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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

Ctr1+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. I:-j
Find. .. Displays the Find window to retrieve records. E
Show Navigator Displays the Navigator window. Q;)I
Save Saves any pending changes in the actrve form ij
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. '
Closes all windows of the current form. c“l"i’
Close Form N
Cut Cut the current selection to the clipboard. ﬁ
Copies current selection to the clipboard.
Copy P P | [3
Pastes from the clipboard into the current field.
Paste P ffh
. wi . =
Clear Record Erases the current record from the window [
ase. =1
Delete Deletes the current record from the database Lxl
i Displays the Editor window for the current field. :
Edit Field. .~ £ 4
Launches the Attachments window. If one or more attachments already @
Attachments. . . exist, the icon changes to a paper clip on a piece of paper.
Displays the folder tool palette. e
Folder Tools PR3y P ‘-'jrj
- Displays help for the current window.
Window Help Py P zl
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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

% WILDCARD
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2 Entering Invoices

Navigator

Personalize

[ 068B-Invoice Approver

|| 068B-Invoice Initiator

[ isupplier Portal Internal View

[ Public Sector General Ledger Super User
[ Public Sector Payables Inquiry

[ Public Sector Payables Manager

[J RIA& C WF SYSTEM ADMINISTRATOR
[ RI Agency Test Reports

[ RI Cent Audit Reviewer

[J RI Financial Inquiry

[ RI GL A&C Reporting

[J RI GL Agency User

[J RI Payables Manager

[ RI Paosition Hierarchy Analysis

[ RI Purchasing Reports

[ supplier Profile Administrator

[ supplier User Management

= workiist
5 Suppliers

Invoices Entry
[E Invoices

Invoices Inquiry
& Invoices

[& Invoice Overview

[& withheld Amounts

Payments Inquiry
[E Payments

[E& withheld Amounts

068B-Invoice Initiator

[& Purchase Order Summan

—

[E Payment Overview

[ Requisition Summary

The Navigational Path to
create Invoices are

Invoices Entry > Invoices

This navigational path will bring you into the Core Accounts Payable forms.

nitiator)

Batch Cantrol Total

g‘ Rl INVOICE HEADER
PO Mumber Type

Trading Pa | Supplier Mum || Supplier Site| | Invoice Date |Invoice Mum

Batch Actual Total

Invoice Amount ||[ ] || Description

1]

Use the scroll bar or tab key to continue to
the right to complete the header fields.

)

. = | Standard
Al T R e P | <
1 General 2 Lines 3 Holds
Surmmary Amaunt
lterns UED 0o
Retainage

Prepayments Applied

STaIOs [TTEvET ¥ AIETET

Accounted Unprocessed

Approval |Required

Withholding Holds
Subtotal Scheduled Payment Holds
Tax
Freight o
Miscellaneous Description
Total
Actions... 1 Quick katch Idatch I All Distributions J
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Invoice information must be entered into the "header" of the Invoice Workbench. The header is
the top of the document. Please use all CAPS when entering data in the invoice workbench.

All REQUIRED fields are represented in yellow and must have data entered before you can
continue. Description is mandatory but not represented in yellow.

Standard is the default Type. Standard invoice is either matched to a purchase order or a direct
pay. Other Types include Credit and Debit Memos.

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 (%). If there is a purchase order, enter
the number first and the Trading Partner will default.

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

Enter the Invoice 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 invoice, use the following numbering sequence 24068XXX0001. 24 represents
the fiscal year, 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.

| 2| Oracle Applications - PRODUCTION o] o e S|
ﬁe Edit View Folder Tools Reports Aclions Window Help ORACLE

HYO 588 P £ IDheEg £LBPPH | ?

_lolx
Batch Caontrol Tatal Batch Actual Total

@ RI INVOICE HEADER

Mum | |Invoice Amount |[ ]| Description GL Date Payment Curr Terms Date Terms Payment Method Pay Group Pay Alone
[ ] usD 30-APR-2014 =

Ll
1 General 2Lines 3 Holds 4 View P 5 Scheduled P: & View P

Surnmary Amount Paid Status

ltems USD 0.00 Status [Never Validated
Retainage Accounted Unprocesse: d
Prepayments Applied Approval Required
Withholding Holds
Subtotal
Tax

Scheduled Payment Holds

Description
Missellansous B

Actions... 1 Match Al Distriputions |

The Description field is required (Note: It is not a yellow field). This field must contain
detailed information that will allow the supplier to determine what they are being paid for.
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
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2014 SERIAL #123456, LOCATED AT DOA 4" FLOOR IN CBO is a good example of a
detailed description.

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

The Terms Date, Terms and Payment Method will be automatically populated. The Terms
Date must be the same date as the invoice date, not the GL date.

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.

| £| Oracle Applications - PRODUCTION

File Edit View Folder Tools Repors Actions Window Help

HY2® &§:8gGP 2 Nhes LE9L 5% 2

Batch Control Total Eatch Actual Total
= RIINVOICE HEADER O
cription GL Date Payment Curr Terms Date Terms Payment Method Pay Group Pay .
[ | usD x
Find|068%
Pay Group Description
d 068 ADMINISTRATION (DO~
068 BATCH_IMPORT IMPORT FILE FROM FTP ADDRESS
LEzzz l 2l dHolds | ggg cENTRAL PAY CENTRALIZED PAY MPORT LUTEL A lEE T
0 END_TO_DEFT SEMD TO ADMINISTRATI
BumeT Amount B "o gy ~PO_SEND_TO_..  INVEXCEEDS PO BEND TO DEFT
Items usb o ated
Retainage d
Prepayments Applied
Wyithholding
Subtotal
Tax
Freight d 2
Mliscellaneous Find Cancel
Total

Once the header has been completed, click the Save icon on the toolbar.

File Edit “iew Folder Tools Repors Actions Window Help DRACLE
HYO G SQo@EL M@ A9 D57

O [nvoice Workhench (068E-Invoice | Save i con
Batch Caontrol Tatal Batch Actual Tatal
|
PO Mumber| Trading Pa| | Supplier Murn || Supplier Site |Invoice Date| | lrvoice Num Invoice | |Invoice Amount || Tax Amount| | Tax Control Amount| \Withheld A
. 3251989 | STOMNEWE 17272 01 27-JAN-201Z | TEST-O1/27A12-0 |USD 59,750.00 =
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For Direct Pay only, after it is saved, enter your distributions by clicking on the Lines tab.

BP0 HrISP XDDER LI % D

Dice Initiator

Batch Cantrol Tatal Batch Actual Total

ar Tax Invoice Mumber Internal Recaording Date Supplier Tax Invoice Date Supplier Tax Invoice Exchange Rate || Customs Location Code
1] »
1 General 2 Lines 3 Holds 4 Yiew Fayments 5 Scheduled Payments 6 %iew Prepayment Applications
Total
g‘ Gross 0.00 Retained et 0.00
Mum| | Type Amount PO Nurnber PO Release |PO Line ||PO Shiprment || Match Basis |PO Distribution || Receipt Nurnber | Receipt Line || Cu:
n ltem =

Type will always be Item.
Amount is the cost being charged to a particular state account.

GL Date defaults to current date.

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

'@ Oracle Applications - PRODUCTION = I
File Edit View Folder Tools Repors Actions Window Help ORACLE
B oSaP 2 INhEs L2E09% 7
= —lolx
Batch Centrol Total Batch Actual Total .
) INVOIGE HEADER If you choose the LOV in the
Type PO Number ||Trading Partner | Supplier Num | Supplier Site ||Invoice Date  ||Invoice Num | |Invoice Amount | [ ]| Description Account ﬁeld a Search
B standand RITEMPS INC | 533 01 30-APR2014  test 0.01  training matd o .
Flexfield window will open.
Enter a portion of your
. 1Genera [ zLines | 3 Holds 4 View Payments || 5 Scheduled Payments | & View Prepayment Appli account and Choose the
[ — Tota Comblnatlons' button, thgn
Seseton I select OK to view all. Val}d
training material test FUND 10 General Fund ACCOllnt COde COI’nbll’lElthl’lS
AGENCY |068 Administration, Department Of .
LINE SEQ (1010101 ACCOUNTS & CONTROL or you can enter eaCh piece
SOURCE |01 General Revenue
- NATURAL (643300 Subscriptions and SeleCt OK
PROJECT (00000 Undefined/Bonds 2000
4] ¥
oK Cancel | [ Combinations Clear | Help | J ‘
Actions... 1

Click the OK button.
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If you know the distribution account, enter in the Default Distribution Account field. Once you
have successfully selected a valid account code combination, the Cost Center, and RIGID fields
(if needed) can be entered or cancelled. To enter these fields, scroll over to the end of the line
and click below the flex field [brackets].

