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Guide Usage and Disclosures

Guide Information

This guide is designed based on the Oracle Cloud ERP delivered setups; some fields
may differ from your instance configurations. For example, some fields may be
required in this guide that are not required in your instance. Additionally, some of
the training topics discussed in this guide may not apply to your organization, but we
know you'll find it helpful. If you would like a custom guide for your organization,
please contact our Training & Learning Team at learn@camptratech.com.

How To Use This Guide
This guide is intended to assist Admin users with their day-to-day tasks in Oracle
Cloud. A few notes before you begin:

¢ Any fields with an asterisk are required fields.

< Based on your configurations, approval workflows may in place for the
training topics below; those tasks would need to be approved before the
additions or updates are visible in your instance.

¢ You may have specific flexfields in your instance that require inputs; this
guide is a generic tool and will not include those specific flexfields. You
will see those fields as a context segment or not visible at all in our Oracle
instance.
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Overall Process Flow

Before we begin with the training content, It’s important to understand the overall

process flow of information in Oracle Cloud for the ERP module.
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Glossary of Terms

Here we’ve included common terms associated to the ERP module. Please review the terms
below to familiarize yourself with the Oracle Cloud terms used throughout this guide.

Invoice Import

< An Oracle Payables process you use to import invoices from non-Oracle payables
systems and to create invoices from Payables expense reports. You can also use
Invoice Import to create invoices from expense reports in Oracle Projects.

¢ When you initiate Invoice Import, Payables imports the required invoice or expense
reportinformation and automatically creates invoices with invoice distribution lines
from the information. Payables also produces a report for all invoices or expense
reports it could not import.

Mass Additions

< Invoice distribution lines that you transfer to Oracle Assets for creating assets.
Payables only creates mass additions for invoice distribution lines that are marked
for asset tracking. Invoice distribution lines distributed to Asset Accounting
Flexfields are automatically marked for asset tracking.

Pay-Through-Date

< Afeature you use during automatic payment processing. You define a payment cycle
(the number of days between regular payment batches), and Payables calculates the
Pay-Through-Date by adding the number of days in the payment cycle to the
payment date. Payables selects an invoice for payment if either the due date or
discount date is before the Pay-Through-Date.

Sales Tax

¢ Atax collected by a tax authority on purchases of goods and services. The supplier
of the good or service collects sales taxes from its customers (tax is usually included
in the invoice amount) and remits them to a tax authority. Tax is usually charged as
a percentage of the price of the good or service. The percentage rate usually varies
by authority and sometimes by category of product. Sales taxes are expenses to the
buyer of goods and services.

Scheduled Payment

¢ A schedule used to determine the amount and date of payment due. You use
payment terms to determine your scheduled payment as well as any discounts
offered. See also payment terms.

Secondary Accounting Method




< The accounting method you choose for your secondary set of books. You can choose
either the cash basis or accrual basis accounting methods. Your secondary
accounting method cannot be the same as your primary accounting method. You do
not need a secondary accounting method if you do not use a secondary set of books.

Secondary Set Of Books

¢ The set of books you maintain for reporting purposes. You can run your business
using accrual accounting and report on a cash basis or run your business on a cash
basis and report on an accrual basis.

Serial Number

< Anumber assigned to each unit of an item and used to track the item.




Day to Day Operations Guide

Creating A Supplier

Navigation: Procurement>Suppliers>Tasks>Create Supplier>Supplier>Business Relationship>
Tax Organization Type>Tax Country>Create>Addresses>Actions and select Create>Address
Information>Save and Close>Go to Home page and click on Bell icon> Approve>Click Edit and go
to Sites>Create>Information>Save and Close>Pencil Icon>Purchasing>Receiving>Invoicing> Site
Assignments>Save and Close>Contacts>Actions and select Create>Contact Information> Actions

and Select and Add>Apply and OK>Save and Close

From home screen, click Procurement

Good afternoon, System Administrator (Casey Brown)!

Me My Team Procurement My Clie ps Help Desk Product Management Risk Management Contracth 3

QUICK ACTI¢ APPS
Click Procurement

[ Manage Requisitons
B E i

fanage Negotiations
# Purchase Purchase Purchase Crders My Receipts Negotiations
Requisitons Agreements

esearch Suppliers

N

Catalogs Suppliers

Spend
Classification

Things to Finish

3 weeks ago 3 weeks ago n

™ Y ACTION REQUIRED ACTION REQUIRED

Click Suppliers




Good afternoon, System Administrator (Casey Brown)!

Me My Team
QUICK ACTIONS

P Manage Requsitions

2% Manage Negatiaticns

Research Suppliers

Manage Surrogate Responses

Things to Finish

6 days ago

Procurement

\@

Purchase
Requiitions

Purchase
Agreements

B

Suppliers

I

Catalogs

1 week ago

Risk Management

o

Negotiations

Purchase Orders My Receipts

&

Spend
Classification

_|_

Click Suppliers

3 weeks ago 3 weeks ago

Click Tasks

isio

Overview

4 Supplier Spend Authorization Requests

Pending Approval  Rejected
Actions v View v Format v B Freeze [ Detach
Request Source Supplier
‘
Columns Hidden 11
4 Supplier Business Classifications
Expifing  Expired
Actions v View v Format v i Freeze [ Detach
Supplier

‘

Columns Hidden 12

4 Suppliers with Incomplete Setup

No Addresses No Contacts  No Adminisirative Contacts  No Tax Identifiers

Wrap  Pending | Past30 days v

Wrap  Expiring | Next 30 days v

Supplier Number  Business

Classification

QAP L

Supplier . A
proidcod Business Relationship  Requested By  Request Date
Subclassification Certificate Expiration Date

Days to Expirationa*

Refresh ‘

fiil O

Days Pendit .
»

»

Click Create Supplier
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Overview

* Manage Suppliers

+ Register Supplier

Create Supplier

+ Manage Supplier Registration Re:

Overview @

/ et VAR

* Import Suppliers

4 Supplier Spend Authorization Requests Click Create Supplier « Merge Suppliers

El < »
Pending Approval  Rejected

Detach Wrap  Pending | Past 30 days v \

Request Source Supplier ::"’“pl:i:r' Business Relationship ~ RequestedBy ~ Req

‘ |

Columns Hidden 11

Actions v View v Format v i Freeze

4 Supplier Business Classifications

Expiring  Expired

Actions v View v Format v B Freeze Wrap  Expiring | Next 30 days v
Business
Supplier Supplier Number Classification Date L

« |

Columns Hidden 12

Enter Supplier name

Create Supplier

* Supplier | Speedy France]

* Business Relationship

* Tax Organization Type | Speedy France Sas | Nanterre, France | www.speedy.fr
Speedy & Nanterre | Nanterre, France | centres-auto.speedy
Tax Country
Speedy Hire Plc | Newton in Makerfield, United Kingdom |
Tax Registration Number | Www.speedyservices.com

Speedy Cash | Wichita, KS | www.speedycash.com
Taxpayer ID

Sir Speedy Whittier | Whittier, CA | wwwisirspeedy.com/whittierca510
D-U-N-$ Number | - speedy Transport Group, Inc. | Brampton, Canada | www.speedy.ca
SpeedyPrep | Abilene, TX | www.speedyprep.com

Speedy Claims | Eustis, FL | www.speedysoftusa.com

Speedy Hen | London, United Kingdom | www.speedyhen.com

American Speedy Printing Centers | Plymouth, Ml |
americanspeedy.com

Select Business Relationship

—



Create Supplier

* Supplier l Speedy France Sas

* Business Relationship | Spend Authorized v
* Tax Organization Type v

Tax Country | France

Tax Registration Number
Taxpayer ID
D-U-N-$ Number

Select Tax Organization Type

Create Supplier

* Supplier | Speedy France Sas

* Business Relationship ‘ Spend Authorized v

Tax Country | France :

Tax Registration Number
D-U-N-8 Number

Select Tax Country

Select Tax Organization Type




Create Supplier

* supplier | Speedy France Sas

* Business Relationship | Spend Authorized v ‘

* Tax Organization Type | Corporation v

Tax Country [ United Stated v ]

Tax Registration Number I Select Tax Country
D-U-N-S Number
| Create

Click Create

Create Supplier

* Supplier | Speedy France Sas
* Business Relationship | Spend Authorized v

Tax Country | United State I v ]

Tax Registration Number

]
]

D-U-N-$ Number

Cancel |

Click Create

Click Addresses




Overview  Supplier: Speedy France Sas x

Edit Supplier: Speedy France Sas @ % HsaIH submit || gancel‘

Profile

Sites  Contacts  Qualifications

i) O mm

4 General
Click Addresses
! ! S
* Suppl Business Relationship  Spend Authorized
Supplier Number 1429 Parent Supplier Q
Alternate Name | SPEEDY FRANCE SAS Parent Supplier Number
Creation Date 10/13/22
Tax Organization Type | Corporation v ‘
Creation Source Manual
Supplier Type o ‘
DataFox Intelligence Score 5 View Signals

Inactive Date | m/dlyy e

Attachments None 4=
Status Active

4 Additional Information

Office Recycling Percentage Debt Rating v
Profile Details (3

Organization  Business Classifications ~ Products and Services ~ Transaction Tax  Income Tax ~ Payments.

Click Actions and select Create

ViSiON

Overview  Supplier: Speedy France Sas x

Edit Supplier: Speedy France Sas @ % ‘EH submit | cancel |

Profile  Addresses Sites Contacts Qualifications

Address from DataFox 72-78 Avenue Georges Clemenceau, Nanterre, Ile-de-France, 92000, France Add Address = Dismiss

Status | Active v e Wrap

i) .o m

Phone Address Purpose Fax Status =

Add from DataFox

Enter required Address Information
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Overview  Supplier: Speedy France Sas x

Enter required Address information

Create Address @

* Address Name ‘ * Address Purpose || Ordering E|
* Country ‘ - [ Remitto o)
[] RFQ or Bidding \
Address Line 1
Phone | v \ \ \ B
Address Line 2 \:
Fax | v ‘
Address Line 3
Email ‘ ‘
city —
Inactive Date ‘ midiyy
State
Status  Active
Postal Code

Language v

4 Additional Information

Click Save and Close

Overview  Supplier: Speedy France Sas x

Edit Address : 301 @

Save and Close H Cancel

* Address Name ‘301 * Address Purpose v/ Ordering

Click Save and Close
* Country ‘ United States v ¥ Remitto f0)
["] RFQ or Bidding \
Address Line 1 ‘ 100 Main Street NE ‘

Phone v |
Address Line 2 ‘ ‘

Fax v
City ‘Aﬂama v/ —
Email
state ‘GA v/ e —
Inactive Date | m/dlyy Y
Postal Code ‘—b‘ Status  Active
County ‘Deka\b v/

Language ‘ < ‘

) Additional Information

Go to Home page and click on Bell icon

]

—
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m Administrator (Casey
Go to Home Page and click on Bell icon
Me My Team Procurement My Client Groups Help Desk Product Managemer 3
‘QUICK ACTIONS
Process Requisitions

k=2 ol

Purchase Purchase Purchase Orders
Requisitions Agreements

§ Manage Orders
Manage Agreements

=%, Manage Buyer Assignment Rules ﬁ

Manage Procurement Agents My.SecEint Negotitions Catalogs

Click Approve

=VISION
Notifications Show All

Yesterday

Dismiss

5 days ago

Me My Team

5 days ago
QUICK ACTIONS

Dismiss

% Process Requisitions ACTION REQUIRED 6 days ago

Supplier Profile Change R

o0 Casey Brown
R4 Manage Orders RO Appwve Reject

ACTION REQUIRED 6 days ago

e —

Load More Items 1-5 of 17 items

[0 Manage Agreements
=, Manage Buyer Assignment Rules

Manage Procurement Agents L REEEEs W f e

Note: The user who has the Security Access can approve.

Go to Home Page and click on Bell Icon




ViSiON

Good afternoon, System Administrato
BI‘OWI]) ! Go to Home Page and click on Bell icon
My Team Procurement My Client Groups Help Desk Product Managemer 3

QUICK ACTIONS

k=2 ol

Purchase Purchase Purchase Orders
Requisitions Agreements

9 Manage Orders

Manage Agreements

=%, Manage Buyer Assignment Rules ﬁ

Manage Procurement Agents My.SecEint Negotitions Catalogs

Click Approve

=VISION
Notifications Show All

Yesterday

Good afternoo

Brown)! | (B, |

5 days ago

Me My Team Procureme m

5 days ago
QUICK ACTIONS e

Dismiss

Process Requisitions ACTION REQUIRED 6 days ago

¢ Casey Brown
R,4 Manage Orders " Reject

Click Approve
ACTION REQUIRED 6 davs 200

[0 Manage Agreements
=, Manage Buyer Assignment Rules

7 Manage Procurement Agents Ve i Negotiations Catalogs

Click Procurement




Click Suppliers

Click Tasks

Good afternoon, System Administrator (Casey
Brown)!

