3 Halds 5 Scheduled Payments B Yiew Prepayment Applications
Total
= Gross 0.00 Retained Mt 000
Mum || Type Armount PO Mumber PO Release||PO Line | PO Shipment || Match Basis||PO Distribution | Receipt Mumber | Receipt Line | Qu:
ﬂ lterm =

e Type will generally be Item.

e Amount is zero.
e GL Date defaults to current date.

¢ Default Distribution Account is the state account code combination to be charged.

12. To manually enter the accounts (See page 13 for instructions).
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7.2 Submitting Zero Dollar Invoice for Approval

Based on Oracle workflow and approval setup steps, various invoice types will be routed for
approval to different parties. This setup should be transparent to the end user, meaning each
invoice is submitted using the same exact method, but is then routed appropriately.

1. From the Invoices window, press the Actions... 1 button.

Actions... 1 Cluick katch tatch I All Digtributions )I

2. Click the Validate checkbox and click OK, then click the Initiate Approval checkbox.
Select whichever approval checkbox is available; both will not be available at the same time.

O Invoice Actions

alidate
“alidate Related Invoices
Cancel [nvoices
Apply/Unapply Prepayment..
Pay in Full...
Create Accounting

Diraft

Final

Final Post

Initiate Approval
Stop Approval Hold Mare
Release Holds Release Name
Release Reason
Print Motice
Printer
Sender Name

Sender Title

Cancal J

3. Click the OK button.
NOTE: During approval, Oracle Payables places a hold on an invoice if the distribution

total does not equal the invoice amount. A distribution variance hold prevents payment and
transfer to the general ledger.
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7.3 Running Reports

Oracle Payables

N — Other > Requests > Run

Submit a New Request

1. Assure Single Request is selected

2. Click the OK button

3. Report Name: Choose from LOV (List of Values)
Parameter Window Opens

4. Fill in parameter

5. Click the OK button

6. Click the Submit button
Request Window Opens

7. Click the Reference Data button

8. Click the View Output button

5/6/2014
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8 Credit Memos

8.1 Enter a Credit Memo or Debit Memo that is not PO matched.

File Edit View Folder Tools Repors Actions ‘Window Help ORACLE

BP0 G HVEP AR DD LY ?

rkhenc Invoice Initiator)
Batch Control Total Batch Actual Total

@ RIINYOICE HEADER

PO Mumber Type Trading Pa Supplier Num | Supplier Site||Invoice Date||Invoice Num | Invoice Amount||[ ] || Descrption
. Credit Memg =

1 »

1 General 2 Lines 3 Holds 4 Yiew Payrnents 5 Scheduled Payments B Yiew Prepayment Applications
Sumrmary Arnourt Paid Status

ltems UsD |0.00 Status \Mever Walidated
Retainage Accounted Unprocessed
Prepayrments Applied Approval Required
Withholding Holds

1. Enter either a Credit Memo or Debit Memo Invoice type.

2. Enter a negative invoice amount and all other basic invoice information.
3. Enter Immediate payment terms if appropriate.

4. Enter Distributions in the Lines tab.

5. If the credit is against an existing invoice, use CM_ and the original invoice number you
are crediting as the invoice number, for example CM_123.

6. Validate and initiate the credit memo.
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8.2 Matching Credit Memos to Purchase Orders

1. Enter a Credit Memo as Invoice type.

2. Enter a negative invoice amount and all basic invoice information but do not manually
enter the distributions.

3. Select the Match button. The Find Purchase Orders window opens.

4. Enter search criteria for the purchase order you want to match to and choose the Find
button. This opens the Match to Purchase Orders window.

5. Select the appropriate box to Match the line to be credited.

6. Enter the credit amount by entering a negative amount in the Qty Invoiced field (yellow
mandatory field).

7. Click the Match button.

8. Click the Save icon.

9. Verify that the Summary total reflects the correct amount and is black on the General
tab. Double check the distributions by clicking the All Distributions button. Close the

Distributions window.

10. Validate and Initiate the credit memo.
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9 Invoice Overview

File Edit View Folder IMH Reports  Actions YWindow Help

£l D © [ & i viewResuts PR L£DPDE?

Wiewy Invoice Overdew

O [ hench (08 )
Batch Contral Tot L Tax betalls Batch Actual Total
@ RI INYOICE HEADER
|F'O Number| Type ||Trading F'a”SuppIier Mum ||Supp|ier Site”lnvuice Date”ln\toice Murm ||In\r0ice Amount||Descripti0n
[ ] Standare [BANMER ¢ 35 o1 IDe-taR-201 [24078 | 59031 | [INv# 44078, LICH
| | | | | | | | [l
| | | | | | | | [l
| | | | | | | | [l
A | e e e e e, |
| 1 Geneatal l 2 Lines 3 Haolds 4 Wiew Fayments 2 Scheduled Payments B “iew Prepaymern

The Invoice Overview button has been changed to a drop-down menu. Choose Tools > View
Invoice Overview.

File Edit “iew Folder Tools Window Help

2P0 THIQP ADDHEA LD PPEH T D

Trading Partner C Site ’D'I—

Supplier Murm |35 Operating Unit ’m
Invaice Num 44078 Type |Standard Date |03-MAR-2012

Batch Mame | Currency W Amount 55231

“oucher | Unpaid ’W

PO Number 3241535 Release Unapplied |

Receipt Mum | Settlement Date ’—

Description ||N\f’#440?8, LICHT, SUPFLIES { LYS0L

Ir

Irvoice Status

Approval |W0rkﬂowAppr0ved ~ Active Hold Reason
Status |Se|ected for Payment .| | N

Accounting |F'rocessed . | |

Payment |NDt Paid | |

1]

Scheduled Payments Actual Payments
~ Cur Arnount Remaining Due Date Held Paid By Paid On
Buso | 532.31 | £32.31 [05-APR-2012 O | | B
] | | | | :
[ | | | | <
( Payrment Owerview [ Wiew Receipt [ Wiew PO | [ Supplier | I Invoice Warkhench )

The Invoice Overview screen opens.
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