Batch Control Total Batch Actual Total
= Rl INVOICE HEADER o
Type PO Number | Trading Partner | Supplier Num  Supplier Site I Invoice Date |Invoice Num | Invoice Amount | [] Description GL Date Payment Curi
Credit Memo CARDI CORPOR, 161 01 08-AUG-2023 2018CB088-0.  -1,095,276.95 16-AUG-2023 usb
.Standard CARDI CORPOR, 161 01 03-AUG-2023 2020CB037-0 377,280.10 06-SEP-2023 usb
Standard CARDI CORPOR; 161 01 06-SEP-2023  2020CB037-0: 81,181.77 11-SEP-2023 usD
Standard CARDI CORPOR, 161 01 25-AUG-2023  2020CTO054-0 33,066.19 29-AUG-2023 usD

©Invoice Lines

1 General 2 Lines|

Cost Center {71 70:CONSTRUCTION UNIT
2 RI INVOICE LINE RIEANSRIGID
Context Value
gl »
Description col Tax | Proj¢ Tax ( Prep Refe [ ]
56.02 SFY24 7/9/23 - 7/20/23 Cancel| [Clear [ Help | 70:°
i24.08 SFY24 7/9/23 - 7/29/23 70z

Choose the Cost Center and/or RIGID. Click OK. Click on the Save icon.

O Invoice Warkhench §

Batch Contral Total

B A0 D5 7

Batch Actual Total

3

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.

i <he rivoice Initiator)
Batch Contral Total Batch Actual Total
g RI INWOICE HEADER
PO Number | Invaice Date| | Type Trading Pa| Supplier Mum || Supplier Site |lnvoice Murm | Invgf€e Amount Description
. 31-JAN-201Z | HENTER CREATINVE 595 01 8385 3E675.00 ENGINEERING SVS - REMEDY —
1] 3
1 General 2 Lines 3 Holds 4 Wiew Payments 5 Scheduled Payments B “iew Prepayment Applications
Sumrmary Amount Paid Status
ltermns 3 B75.00 USD 37500 Status Walidated <\
Retainage Accounted |Yes T

Prepayments Applied Approval Workflow Approved

Withholding Holds 0
Subtotal 3E75.00 Scheduled Payment Holds |0

Tax

Freight

Descripti
Miscellaneous SEE AT
ENGINEERING 5WS - REMEDY CODE COMPL
Total 3EF5.00

@ons..m Quick Match Iatch All Distributions )

9/21/2023 11



Click the Actions...1 button.

The Invoice Actions window will populate.

button.

Click the Validate checkbox and then the OK

O]

W Validate

["ICancel Invoices

= Draft
Final
Final Post

i Initiate Approval

Stop Approval

["'Release Holds

[ Print Notice

q Validate Related Invoices

[ Apply/Unapply Prepayment._.
Pay in Full

Create Acco

unting

Hald Mame

Release Name

Release Reason

Printer

Sender Name

Sender Title

Select the Validate checkbox

Click the OK button.
nt
k4
Cancel J —
| C

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.

— a ce Initiator)

Batch Control Total

=]
Ope | Cusi Type
B 5tat (5vs [Standard

1

PO Murber | Trading Pa | Supplier Mum
BANNER £ 35

Supplier Site| Invoice Date| | Invoice Num
08-FEB-201. TESTISP208-2 USD

01

Batch Actual Total

B25.20

Irvoice || Invoice Amount | Tax Amount| | Tax ©

Retainage
Prepayments Applied
Withholding

Subtotal

Tax

9/21/2023

§29.20

1 General 2 Lines 3 Haolds 4 %iew Payments 5 Scheduled Payments B Yiew Prepayment Applications
Summary Amount Paid Status
ltems 529.20 Status |Meeds Revalidation

Accounted |Yes
Approval Reguired
Holds |1

Scheduled Payment Holds |0

12




Click the Actions...1 button again.
The Invoice Actions window will populate.
OK button.

Validate Related Invoices

Cancel Invoices

Click the Initiate Approval checkbox and then the

Apply/Unapply Prepayment...

Select the Initiate Approval checkbox

Click the OK button.

Hald Name

Release Name

Release Reason

Print Motice

Printer
Sender Name
Sender Title

Cancel )I

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 will reflect Workflow Approved.

State of Rhode |slan: 3251989
]

4]

STOMEWS 17272

01 27-JAN-201Z [TEST-D1/27A2-L |USD

-

3

1 General 2 Lines 3 Holds 4 Yiew Payrnents 5 Scheduled Payrments B Yiew Prepayment Applications
Summary Amount Paid Status
lterns A9 750.00 USD 0.00 Status [Validated
Retainage Accounted |Yeg
Prepayrments Applied Approval((iorkflow Approved
Withholding Holds O
Subtotal 59,750.00 Scheduled Payment Holds 0
Tax
Freight _
Miscellaneous Description
Total 59,750.00

9/21/2023
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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.

= —oixd
I Batch Contral Total Batch Actual Tatal
El RI INVOICE 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 MANHRS 4/1,4/2 | |15-APR-2014 usD
Standard 3260740 PAJAN SERVICE |10906 02 08-APR-2014 | 110304 3,273.50 VEN # 10906 MANHRS 3/20,38/ | 15-APR-2014 UsD

1] r

1 General [ 2 Lines 3 Holds 4 View Payments 5 Scheduled Payments 6 View Prepayment Applications
Summary Amount Paid Status
lterns 4,143.12 usD) |0.00 Status Needs Revalidation
Retainage Accounted [Yes
Prepayments Applied Approval [Rejected
Withholding Holds |1
Subtatal 4,143.12 Scheduled Payment Holds |0
Tax
Freight .
Miscellaneous 2estipLy
WVEN# 10306 MANHRS 3/17,3/18,1/19 INSTALL
Total 4,143.12
Actions. 1| Quick Matc Match All Distributions /

vy - T e acramcw N
> s
| Ling Murmber |1 Inwaice Total 4,143 12
Line Description |SUPPLY AND INTALL EIGHT (8 Qistribution Total  4,143.12
g‘ 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 N
2 ltem 14.10.014.3380227.02.661711.01 |3368616 1 1 2 2071.56
1| » ;
Status | Validated Distribution Class | Saved
Accounted | Processed Agsociated Charges
Account Description  FY 2014 General Fund Militia Of The State Hurricane Sandy October 2 Federal Revenue Computers And Compute
View PO ) ew 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.
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2.1 Track the approval history of an invoice

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

Actions  Window Help ORACLG

El % o @ ﬁ; & ¢ Wiew Projected Withhalding
Imvoice Approval Histary

le Edit “iew Faolder Toaols

p Irvoice Workbench (063B-[mw

Batch Control Total ’_ Viaw Burchase Grdar Batch Actual Total
Wiew Receipt
j Wiew Line Approval History
-m Type |F'O Mumber ||Trad|ng Partner ||SuppIier N4|SuppIier Site“lnvoice Date”lnvoice Murmn ||Inv0|ce ||Inv0Ice Amoum”Tax Amuum‘
B  [EEEEE [3125:18 [CREATIVE ENVIRONY 595 o1 D1-FEB-2012 [TEST01/27/12.07 [USD | 500,00 | o
[l I I I I I I I I I

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.