Me My Team Procurement

QUICK ACTIONS

Process Requisitions

Manage Orders

Manage Agreements

Manage Buyer Assignment Rules

Manage Procurement Agents

Shop

Manage Requisitions

My T

QUICK ACTIONS

Process Requisitions

Manage Ord

Manage Agreements

Manage Buyer Assignment Rules

Manage Procurement Agents

Shop

Manage Requisitions

Manage Receipts

My Client Groups

APPS

Click Procurement

jz2

Purchase
Requisitions

My Receipts

(3

Suppliers

My Client Groug

3

Purchase
Requisitions

My Receipts

(e

Suppliers

16

—

Help Desk

Purchase Purchase Orders
Agreements

il

Negotiations Catalogs

€ 4

Product Managem:

Purchase Purchase Orders
Agreements

i, I

N Click Suppliers

€ 4

Spend
Classification




4 Supplier Spend Authorization Requests

Pending Approval  Rejected

Actions v View v Format w B Fi Nrap  Pending | Past 30 days v
Request Source Supplier Supplier
Number

Columns Hidden 11

4 Supplier Business Classifications

Expiring  Expired

Actions ¥ View ¥ Format v

Expiring | Next 30 days v

Supplier ess

Business Relationship  Requested By

Refresh

il

Request Date Days Pendir -

»

" Busin
Supplier Number Classification

Columns Hidden 12

Date

Days to Expiration &

»

Click Manage Suppliers

S10

Overview

4 Supplier Spend Authorization Requests

Pending Approval  Rejected

Actions w View v Format v

J: F " Detach Pending | Past 30 days v
Request Source Supplier Supplier
Number
Columns Hidden 11
4 Supplier Business Classifications
Expiring  Expired
Actions v View v Format v B F ! Detach Wrap  Expiring | Next 30 days v

Supplier Supplier Number ~ Business

Business Relationship ~ Requested By

Classification

Columns Hidden 12

Enter Keywords and click Search

Click Manage Suppliers

Q QO P g

Manage Suppliers

 Register Suppler

+ Create Supplier
* Manage Supplier Registration Re:
« Import Suppliers

+ Merge Suppliers

[l .o @

Req

Date 4
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Overview ~ Manage Suppliers x

Manage Suppliers @

4 Search

* Keywords|| 123

Search Results

Actions v View v Formatv & 4 7
Supplier

Test Sup 123

0 Test@123

Select Supplier hyperlink

Manage Suppliers @

4 Search

22

Supplier Alternate
Number Name

1440

1436

Detach Wrap

Spend Authorized

Spend Authorized

Register Supplier

Business Relationship Parent Supplier Creation Date

* Keywords | 123

Search Results
Actions v View v Format v

Supplier

Test Sup 123

0 Test@123

Columns Hidden 19

Click Edit and go to Sites

Select Supplier hyperlink

ite
Number Name

1440

" Detach Wrap

Spend Authorized

Spend Authorized

—

Register Supplier

Business Relationship Parent Supplier Creation Date

18

QQaw P L

R % PR TR

‘Agvanced H Manage Watchlist | Saved Search | All Suppliers v

* Required

Enter Keywords and click Search

Tax Registration
Number

Inactive Since Taxpayer ID

D-
Number
10121122

1021122

* Required

[sourn] oset [ 3w

D-U-N-s
Number

Inactive Since Taxpayer ID

Tax Registration
Number
10121122

1021122

i]] .O m
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Overview ~ Manage Suppliers %  Supplier: Test Sup 123 x

Supplier: Test Sup 123 @ %

5 A oo - 22
Profile  Addresses Contacts  Qualifications
<

g

Click Edit and edit Site details

[il] .o @m

4 Additional Information

Office Recycling Percentage Debt Rating
Profile Details O

Organization ~ Business Classifications ~ Products and Services ~ Transaction Tax  Income Tax ~ Payments

Click Create

Overview  Supplier: Speedy France Sas x

‘ @H submit | Gancel |

Profile  Addresses  Sites Contacts  Qualifications

Actions v View w Format w

=4 Freeze [w| Detach Wrap  Status | Active v

Procurement
BU Site

Site Purpose 2;::"'3“ Pay Attachments

Status
Click Create

il] .o m

Columns Hidden 5

Enter below Information




Overview  Supplier: Speedy France Sas x

Enter below Information

‘ save H Save and Close || Save and Create Another H Cancel ‘

B2B Supplier Site Code

B2B Communication

Click Save and Close

Overvew  Supplier: Speedy France Sas x

Edit Site: 301 ®

Procurement BU  US1 Business Unit

Inactive Date ‘m vy

Status Active

General Purchesing Receiving  Invoicing  Peyments  Site Assignments

Identification

D Income tax reporting site
Alternate Site Name ‘ ‘

Regional Information ‘ Supglier Site Attributes for U S. Federal v ‘

Limit Trading Partner TAS to AID ‘ v ‘
Default Trading Partner TAS ‘ v

Address Name 301
Address 7100 Man Strest NE ATLANTA, GA 30317 Dexalb
* site ‘w ‘

Qualifications

* Procurement BU ‘ v * Site Purpose Sourcing only
* Address Name ‘ v ] Purchasing
Address
] Pay
* site ‘
Inactive Date | midyy o Attachments None 4
Status  Active
General signments !
Identification
[] Income tax reporting site Customer Number
Alternate Site Name
Regional Information v

[ save | save and ciose || cancel |

* g
Site Purpose || Sourcing cnl -
pose [ ] aeny Click Save and close
/| Purchasing
[ Procurement card
V| Pay

 Primary pay

Attachments None 4

Customer
Number

Unique Entity Identifier ‘

Click Pencil Icon

20

—

i]] .O mm

i)} .O m
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Overview  Supplier: Speedy France Sas x

Edit Supplier: Speedy France Sas @ %

Click Pencil icon

Profile  Addresses  Sites Contacts Qualification;

Actions v View v Formatv o | # | G5 Freeze [w' Detach Wrap
Frocurement  site Address

£\ US1 Business Unit 7301 100 Main Street NE ATLANTA, GA 30317 Dekalb

Columns Hidden 5

Click Purchasing and fill the details

Edit Site: 301 @

Procurement BU  US1 Business Unit

Address Name 301

Address 7100 Main Street NE ATLANTA, GA 30317 Dekalb
* site ‘301
Inactive Date ‘ midlyy e

Status  Active

General Receiving Invoicing ~ Payments ~ Site Assignments  Qualifications

Communication Click Purchasing and fil the details

Communication Method

Controls

[ Hold all new purchasing documents

Hold Reason

Freight

Shipping Method

Eraiaht Tarms. |

Click Receiving and fill the details

Status | Active v

—

21

Alternate Pay

Site Purpose site

Purchasing; Pay; Primary Pay

* site Purpose || Sourcing only
'/ Purchasing
[ Procurement card
V| Pay

v/ Primary pay

Attachments None o

Language

Required Acknowledgment

Acknowledge Within Days

FOB v

Countrof Qrinin

Attachments

None

save || save and close | cancel

‘ save || submit || cancel |

Last Saved 10/14/22 8:06 AM

R

o
Status
Active
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Overview  Supplier: Speedy France Sas x

dit Site: 301 @

Procurement BU US1 Business Unit

Address Name 301

* site | 301
Inactive Date | m/dlyy

Status  Active

Ship-to Exception Action = ‘
Receipt Routing © ‘
Over-receipt Tolerance

Over-receipt Action v ‘

Click Invoicing and fill the details

VISION

Overview  Supplier: Speedy France Sas x

Edit Site: 301 @

Procurement BU  US1 Business Unit

Address Name 301

* site ‘301 ‘

Inactive Date

midlyy

Status  Active

General  Puichesing  Receivng

Controls

Invoice Currency ‘

Invoice Match Option ‘ . ‘

Match Approval Level ‘

Address 100 Main Street NE ATLANTA, GA 30317 Dekalb

Address 100 Main Street NE AT_ANTA, GA 30317 Dekalb

ayments  Site Assignments
Click Invoicing and fill the details

Invoice Amount Limit ‘ ‘

Quantity Tolerances ‘

Click Site Assignments and fill the details

—

22

* site Purpose | Sourcing only

/| Purchasing

[ ] Procurement card

V| Pay

/| Primary pay

Attachments None &

Early Receipt Tolerance in Days
Late Receipt Tolerance in Days
Allow Substitute Receipts | v

[ Allow unordered receipts

Receipt Date Exception v

* site Purpose | Sourcing only

+ Purchasing

[ Procurement cerc

| Pay

/| Primary pay

Attachments None 4

save |[ save and Close || cancel |

[ save || save and close || cancel |

Payment Currency ‘

Payment Priority ‘ ‘

Pay Group ‘

i]] .O m

i) .O m




Overview  Supplier: Speedy France Sas x

Edit Site: 301 @ EH ‘Save and Close H Cancel ‘

Procurement BU  US1 Business Unit * Site Purpose D Sourcing only

Address Name 301 ' Purchasing

Address 100 Main Street NE ATLANTA, GA 30317 Dekalb [] Procurement card

* Site ‘301 ‘ ] Pay

i) O m

Click Site Assignments and fill the details
/| Primary pay

Inactive Date ‘ midlyy e ‘

Site Assignments

Actions v View v Fomatv | Autocreate Assignments " Detach

Status  Active Attachments None ==

General Purchasing Receiving  Invoicing ~ Payments Qualifications

Status | Active v

Use =
* Withholding Tax  Liability Prepayme
Client BU Bill-to BU Ship-to Location Bill-to Location Wlth::):dlng Group Distribution Distributic =

»

Columns Frozen 2

Click Save and Close

ViSiON

Overview  Supplier: Speedy France Sas x

save || save and Close | cancel |

t Site: 301 @

Procurement BU  US1 Business Unit * site Purpose | Sourcing only Click Save and Close
Address Name 301 | Purchasing

Address 100 Main Street NE ATLANTA, GA 30317 Dekalb
[] Procurement card

* site | 301 ] Pay

i]] .O m

/| Primary pay
Inactive Date | midlyy fe

Status  Active Attachments None ==

General Purchasing Receiving Invoicing  Payments  Site Assignments  Qualifications

Actions v View v Format v ‘ Autocreate Assignments " Detach

Status | Active v

Use . . -
* @i " " . u " . . Withholding Tax  Liability Prepayme
Client BU Bill-to BU Ship-to Location Bill-to Location Wlth::’:dlng Group Distribution Distributic =
»

Columns Frozen 2

Click Contacts




Overview  Supplier: Speedy France Sas x

Edit Supplier: Speedy F > S oo ot e
it Supplier: Speedy France Sas @ S H u‘ — H —

Profile  Addresses  Sites Qualifications

Actions v View v Format v == 4 3 Status Active v

Address Name A Address Phone Address Purpose Fax Status

301 100 Main Street NE ATLANTA, GA Dekalb Ordering; Remit to Active

Columns Hidden 3

Click Actions and select Create

iSION Q%R &

ill .o m@

Overview  Supplier: Speedy France Sas x

Edit Supplier: Speedy France Sas @ %

H save || submit || cancel |

Last Saved 10/13/22 4:22 PM
il LA T

Profile  Addresses Sites Contacts Qualifications

v Fomatv o =4 ceze [ Detach Wrap  Status | Active v

Job Title Email Administrative  yser Account ~ Status
Click Actions and select Create ontac

Columns Hidden 8

Enter Contact Information

i]] .O m




Overview  Supplier: Speedy France Sas x

Create Contact @

Salutation ‘ Ms. v ‘

* First Name ‘ Test

Middle Name ‘

* Last Name ‘ Priya
Job Title ‘

[ Administrative contact

Enter Contact Information

l Save H Save and Close H Save and Create Another H Cancel ‘

. T | \

woe [ o) \
[ o)Ll

Email ‘

Status ‘ Active v ‘

if]] .o m

4 Additional Information

4 Contact Addresses
Actions v View v Format v B Freeze [y Detach Wrap
Address Name Address

<

Columns Hidden 4

4 User Account ()

Click Actions and click Select and Add

Overview  Supplier: Speedy France Sas x

Edit Contact: test sugha @

Salutation ‘Ms v‘
* First Name ‘ test
Middle Name ‘
* Last Name ‘ sugha
Job Title ‘

[ Administrative contact

4 Additional Information

4 Contact Addresses

Click Actions and Click Select and Add

Select and Add

Columns Hidden 4

4 User Account

[ ] Create user account

Select the row and click Apply and OK

—
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Phone

. |
Mobile ’T ‘ ‘

Address

Status
Purpose

‘ Save H Save and Close ‘ Cancel ‘

m Ll

Email

Status | Active v

Phone

i]] .O mm

Address

Status
Purpose




Select and Add: Addresses

4 Search

View v Format v Wrap

Address
Address Name ~ Address Purpose

301 7100 Main Street NE ATLANTA, GA 30317 D... Ordering; Remit to

Test 72-78 Avenue Georges Clemenceau,92000...  Ordering; Remit to

Rows Selected 1

Cancel

Select the row and click Apply and OK

Click Save and Close

Overview  Supplier: Speedy France Sas x

Edit Contact: test sugha @

| save | save and ctose || cancel |

* First Name | test Mobile [ ‘ v H
Middle Name Fax [ ‘ v H H ‘

* Last Name | sugha Email
Job Title Status | Actve v

[ ] Administrative contact

l . Click Save and Close

i) O m

4 Additional Information

4 Contact Addresses

Actions v View v Fomatv % B Freeze [s Detach Wrap
Address
Address Name Address Phone Purpose Status
301 7100 Main Street NE ATLANTA, GA 30317 Dekalb Ordering; Remitto  Active
Columns Hidden 4

4 User Account D

Creating A Supplier With Banking Information

Navigation: Procurement>Suppliers>Tasks>Create Supplier>Supplier Name>Business
Relationship>Tax Organization Type>Tax Country>Create>Addresses>Actions and select
Create>Address Information>Save and Close>Sites>Create>Fill Appropriate details>Save and

Close>Pencil Icon>Payments>Payments Methods>Bank Accounts>Payment Attributes>Save and
Close

From home screen, click Procurement

26\
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Good afternoon, System Administrator (Casey Brown)!

Procurement % Help Desk Product Management Risk Managemen Contracth 3

QUICK ACTI¢
Click Procurement

[ Manage Requisitions

k22 R B e

Purchase Purchase Purchase Orders My Receipts Negotiations
Requisitions Agreements

Managz Negotiations

pplers

Manags Surrogate Respor @ e +

Catalogs Suppliers Spend
Classiication

Things to Finish

6 days ago 1 week ago 3 weeks ago 3 weeks ago n

TR M Y ACTION REQUIRED. ACTION REQUIRED

Click Suppliers

m Administrator (Casey Brown)!

Help Desk 0 V e Risk Management Contracth 3
QUICK ACTIONS

Manage Requisitions

= it

Purchase Purchase Purchase Crders My Receipts Negotiations
Requisitions Agreements

Manage Negotiations

Research Suppliers

Manage Surrogate Responses @ @E
end

Catalogs Suppliers

Click Suppliers

Things to Finish

6 days ago 1 week ago > 3 weeks ago 3 weeks ago

Click Tasks




isio a0 P o

Overview

Overview @

A WS N
4 Supplier Spend Authorization Requests

Pending Approval  Rejected

Actions v View v Format v i ='| Detach Wrap  Pending | Past30 days v \
i Supplier . - " =
Request Source Supplier b Business Relationship  Requested By ~ RequestDate  Days Pendir
»
Columns Hidden 11
4 Supplier Business Classifications
Expiring  Expired
Actions v View v Format v il Detach Wrap  Expiring | Next 30 days v
Supplier Supplier Number ~ Business Subclassification Certificate Expiration Date  Days to Expiration & '
Classification v

»

Columns Hidden 12

4 Suppliers with Incomplete Setup

No Addresses No Contacts  No Administrative Contacts  No Tax Identifers

Click Create Supplier

=ViSiON

Overview + Manage Suppliers

+ Register Supplier

Create Supplier

+ Manage Supplier Registration Rer

Overview @

o

« Import Suppliers

Click Create Supplier « Merge Suppliers

4 Supplier Spend Authorization Requests

Pending Approval  Rejected

LO| [

Actions v View v Format v ¥ =" Detach Nrap  Pending | Past 30 days v
Request Source Supplier ::Pmp;fr’ Business Relationship  RequestedBy ~ Req
Columns Hidden 11
4 Supplier Business Classifications
Expiring  Expired
Actions ¥ View ¥ Format v Jii " Detach Vrap  Expiring | Next 30 days v
Supplier Supplier Number Business Date L
PP PP Classification

Columns Hidden 12

Enter Supplier Name




Create Supplier x

| * Supplier

Enter Supplier Name

Speedy France Sas |
* Business Relationship | ©
* Tax Organization Type v
Tax Country | France :
Tax Registration Number
Taxpayer ID
D-U-N-S Number

Select Business Relationship

Create Supplier

* Supplier l Speedy France Sas

* Business Relationship | Spend Authorized v
* -
Tax Organization. Type Select Business Relationship

Tax Country ‘ France

Tax Registration Number
Taxpayer ID
D-U-N-$ Number

Create | Cancel

Select Tax Organization Type




Create Supplier

* Supplier | Speedy France Sas

* Business Relationship ‘ Spend Authorized v

* Tax Organization Type Iml
Tax Country ‘ France v
Tax Registration Number
Taxpayer ID
Create | Cancel

Select Tax Country

Create Supplier

* supplier | Speedy France Sas
* Business Relationship | Spend Authorized v

* Tax Organization Type | Corporation

Tax Country [ United Stated | v \

Tax Registration Number |
Taxpayer ID
D-U-N-S Number
| Create

Click Create

Select Tax Organization Type

Select Tax Country




Create Supplier

* Supplier | Speedy France Sas
* Business Relationship | Spend Authorized v
* Tax Organization Type | Corporation v
Tax Country | United Stateq] v ‘

Tax Registration Number
Taxpayer ID l
D-U-N-$ Number

| cancal |

Click Create

Click Addresses

Overview  Supplier: Speedy France Sas x

Edit Supplier: Speedy France Sas @ %

4 General

Sites  Contacts  Qualifications

Click Addresses

* Suppl Business Relationship  Spend Authorized

Supplier Number 1429 Parent Supplier
Alternate Name | SPEEDY FRANCE SAS Parent Suppilee Number

Creation Date  10/13/22
Tax Organization Type ‘ Corporation v
Creation Source Manual
Supplier Type l v
DataFox Intelligence Score 5 View Signals
Inactive Date | m/dlyy e
Attachments None =

Status  Active

i]] .o m

4 Additional Information
Office Recycling Percentage ‘ Debt Rating \:I:]
Profile Details

Organization  Business Classifications ~ Products and Services ~ Transaction Tax  Income Tax ~ Payments. m

Click Actions and select Create




Profile  Addresses Sites Contacts

Add from DataFox

Overview  Supplier: Speedy France Sas x

Qualifications

Status | Active v

Click Actions and select Create

Enter required Address Information

Visio

Overview  Supplier: Speedy France Sas x

Create Address @

* Country ‘
Address Line 1
Address Line 2
Address Line 3

city
State
Postal Code

Language

4 Additional Information

* Address Name ‘

Address from DataFox 72-78 Avenue Georges Clemenceau, Nanterre, lle-de-France, 92000, France

[ save [ submit ][ cancet |

Add Address | | Dismiss |

Phone Address Purpose Fax Status

QNP £

Enter required Address information

‘ Save H Save and Close ‘ Save and Create Another H Cancel ‘

* Address Purpose | Ordering
[] Remitto

["] RFQ or Bidding

G - ]

Fax ‘ ‘ v ‘
Email ‘ ‘
Inactive Date ‘ midiyy o ‘
Status  Active

Click Save and Close

—
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Overview  Supplier: Speedy France Sas x

Edit Address : 301 @

* Address Name ‘ 301
* Country ‘ United States v
Address Line 1 ‘ 100 Main Street NE ‘

Address Line 2 ‘ ‘

ciy[aaa [+

State ‘GA v/
Postal Code ‘ \L‘
cowty[psab [+

Language ‘ < ‘

) Additional Information

Click Sites

isio

Overview  Manage Suppliers X Supplier: Test Acuity Solutions, Inc. x

Edit Supplier: Test Acuity Solutions, Inc. @ %
Click Sites

Profile  Addresses Contacts ~ Qualifications

Actions w View v Format v = =4 F . Detach

:Locurement site Address

Columns Hidden 5

Click Create

Nrap

* Address Purpose v/ Ordering

Status | Active v

—

Site Purpose

| Remitto

[] RFQ or Bidding

Save and Close H Cancel

Click Save and Close

Phone v |

Fax v

Email

Inactive Date | m/dlyy [

Status  Active

Alternate Pay
Site Attachments

QAR

H save | submit | cancel

Status & ¢

»

C_."

i) .O mm
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=ViSiON

Overview  Manage Suppliers x  Supplier: Test Acuity Solutions, Inc. x

Edit Supplier: Test Acuity Solutions, Inc. @

Profile

Addresses  Sites  Contacts

Qualifications

Actions w View v Format w Detach

Procurement "
BU Site

Click Create

Columns Hidden 5

Fill Appropriate details

Status | Active v

Site Purpose

Alternate Pay

site Attachments Status & ¢ .

»

Overview  Manage Suppliers % Supplier: Test Acuity Solutions, Inc. x

* Procurement BU ‘ v

* Address Name

<

Fill Appropriate details

Save H Save and Close ‘ Save and Create Another ‘ Cancel ‘

* Site Purpose |y Sourcing only

i) .o m

B2B Supplier Site Code ‘

B2B Communication

Click Save and Close

—

[] Purchasing
Address
* site ‘ ‘ [] Primary pay
Inactive Date ‘u diyy F‘o‘ Attachments None o
Status  Active
General
Identification
[ Income tax reporting site Customer Number
Alternate Site Name ‘
Regional Information ‘ v




sio QO wp &

Overview  Manage Suppliers x  Supplier: Test Acuity Solutions, Inc. x

Create Site @

Click Save and Close
* site Purpose E

* Procurement BL

* Address Name

(0]
Address
* site

Inactive Date

Attachments None =

Status

General

Click Pencil Icon

Overview  Supplier: Speedy France Sas x

‘ save H Sub !H Qancel‘

Click Pencil icon Last Saved 10/14/22 8:06 AM
b - " . LR ' b i R &8 PN G i3
Profle  Addresses  Sites Contacts  Qualification; E
Actions v View v Format v == {w" Detach Nrap  Status | Active v O
Procurement Site Address Site Purpose A_Itemate Pay Attachments Status
BU Site
{\ US1Business Unit 301 100 Main Street NE ATLANTA, GA 30317 Dekalb Purchasing; Pay; Primary Pay None Active

Columns Hidden 5

Click Payments




Overview  Supplier: Speedy France Sas

Address Name

Address
* site

Inactive Date

Status

Payment Methods  Bank Accounts
Viewv o o R
Default

Bankgiro

Check

Procurement BU  US1 Business Unit

General  Purchasing  Receiving  Invoicing

X

01
100 Main Street NE ATLANTA, GA 30317 Dekalb
301

midlyy [

Active

Site Assignments  Qualifications

Payment Attributes
Click Payments

* Payment Method

Click Payments Methods and fill the details

[ save |[ save and ciose |[ cancel

* site Purpose

("] Sourcing only

/| Purchasing

(] Procurement card
v Pay

/| Primary pay

Attachments None =

* From Date To Date
‘wuz F‘e‘ midlyy "e‘
‘10205 g ‘ midiyy “e‘

I ol ol

Overview  Supplier: Speedy France Sas x

Edit Site: 301 @

Address Name 3

General Purchasing  Receiving  Invoici

Vieww o o &

Default ~ * Payment Method
Bankgiro

Check

Procurement BU  US1 Business Unit

01

Address 7100 Main Street NE ATLANTA, GA 30317 Dekalb
* site | 301
Inactive Date | m/dlyy e

Status  Active

ing Site Assignments  Qualifications

Payment Methods  Bank Accounts  Payment Aftributes

Click Bank Accounts and fill the details

—
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* site Purpose | Sourcing only

/| Purchasing
[] Procurement card
| Pay

/| Primary pay

Attachments None =

* From Date To Date

‘1113 F‘o‘ midlyy Y

‘10203 ‘ midlyy Y

[D— | =

ii]] Lo mm




Overview  Supplier: Speedy France Sas x

E:

t Site: 301 @

Procurement BU  US1 Business Unit
Address Name 301

Address 100 Main Street NE ATLANTA, GA 30317 Dekalb

* site ‘301

Inactive Date ‘ mdyy

Status  Active

General Purchasing  Receiving Invoicing ~ Payments  Site Assignments  Qualifications
Payment Methods | Bank Accounts | Payment Attributes

Actions v View v Format v

+ Click Bank Accounts and fill the details

Primary Account Number
«

Columns Hidden 8

Click Payment Attributes and fill the details

IBAN

* site Purpose || Sourcing only
/| Purchasing
] Procurement card
V| Pay

v/ Primary pay

Attachments None 4+

Currency Bank Name

[ save | save and ciose |[ cancel |

Update Unpaid
Invoices v

Overview  Suppli

Speedy France Sas x

Edit Site: 301 @

Procurement BU US1 Business Unit

Address Name 301

Address 7100 Main Street NE ATLANTA, GA 30317 Dekalb
* site | 301
Inactive Date | m/dlyy fe

Status  Active

General Purchasing  Receiving  Invoicing ~ Payments ~ Site Assignments

Qualifications

Payment Methods ~ Bank Accounts  [Payment Attributes

Payment Delivery ~ Payment Specifications

EECIECLEUIEIERRY Click Payment Attributes

Delivery Channel

Bank Instruction Code 1
Bank Instruction Code 2

Bank Instruction Details ‘

Click Save and Close

* site Purpose || Sourcing only
/ Purchasing
Procurement card
v Pay

/| Primary pay

Attachments None o

Payment Text Message 1 |

Payment Text Message 2 ‘
Payment Text Message 3 ‘

Service Level Code ‘

i) O [m




Overview  Supplier: Speedy France Sas x

Edit Site: 301 @ E"’H Save and Close ‘ Cancel

Procurement BU  US1 Business Unit

* site Purpose || Sourcing only

Address Name 301 Click Save and Close E
/| Purchasing
Address 7100 Main Street NE ATLANTA, GA 30317 Dekalb (@)
[ Procurement card \
* s V| Pay —
site | 301 B
/| Primary pay
Inactive Date | m/dlyy [
Status Active Attachments None 4

General Purchasing Receiving Invoicing Payments  Site Assignments  Qualifications

Add A Year To An Existing Calendar

Navigation: Profile>Setup and Maintenance>Select Financials from Setup dropdown>Manage
Payables Calendars and click Search>Manage Payables Calendars>Row for correct calendar that

needs to be adjusted and click Edit icon>Add Years in the Period Information>Below >Details>
Save and Close

From home screen, Click Profile

=ViSiON

Good afternoon, System Administrator (Casey
Brown)!

Click Profile

My Team Procurement My Client Groups Help Desk Product Managemer

QUICK ACTIONS

% Process Requisitions

W )

Purchase Purchase Purchase Orders
Requisitions Agreements

Manage Orders
M0 Manage Agreements

==, Manage Buyer Assignment Rules ﬁ I.

q:';ﬁ Manage Procurement Agents My Receipts Negotiations Catalogs

Click Setup and Maintenance




ViSiON

Settings and Actions

Good afternoon, System Administrator (s

Administration

My Team My Client Groups Help Desk

QUICK ACTIONS APPS

Click Setup and Maintenance

@ 0 Troubleshooting

Purchase Purchase
Requisitions Agreements

Process Requisitions

) Manage Agreements

Manage Buyer Assignment Rules ﬁ

My Receipts Negotiations Catalogs

=ViSiON QA whp

Setup: Financials (& (?) ‘ Actions ¥
Customer Data Management Select Financials from Setup dropdown
Functional Areas Customer Loyalty
. Enterprise Contracts R .
Initial Users Initial Users
inancials
* Enterprise Profile Fusion Accounting Hub View v Format v Freeze (o] Detach Wrap  Show ‘Reqmred Tasks v
* Legal Structures Grants Management Task Scope
Help Desk Run User and Roles Synchronization Process El
* Financial Reporting Stru
Manufacturing and Supply Chain Materials Management
- Columns Hidden 4
* General Ledger m Tared
* Organization Structures shared (2D
* Resources shared (2D
Workforce Structures shared 2
* Users and Security shared (2D
* Payables shared @2
Payments shared (K2
* Cash Management and Banking shared (K2
x —

Enter Manage Payables Calendars and click Search

]
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=ViSiON Qanwp o

Setup: Financials @ = @ Enter Manage Payables Calendars and click search

Lo LS LA,
Functional Areas Change Feature Opt In | Search Tasks | Manage Payables Calendars ‘ & ‘
* Initial Users snared (2D Payables
R - Pr—
Enterprise Profile Shared 2 View v Format v Freeze [} Detach ' Wrap Show |AllTasks v
* Legal Structures . Task Scope
Manage Payables Calendars - E'
* Financial Reporting Structures shared 2D
Manage Payment Terms
*
General Ledger
o svares. @ Manage Invoice Tolerances
* Organization Structures shared (2D Manage Tax Regions
Manage Reporting Entities
* Resources shared (D e Heporing
Manage Tax Codes
Workforce Structures shared (KAD
Manage Withholding Tax Classifications
B
Users and Security shared (2D Manage Withholding Certificates
* payables shre €D Manage Procurement Agents US1 Business Unit
Manage Common Options for Payables and Procurement US1 Business Unit
Payments shares 2
Columns Hidden 4
* Cash Management and Banking shared (2D
* Trancaction Tay - _—