File Edit “iew Folder Tools Window Help

b 5P| LB D A

WA= 1Ak

ce Initiator, TEST-01/
v
_ Approval Context Action Date Line Murn  Action Approver Amount Reviewsd  Comrments
ce Approy 01-FEB-2012 |Sent Casey, Patriciz 0.00 ]!
Iln\ruice Approval |DI-MAR-2D12 |Future |Hannun, Wayn|D.DD e

1

9/21/2023
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2.2 Budgetary Controls

“Insufficient Funds” hold

Items that have the status of “Required” need review and, possibly, action.

PO UHBGP A DDHEH LDIPE

b

Batch Contral Tatal

% RIINVOICE HEADER

Batch Actual Total

O

|PO MNumber HType

HTradmg Partner ”Suppher Num ”Suppher Site: Hlnvmce Date H\n\mlce MNum ”Invmce Amount ”Descﬂptmn HGL Date ”Terms Date
|[3345554 | [Standard [s y sERVICES IN[22341 01 [30-aPR2014 |[20377 \ 360.00| [APRIL 2014 - WARWICK FMS# [16-APR2014 | [30-APR-20
\ [standard [PATRIOT HAULIN (6496 o1 [27-sEP-2008 |[20377 [ 376.57)| [14-nov-2008  |[27-5EP-20
[ | | \ \ | | \ \ | |
\ | | \ \ | | \ \ | |
g R R R A e e |
1 General 2 Lines 3 Holds 4 View Payments 5 Scheduled Payments = 6 View Prepayment Applications
Surnmary Amount Paid Status
ttems | 360,00 [usp| [0.00
Retainage Acc
Prepayments Applied Apjroval [Required
Withholding
Subtotal 360.00 Scheduled Payment Holds
Tax 0.00
Freight
Miscellaneous Debliny
APRIL 2014 - WARWICK FMS#3
Total 360.00

Click on the Holds tab to view hold reason.

=

Batch Contral Total

L+ RIINVOICE HEADER

Batch Actual Tatal

Type PO Mumber  |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 [ 1]
. Insufficient Func PYnding interna [30-APR-2014 |AUTOINSTA et

Rl SFA-12 Miss Hold Invoice 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 c |System 23-APR-2014

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

Purchaze Drder Shipment Quantity Receipt Receipt Quantity
Mumber Ordered Mumber Eilled
Release Eilled Line Received
Line Recemed Date Accepted
Ship To Accepted
) | Release 1 )

Actions 1 |
ey

=D

All Distributions jl

An “Insufficient funds” hold means the amount(s) being charged to the account(s) used exceed

the budget set for the account.

9/21/2023
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To release the “Insufficient Funds™ hold, try to validate the invoice again. If there are enough
funds to cover the invoice, the hold will be released, and the invoice will validate. This hold
cannot be manually removed.

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

2.3 Attaching a PDF Invoice or Submitting a Paper Invoice

2.3.1 Attaching a PDF Invoice

Once the invoice has been created, saved, validated and workflow initiated, a copy of the invoice
must be attached.

A PDF file of the invoice can be attached directly in the system. Click on the attachment icon
(paperclip).

File Edit View Folder Tools Reports Actions Window Hel
BP0 o8 SP D HER LD D2

Slnvoice Workbench (068B-Invoice Initiator)

This screen will appear.
© Attachments (ST of RI) - 871106909, KONE INC,
Main = Source

Seq Category Title Description Data Type May Be Changed
I invoice POF Attached File “ 4
20 To Payables Short Text [

Entity Name: |nvoice

Open Document... J

Publish to Catalog | ‘ Document Catalog... J

P

Include Related Documents
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Choose the “Invoice PDF Attached” category.

ol
Main | Source
Seq Category Title Description Data Type May Be Changed
I10 Invoice PDF Attached File
20 Short Text
Find % B
u]

Category B
Entity s

Invoice Internal

Invoice PDF Attached

Miscellaneous

Missing Receipts Declaration

Quick Invoices

Receipts

SFA-12 —
To Payables

Ta Crimnliae

Open Document...

Cancel

Tab past “Data Type”, a pop up will appear, and a new Edge tab will open.

g

Main | Source
Seq Category Title Description Data Type May Be Changed
10 Invoice PDF Attached File
20  To Payables Short Text
I30 Invoice PDF Attached Filg|
o -

Entity Name: |nvoice

© Decision

@ Has the file been uploaded successfully?

o |

Olnclude Related Documents Publish to Catalog Document Catalog...

9/21/2023



File Upload

* Upload File | Browse...

]"Submit I Cancel I j Clear ]

Privacy Statement

Click “Browse” to find where the PDF is located and click “Open”.
Once the PDF file is added, click “Submit” to upload the attachment.

If the attachment loads properly, click Yes for “Has the file been uploaded successfully?”. If
not, click No and the attachment load screen will reappear.

Additional backup can be attached as needed.

2.3.2 Submitting a Paper Invoice

Another option is to print a separator sheet, attach it to the invoice and backup, and submit to
Accounts & Control. The separator sheet acts as a cover sheet for the supplier's invoice so it can
be scanned.

To print the separator sheet, go to View > Requests to open the find requests window.
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File Edit Folder Tools Reports Actions Window Help

ORACLE

g Sp Srowhevgaor RGP [ o€ (DD | AP DG 7

ihility...

Fird Al
E Cluery By Exarmple ¥

Bat Find... Batch Actual Total

mer Taxpayer ID ||Type HF'O Numbm“Tradmg F’a”Supp\ier Num ||Supp|\er Sits“lnvnn:e DateHInvnice Num ||\mrnn:e |E

.’ﬁ - |Standard

|PERFECT /14359 o [04-0CT-201° 830

lusD

|':

Attachrents..

’— Translations... |
,7

|
|
s | - —
[ |2ummenTer | | | | | |
4 Teguests

1 General 2 Lines 3 Holds 4 Yiew Payments 5 Scheduled Payments B View Prepayment Applications

|—::
|' i
}f:

Summary Arnount Paid Status

ltems 2,500.00 USD 2,800.00 Status ‘Validated

Retainage Accounted ‘Yes

Prepayments Applied

Subtotal 2.800.00
Tax
Freight

Appraval ‘Workﬂ o Approved

Withholding Holds 0

Scheduled Payment Holds 0

’ Description
Migcellaneous P

Total 280000

BRENTOR POINT 2/30/11 107411 1014411 AN

( Actions. .. 1 [ Calculate Tax I Tax Details ( Caorrections ( Quick hatch ( fdatch

) [ AnDistributions |

©Find Requests

f My Completed Requests

My Requests In Progress

Click the Submit a New Request button.

© Specific Requests

Request ID

Name

Date Submitted
Date Completed

Status |
Phase | |
|

Requestor

Clpelude Request Set Stages in Query

Order By /Request ID -

b Select the Number of Days to View: 7

[ Submit a New Request ‘ [ Submit New Request Set ‘ ’ Clear ‘ I

Find

In the yellow Name field, type in RI and tab

9/21/2023
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Jls Window Help

bW R IR LEPIS 2

st

ame
Unit
iters

lage

Job

yout
otify

nt to

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

Marme

Rl AF Invoices on Hold

Rl AP Suppliers on Hald Repart

RI DOIT Free Balance Summary

Rl Final Payment Register

Rl Final Payment Renister by Agency
Rl Funds Availability Summary

Rl List of Payments by Pavee

Rl Minarity Payments by Account

RI Minarity Payments by Agency

Rl Minarity Yendar Payments

Copy...

voice De

Applicati

Rl AP Invaice Workflow Approval Process Response Duration Report Custarm

Custam .-
Custom
Cusgtormn
Custam
Custam
Custam
Custam
Custam
Custam
Custam
Custom T
»

|

T-21

Ve

alic
es

ar

=1

Code report from the list and click OK.

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 fiecld, enter the username who created the invoices in
the Created By field, and Click OK. This will bring up all Separator Sheets created throughout
the period in the order it was processed.

9/21/2023

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
4

Ol QanceIJI Clear jl

21



‘S Submit Reguest
Run this Reguest

MName
Operating Unit
Parameters

Language

At these Times...

Run the Job

Upon Cormpletion...