Click Manage Payables Calendars hyperlink

= ViSiON anwp @ @

Setup: Financials € ‘ Actions ¥ |
P G R
Functional Areas Change Feature Opt ln Search Tasks | Manage Payables Calendars ‘ & ‘
* Inital Users shared 2 Payables
* Enterprise Profile shared (KD View v Format v Freeze (= Detach Show ‘ All Tasks v
* Legal Structures shared DD Task Scope
Manage Payables Calendars El
* Financial Reporting Structures shored (D
Manage Payment Terms
N
General Ledger shared (2D Manage Invoice Tolerances Click Manage Payables Calendars hyperiink
* Organization Structures shered (D Manage Tax Regions
Manage Reporting Enti
* Resources s €D anage Reporting Entities
Manage Tax Codes
Workforce Structures shared (RAD
Manage Withholding Tax Classifications
N
Users and Security shared (2D Manage Withholding Certificates
* Payables sharsd € Manage Procurement Agents US1 Business Unit
Manage Common Options for Payables and Procurement US1 Business Unit
Payments shared @2
Columns Hidden 4
* Cash Management and Banking shared (EAD
* Trancaction Tay - _—

Select Row for correct calendar that needs to be adjusted and click Edit icon




ViSiON

Manage Payables Calendars @

Select row for correct calendar that needs to be adjusted and click Edit icon

Vevy +|/]F [ & Detach

Name Description Calendar Type Periods per Year Latest Defined Period
India TDS Year General purpose 1202122

Monthly General purpose 12 Dec-22

Quarterly General purpose 4 Quarterd-22

WHT Calendar General purpose 12 Dec-22

Weekly General purpose 52 Week52-22

Click Add Years in the Period Information section

=ViSiON

Edit Payables Calendar: India TDS Year

Name  India TDS Year Start Date
" Period Name Format
Description
Calendar Type General purpose From Date ‘ 4119 [

Period Frequency  Other To Date ‘ T Y

Periods per Year 1
t | v|
Click Add Years in the Period Information section e

Period Information

View v X 7 E @& Detach  AddYears

* Period Name Prefix * Year * Sequence * Start Date * End Date Due Date Period Name
» 2019 2020 1 ‘ ‘ e fe ‘ 33120 g 201920
> 2020 2021 1 ‘ ‘ 41120 e ‘ 33121 g 2020-21
> 2021 2022 1 ‘ ‘ 4121 te ‘ 32 G 2021-22

Enter below details




=VISION

Edit Payables Calendar: India TDS Year @

anywy R £ @

[ save || save ana ciose |[ canca |

Name India TDS Year

Description

Calendar Type General purpose
Period Frequency  Other

Periods per Year 1

Period Information

Viewe 4= ¥ [ & Detach Add Years

Start Date

Period Name Format

From Date ‘ 411119 [
To Date ‘m‘d y [y
Context ‘ v‘

Enter below details

Click Save and Close

=VISION

Name India TDS Year

Edit Payables Calendar: India TDS Year ®

Start Date

Period Name Format

Click Done

Description
Calendar Type General purpose From Date ‘ 4119 E‘e‘
Period Frequency Other 1o Date ‘ e e‘
Periods per Year 1 —
Context ‘ v‘
Period Information
Vewvy 4 ¥ T & Detach Add Years
* Period Name Prefix * Year * Sequence * Start Date * End Date Due Date
> [test ‘ ‘ 2023‘ ‘ ‘ ‘mmwzz e ‘10‘28323 f&‘
) 2019 2020 ‘ 1 ‘ ‘4,‘1"19 [ /31120 E&‘
) 2020 2021 ‘ 1 ‘ ‘4,‘1"20 [ 321 F‘e‘
» 202 2022 ‘ 1 ‘ ‘4,‘1"21 e 31122 f‘e‘

* Period Name Prefix * Year * Sequence * Start Date End Date Due Date Period Name
‘ » ‘ test 2023 ‘ ‘ 1 ‘ 101422 fig ‘ 102823 g ‘ test23
> 2019 2020 ‘ 1 ‘wwg Y ‘ 33120 g ‘ 2019-20
) 2020 2021 ‘ 1 ‘4'1520 o ‘ 331t g ‘ 202021
» 2021 2022 ‘ 1 ‘4'1521 [ ‘ 3312 g ‘ 202122

Period Name

test-23

201920

2020-21

202122

Click Save and Close




=VisioN ~ @

Manage Payables Calendars @

Done |

Click Done
Vewv 4 4 [ [ Detach

Name Description Calendar Type Periods per Year Latest Defined Period
India TDS Year General purpose 1 test23

Monthly General purpose 12 Dec-22

Quarterly General purpose 4 Quarterd-22

WHT Calendar General purpose 12 Dec-22

Weekly General purpose 52 Week52-22

m|

Creating A 1099 Vendor

Navigation: Procurement>Suppliers>Tasks>Create Supplier>Create>Actions and select Create>
information>Save and Close>Go to Home Page and click on Bell Icon>Approve>Procurement>
Suppliers>Tasks>Manage Suppliers>Enter Keywords and click Search>Select Supplier hyperlink>
To fill details in Income Tax click Edit>Yes>Income Tax details>Submit>OK

From home screen, click Procurement

Good afternoon, System Administrator (Casey Brown)!

Me My Team Procurement My d 3 Help Desk Product Management Risk Management Contract b 3
QUICK ACTI¢
Click Procurement

[ Manage Requisitions

k22 R B e

Purchase Purchase Purchase Orders My Receipts Negotiations
Requisitions Agreements

Manage Negotiations

Manage Surrogate Responsas @ e

Catalogs Suppliers Spend
Classiication

Things to Finish

5 ago e X 3 weeks ago 3 weeks ago n
m m acronsecureo |

ACTION REQUIRED

Click Suppliers




m Administrator (Casey Brown)!

Procurement Help Desk Product Management Risk Management Contracth 3

QUICK ACTIONS

[ Manage Requisitions

n'. M J2 Negc E @ %

Purchase

Purchase Purchas Orders
Requisitions

My Receipts
Agreements

Negotiations
Research Suppliers

Manage Surrogate Responsas

i) £ a8

Catelogs Suppliers Spend
Classification

Things to Finish Click Suppliers

6 days ago 1 week ago 3 weeks ago 3 weeks ago

Click Tasks

isio

Q% B g

Refresh ‘

4 Supplier Spend Authorization Requests

Pending Approval  Rejected

Actions ¥ View v Format v B Freeze o Detach Wrap  Pending | Past 30 days v \
. Supplier . N - =
Request Source Supplier proidcod Business Relationship  Requested By ~ Request Date Days Pendit .,
‘
Columns Hidden 11

»

4 Supplier Business Classifications

Expiring  Expired

Actions v View v Format v i Freeze [y Detach Wrap  Expiring | Next 30 days v
Supplier Supplier Number Business
‘«

Classification Subclassification Certificate Expiration Date Days to Expirationa *
Columns Hidden 12

»

4 Suppliers with Incomplete Setup

No Addresses No Contacts  No Adminisirative Contacts  No Tax Identifiers

Click Create Supplier




=ViSiON

anyvy e &£ @

Overview

* Manage Suppliers

« Register Supplier
+ Manage Supplier Registration Ret
* Import Suppliers

Overview @

/N le [n e
4 Supplier Spend Authorization Requests

Click Create Supplier « Merge Suppliers

Pending Approval  Rejected

Actions w View v Format v il Freeze [u| Detach Wrap  Pending | Past 30 days v

Request Source Supplier ::":"::i:rr Business Relationship  Requested By  Req

fiil] .O| m

4

Columns Hidden 11

4 Supplier Business Classifications

Expiring  Expired

Actions v View v Format v B Freeze Wrap  Expiring | Next 30 days v
Business
Supplier Supplier Number Classification Date L
‘

Columns Hidden 12

Enter the above information and click Create

Create Supplier

* Supplier ‘ John Hancock Investment Managem
* Business Relationship
* Tax Organization Type | Corporation v
Tax Country | United States :
Tax Registration Number ‘ 123456789
D-U-N-$ Number

Enter the above information and click
Create

Under Address tab click Actions and select Create




Overview ~ Supplier: John Hancock Gyms x

Profile  Addresses Sites Contacts Qualifications

Fomatv = Status | Active v Freeze

Edit
Click Actions and select Create

Add from DataFox

Fill below information

=VISION

Overview  Supplier: John Hancock Gyms x

Create Address @

Wrap

Address from DataFox 200 Berkeley Street, Boston, MA, 02216, United States Add Address ‘ ‘ Dismiss

Phone Address Purpose Fax Status

Sellto Active

Fill below information

‘ Save ‘ Save and Close ‘ Save and Create Another ‘ Cancel ‘

* Address Name
* Country | United States v
Address Line 1 ‘
Address Line 2 ‘
City v
State v
Postal Code F
comy =

Language v

* Address Purpose [_| Ordering
(] Remitto

RFQ or Bidding

[+] ]

Fax | 1 ‘v‘

Phone

Email ‘
Inactive Date | m/dlyy fe

Status Active

4 Additional Information

Click Save and Close

—
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Overview  Supplier: John Hancock Gyms

Save || Saveand Close || Save and Create Another H Cancel ‘

* Address Name | Testt * Address Purpose v/ Ordering

* Country | United States v Remit to

RFQ or Bidding
Address Line 1 | 100 Main Street NE ‘

i) .o m

Phone | 1 ‘ v ‘ ‘

Address Line 2 ‘

Fax | 1 ‘ v
City | Atlanta \L‘

Email ‘

State | GA v

Inactive Date | m/dlyy f‘e
Postal Code | 30317 \a hawe
Status Active
County Deka‘b—b‘

Language v

4 Additional Information

Go to Home Page and click on Bell Icon

=VIiSiON

Good afternoon, System Administrator (Casey
Brown)!

Go to Home Page and click on Bell icon

My Team Procureme My Client Groups Help Desk Product Managemer 3

QUICK ACTIONS

Process Requisitions

W )

Purchase Purchase Purchase Orders
Requisitions Agreements

9 Manage Orders
Manage Agreements

=%, Manage Buyer Assignment Rules ﬁ

Manage Procurement Agents My Receipts Negotiations Catalogs

Click Approve




Click Procurement

Click Suppliers

Good afternoon, Sy
Brown)!

Me

My Team

QUICK ACTIONS

Me

Process Requisitions

7 Manage Orders

Manage Agreements

Manage Buyer Assignment Rules

Manage Procurement Agents

My Team

QUICK ACTIONS

Process Requisitions

Manage Orders

Manage Agreements

Manage Buyer Assignment Rules

Manage Procurement Agents

Shop

Manage Requisitions

Procurement

Notifications

ACTION REQUIRED

Casey Brown

ACTION REQUIRED

My Receipts

Click Approve

Negotiations

Catalogs

ystem Administrator (Casey

Procurement

My Client Groups

APPS

Click Procurement

—

e

Purchase
Requisitions

My Receipts

(h

Suppliers

Help Desk

RS

Purchase
Agreements

il

Negotiations

&

Product Managemer

Purchase Orders

Catalogs

+

>

Show All

Yesterday

Dismi

5 days ago

5 days ago

Dismiss

6 days ago

Reject

& dave ann




My Te
QUICK ACTIONS
Process Requisitions
Manage Ord
Manage Agreements
Manage Buyer Assignment Rules

Manage Procurement Agents

Requisitions

Manage Receipts

Click Tasks

Overview

4 Supplier Spend Authorization Requests

Pending Approval  Rejected

Actions v View v Format w B Freeze [u' Detach Wrap  Pending

Request Source Supplier
<

Columns Hidden 11

4 Supplier Business Classifications

Expiring  Expired

Actions ¥ View v Format v B Freeze s Detach Wrap  Expiring

Supplier Supplier Number
<

Columns Hidden 12

My Client Groups

3

Purchase
Requisitions

My Receipts

()

Suppliers

Past 30 days v

Next 30 days v

Busin
Classification

Supplier
Number

Product Managemer

Purchase Purchase Orders

Agreements

i,

Nego

I

Click Suppliers

€

Spend
Classification

+

Business Relationship  Requested By

>

Request Date

Date

QQOwp g

=S

Days Pendir -

>

Days to Expiration & ¢ -

>

Click Manage Suppliers

—

49




) [o)

Overview

4 Supplier Spend Authorization Requests

Pending Approval  Rejected

Actions w View w Format v B Fi

Columns Hidden 12

Enter Keywords and click Search

VISIO

Overview

Manage Suppliers x
Manage Suppliers @

4 Search

Click Manage Suppliers

Q QO ¥

J: Freeze o Detach Pending | Past 30 days v
Request Source Supplier Supplier Business Relationship  Requested By  Req
Number
Columns Hidden 11
4 Supplier Business Classifications
Expiring  Expired
Actions ¥ View v Format v Freeze = Detach Wrap  Expiring | Next 30 days v
. " Business
Supplier Supplier Number (SR Date

‘ Advanced H Manage Watchlist | Saver

* Keywords|| 123

Search Results

Actons v View v Fomatv 4 / T F F

Detach

Enter Keywords and click Search

Register Supplier

El
Q
\

\
[ ] t so |

Supplier

Test Sup 123

O Test@123

Select Supplier hyperlink

Supplier Alternate

Number Name Business Relationship Parent Supplier Creation Date

Tax Registration
Number Taxpayer ID

Inactive Since

1440 Spend Authorized 10121122

1436 Spend Authorized 10121122

50

(=

Manage Suppliers

~ Register Suppler
« Create Supplier

Manage Supplier Registration Res
« Import Suppliers
+ Merge Suppliers

o

o WA LR,

d Search | All Suppliers v

* Required

D-U-N-S
Number

—



Manage Suppliers @

4 Search

* Keywords | 123

Search Results

' Detach

Actions w View w Fcrmat v

Select Supplier hyperlink

Columns Hidden 19

To fill details in Income Tax click Edit

=ViSION

Register Supplier

. te . I "
Supplier Number Name Business Relationship Parent Supplier Creation Date
Test Sup 123 1440 Spend Authorized 1021122

0 Test@123 1435 Spend Authorized 1021122

Inactive Since

A S LA

| Advanced || Manage watchiist | saved search ‘A\SJpphevs v‘

Tax Registration
Number

(soaren ) et [

Taxpayer ID

* Required El
o

\

D-U-N-8
Number

Overview  Manage Suppliers x  Supplier: Test 345 x

Supplier: Test 345 @ %
& There is a profile change request pending approval

Profile Addresses Sites Contacts Qualifications

4 General

Supplier Test 345

Supplier Number 1442
Alternate Name

Tax Organization Type ~ Corporation

Supplier Type

Inactive Date

Status  Active

4 Additional Information
Office Recycling Percentage

Profile Details

Organization  Business Classifications  Products and Services ~ Transaction Tax  Income Tax ~ Payments

Click Yes

Business Relationship
Parent Supplier

Parent Supplier Number
Creation Date

Creation Source

Registration Request

DataFox Intelligence N/A

Attachments None

Debt Rating

Cancel Change Request H

in Income Tax click on edit

Spend Authorized

10/22/22

Manual

O [




/A Warning X

POZ-2130389There s currently a profile change request pending approval. Do you want to withdraw it to make additional changes?