Layout
Muotify
Print to

Help (C)

RI AP Invoice Separator - Bar Code
State of Rhode |sland

Armerican English

Language Settings...

Copy...

Debug Options J

As Soon as Possible

V' Save all Output Files

RI AP Bar Code for Invoices

roprint

Submit

Schedule. .

Options...

Delivery O

Cancel

Click the Submit
button.

Refresh Data | Find Reguests ) Submit & New Reguest... J
Reguest D Parent
| Mame Phase Status Parameters
E Rl AP |mwoice Separator-E| Pending  Hormal | | | 830, =1
22381934 Rl AP Invoice Separator - E Completed Mormal |, L, TESTLP405-3/2/12,
22351930 Rl AP Invoice Separatar - E Completed Mormal |, test_valp2,

Hald Reqguest | Wiewr Details... ) Wiew Output

Cancel Reguest | Diagnostics ) iew 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 number of
reports in the queue.

Once Completed: Normal appears in the Phase and Status field, select the View Output

button.

A view of a completed separator sheet is on the next page.

9/21/2023
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SLERYT

"IMEEF1

-

=E-HT

T-TE

r-n=

MICH-L ARDESRT"

Repcort deta: S-FHaxr-I0LZ
Fags L of 1

Indtisnted Oy Lt N

Coantlcon From Tiwtm:

Comntlon To Detm;:

Invaics Buxmbar: 1O

Imvolom IO LEFEETI

Supplder Bombas: L4l EE

Suppilesr Hece: |FERFECT TOUCH CENDSCEFING

Crmwticn Cwew: | 31-007-23

Invoics Dmte: O&-2030T-11

Czxiginel Sacunt: | & W00 .00

Fay Group:

Inyailce TyeE: SETREDEDL

Suwmmary of Ddetcibwooloo By l:glr:::l'

Bgancy

Ol Aenomet @
a. 399,00

1
FL Cmtm: |Z1-030T-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.

9/21/2023
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3 Invoice with a PO match

Oracle Applications - TEST (Copy of PROD 01/04/2012)
File Edit “iew Folder Tools Window Help

HAYO IO E8eP R L 2O D% 2

nice Initiator

Functions | Documents

Invoices Entry:Invoices

Maintain Invoices

Worklist
- Inwoices Entr
(2]
E + Invoices Inguiry
+ Payments Inguiry
*

Top Ten List
1. Iminices

Navigate to Invoices Entry > Invoices

=]
e

Suppliers

+ Other
Requisition Summary
Purchase Order Summary

Enter the purchase order number in the PO Number field. Click Tab.

orkhenc

Batch Control Total ,mhe PO Number
[&] RiinvoICE HE

«£tual Tatal

‘F'O Mu ype ||Trading F'a”SuppIier Murm ||Supp|ier Site”lnvoice Date”lnvuice Murm Hlnvoice Amount||Description |
Bl - Stenda | | | | | | [l B

| | | | | | | | I

| | | | | | | | I

| | | | | | | | Ll 5

G| I A R R | 3
m 2 Lines 3 Holds 4 Wiew Payments 3 Scheduled Payments B View Prepayment Applications

Summary Armount Paid Status

ltems
Retainage l—
Prepayrments Applied ,—
Withhelding |
Subtotal l—
Tax l—
Freight l—
Miscellaneous l—
Total l—

9/21/2023

[uzD [n.oo

Status |Never alidated

Accounted |Unprocessed

Approval |R9°|Ui“9d

Holds |

Scheduled Payment Holds

Description

24



The Supplier (Trading Partner) information will automatically populate from the Purchase Order.
Check Site address against invoice and updated, if needed.

1. Complete the rest of the mandatory fields (yellow) in the header. For more detailed
instructions on mandatory fields, see pages 9 and 10.
2. Click on the Match button.

g‘ RI IN%OICE HEADER
PO Mumber Type Trading Partner Supplier Murn || Supplier Site | Invoice Date| Inoice Nurm || Invoice Amount |[[ ] || Description
. 3260500 SETEEGR - |[EASTERM BAG & PAPEF 1873 a1 =

-

4] »
1 General 2 Lines 3 Halds 4 View Payments 5 Scheduled Payments B Yiew Prepayment Applications
Summary Amount Paid Status
ltermns UsD |0.00 Status |Mever Validated
Retainage Accounted Unprocessed
Prepayments Applied Appraval Reguired
Withholding Holds
Subtotal Scheduled Payment Holds
Tax
Freight o
Miscellaneous Description
Total

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

3. 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 need
to be entered in the Release field.)

4. Click the Find button.

State of Rhode |sland _Ialx]

Supplier
Mame |[EASTERNM BAG & PAFER CO MNumber 1873
Site 01 Tax Registration -

ount Met of Tax ||[ ]

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

Find Clear Cancel )

Freight

. Description
Miscellaneous P

TEST FOR GUIDE
Total 0.00

9/21/2023 25



Invoice Amount |10.00 Line Tatal 0.00

Match |Qty Invaiced Unit Price Match Amount Freight/Misc PO Murnber |Release ||Line ||Shipment | ltern Description | Match Basis

'_\ 16.26 . 3260600 1 1 161 trays § compar|Quantity 2

The Match to Purchase Orders window will appear with the
related PO information. You must select (click) in the
checkbox under Match next to the line you are invoicing

against.
1] 3
Shipment Quantity Purchase Order
Payment Terms MNET 30
Ordered 25 UQOM  (Case Freight Terms  Paid
Shipped 0 Type |Standard
Associated Ch
Received 25 Accepted NS oclate arges
Billed |11 Distributions |1 Freight
Misc
Wiew PO Distribute. .. Irwoice Cvardew: Match )I

£ [0 [ LB DP %2

1O GBS P

an

Invoice Amount | 16.26 Line Total 16.26
=]
Match |Qty Invaiced Unit Price Match Amaount Freight/Misc PO Mumber| Release ||Line ||Shipment || ltem Description  ||Match Basis
l T 26 16.26 O 3260600 1 1 161 trays 5 compar Quantity =
1] 3
Shipment Cuantity FPurchase Order

Payment Terms MNET 30

Ordered |25 UOM |Case Freight Terms |Paid
Shipped 0 Type |Standard
Associated Ch
Received 25 Accepted |MNA oclate LSS
Billed |11 Distributions |1 Freight
Misc
Wiew PO Distribute. . Invoice Owerview | Match

\

e Qty Invoiced
e Unit Price
e Match Amount

These fields will be auto 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.
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mmmd | this invoice will result in a partial payment, edit the Qty Invoice field accordingly to
reflect what you are being invoiced for.

EXAMPLE: Ifthe 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.

- —
Invaice Amount  15.00 Line Tatal 15.00
= hruni
Match |Gty Invoiced || Line||lterm Description Unit Price|Match Ar| Allocate ||PO Muml|Rele | Ship Matd Clos| Deliver Tg Ac
l 15 1 Mason Sand to treat aircraft pads at Qonnset ANG 1 1|00 O 3261487 1 CQual Clos Messina, 03-
] © Decision g
O O
O @ This document has multiple distributions available for o
matching. Unless you match to specific distributions,
o Fayables will prorate your match across all available O
O distribution lines. O
0 Choose Match to Shiprent to procead with the proration. O
Choose Cancel to cancel the proration so you can manually
o match to specific distributions. O
1 O
| Mlatch to Shipment Cancel ) )
4

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. Choose Distribute.

O Match to P
Invoice Amount 15.00 Line Tatal 15.00
. bruni
Watch Qty Invoiced | Line| |ltem Description Unit Price | Match An| Allocate ||PO Muml Rele Ship | Mate| Clos | Deliver To|Ac
l 4 15 1 hason Sand to treat aircraft pads at Gonnset ANG 1 1500 [ 3261487 1 Qual |Clos Messina, 03
1]
Shipment Guantity Purchase Order
Payment Terms MET 30
Ordered 280 UOM  |Each Freight Terms [Paid
Shipped 0 Type |Standard
Associated Ch
Received 260 Accepted |N/A oclated Lharges
Billed |30 Distributions |2 Freight
hlisc
Distribute. .. Irwoice Cwverdew Idatch )I

27




The Match to Purchase Order Distributions window will populate. Click in the checkbox
under Match next to the line of the distribution required. Fill in the Quantity Invoiced field and
tab. The Match Amount is a calculated field and should never be changed.

Click the Match button.

O Match to Purchas imice Initiatar) ate of Rhode Island

Cantrol Cuantity |15 Contral Amount 15.00
Actual Quantity |15 Actual Amount 15.00
=]
hatch |Num ||Quantity Invoiced ||Unit Price ||Match Amount HMatch Arcount ||Variance Account HDeIiver To HF'mject
| 15 | 1| 12.10.014.3330105.02 6 |12.10.014.3330105.02.6 Messina, Linda C | &
o R | | 1| 12.10.014.3320107.01 6 |12.10.014.3320107.01 & Messina, Linda C |
[ | | | \ | | | |
[ | | | \ | | | |
1 | | | \ | | | |
[ | | | \ | | | |
[ | | | \ | | | |
[ [ | \ | | | |
[ | | | \ | | | |
i | | | \ | | | | -
T Do S

Distribution Quantity Account Description

oM Each Match |FY2D12.GENERAL.MILITIA OF THE STATE AR NATIONAL GUARD -
Orderad 210 “ariance |FY2012.GENERAL.MILITIA OF THE STATE AIR NATIONAL GUARD -

Billed 225
Delivered 210

( Cancel q [ Match J

Close the Match to Purchase Orders window.

HeO  GHISGP LA DDHER LI E?

'C O hatch to Purcha nvaice [nitiato of Rhade [sland
Invaice Amount 15,00 Line Total 15.00
@ bruni
Match |Qty Invoiced ||Item Description | Match Ar“ Allocate HF'O Numl{‘DeIiverT4|Ship Td|Closed|‘Euyer
O | [l | o [ [ [ews]| [ [ [clossd | -
| [l [l ] | O | ([
| [l [l | | | 0|
| [l [l | | | |
| L] Ll N N
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290 GBS P R IDER LDIPG?

-

-

b Invoi hench ce Initiator)
Batch Contral Total Batch Actual Total
3|
Ope||Cusi | Type PO Mumber || Trading Partner | Supplier Mum || Supplier Site| Invoice Date | Invoice Mum Invoice ||Invoice Amount || Tax Amount| | Tax Caor
. Stat | = tandard 3260500 EASTERM BAG 1873 01 0E-MAR-201 TESTI-34612  UED 16.26
A o | »
1 General 2 Lines 3 Holds A e Payrments 5 Scheduled Payments B %iew Prepayment Applications
Summary Arnount Paid Status
ltems 16.25 USD |0.00 Status |Mever Validated
Retainage Accounted Mo
Prepayments Applied Appraval Required
Withholding Haolds O
Subtotal 16.26 Scheduled Payrent Holds U
Tax
Freight o
Miscellaneous Description
Tatal 7 TEST FOR GUIDE

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

To double check the accounting, click the All Distributions button.

Line Number |1 Invaice Tatal |16.26
Line Description 161 trays & compartment Distribution Total |16.26
=] v
Mum || Type Armount GL Date Account Asset Book Description
| i Item 16.26 06-MAR-2012 12.53.077.3140102.09. 54960001 151 trays & compartment B

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

1

1 T | 3
Status |Mewer Walidated Distribution Class |Saved
Accounted  Unprocessed Associated Charges
Account Description  |FY¥2012 CENTRAL DISTRIBUTION CENT.CORRECTIONS, DEPARTMENT O.MERCHAMDISE INVENTORY. Othe
Reverse 1 Tayx Distributions Wiew PO Wiew Receipt

9/21/2023
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Batch Control Total h Actual Total
5 RIINYOICE HEADER O

Yalidate B o

PO Mumber | Type . . Irvoice Armount ||[ ] | Description
Yalidate Related Invoices

.SDEBTDSFY Standard ) 10.00 TEST GUIDE

Cancel Invoices
ApplyfUnapply Prepayment
Pay in Full...

z Create Accounting 5 5

Diraft
1 General 2L = ents B Yiew Prepayment Applications
Surmmary Final Past
lterns - Statug Mever Yalidated
Retainage IR Ao counted Mo
Prepayments Applied i Sy Hold Name tpproval Required
Withhaolding Rielizzsm il Release Name Holds 0
Subtotal Release Reason t Holds O
Tax Print Maotice
Freight Printer
Miscellaneous Sender Mame
Tatal Sender Title FUIDE
K Cance| J
Agtiuna.i1\ Match All Distributions

Click the Actions...1 button

Select the Validate checkbox. Click the OK button.
Status should change to Validated.

Click the Actions ...1 button

Select the Initiate Approval checkbox. Click the OK button.

Refer to section 2.3 for instructions on attaching the invoice and printing separator sheets.
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Type | Opera

Mumber

4 Payment Inquiry

Initiatar

Functions | Documents

Payments Inguiry: Payments
Wiew Payments
Wyorklist

- Invoices Entry
Y Irvoices

-]
)

+ Irvoices Inguiry

Payrment Overview

*ﬂf Wyithheld Amounts
- Suppliers
:I - Other
- Reguests
Run
Set
Prnfila

- F‘aéments Iniuiri i

Top Ten List
1. Invoices

Go to Payments Inquiry > Payments

1. Enter any known search criteria

Payment (Example: Supplier Name %)
sz 2. Click Find
Dates _ o
NOTE: % = wildcard
Amounts |
Operating Unit Bank Account
Payment Method Document Name
Payment Process Profile Payment Process Reguest
Payee Voucher Audit L
Payee Name CORE% Categary e
Supplier Murnber Sequence Mame mount [ ]
Taxpayer D Mumber From 2
Supplier Site Mumber To
Paid To Marne
Remit To Account
Status
Status e z
Dates
Accounted ~ [a—

Payment Overview

9/21/2023
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duuie Ernauer e

- 8

DD R LBDPPH T

0

Type

Operating Linit
1 State of Rhode Island
State of Rhode Island
State of Rhode Island
State of Rhode Island
State of Rhode |sland
State of Rhode Island

Trading Partner
CORE BUSINESS TECHNOLOC 555
CORE BUSINESS TECHNOLOCG 555
CORE BUSINESS TECHNOLOCG 555
CORE BUSINESS TECHMOLOC 555
CORE BUSINESS TECHNOLOC 555
CORE BUSINESS TECHNOLOE 555

Supplier Nurber

Paymer
Faymer
Paymer
Paymel

Paymer

Supplier Site
01
01
01
01
01
01

4

Mumber Date Amount GL Date

. 110267 23-JUN-2006 1,377.00 18-JUL-2005
110266 23-JUN-2006 954.00 |18-JUL-2006
110265 23-JUN-2008 984.00 |18-JUL-2005
110263 23-JUN-2005 084 .00 |18-JUL-2008
11026

11026

The Payments window will populate. This will show
the payments made. You can click on each invoice at
the bottom to see the description. For further detail,
select the Invoice Overview button.

A6 - BAA0-07-includes all parts and labor for Seriak

R W e ]

Payment
Amaount

1,377.00 .
954.00 |.
934.00 |.
954.00
753.50 |.
491.00 |. -

I3

4

»

%

P Invoice Cverview )

Accounting Processed

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

Payrnent Overdew )
AT RO
I [=]
Trading Partner Site 01
Supplier Mum 555 Operating Unit |State of Rhode Island
Invaice Mum | 110267 Type |Standard Date [ 23-JUN-2006
Batch Mame Currency (USD Arnount 1.377.00 =
“oucher Unpaid 0.00
PO Mumber 3000364 Release Unapplied
Receipt Murn Settlernent Date
Imvoice Status Description |Annual full coverage sve agreement from
Approval Mot Required Active Hold Reasan v
Status Validated |~ 4
Accounting | Processed Payment
Payment  Fully Paid = Amount [ ]
Scheduled Payments Actual Payments 1.377.00 . =
Curr Arnount Remaining Due Date Held Paid By Paid On 984.00 .
. Uso 1,377.00 0.00 [23-JUN-2006 ] 1000000028 - AC 18-JUL-2006 = 584.00
984.00 .
- 753.80|.
. . . 591.00). -
The Invoice Overview screen will show you more Cvacewamer ) s _
info regarding the payment (check # or ACH #, PO#, e e e

Iwoice Ovardew

Accounting Processed

Payment COverview

9/21/2023
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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.