Click Yes

Fill Income Tax details

4 General

i]] .o @

* Supplier | Test 345 Business Relationship  Spend Authorized
Suptor 1482 .\

Creation Date  10/22/22
Tax Organization Type | Corporation v
Creation Source  Manual
Supplier Type v DataFox Intelligence  N/A
Inactive Date | m/dyy Attachments None

Status  Active
4 Additional Information

Office Recycling Percentage Debt Rating E

Profile Details

Organization  Business Classifications  Products and Services ~ Transaction Tax Payments

TopaprCouiy Ut St ] .

Taxpayer ID | 45368437398 Name Control
[7] Federal reportable [ T Verification Date

[ Use withholding tax

Federal Income Tax Type v

[] State reportable Withholding Tax Group v

Click Submit




ISION

Manage Suppliers x

Overview

Supplier: John Hancock Gyms x

Edit Supplier: John Hancock Gyms @ %

Profile Addresses Sites Contacts Qualifications

4 General

* Supplier | John Hancock Gyms

Supplier Number 1432
Alternate Name
Tax Organization Type | Corporation

Supplier Type

Inactive Date | m/d/yy

Status  Active

4 Additional Information
Office Recycling Percentage ‘
Profile Details

Organization  Business Classifications ~ Products and Services

Click OK

Transaction Tax

Business Relationship

Parent Supplier
Parent Supplier Number
Creation Date  10/14/22

Creation Source Manual
DataFox Intelligence

Attachments None ==

Debt Rating

Income Tax

Payments

Spend Authorized

Score 5 View Signals

Click Submit

il] .O m

Overview  Manage Suppliers x

Manage Suppliers @

4 Search

« Confirmation

Internal profile change request 80040 was submitted. It contains changes that require approval.

* Keywords | 345

Search Results

Actions v View v Formatw o= 4§

24
Supplier

Test 345 1442

Columns Hidden 19

Supplier Alternate
Number Name

| Detach Wrap | Register Supplier

Business Relationship Parent Supplier Creation Date  Inactive Since

Spend Authorized 10/22/22

x

i Ko A A

anced ‘ Manage Watchlist = Saved Search ‘AH Suppliers v‘

* Required
Click OK

‘Search‘a‘ save...|

fiil] .O m

D-U-N-S
Number

Tax Registration
Number

Taxpayer ID

65688678 45368437398

Click Done




=ViSiON

Overview ~ Manage Suppliers x

Manage Suppliers @ Click Done

= TN i K A LR A
4 Search Advanced | Manage Watchlist | Saved Search | All Suppliers v‘
* Required

* Keywords | Test 345

‘ Search ‘ Reset ‘ Save... ‘

i] .o m

Search Results

Actions v View v Formatw < o & Freeze [’ Detach Wrap Register Supplier
i Supplier Alternate . ionshi . " e Si Tax Registration D-U-N-S
Supplier Nuniber Name Business Relationship Parent Supplier Creation Date Inactive Since (™% 1°9 Taxpayer ID Number

Test 345 1442 Spend Authorized 10/22/22 65688678 453684373989
Columns Hidden 19

Creating An Invoice In A Spreadsheet

Navigation: Payables>Invoices>Tasks>Create Invoice from spreadsheet>Click here to open
file>Click Enable Editing>Click Yes>Login Credentials>Details>Save and Submit Invoice Report>
OK>Payables>Invoices>Tasks>Manage Invoices>Invoice Number and click Search>Enter Invoice
Number and click Search>Lines, Holds and Approvals, Payments, and Installments tabs to review
details about the invoice>Done

From home screen, click Payables

=VIiSiON

Good evening, System Administrator (Casey
Brown)!

Click Payables

Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 3

QUICK ACTIONS

Create Invoice

E

@} Manage Invoices i
% Payables Invoices Payments

Dashboard
Import Invoices

Validate Invoices

+

=], Initiate Payables Invoice Approval
=/ Workflow

Click Invoices




Good evening, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables General Accounting Intercompany Accounting

QUICK ACTIONS

(5 Manage ivoices

Import Invoices

© 5 : 2
Validate Invoice: Click Invoices

_I_

E Zz

Payables Invoices Payments
Dashboard

@,, Initiate Payables Invoice Approval
=/ Workflow

Note: Prior to opening the spreadsheet, Desktop Integration must be installed. This is done by
going to Navigator -> Tools -> Download Desktop Integration Installer. Run the installer and
follow the prompts until Desktop Integration is successfully installed

Click Tasks

=VisSioN - o

Invoices @

Scanned Recent 24Hours | Holds Approval Prepaid
0 O 1 7 38 Validation 2 0 9
= Purchasin 9
0-7 814 15+ O 16 ¢ O 0-30 3160 61+ Click Tasks 0
2 Other 4
v v v v Il
=
View v B 5 [ Detach (=]
Invoice Number Amount Supplier Supplier Site Validation Status  Invoice Date  Business Unit Creation Date Assignee Identil ,

»

Click Create Invoice from spreadsheet




=VISION

Invoices @

Scanned Recent 24 Hours

0 017
o 0

0-7 814 15+

-
i

View v ¥ &7 Detach

Invoice Number Amount Supplier

Click here to open file

=VISiON

Invoices @

Scanned Recent 24 Hours
07 814 15+ 0
v
View v i 5 & Detach

Invoice Number Amount Supplier

CreateQuickinvoi...xlsm

Click Enable Editing

Click here to open file

Holds

3 1 Validation
1 5 Purchasing
O Other

v

Supplier Site

Holds

38 Validation
1 6 Purchasing
2 Other

v

Supplier Site

Approval

0

Validation Status

Approval

Validation Status

—

Invoice Date

0-30 31-60 61+

Business Unit

Prepaid

0-30 31-60 61+

Invoice Date

56

2 009

Business Unit

Invoices
« Create Invoice

Create Invoice from Spreadsheet
+ Create Recurring Invoices

+ Manage Invoices

+ Apply Missing Conversion Rates

« Validate Invoices

El + Iniiate Approval Workflow
O « Import Invoices

\ * Correct Import Errors

| + Import Payment Requests
hiks

Accounting

El « Create Accounting
=]

« Create Adjustment Journal

Creation Date Assignee * Review Journal Entries

« Payables to Ledger Reconciliatior

Assets
« Create Mass Additions

Payables Periods
+ Manage Accounting Periods

hil
&

Identi -
»

Creation Date Assignee

Show all X




eateQuickinvoices (1) - Protected View v Sugha Priya Suresh Kumar 5P

File  Home Insert Pagelayout Formulas Data  Review  View  Help

({) PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, i’ safer to stay in Protected View, Enable Editing

il x v A&

A @ Click Enable Editing

B
ORACLE’

o ala ol ""‘\3

=il

NNNN S

NN
> &

» Invoices | (1

Ready

Click Yes

File  Home Insert Pagelayout Formulas Data  Review View  Help

e | = = | = A
[} | IR x| === | s B 2y 8EE v
Paste = . o <0 .09 | Conditional Formatas Cell Insert Delete Format Sort & Find &
5 B I U erge & Center B~ % 9| B8 | o ating v Table~ Styles v S = v €~ Fiter v Select v
Clinhaard ~ Font. I Alianment i Numbher ~ Stvles Cells. Fditina ~
Fo il x v g .
® . D E E G L H 1 J -

B
ORACLE" Connect x

o You are about to connect to the following application URL:

httpsy/fa-etar-dev1 ds-a ffsc
muUl/adfdiRemoteServiet

Do you want to connect?

Click Yes

0 nvoices| @

Ready % Accessibility: Good to go

Enter Login Credentials




File Home Insert Page Layout Formulas Data Review View Help

B gy ®BE|I w0

X
U
&

Clipboard 15 Font Aligny Login Xk Cells Editing

Fo - fe
© | D g . H | 1 | J

B
ORACLE' |

A

~o w N -
|
Q

" User ID

Enter Login credentials

14 Password

1S Forgot Password

18 | I— h

VN

P Search (Alt+Q) Sugha Priya Suresh Kumar

File  Home Insert  Pagelayout Formulas Data Review View Help  Create Invoices

:93 CF:] 4 & @ Q @ % Enter below details

Login Logout Clear Edit About | Save Saveand Submit Status
All Data Options Invoice Import  Viewer

Workbook Worksheet
Cs9 N Je 101.10.63510.121.000.000

B ® D E H | !

o

) Comments & Share ~

N

2 | ORACLE
3 | Create Invoices
6 Worksheet Status
7 *Required ** At least one is required

**Supplier

*Invoice Number

8 | Changed Row Status
9 ||Aa

**Supplier[..] Number *Suppl ite

22421389 usb 120.00 Lee Supplies 1252 Lee US1

| 24 | S | 16
Invoices | (¥ [

Click Save and Submit Invoice Report




CreateQuickInvoices

Home Insert  Pagelayout  Formulas  Data

@<l @ & D

Login Logout Clear  Edit About

All Data Options Invoice Import

Worksheet

| %~ f | 101.10.63510.121.000.000

Review

suresh kumar (@)

View Help Create Invoices 7 Comments 12 Share v

Click Save and Submit Invoice Import

B © | D | H |

ORACLE
Create Invoices
Worksheet Status
*Required

M=l b

+* At least one is required

Lee Supplies

RERNBEBIBIRARIBew

Invoices

®

Ready % Accessibility: Investigate
o

Click OK

File Home  Insert Page Layout Formulas  Data

A& &P D

Login Logout Clear Edit About | Save Saveand Submit Status
All Data Options Invoice Import  Viewer

Workbook Worksheet

Review  View  Help  Create Invoices 1 Comments & Share

=3 < i % v f | 10110.63510.121.000.000

4B c | D | E |

2 ORACLE
Create Invoices
Worksheet Status

uired  ** At least one is required

22421389

Upload Options

On failure, coninue to upload subsequent rows
] Download all rows after successful upload

OK Cancel

Click Submit




File  Home Insert  Pagelayout

44l & & D

Login Logout Clear  Edit About
All Data Options

Workbook

Formulas Data

=
B 2

Save Save and Submit Status

Invoice Import ~ Viewer

Worksheet

Review  View  Help

Create Invoices

) Comments 12 Share ~

a0 B

[ | D

ORACLE
Create Invoices
Worksheet Status
*Required ** At least one is

szsszsee

XB@335

|

N
N

\

N
(5]

N
=l

Invoices

Import Payables Invoices

Hold Reason
Accounting Date | m/d/yy fe

Click Submit

Summarize
Repol

Ready % Accessibility: Good to go

Click OK

File  Home Insert  Pagelayout

@l P D

Login Logout Clear  Edit About
All Data Options

'Workbook
il x v g
B c | D

Formulas Data

@ =2

Save Save and Submit Status

Invoice Import  Viewer

Worksheet

Create Invoices

J Comments 12 Share ~

Create Invoices
Worksheet Status

*Required _** At least one is required

RUNREBEISFRBRIB O

N

Confirmation Click OK

RequestID 5050074

Ready % Accessibility: Good to go

Note: Invoice needs to be validated manually from manage invoices

Click Payables




ening, System Administrator (Casey

¢ Supply Chain Planning Payables General Accounting any Accounting

QUICK ACTIONS

Click Payables

Payables Invoices Payments
Dashboard

Manage Invoices
Import Invoices

Validate Invoices

_|_

Initiate Payables Invoice Approval
Workflow

Show Mare

Click Invoices

Good evening, System Administrator (Casey
Brown)!

Supply Chain Planning Payables General Accounting Intercompany Accounting
QUICK ACTIONS

g

[E) Manage Invoices
=50 5 Payables Invoices Payments
Dashboard

Import Invoices

Validate Invoices

Click Invoices

, Initiate Payables Invoice Approval
Workflow

Show More

Click Tasks




ew v E 24

Invoice Number Amount Supplier Supplier Site

Click Manage Invoices

ViSiON

Invoices @

Scanned Recent 24Hours | | Holds Approval
0 0 17 31 Vvalidation
- O 1 5 Purchasing
07 814 15+
O Other
v v
View v B &7 & Detach

Invoice Number

Amount  Supplier Supplier Site

Enter Invoice Number and click Search

Scanned Recent 24 Hours Holds Approval
31 Validation
0 017 15 rus
07 814 15+ 0 urchasing O
0 Other
v = -

Validation Status

0

Validation Status

—

Invoice Date

Prepaid

0 2 8

0-30 31-60 61+

Click Tssks

Business Unit Creation Date Assignee Identii

»

Invoices
« Create Invoice

« Create Invoice from Spreadsheet

+_Create Recurring Invoices
Manage Invoices

« Apply Missing Conversion Rates

Prepaid

0 2 8

0-30 31-60 61+

Click Manage Invoices * Validate Invoices

« Initiate Approval Workflow
« Import Invoices

« Correct Import Errors

« Import Payment Requests

v
" Accounting
E“g « Create Accounting
S + Create Adjustment Journal
Invoice Date  Business Unit Creation Date Assignee * Review Joumal Entries

+ Payables to Ledger Reconciliatior

Assets
+ Create Mass Additions

Payables Periods
« Manage Accounting Periods




=ViSiON

Manage Invoices @

Search Results

4 Search: Invoice

| Advanced | Saved Search | Al nvorces v

** At least one is required

<

Business Unit ** Supplier or Party Q
** Invoice Number | 22421389 ** Supplier Number
Invoice Amount ** Supplier Site v ‘

Invoice Date | m/dlyy e Enter Invoice Number and Click Search |Gt

===
Acions v Viewv F 4 B '’ ¥ (= Detach | Validate || PayinFull || Approval ¥ || Post ¥
: ) ! ) Supplier . Invoice N . _—
Invoice Number Invoice Date  Creation Date  Supplier or Party site Unpaid Amount Amount Applied Prepayments Invoice Type  Notes Validation Status Approval Stz
22421389 10/14/22 10/14/22 2:20 Lee Supplies Lee US1 120.00 USD 120.00 US 0.00 USD Standard Not validated Not required

»

Click on Invoice Number hyperlink

=VISiON

Manage Invoices @

Search Results

4 Search: Invoice

Business Unit
** Invoice Number ‘ ERS

Invoice Amount ‘

Invoice Date |

midlyy

Click on Invoice Number hyperlink

Use the Lines, Holds and Approvals, Payments, and Installments tabs to review details about the

invoice

Advanced | Saved Search | Al Invoices v

** Atleast one s required

v \ ** Supplier or Party Q
‘ ** Supplier Number ‘
‘ ** Supplier Site v ‘

[y Taxpayer ID ‘

Actions v View v /S B 55 & Detach | Validate ‘ Pay in Full ‘ Approval ‘ v | post| v |
Invoice Number, Invoice Date  Creation Date  Supplier or Party :;zplier Unpaid Amount A"r'::::‘ Applied Prepayments Invoice Type  Notes Validation Status Approval
331122 5/16/22 444AM  McKesson Corp McKesson 17,500.29 USD  17,500.29 0.00USD Standard Validated Required
ERS--5022 1124114 1/28/14 3:42AM  Office Depot 0D ust 0.00 USD 702.00 US 0.00 USD Standard Validated Not require’
ERS-1001-316440 1212119 1/3/20 10:144AM  Edison Co Edison UK 360.00 GBP  360.00 GB 0.00 GBP  Standard Validated W
ERS-1001-317439 12/319 12/3/199:12AM  Advanced Corp AC US1 0.00USD 2,139.48U 0.00 USD Standard Validated N|

63

—



Manage Invoices @

Tt i e KA
Search Results 22421389
Invoice Details A Notvaldated Actons v | Save | | Save and Close || Cancel
Invoice Date  10/14/22 Invoice Amount 12000 USD Business Unit  US1 Business Unit
Invoice Type  Standard Payment Business Unit US1 Business Unit
Applied Prepayments 000 USD
Supplier or Party  Lee Supplies Payment Terms  Immediate
Supplier Site  "Lee US1 Unpaid Amount 120.00 USD Payment Currency USD
5000 CARTER DR., LOS ANGELES, Holds 0
Address ) 000%> Attachments None 5=
Notes [EY
Use the Lines, Holds and Approvals, Payments and Installments tabs to review details about the invoice
Lines  Holds and Approvals ~ Payments  Installments
Items
Viewv B E5 [ Detach
Purchase Order Receipt Consumption Advice
Line Amount Description Quantity ~ Price UOM Name
Number Line Schedule Number Line Number Line Start Date
1 1,200.00
4 »
Shipping and Handling E

Line. Charne Tune Amount_DNascrintion

Click Done

=ViSiON

Manage Invoices @

Search Results 22421389
Invoice Details Needs revaiidation | Actons v | | Save | | saveand Close | | cancel
Invoice Date  10/14/22 Invoice Amount 12000 USD Business Unit  US1 Business Unit
Invoice Type Standard Payment Business Unit  US1 Business Unit
Applied Prepayments 0.00 USD
Supplier or Party  Lee Supplies Payment Terms  Immediate
Supplier Site  "Lee US1 Unpaid Amount 120,00 USD Payment Currency USD
5000 CARTER DR , LOS ANGELES, Holds 1
Address /g0 Attachments  None
Notes E*
Lines Holds and Approvals ~ Payments Instaliments
ltems
Viewv B E5 [ Detach
Purchase Order Receipt Consumption Advice
Line Amount Description Quantity ~ Price UOM Name
Number Line Schedule Number Line Number Line Start Date
1 1,200.00
‘

Correcting Import Errors

Navigation: Payables>Invoices>Tasks>Correct Import Errors>Open File>Enable Editing>Yes>
Login Credentials>Error Values>Save and Submit Invoices Import>OK>Submit>OK>Payables>
Invoices>Tasks>Manage Invoices>Search>Invoice Number hyperlink>Lines, Holds and
Approvals, Payments, and Installments> Done

From home screen, click Payables




ening, System Administrator (Casey

¢ Supply Chain Planning Payables General Accounting any Accounting

QUICK ACTIONS

Click Payables

Payables Invoices Payments
Dashboard

Manage Invoices
Import Invoices

Validate Invoices

_|_

Initiate Payables Invoice Approval
Workflow

Show Mare

Click Invoices

Good evening, System Administrator (Casey
Brown)!

Supply Chain Planning Payables General Accounting Intercompany Accounting
QUICK ACTIONS

g

[E) Manage Invoices
=50 5 Payables Invoices Payments
Dashboard

Import Invoices

Validate Invoices

Click Invoices

, Initiate Payables Invoice Approval
Workflow

Show More

Click Tasks




Scanned Recent

0 017
o 0

0-7 814 15+

24 Hours

ew v =

Invoice Number Amount Supplier

Click Correct Import Errors

=ViSiON

Invoices @

Scanned

Recent 24 Hours
0-7 814 15+
v
View v B E¥ & Detach

Invoice Number

Amount Supplier

Click here to Open File

Holds

3 1 Validation
1 5 Purchasing
0 Other

v

Supplier Site

Holds

32 Validation
1 5 Purchasing
O Other

v

Supplier Site

Approval

0

Validation Status

Approval

0

Validation Status

—

Prepaid

0 2 8

0-30 31-60 61+

Invoice Date

Business Unit

Prepaid

0-30 31-60 61+

Invoice Date

66

0 2 8

Business Unit

Creation Date Assignee

Click Correct Import Errors

Creation Date

Assignee

Click Tssks

&

Identif
»

'

Invoices
« Create Invoice

+ Create Invoice from Spreadsheet
+ Create Recurring Invoices

+ Manage Invoices

Apply Missing Conversion Rates
+ Validate Invoices

+ Iniiate Approval Workflow

+ Import Invoices

Correct Import Errors

« Import Payment Requests

Accounting
+ Create Accounting

+ Create Adjustment Journal
+ Review Joural Entries
+ Payables to Ledger Reconciliatior

Assets
« Create Mass Additions

Payables Periods
+ Manage Accounting Periods




=VISION

Invoices

Click here to Open File

Assaty
+ Coesle Maas

Puyaties Perody

- Manoge dcce e

Click Enable Editing

£ Search (Alt+Q)

CorrectimportErrors

File Home Insert Page Layout Formulas Data Review View Help

(i) PROTECTED VIEW  Be careful—files from the Intemet can contain viruses. Unless you need to edit, t's safer to stay in Protected View.

19 O e

F G H | | J | K

Enable Editing

Click Enable Editing

Click Yes




RGN

Search (AR-0)

Fle ~ Home insert  Pagelayout Formulas Data  Review View Help  Create lnvoices
= = == = -
Clipboard Font Alignment Number Styles Ceils Editing
] SECURITY RISK Microsoft has blocked running because the source of this file & untrusted Lean Maore
s 2
A B c D E G J K

b ORACLE Comec

d o Tou are about to connedt to the foliowing aopikation URL:

[ hitps/fa-etar.devl 1.ds.Fa. e

mUYadfdiRemoteServiet
Do you want to conmect?
3
a
0 es No
1
2
3
4
5
5
7
3
9
PO
1
P2
Invoices %

Enter Login Credentials

£ Search (Alt+Q)

File Home Insert Page Layout Formulas Data Review View Help

« BIU-IHE.-& A

Clipboard 1§ Font Alighm Login

Cells

Editing

11 |User ID

Password

Forgot Password

16 |

Update the Error Values




AutoSave (@ CorrectimportErrors Vv Sugha Priya Suresh Kumar e

File Home Insert Page Layout Formulas ~ Data  Review  View  Help  Correct Import Errors U Comments & Share

440 w B

Login Logout Edit About | MarkAllfor  ClearAll  Saveand Submit Save Search Status
Options Deletion  Deletion Marks  Invoice Import Viewer

Workbook Worksheet

< i %« f | Invoice Image Link

F | G |

Update the Error Values

ERS-977928 ERS-5000003-4655

1,47,000.00;

AutoSave (@ e Pryalsdteshlktimar @

File  Home Insert  Pagelayout i Correct Import Errors [ Comments & Share

440

Login Logout Edit About | MarkAllfor  Clear Al
Options Deletion  Deletion Marki

‘Workbook

- i X« | ERS5000003-465547

‘ Click Save and Submit Invoices Import
[ S| M

13 ITEM 1,47,000.00 1,000 147.00|zzu Under Desk




File Home Insert Page Layout Formulas Data Review View Help Create Invoices I Comments & Share ~

T EP I

Login Logout Clear Edit About | Save SaveandSubmit Status

All Data Options Invoice lmpot Viewer
‘Workbook Worksheet A
m1s - x v &| =

Uplozd Options

On failure, continue to upload subsequent rows
[ Download all rows after successful upload

5
15} e s lenfon | e oo

"

Ready 3% Accessibility: Investigate §; H -— 5+ 100%

Click Submit

File Home Insert Page Layout Formulas Data Review  View Help Create Invoices I Comments 1§ Share ~

' EP IO s

Login Logout Clear Edit About | Save Saveand Submit Status

All Data Options Invoice Import Viewer
‘Workbook ‘Worksheet A~
| 3 B ~

Import Payables Invoices x

A c L D I E 6 N 1 o B Q [4]
2| ORACLE’

2 o

] Hold | -

! e S R

9

10 Report

i

12

13}

i
TLE ick Submit
17]

18]

19

20

21

22

23

Accessibility: Investigate

Click OK




File Home  Insert Pagelayout ~ Formulas  Data  Review  View  Help  Create Invoices 5 Comments | & Share ~
dd & & D R =2
Login Logout Clear Edit About | Save Saveand Submit Status
All Data Options Invoice Import  Viewer
‘Workbook Worksheet ~
- 3 ~
B ¢ D E_ | 1 J | K L M N o P Q [4]
2 ORACLE Confimation x
3 Create Invoices
6 | worksheet Status
7 “Required > Atleast one is required 4 Invoice Import Request Details
RequestID 5060718 il
*Invoice
Header “Invoice Payment  Invoice
5 Changed  Row Status Identifier “Invoi¢ OK *Supplier Site[..] Type 0
9 Row inserted 1/USD. | Standard
10 2 | Standard
1 3 | 0 | Standard
12 4 | Standard
13 5| Standard
14 6 ] Standar
18] 7 [ Standart
16 8 | |Standar
17 9 | |Standar
18 10 | Standar
19 11] | | Standar
20 12 | Standard
21 13 Standard
2 14 Standard
23 15 | Standard
B f FEe
Invoices ®
Ready L& Accessibility: Investigate 2] /Ml o-——t

Click Payables

Good evening, System Administrator (Casey
Brown)!

Payables General Accounting any Accounting
QUICK ACTIONS
B crestemoie Click Payables

Payables Invoices Payments
Dashboard

[E Manage Invoices
Import Invoices

Validate Inveices

_|_

Initiate Payables Invoice Approval
Workflow

Show Mare

Click Invoices
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Good evening, System Administrator (Casey
Brown)!
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QUICK ACTIONS

Create Invoice

E

Manage Invoices
Payables Invoices

Dashboard

Import Invoices

Validate Invoices

+

Initiate Payables Invoice Approval
Workflow

Show More

Click Tasks

Payments

Click Invoices

Scanned Recent 24 Hours

0 017
o 0

0-7 814 15+

e v "

Invoice Number Amount Supplier

Holds Approval Prepaid

31 Validation
0 2 8
15 Purchasing 0 0-30 3160 61+

0 other

v v v

Supplier Site Validation Status  Invoice Date  Business Unit

Creation Date

Click Tssks

Assignee Identif :
»

m|

Click Manage Invoices




=ViSiON

Invoices @

Scanned Recent 24 Hours Holds
31 Validation
0 0 17 15 o
0-7 814 15+ O urchasing
O Other
\/ v
View v B & o Detach

Invoice Number

Amount Supplier Supplier Site

Enter above details and click Search

=VISiON

Manage Invoices @

Approval

Validation Status

0

Invoice Date

Invoices
« Create Invoice

« Create Invoice from Spreadsheet

Create Recurri voices
Manage Invoices

« Apply Missing Conversion Rates

Prepaid

0 2 8

0-30 31-60 61+

Click Manage Invoices E| * Validate Invoices

* Initiate Approval Workflow

fo) « Import Invoices
\ « Correct Import Errors
+ Import Payment Requests
A4 hl,
Accounting
=] « Create Accounting
=]

« Create Adjustment Journal

Business Unit Creation Date  Assignee + Review Journal Entries

« Payables to Ledger Reconciliatior

Assets
« Create Mass Additions

Payables Periods
« Manage Accounting Periods

Search Results

4 Search: Invoice

Business Unit‘ v/
** Involce Number | ERS ‘

Invoice Amount ‘ ‘

Validate ‘ Pay in Full ‘ Approval ‘ v | post| ¥

Advanced | Saved Search | Al Invoices v
** Atleast one s required
** Supplier or Party Q
** Supplier Number ‘
** Supplier Site v ‘

Taxpayer ID ‘

Enter above details and click Search

Invoice Date ‘ midiyy [y
Actions w Vieww  FE S B! 5 = Detach
Invoice Number Invoice Date  Creation Date  Supplier or Party
ERS HC903448 331122 5/16/22 444AM  McKesson Corp
ERS--5022 1124114 1/28/14 3:42AM  Office Depot
ERS-1001-316440 1212119 1/3/20 10:144AM  Edison Co
ERS-1001-317439 12/319 12/3/199:12AM  Advanced Corp

Click on Invoice Number hyperlink

Supplier
Site

McKesson
0D ust
Edison UK

AC US1

—

73

Unpaid Amount A"r::::‘ Applied Prepayments Invoice Type  Notes Validation Status Approval
17,500.29 USD  17,500.29 0.00USD Standard Validated Required
0.00 USD 702.00 US 0.00 USD Standard Validated Not require’
360.00 GBP  360.00 GB 0.00 GBP  Standard Validated W
0.00USD 2,139.48U 0.00 USD Standard Validated N|




=VISiON

Manage Invoices @

Search Results

4 Search: Invoice

Business Unit‘ v/
** Invoice Number ‘ ERS
Invoice Amount | ‘

Invoice Date ‘ midlyy fe

Click on Invoice Number hyperlink

anwrPE &£ @

Advanced | Saved Search | All Invoices v‘
** Atleast one s required
** Supplier or Party‘ Q
** Supplier Number
** Supplier Site ‘ v/