5.1 Canceling an Entire Invoice

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

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

‘© Find Invoices
! Trading Partner
Ware WERIZON ME INC Supplier Nurnber 968
: Supplier Site Taxpayer D
PO Mum PO Shipment: -
Irvoice
Murmber Terrms: -
Type Pay Group: -
Amaounts Invoice Batch
Dates Currency
Invoice Status
Status Accaunting ¥
Approval Payment <
Youcher Audit Haolds
Category Status -
Mame Mame
Mumbers Reason
Calculate Balance Owed Clear )I e ‘ Find I

9/21/2023
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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.

Category should be To Payables. Add Description: Data Type should be short or long text.

File Edit View Folder Tools Window Help

HYO L8P L DDER £LBIPIS 2

2 -Io
Main | Source
~ Seq  Category Title Description May Be Changed
7615 |Irw0ice Internal | |Fi|enet - press cntrl and click to [ =
07625 [To Payables [CANCEL INVOICE |AS PER AGENCY REQUEST W

| | |
[ | | 2

Entity Mame: Invoice

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

AP0 ROV P A IMEE SLSBD@HH Y

] =]
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

x

Entity Name: Invoice Find|%

Datatype

Long Text
Short Text
Web Page

Oinclude Related Documents Publish to Catalog Document Catalog...

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

Batch Control Total Batch Actual Total

@ RI INYVOICE HEADER

‘F’O Number”Type ||Trading F'||Supp|ier Murm ||Supp|ier Site“lnvoice Date”ln\roice Murm | Ivoice Amount m|Description |E
[ ] [Standard [Steven C1 40518 [OFFICE [18-APR-201:[TESTLPE-4/1E 1000  [TEST WHAT PRINTS ON CHEC [1=
W | | | | | | | M [l
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5. Click the Actions...1 button.

6. Check the Cancel Invoices box. Click OK.

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

Cautian

i APP-SOLAP-10320; Cancel 1 invoice(s)?

(] [emen)

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. The status of the invoice changes to Cancelled.
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5.2 Reversing an Invoice Distribution
1. Enter Find mode, by clicking on the Flashlight icon.

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

O Find Iy

Trading Partner

Marme YERIZON ME INC Supplier Mumber 968
: Supplier Site Taxpayer D
PO Mum PO Shipment: -
Invoice
MNumber Terms: 2
Type 4 Pay Group: -
Arnounts - Imvoice Batch
Dates - Currency

Invoice Status

| Status 2 Accounting e
i Approval 7 FPayment ~
“Youcher Audit Holds
Categary Status M
Mame Mame
Mumbers Reason

Calculate Balance Owed. ) Clear ) e ‘ Find l

3. Click the Find button.
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 ! |Mati| PO | Rect Rect|Qua| |UOK | Unit|| Dest|Fina |Regi| GL Date Disti | Default Distribution Account
i ltermn 5426 =~ 21-FEB-2012 12.12.070.3900118.02.645400.C =
4| 3

Digcard Line 1 | Distributions | Allocations

7. The amount is set to zero. The invoice total and distribution total are not in balance.
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h Initiator =
Batch Contral Total Batch Actual Total
@ Test
|Type ||F'O Number”Tradlng F'a”Suppller Mum ||Supp|ler Slte”lnvnlce Date”lnvnlce Mum ||Invn|ce ||Invn|ce Armount ||Tax Amnunt”E
B s l_ |Standard |3280800  |EASTERN [1873 a1 [06-raar-201 [TEST1-3/6412 [USD | 1625 |
[ [ ] | -
[ ][] | [~
- | C
A | »
1 General 2 Lines 32 Holds 4 Wiew Payments 5 Scheduled Payments & “iew Prepayment Applications
Summary Amount Paid Status
Iterns 0.00 I8 0.00 Status [Meeds Revalidation
Retainage ,— Accounted |ND
Prepayments Applied | Approval [Reguired
withholding | Holds [0
Subtotal 0.00 Scheduled Payment Holds 'D—
Tax ’—
Freight ’— .
Miscellaneous ’— Description
Total TEST FOR GUIDE

8. Ifan 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.

e ¥

1 General 3 Holds 4 Yiew Payrments 5 Scheduled Payments B iew Prepayment Applications

Total

Gross w Retainad et 16,26
- |UOh“Unit||Descriptiun ||GL Date |‘Default Distribution Accoun

Amount [P0 ([P0 PO PO Mt

H
&

IE ®
E

o]

ltem [ cooozec[ [ [ faualt [ | o [cas1B2181 trays5 o[ -|[Gekc oe-mar202 [ | |
Jtem | 1B.26 |_|1_|1_@ua|1_|_]_|_|_|_2|151tray55c|2|]_|=DBMARsz |_|

L | e i e e e e e L L L e [

c

9. Click the All Distributions tab and all the activity shows.

File Edit View Folder Tools Repors Actions window Help ORACL

H

Line Mumber |1 Invoice Tatal |16.26
Line Description |1B1 trays 5 compartrment Distribution Tatal |16.26
@ i

um |Type ||Amount ||GL Date HAccount ||Asset Book ||Descripti0n

i

I tem 16.25 DB-MAR2012  [12.53.077.3140102.09.649600.0( 161 trays 5 compartment |
2 tem -16.26 D6-MAR-2012  [12.53.077.3140102.09.649600.0(| 161 trays 5 compartment
1 ltem 1825 [D6-MAR2012  |1253.077 3140102.09 543600.00 161 trays & compartment

SENNNNNNEED

-
-

Status  Mever Validated Distribution Clags  Saved
Accounted (Unprocessed Associated Charges

Account Description |FY2D12.CENTRAL DISTRIBUTION CENT.CORRECTIONS, DEPARTMENT O.MERCHANDISE INWEMTORY. Othe

( Reverse 1 ( Tax Distributions ( Wiew B0 ( Wiew Receipt
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6 Attaching Documents 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

o Justifications/Certifications

6.2 Attaching an SFA 12

e (o to the Controllers website: https://controller.admin.ri.gov/

¢ From the Financial Reporting and Accounting tab, click the Capital Assets link.

Official State of Rhode Island website X settings & Language

STATE OF RHODE ISLAND

W Office of Accounts and Control

Department of Administration

Financial Reporting and & Central Accounts Central Grants Contact
Accounting Payable Payroll Management Us

Overview

Accounting Forms

|
Accounts and Contrél Policies

Welcome to the Office of
£ CFO Communications Accounts and ContrO].

FinancialiReports our primary mission is to promote the financial integrity

SWCAP Reports and accountability of state government through sound

administrative and accounting controls and procedures.
Training
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e From the Procedures and Forms section, click on the Excel form SFA-12.

Home » Financial Reporting and Accounting » Capital Assets

T Procedures and Forms

Accounting

e e #+ Procedures and FACTS Manudl
Accounts and Control Policies |_ Capital Assets Forms /
Capital Assets
CFO Communications Construction Project Cgde Request Form 1 25 23.pdf I
PDF file, less than 1mb -
Financial Reports
SFA-12 Form-Fixed Assets 10-01-2018.xlsx s
SWCAP Reports Excel file, less than Tmb
Tt Bi FA-70 Report of Surplus Fixed Assets 02-10-22 .xlsx N

Excel file, less than 1mb

e Complete the form and save it.