Taxpayer ID ‘ ‘

Use the Lines, Holds and Approvals, Payments, and Installments tabs to review details about the

invoice

=ViSiON

Manage Invoices @

Actions v View v /S B 7 [ Detach | Validate ‘ Pay in Full ‘ Approval ‘ v | post| v |
Invoice Number, Invoice Date  Creation Date  Supplier or Party :itzplier Unpaid Amount A'r'::l'lﬁ Applied Prepayments Invoice Type  Notes Validation Status Approval
331122 5/16/22 444AM  McKesson Corp McKesson 17,500.29 USD  17,500.29 0.00USD Standard Validated Requied
ERS--5022 1124114 1/28/14 3:42AM  Office Depot 0D ust 0.00 USD 702.00 US 0.00 USD Standard Validated Not require’
ERS-1001-316440 1212119 1/3/20 10:144AM  Edison Co Edison UK 360.00 GBP  360.00 GB 0.00 GBP  Standard Validated v
ERS-1001-317439 12/319 12/3/199:12AM  Advanced Corp AC US1 0.00USD 2,13948U 0.00 USD Standard Validated Ni

Search Results
Invoice Details
Invoice Date
Invoice Type
Supplier or Party
Supplier Site
Address
Lines Holds and Approvals  Payments Instalimenis
Items
vieww T Ep Detach
Line Amount Description Quantity ~ Price UOM Name
Number
1 650.00 Integrated Tablet Case (10.1") 50 1300 E=s 162093

Click Done

—

Invoice Amount

Applied Prepayments

Unpaid Amount

Holds

Notes

Purchase Order

Line

74

Validated Actions v ‘E‘ | saveand Close | | Cancel |

Business Unit
Payment Business Unit
Payment Terms

Payment Currency

Attachments

Use the Lines, Holds and Approvals, Payments and Installments tabs to review datails about the invoice

Receipt Consumption Advice

Start Date

Schedule Number Line Number Line

1 1




=ViSiON

Manage Invoices @

Click Done

Search Results
Invoice Details Validated Actions ¥ ‘ Save ‘ ‘ Save and Close ‘ ‘ Cancel ‘

Invoice Date . Business Unit

Invoice Amount
Invoice Type Payment Business Unit

Applied Prepayments
Supplier or Party Payment Terms
Supplier Site Unpaid Amount Payment Currency
Address Holds 0 Attachments

Notes B

Lines  Holds and Approvals  Payments  Installmen:s

ltems

Vieww T EF [ Detach

Purchase Order Receipt Consumption Advice
Line Amount Description Quantity ~ Price UOM Name
Number Line Schedule Number Line Number Line Start Date
65000 Integrated Tablet Case (10.17) 50 4300 Ee 162093 2 1 1 H

Creating An Invoice Without A Purchase Order
Navigation: Payables>Invoices>Tasks>Create Invoice>Business Unit>Number and Amount
Supplier, Supplier Number, Supplier Site and Legal Entity>Go down to Lines dropdown and click

on Expand Lines>Amount and select the Distribution Set>Save>Actions and Validate>Save and
Close

From home screen, click Payables

Good evening, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables General Accounting Intercompany Accounting
QUICK ACTIONS

Create Invoice Click Payables

@ Manage Invoices
% Payables Invoices Payments
Dashboard

E’],E— Import Invoices

Validate Invoices

__|_

Initiate Payables Invoice Approval

Show Mare

Click Invoices




Good evening, System Administrator (Casey
Brown)!

< Supply

ain Planning Payables General Accounting Intercompany Accounting

QUICK ACTIONS

Create Invoice

E

Manage Invoices
Payables Invoices

Dashboard

Import Invoices

Validate Invoices

+

Initiate Payables Invoice Approval
Workflow

Show More

Click Tasks

Payments

Click Invoices

Scanned Recent 24 Hours

0 017
o 0

0-7 814 15+

e v "

Invoice Number Amount Supplier

Holds Approval Prepaid

31 Validation
0 2 8
15 Purchasing 0 0-30 3160 61+

0 other

v v v

Supplier Site Validation Status  Invoice Date  Business Unit

Creation Date

Click Tssks

Assignee Identif :
»

m|

Click Create Invoice
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Invoices @

Scanned Recent 24 Hours Holds
38 Validation
0 017 16 o
0-7 814 15+ O urchasing
2 Other
\/ v

View v ¥ & Detach

-
kS

Invoice Number Amount Supplier Supplier Site

Approval

Validation Status

Prepaid

Invoice Date

209

0-30 3160 61+

Business Unit

Click in the Business Unit field and select from list of values

ViSiON

Create Invoice: ®

4 Invoice Header

Show More

Identifying PO

* Business Unit | US1 Business Unit v

* Supplier

Supplier Number

* Supplier Site v

* Legal Entity v

Invoice Group

) Lines @

) Taxes

4 Totals
Items Freight
0.00 0.00

Enter Number and Amount

Invoice Actions w

Click Create Invoice

Creation Date

Assignee

QNP &

Click in the Business Unit field and select from list of values

* Amount ‘USD v ‘

* Type ‘ Standard

Description

Miscellaneous
0.00

Retainage
0.00

—

77

Tax
0.00

Withholding
0.00

* Date ‘ 10116122 fe
* Payment Terms ‘\mmedlate v ‘
* Terms Date ‘ 10116/22 [
Requester | Q
Attachments  None ==
Note E*
0
Included Prepayments Total
0.00 0.00
Applied Prepayments
0.00

+ Create Invoice from Spreadsheet
+ Create Recurring Invoices
+ Manage Invoices
+ Apply Missing Conversion Rates
* Validate Invoices
+ Initate Approval Workflow
+ Import Invoices
* Correct Import Errors

« Import Payment Requests
Accounting

+ Create Accounting

+ Create Adjustment Journal

+ Review Joural Entries

+ Payables to Ledger Reconciliatior

Assets
+ Create Mass Additions

Payables Periods
+ Manage Accounting Periods

)

Save and Create Next | ‘ save H Save and Close H Cancel |




VISION

Create Invoice: 9

4 Invoice Header  show More

Identifying PO Q ‘
* Business Unit | US1 Business Unit v
* Supplier Q ‘

Supplier Number
* Supplier Site v
* Legal Entity v

Invoice Group

) Lines @

) Taxes

4 Totals
Items Freight
0.00 0.00

=ViSiON

Create Invoice: 1234678 @

4 Invoice Header  show More

Identifying PO ‘ Q

* Business Unit ‘ US1 Business Unit v |

* Supplier | ABC Consulting Q

Supplier Number 1288

* Supplier Site ‘ABC ust v |
* egal Entity ‘usw Legal Entity v |

Invoice Group |

) Lines @ ‘Matchmvolce Lines ‘e

b Taxes

4 Totals
Items Freight
0.00 0.00

* Number

* Amount | USD - v

* Type | Standard

Description

Miscellaneous
0.00

Retainage
0.00

* Number | 1234678

* Amount |USD - v

Tax
0.00

Withholding
0.00

12,000.00 ‘

* Type | Standard

Description

Enter Supplier, Supplier Number, Supplier Site and Legal Entity

Miscellaneous

Retainage
0.00

78

—

Tax
0.00

Withholding
0.00

Go down to Lines dropdown and click on Expand Lines

‘ ‘ Invoice Actions v

Enter Number and Amount

* Date | 10/16/22 e

* Payment Terms | Immediate v ‘
* Terms Date | 10/16/22 e
Requester Q

Attachments  None &

Note [EX

Included Prepayments Total
0.00 0.00

Applied Prepayments
0.00

Enter Supplier, Supplier Number, Supplier Site and Legal Entity

QAR &

* Date ‘ 10/16/22 fe
* Payment Terms ‘ Immediate ‘ v
* Terms Date ‘ 10 fe
Requester ‘ Q‘
ments  None =
Note E*

Included Prepayments Total
0.00 Ao.00

Applied Prepayments
0.00

110“E

L=

]

[ save and create Next ‘ ‘ save H Save and Close H Cancel ‘




QQOw B or

Invoice Actions w ‘ ‘ Save and Create Next ‘ Save ‘ ‘ Save and Close H Cancel ‘

=ViSiON

Create Invoice:

4 Invoice Header  show More
Identifying PO Q * Number | 123450876 ‘ R
e —— e —— * Date | 10/28/22 fe
* Business Unit | US1 Business Unit * Amount | USD - v 12,000 ou‘
— * Payment Terms | Immediate v ‘
* Supplier | ABC Consulting * Type | Standard v ‘
supntier Numb, B * Terms Date | 10/16/2022 [
upplier Number 128844 Description E——
Requester Q
. i
Go down to Lines dropdown and click on Expand Lines Attachments None 4
— Note E¥
Invoice Group
n ines @ ‘ Match Invoice Lines
b Taxes 0
4 Totals
Items Freight Miscellaneous Tax Included Prepayments Total
0.00 0.00 0.00 0.00 0.00 £0.00
Retainage Withholding Applied Prepayments
0.00 0.00 0.00 12,00

Enter Amount and select the Distribution Set from the dropdown

e —— * Payment Terms | Immediate v \
* Supplier | ABC Consulting Q‘ * Type ‘ Standard v ‘
* Terms Date | 10/16/22 F‘e‘
Supplier Number 1283 -
Description
Requester ‘
* Supplier Site | ABC US1 v \ 4 a a
Attachments  None =
* Legal Entity | US1 Legal Entity v \
— Note E¥
Invoice Group
L \ _
Lines @ CEENIEEMED vio Enter Amount and select the Disribuion Set from the dropdown
Vewv 4+ B X 55 [ Detach ‘ Allocate ‘ v ‘ Cancel Line || Distributions
Distribution ~ Budgetary Control ~ Reference | Tax ~Purchase Order  Asset  Project
Distribution Budgetary Control Refel
* * *
Number * Type Amount
Prorate Across
Distribution Set Date ‘Al ltem Lines Budget Date  Status Description
6 Item v ‘ ‘Comractor Expense (‘ v 101622 g 10116122 [ig | Notattempted
1 Item Contractor Expense (Single Dist 10116122 . 10116/22 Not attempted
2 Item Contractor Expense (Single Dist 10116122 . 10116122 Not attempted
3 Item Contractor Expense (Single Dist 10116122 — 10116122 Not attempted
4 item Contractor Expense (Single Dist 1016122 . 10116122 Not attempted
« »
b Taxes
4 Totals

Click Save




=ViSiON QaQwp

Create Invoice: 1234678 @ (m ‘ ‘ Invoice Actions v ‘ ‘ Save and Create Next Save and Close | [ Cancel ‘

4 Invoice Header  show More

Click Save
Identifying PO :}3‘ * Number ‘ 1234678 ‘ .
—— * Date | 10/16/22 Y ‘
Business Unit v * Amount ‘USD v ‘ 12,000 00‘
* Payment Terms | Immediate v ‘
* Supplier | ABC Consulting Q‘ * Type ‘Slandavd v
D —— * Terms Date | 10/16/22 Y ‘

Supplier Number 1288 Description

Reauestr \
* Supplier Site | ABC US1 v 4 “ 7Q
Attachments  None 4
* Legal Entity | US1 Legal Entity v

Note [EX
Invoice Group
4 Lines @ | match imvoice Lines vlo
ewv 4 B X 5 Detach ‘Allocate v || CancelLine || Distributions
Distribution  Budgetary Control ~ Reference ~ Tax ~ Purchase Order ~ Asset  Project
Distribution Budgetary Control Refel
* * *
Number * Type Amount
e e o " Prorate Across .
Distribution Set [ Date Al ltem Lines Budget Date  Status Description
6 ‘Mem v 1,000.00 ‘ConlraclmExpense( v 1016122 g 10116122 i@ | Notattempted

Select Invoice Actions and click Validate

anwbe & @

ViSiON

Create Invoice: ®

Calculate Tax

4
Invoice Header  show hore Select Invoice Actions and click Validate Check Funds

Identifying PO ‘ q‘ ClrAtv
. Request Override fo ‘
Business Unit v Amount |USD - v 12,0000 £
Apply or Unapply Prepayments v ‘
* Supplier ‘ ABC Consulting Q‘ * Type | Standard v | —
— = —————— Manage Holds Y ‘
Supplier Number 12884

Description Account Coding ot ‘

+ Susmfer S Q
Supplier Site ‘ ABC US1 v y Approval [ S
* Legal Entity | US1 Legal Entity v View Approval and Notification History

Invoice Group ‘ Cancel Invoice

Delete Invoice

4 Li Match Invoice Lines v
Lines @ voice Li ) Pay in Full
Viewvy 4 [E X [ 5 57 Detach | Allocate ‘ v H Cancel Line ‘ Distributions Posto Ledger
Distribution | Budgetary Control | Reference  Tax | Purchase Order  Asset Project Accountin Draft
Distribution Budgetary Control
* * *
Number * Type Amount
Distribution Set Distribution Combination Accounting Date :rﬁrll:;:nﬁfi:‘?: * Budget Date  Status Description
1 Item v ‘ 1,200.00 ‘ Contractor Expense (| w 1028122 g 1028122 fig | Not attempted

Click Save and Close




=VISION

Create Invoice: 123459876 @

QAR

& @

4 Invoice Header  show More
Identifying PO * Number | 123459876 ‘
Business Unit US1 Business Unit — * Date | 10/28/22 F‘e‘ WJ
* Amount 12,000.00 ‘ ——
* Supplier ‘ABC Consulting Q‘ B * Payment Terms | Immediate v ‘
. . Type —
Supplier Number 1233/ * Terms Date | 10/16/22 [‘9‘
* e Description S —
Supplier Site ‘ ABC US1 v Requester Q‘
4 —)
* Legal Entity ‘ US1 Legal Entity v Attachments None
Invoice Group ‘ ‘ Note [EY
4 Lines @ | Match Invoice Lines vlo
Viewv 4 E X F 5 5 Detach | Allocate ‘ v H Cancel Line ‘ Distributions
Distribution ~ Budgetary Control |~ Reference  Tax  Purchase Order ~ Asset  Project
Distribution Budgetary Control
* Number * Type * Amount
PP —— P . Prorate Across  « it
Distribution Set Distribution Combination Accounting Date " Budget Date  Status Description
All ltem Lines
1 Item 1,200 oo‘ Contractor Expense (Single Dist 102822 [ 102822 (@ | Notattempted ‘ E
<

Creating An Invoice Matched To A Purchase Order

Navigation: Payables>Invoices>Tasks>Create Invoice>Search Icon (magnifying glass) next to the
field Identify PO>Purchase Order and click Search>OK>Business Unit>Number and Amount> Go
down to Lines dropdown and click on Expand Lines>Amount>Save>Invoice Actions> Save and

Close
From home screen, click Payables

Good evening, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables General Accounting Intercompany Accounting
QUICK ACTIONS

Create Invoice Click Payables

[Eh Manage Invoices
L8 Payables Invoices Payments
Dashboard

15; Import Invoices

Validate Invoices

__|_

Initiate Payables Invoice Approval

Show Mare

Click Invoices




Good evening, System Administrator (Casey
Brown)!