44 B c D E F GHI| T K L MNO P Q R 8| T|

T3S S M (B e R

13
14
L5
L6

L8
[}
0
11

12

13
4
15
16
17
18
15
0
il
i2
i3
B4
=]
i6
i7
i8
9

n

=
2

13

k5

17
18
15
i0

SFA-12 State of Rhode Island Document blumber
10¢18) Department of Administration

OFFICE OF ACCOUNTS AND CONTROL
One Capitol Hill 4th Floor ‘ Purchase Order Mumber |

Providence RI 02008

CAPITAL ASSET ACQUISITION REPORT

LOCATION OF ASSET(S)
(physcal address whers asset will be locted - include name of department/division and complete address)
Building Cods
Land Cods
SERIAL BARCODE LABEL | INDIVIDUAL
NUMBER DESCRIPTION OF ASSETS NUMBER *#* COsT
FOR. OFFICE of ACCOUNTE & CONTROL USE ONLY
SFA-12 CONTROL NUMBER
TOTAL COST 0.00
Instructions Insurance SFA-12 Page 2 Page 3 Land Codes Building Codes
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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 an invoice in RIFANS.

File Edit Yiew Folder Tools Reports Actions Window Help ORACL
AP0 & -08P LR L LD O IR
© Invoice Workhench ge nvaice Initiator)
Batch Caontrol Total Batch Actual Total
g‘ Test
Ope| Cusi Type PO Mumber Trading Pal| Supplier Nurn || Supplier Site| Invoice Date| || SeIeCt the
Standard MARR ELE 1056 08 02-FEB-201: 1 Paperclip icon
| | 3
1 General 2 Lines 3 Holds 4 Yiew Payments 5 Scheduled Payments B Wiew Prepayment Applications
Surnmary Arnourt Paid Status
ltems 1.00 UsD 000 Status Validated
Retainage Accounted |Yes
Prepayments Applied Approval Initiated
Withhalding Holds 0
Suktotal 1.00 Scheduled Payment Holds |0
Tax
Freight o
Miscellaneous Descrigtion
Tatal 1.00

CHUSETTS IMNC,
Seq  Category Title Description May Be Changed
3150 rveoice Internal Filenet - press cntrl and click to [] = i
|81BD SFA12 SFA12 File| v

Complete the Attachment screen.
Category = SFA-12

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

Tab until a new pop up appears.

Entity Narne: Invoice

Include Belated Documents ( Publish to Catalog | | Document Catalog... ) .
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FM Upload Page - Windows Internet Explorer

pa

- |g, http:,l’,l’riFntap.dDit.ri.gDv:SDlS,KOA_HTML,I’RF.jsp?Function_id=16423&re:V| || X |AskSearch ‘ L2

File Edit ‘ew Favorites Tools Help

= oo

Links **

; i [@GFM Upload Page

- B s v |-k Page - ) Tools - »

[

M Navigator ¥ B Favorites v Preferer se Window

* Upload File |

|[ Browse.. |

| Submit || Cancel || Clear |

Privacy Statement

Preferences Help Close Window

Copyright {c) 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

7~ GFM Upload - Windows Internet Explorer

b |g, http:,l’,l’riFntap.dnit.ri.gnv:SDlSJOA_HTMLJ’OA.]sp?page=jnrac|efapps,ffnnV| || X% |AskSearch ‘ }f’

File Edit ‘ew Favorites Tools Help

= oo

9(»

: w o [@GFMUplnad

[ Confirmation

1. File upload completed successfully.
2. * Please close the web browser.
3. * Return to the Attachments form an

Privacy Statement

9/21/2023

= B~ B - - [rage - Bilis - ”
Read the message and then
close the window.

m Navigator ¥ B Favorites v Preferences Close Window

d click the Yes button to indicate file upload is complete.

Preferences Close Window

Copyright (<) 2006, Oracle. All rights reserved

41




Go back to the invoice attachment screen,

PO R8P L hEx LS 2

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

Entity Marne: Invoice

= X
@ Has the file been uploaded successfully? Cllck Yes

¥es o

You may attach multiple documents by arrowing down to a new line on the attachment screen.

Once you have uploaded and saved the attachments, close the Attachment window & return to
the header. The Paperclip icon will show a small, yellow slip to denote that there is an
attachment.

File Edit View Folder Tools Repors Actions Window Help ORACIL

Batch Control Total Batch Actual Total

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 |SEIEEE MWARR ELE 1056 05 02-FEB-201! |DJO-test-ME | |USD 1.00 &
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7 Batch Invoice Import

This procedure covers how to prepare and process transactions that fall under the following descriptions:
e Travel reimbursements.
e Utility payments and other payments allowed to be paid without a PO.
e Centralized monthly billings that would be inefficient to manually enter into the system.
e One-time suppliers that should not be considered suppliers in the system.

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

» Email the Service Desk at Ent.servicedesk@ri.gov and request to be set-up for RIFANS

batch import process, including access to the FTP site. 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 #)
The Service Desk will set-up the software and allow access to the FTP site.

If a new batch number is required, please submit a request to the Office of Accounts & Control,
Centralized Account Payable. Include the following information.

» What types of payments will be made in the batch.

» If delegated authority is in effect, provide a copy of the documentation.
» The account number to be used in the zero-dollar invoice.

» The batch approver.

» If the payments should be ‘Send to Dept’ or ‘Pay Alone’.

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

See the Centralized Batch Invoice Process document on the Controller’s website for detailed
information on creating invoice batches.

Always forward the invoice voucher and all back-up documentation to the Controller's office.
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7.1 Entering a Zero Dollar Invoice for Non-Cabinet Level Users

O Invoice Waorkbench (Rl Agency Invaice Initiatar)
Batch Cantrol Tatal Batch Actual Total
gl Test
Type Trading Partner Supplier Mum || Supplier Site Invoice Date |Invaice Mum Invoice Amount || GL Date FPayment Curr||Terms Dat
. Standard ZERO DOLLAR INWOICE 23762 DOA 15-MAR-201 |12_000_031512 0.00 15-MAR-2012 |USD 15-MAR-2L—
Standard UsD 18-MAR-2L

-

3

4

1 General 2 Lines 3 Holds 4 Sfew Payments 5 Scheduled Payments 6 “iew Prepayment Applications
Surmmary Arnourt Paid Status
ltems UsD 0.00 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.
Format: FY BatchNumber InvoiceMonthDateYear.
Example: 24 000 080123 for August 1, 2023
5. 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

Total Amount of File Lines

Ok Qancel) Clear) Help )

6. 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
Payment Curr| Terms Date Terms Payment Method Description Tax Amount| Tax Control Amount YWithheld Amount
B =0 15-MAR-2012  IMMEDIATE [Check | =

UzD 15-hAR-2012 /

Example: DESCRIPTION: CHILD SUPPORT
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7. The Terms Date field is the current date.

8. Enter appropriate Pay Group for the agency. The pay group will be the agency
number and either BATCH IMPORT or Send to Dept.

9. Click Save.

10. Click on the Lines tab.

..........................................................

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

e Type will be Item.

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

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

For instructions on manually enter the accounts, see page 13.
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7.2 Submitting Zero Dollar Invoice for Approval

Based on Oracle workflow and approval setup steps, zero-dollar invoices will be routed to
different users. This setup should be transparent to the end user, meaning each zero-dollar
invoice is submitted using the same exact method, but is then routed appropriately.

1. All records in the batch must be verified and backup provided.

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

Actions... 1 Quick katch Idatch All Digtributions )I

3. Click the Validate checkbox and click OK.

4. Once validated, click the Initiate Approval checkbox, and click OK.

O [nvoice Actions

Walidate
Yalidate Related Invoices
Cancel Invoices
Apply/Unapply Prepayment...
Pay in Full...
Create Accounting

Diraft

Final

Final Post

Initiate Approval

Stop Approval Hald Marme

Release Holds ReleEss Ems

Release Reason

Print Motice
Printer
Sender Mame

Sender Title

Cance| )I

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

Navigate as follows to run requests.

B
-]
]
]
=]

1.

Functions | Documents

Other:Requests:Run

Submit requests

Worlklist
+ Invoices Entry
+ Invoices Inquiry
+ Payments Inguiry ‘
Suppliers
- Other
- Requests ‘
Set
Profile
Concurrent
Requisition Summary
Purchase Order Summary

Assure Single Request is selected. Click OK.

© Submit a New Request

What type of request do 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 Cancel J

9/21/2023
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2. Report Name: Choose from LOV (List of Values)

Run this Request
( Copy J
Name H ’_ N
Operating Unit ‘
Parameters ‘ r
Language ‘
( Language Setlings I Debug Options
At these Times ;
Schedule Description As Soon as Possible ( Schedule s
'l.
Upon Completion
¥ Save all Qutput Files Burst Qutput
Layout ‘ ( Options
Notify | (
Delivery Opts
Printto | S
( Help (C) | [ Submit [ Cancel )

3. Fill in parameters (Ex., Separator Sheet)

4. Click the OK button

o] *

Run this Request
Copy

WEINIIRI AP Invoice Separator - Bar Code —_

QOperating Unit  State of Rhode Island

Parameters
Language American English

At these Times Supplier Name \ D
Schedule Description As Scon as Possi Creation From Date (e.g. 3-APR-2006)
Creation To Date (e.g. 3-APR-2006)

Upon Completion Pay Group
Save all Output A Agency
Created By
Layout RI AP Bar Code f -
NIEIT Batch Description
Printto noprint T e i 5

( OK | I(_;ancel) (Clearj (ﬂelp)

Help (C)
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5. Click the Submit button.

O Submit Request
Run this Request

Copy
Name |RI AP Invoice Separator - Bar Code
Operating Unit |State of Rhode Island
Parameters |:01—AF’R—2023:30—APR—2023:::::
Language |American English
( Language Settings | [ Debug Options J

At these Times

Schedule Description \As Soon as Possible ( Schedule

Upon Completion

W Save all Qutput Files [ Burst Qutput

Layout |RI AP Bar Code for Invoices Options

Notify |

Deli Opts

Help (C) [ Submit H Cancel |

Request Window Opens
© Requests M [=] K3
( Refresh Data | [ Find Requests ‘ [ Submit a New Request ‘ [ Submit New Regquest Set J
[ Auto Refresh (X) ( Copy Single Request ‘ [ Copy Reguest Set J
Request ID Parent
Name Phase Status Parameters

J59117237  |Ri AP Invoice Separator - I Pending Normal | 2023/04/01 00:00:00, 2023/0 =

1]

( Hold Request J ( View Details J ( Rerun Reguest ‘ ’ View Output

( Cancel Request | ( Diagnostics ) (ReprinURepubnsh ) ’ View Log (K)
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6. Click the Refresh Data button until the status is Completed.

© Requests _[=]x]
( Refresh Data | [ Find Requests ‘ [ Submit a New Request ‘ [ Submit New Request Set J
[ Auto Refresh (X) ( Copy Single Request ‘ [ Copy Reguest Set J
Request ID Parent
_ ‘ Name Phase Status Parameters
50117237 |RI AP Invoice Separator - £ Completed  Normal |, 2023/04/01 00:00:00, 2023/0 =

( Hold Request

View Details

)

(

Rerun Request

|

View Output

( Cancel Reguest

Diagnostics

J ( Reprint/Republish (J) ‘ [

View Log (K)

7. Click the View Output button
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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 GHVEP RD DR LI ?

rkhenc Invoice Initiator)
Batch Control Total Batch Actual Total

2| RIINVOICE HEADER

PO Mumber | Type Trading Pa | Supplier Mum || Supplier Site) | Invaice Date|| Invoice Num || Invoice Amount ||[ ] | Description
. Credit Memag =

4] »

1 General 2 Lines 3 Halds 4 Yiew Payroents 5 Scheduled Payments B Yiew Prepayment Applications
Summary Arnount Paid Status

ltems UsD |0.00 Status Mever Walidated
Retainage Accounted Unprocessed
Prepayments Applied Appraval Required
Withholding Halds

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

2. Ifthe credit is against an existing invoice, use CM__ and the original invoice number you
are crediting as the invoice number, for example CM_123.

3. Enter a negative invoice amount. The remainder of the invoice header information will
be the same as an invoice.

4. Using negative amounts, enter Distributions in the Lines tab.

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

1. Use Credit Memo as Invoice type.

2. 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.

3. Enter a negative invoice amount. The remainder of the invoice header information will
be the same as an invoice.

© Invoice Workbench (068B-Invoice Initiator)
Batch Control Total Batch Actual Total

ﬂ RI INVOICE HEADER

Type PO Number | Trading Partner | Supplier Num ||Supplier Site | Invoice Date Invoice Num | Invoice Amount |/[ ]| Description (
. Credit Memo 3812947 US FOODS 52204 04 05-JAN-2023 ||CM_2967150 -1,444 .89 ACCT 51245827

4. Select the Match button. The Find Purchase Orders form Matching window opens.

© Find Purchase Orders for Matching (068B-Invoice Initiator) - State of Rhode Island

Purchase Order

([T Ii361294

Supplier
Name |US FOODS Number 52204
Site |04 Tax Registration

Release Line Shipment
Ship To Deliver To Acrn
Item Item Desc Shipment Item Desc
Supplier ltem Project Task
Need-By Dates - Category

Find Clear ‘ Cancel J

5. Enter search criteria for the purchase order you want to match to and choose the Find

button.
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6. The Match to Purchase Orders window opens.

© Match to Purchase Orders (068B-Invoice Initiator) - State of Rhode Island

Invoice Amount -1,444 89 Line Total -1,444 89

g RI INVOICE MATCH

Match |Qty Invoiced Unit Price Match Amount PO Number | Release ||Line |Shipment |ltem Description |Closed Code | Closed Reason
l ! -1444 89 n 1,444 89 3812947 1 1 FOOD CONSUMAE Open
1
Shipment Quantity Purchase Order

Payment Terms NET 30

Ordered 120000 T =z Freight Terms | Paid
Shipped 0 Type |Standard
Received 17284 14 Accepled |N/A Associated Charges
Billed [19245.03 Distributions |1 Freight
Misc
View PO ‘ Distribute ‘ Invoice Overview Match J

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

8. Enter the credit amount by entering a negative amount in the Qty Invoiced field (yellow
mandatory field). The total billed on the PO line must be greater than the credit amount.

9. Click the Match button.

10. On the General tab, verify the Summary total reflects the correct amount and is black.
You can double check the distributions by clicking the All Distributions button.

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

To see a summary of the invoice and its payments, choose Tools > View Invoice Overview.

File Edit ‘iew Faolder
B @ | & 5 viewResuls
O Inva khench (0F
Batch Control Tot

@ RI INWOICE HEADER

Wiew Invoice Overew
IL Tax Details

Reports Actions Window Help

DDER LS9 D2

Batch Actual Total

||Trading F'a”SuppIier Murm ||Supp|ier Site”lnvoice Date”ln\roice Mum ”In\roice Amuunt|m|Description

|F'O Number| Type

[BANMER ¢ |35

o DE-MAR-201 44078

892.31 |IN\f# 44073, LICH]

[

[

1 Genearal l

A

2 Lines

4 Wiew Payments

2 Scheduled Payrents

[l

G “iew Prepaymern

View of the Invoice Overview screen.

File Edit “iew Folder Toaols YWindow Help

Trading Partner
Supplier Mum
Invaice Mum
Batch Name
Youcher
PO Mumber
Receipt Num
Irvoice Status
Approval
Status
Accounting

Payment

HYO T HOSSP I AR EAR LD IPE T2

Site

State of Rhode Island

-

1

|35 Operating Unit
|440.'-"8 Type |Standard Date 08-hAR-2012
| Currency W Amount 55231
| Unpaid 552.31
3241885 Release | Unapplied |
| Settlement Date

Description |INV#440?3, LICHT, SUPPLIES | L¥S0L
|W0rkﬂ0w Approved ~ Active Hold Reasan
|Selected for Payment .| |
|F'rucessed ' | |
Mot Paid | |

Scheduled Payments

Actual Payments

| »

~ Cur Armount Rermaining Due Date Held Paid By Paid On
B uso | 59231 532 31 05-APR-2012 O | |
[ | | |
[ | | | B2
( FPayment Overview I Wiew RHeceipt Yiew PO | [ Supplier | I Invoice Workbench )
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