< Supply

ain Planning Payables General Accounting Intercompany Accounting

QUICK ACTIONS

Create Invoice

E

Manage Invoices
Payables Invoices

Dashboard

Import Invoices

Validate Invoices

+

Initiate Payables Invoice Approval
Workflow

Show More

Click Tasks

Payments

Click Invoices

Scanned Recent 24 Hours

0 017
o 0

0-7 814 15+

e v "

Invoice Number Amount Supplier

Holds Approval Prepaid

31 Validation
0 2 8
15 Purchasing 0 0-30 3160 61+

0 other

v v v

Supplier Site Validation Status  Invoice Date  Business Unit

Creation Date

Click Tssks

Assignee Identif :
»

m|

Click Create Invoice




38 Validation
1 6 Purchasing 0
2 Other

v v v

0-7 814 15+

0 017
= 0

View v ¥ & Detach

-
kS

Invoice Number Amount Supplier Supplier Site Validation Status  Invoice Date

Scanned Recent 24Hours | | Holds Approval Prepaid

209

0-30 3160 61+

Business Unit

Click Create Invoice

Creation Date Assignee

Click on Search Icon (magnifying glass) next to the field Identify PO

=ViSiON

Create Invoice:

4 Invoice Header  show More

Retainage
0.00

Enter Purchase Order and click Search

83

—

Tax
0.00

Withholding
0.00

| Identifying PO ‘ Q | * Number
* Business Unit ‘Usw Business Unit ‘ v ‘ * Amount | USD - v
* Supplier ‘ Q * Type | Standard
Supplier Number Descripon [ |
* Supplier Site ‘ v ‘
* Legal Entity ‘ v |
Invoice Group ‘
) Lines @
) Taxes
4 Totals
Items Freight Miscellaneous
0.00 0.00 0.00

+ Create Invoice from Spreadsheet
+ Create Recurring Invoices
+ Manage Invoices
+ Apply Missing Conversion Rates
* Validate Invoices
+ Initate Approval Workflow
+ Import Invoices

* Correct Import Errors

« Import Payment Requests
Accounting

+ Create Accounting

+ Create Adjustment Journal

+ Review Joural Entries

+ Payables to Ledger Reconciliatior

Assets
+ Create Mass Additions

Payables Periods
+ Manage Accounting Periods

anwrE £ @

H Invoice Actions v | | Save and Create Next ‘ ‘ save H Save and Close H Cancel ‘

Click on Search Icon (magnifying glass) next to the field Identify PO

* Date ‘ 10116/22 e WQ
* payment Terms ‘ Immediate v

* Terms Date ‘ 101622 fe

p—

al

Attachments None =

Note [

Included Prepayments
0.00

Applied Prepayments
0.00

Total
0.00




Search and Select: Identifying PO

A Search

** At least one is required

** Purchase Order | Su61

** Supplier ‘
o Enter Purchase Order and click Search

Purchase Order Supplier Supplier Site Business Unit Buyer

SU615943 ABC Consulting ABC Supremo US Supremo US Business Unit Petrova, Laura
SU615948 ABC Consulting ABC Supremo US Supremo US Business Unit Petrova, Laura
SU615949 ABC Consulting ABC Supremo US Supremo US Business Unit Petrova, Laura
SU615945 ABC Consulting ABC Supremo US Supremo US Business Unit Petrova, Laura
SU615950 ABC Consulting ABC Supremo US Supremo US Business Unit Petrova, Laura
SUB15944 ABC Consulting ABC Supremo US Supremo US Business Unit Petrova, Laura

SU615951 ABC Consulting ABC Supremo US Supremo US Business Unit Petrova, Laura

‘4 »

Select by highlighting the row

Search and Select: Identifying PO x

4 Search Advanced

** At least one is required
Suppli s‘m—‘ S
wppllerste ] Select by highlighting the row

== 2=

Purchase Order Supplier Supplier Site Business Unit Buyer

SUB15894 JGA JGA Supremo US Supremo US Business Unit Stanley, Vijay i
SUB15895 JGA JGA Supremo US Supremo US Business Unit Stanley, Vijay

SUB15912 JGA JGA Supremo US Supremo US Business Unit Stanley, Vijay

SUB15913 JGA JGA Supremo US Supremo US Business Unit Stanley, Vijay

SU615919 JGA JGA Supremo US Supremo US Business Unit Petrova, Laura
SU615937 JGA JGA Supremo US Supremo US Business Unit Stanley, Vijay

SU615938 JGA JGA Supremo US Supremo US Business Unit Stanley, Vijay

SU615952 JGA JGA Supremo US Supremo US Business Unit Petrova, Laura
SU615953 JGA JGA Supremo US Supremo US Business Unit Petrova, Laura
SUB15955 JGA JGA Supremo US Supremo US Business Unit Petrova, Laura -
] »

Click OK




Search and Select: Identifying PO x

A4 Search ‘ Advanced ‘

** At least one is required

** Purchase Order | Sus1

** Supplier ‘ ‘

Supplier Site

| searcn HE‘

Purchase Order Supplier Supplier Site Business Unit Buyer

SUB15943 ABC Consulting Supremo US Business Unit Petrova, Laura
SUB15948 ABC Consulting ABC Supremo US Supremo US Business Unit Petrova, Laura
SUB15949 ABC Consulting ABC Supremo US Supremo US Business Unit Petrova, Laura
SUB15945 ABC Consuling ABC Supremo US Supremo US Business Unit Petrova, Laura
SUB15950 ABC Consulting ABC Supremo US Supremo US Business Unit Petrova, Laura
SUB15944 ABC Consuling ABC Supremo US Supremo US Business Unit Petrova, Laura

SU615951 ABC Consulting ABC Supremo US Supremo US Business Unit Petrova, Laura

< >

‘ Cancel |

Click OK

Note: After click on OK, Supplier details and Legal entity will automatically popup

Enter Number and Amount

=ViSiON anw b & @

Invoice Actions v ‘ ‘ Save and Create Next H save H Save and Close || Cancel ‘

4 Invoice Header  show More Enter Number and Amount
Identifying PO | SU615043 Q‘ * Number ‘ 12345678 ‘
— * Date
Business Unit Supremo US Business Unit v * Amount 12,000.00
* Payment Terms | Immediate v

* Type [Slandard V‘
* Torms Date | 10120122 fe

Requester Q
4

Attachments  None 4=

Supplier ABC
Supplier Number 1288

* Supplier Site | ABC Supremo US v

Legal Entity  Supremo US Legal Entity

Description

Note B
Invoice Group ‘ ‘

4 Lines @ ‘Match Invoice Lines V‘O

Veww 4 B X F F [ Detach ‘Allocau [v HClnoeILinel Distributions
Distribution ~ Budgetary Control |~ Reference  Tax | Purchase Order  Asset  Project

Distribution Budgetary Control
* Number * Type * Amount Brorate A
Distribution Set Distribution Combination Accounting Date A’I‘:’;em I::]“:: *BudgetDate  Status Description

Contractor Expense (| v 102022 lig 1012022 5‘@‘ Not attempted

1 Item v‘ [ 1,200 oo‘

Go down to Lines dropdown and click on Expand Lines




=ViSiON Aanwp & @

Create Invoice: ” Invoice Actions v | | Save and Create Next | | Save ‘ Save and Close H Cancel ‘

4 Invoice Header  show More
Identifying PO | SU615894 Q * Number ‘ .
_ * Date | 10/28/22 E‘e‘
Business Unit Supremo US Business Unit v * Amount
* Payment Terms | Net 30
Supplier * Type ‘ Standard = ‘
Supplier Number 1254 —— * Terms Date | 10128122 ‘
upplier Number Description )
Requester ‘
* Supplier Site | JGA Supremo US 4 a Q
Attachments  None =
Go down to Lines dropdown and click on Expand Lines
Note Ef
ines @ | Match Invoice Lines vl®
» Taxes 09)
4 Totals
Items Freight Miscellaneous Tax Included Prepayments Total
000 0.00 0.00 0.00 000 0.00
Retainage Withholding Applied Prepayments Due
0.00 0.00 000
“-rnvuice meauel Show More
Identifying PO | SUB15943 Q * Number ‘ 12345678 —
- * Date ‘ 1016/22 [‘9‘
Business Unit Supremo US Business Unit v * Amount ‘ 12,000.00 -
* Payment Terms ‘Immedxa\e v ‘
Supplier g * Type ‘ Standard v —
Supslier Number 1 — * Terms Date ‘1016 2 f‘e‘
upplier Number 1268 Description
= Reauestr | \
* Supplier Site ‘ABC Supremo US v ‘ 4 a . |
Attachments None =
Legal Entity Supremo US Legal Entity
Note E*
Invoice Group ‘ ‘
4 Lines @  |Match Invoice Lines vlo
Vewv 4 B X 7 [ L Detach [ Allocate | ¥ ‘ Cancel Line ‘ Distributions
Distribution ~ Budgetary Control ~ Reference ~ Tax  Purchase Order ~ Asset  Project
Distribution Budgetary Control Referen
* * N
Number * Type Amount
Set i Date Prorate Ac_mss * Budget Date  Status Description
All ltem Lines
| —— | [ JE—
1 Item v‘ ‘ ‘Con(raclor Expense ( 101622 g 1016722 [ | Notattempted
2 Item 1016122 . 10116122 Not attempted
3 Item 10/16/22 -— 10/16/22 Not attempted
4 Item Contractor Expense (Single Dist 10/16/22 10116122 Not attempted
5 Item Contractor Expense (Single Dist 10/16/22 . 10116/22 Not attempted
‘

Select Distribution Set from dropdown




Click Save

=ViSiON

Create Invoice: O

Click Invoice Actions and select Validate

4 Invoice Header  show More
Identifying PO | SUG15943 Q * Number | 12345678
Business Unit Su S Busine v * Amount
Supplier ABC Consulting * Type | Standard
Supplier Number 1288 Description
* Supplier Site ‘ ABC Suprermo US v
Legal Entity  Supremo US Legal Entity
Invoice Group ‘ ‘
4 Lines @ Match Invoice Lines vie
Viewvy 4 [E X 5 57 Detach | Allocate ‘ v H CanoelLine‘ Distributions
Distribution ~ Budgetary Control ~ Reference ~ Tax = Purchase Order = Asset  Project
Distribution
* Number * Type * Amount
Distribution Set Distribution Combination
1 Item v 1,200 oo‘ Contractor Expense (| w
|

Legal Entity Supremo US Legal Enty Attachments  None
Invoice Group ‘ Note 2
4lines @ | Matcn oo Lines ‘e
Vewvy 4 BH ¥ F 5 7 Detach | Allocate | v I Cancel Line ‘ Distributions
Distribution ~ Budgetary Control ~ Reference  Tax | Purchase Order  Asset | Project
Distribution Budgetary Control
N N .
Humber | Type Amount Set Accounting Date Tﬁ';;‘,j:’:: *BudgetDate  Status Description
1 Item v ‘ ‘ 1,20000 102022 g 1012022 [ig | Not attempted
2 tem Contractor Expense (Single Dist Select Distribution Set from dropdown . 1029122 Not attempted
3 Item Contractor Expense (Single Dist 1012022 . 1012922 Not attempted
4 ftem Contractor Expense (Single Dist 1020122 1020122 Not attempted
5 item Contractor Expense (Single Dist 1020122 . 10129122 Not attempted
4 »
) Taxes O
4 Totals
tems Freight Miscellaneous Tax Included Prepayments Total
1,200.00 0.00 0.00 000 0.00 /41,200.00
Retainage Withholding Applied Prepayments
0.00 000 0.00 12,00

anw e & @

[ saveandciose ‘ Cancel ‘

B || invoice Actions v ‘ ‘ Save and Create Next H Save

Click Save

* Date | 10/29/22 [‘g‘
12,000 00‘
* Payment Terms | Immediate v ‘

* Terms Date | 10/20122 te ‘

Requester Q ‘
None o

Attachments

Note [Ef

Budgetary Control

i Prorate Across  « -
Accounting Date All ltem Lines Budget Date  Status Description

102022 g 102922 fi@ | Notattempted




=ViSiON

Create Invoice: 12345678 @

Manage Installments Last Saved 10/29/22 5:53 AM

= < Calculate Tax ClilsAlx [
i y Click Invoice Actions and select Validate
4 Invoice Header  show More Check Funds
Identifying PO SUB15943 * Number | 12345678 Clil+AIY
Business Unit  Supremo US Business Unit . — Request Override © rﬂ
Amount 12,000.00 —
Supplier — Apply or Unapply Prepayments v ‘
Type
Supplier Number 1283 Manage Holds
7 Description ———
* Supplier Site | ABC Supremo US v Account Coding 4 Q
Y,
Legal Entity Supremo US Legal Entity Approval 4
) View Approval and Notification History
Invoice Group
Cancel Invoice
4 Lines @ ‘Match Invoice Lines vie Delete Invoice
Vewv 4 [E X [ [ [iDetach | Allocate v || Cancelline H Distributions Pay in Ful
Distribution ~ Budgetary Control ~ Reference ~ Tax ~ Purchase Order ~ Asset  Project Post o Ledger
Account in Draft
Distribution
B “ B
Number * Type Amount
’ ' Prorate Across 4
b
Set Accounting Date All ltem Lines Budget Date  Status Description
1 Item v 1,20000 ||| Contractor Expense (| w 102022 g 1029722 [i® | Notattempted E

Click Save and Close

=VISION anowpb o @
Create Invoice: 12345678 @ 7 aidation | [Invoico Actons vJ ‘ Save and Create NextJ l?eH Save and Close \gancelJ

Last Saved 10/29/22 5:67 AM

Click Save and Close ————

4 Invoice Header  show More

Identifying PO SU615943 * Number | 12345678

Business Unit Supremo US Business Unit — * Date ‘ 10129/22 te rg
* Amount 12,000.00 —
Supplier * Payment Terms ‘Wmmedla(e ’j‘
Type

Supplier Number 1288 * Terms Date | 1020122

Description
* Supplier Site | ABC Supremo US. v Requemr‘ Q
N — “ ]
Legal Entity Supremo US Legal Entity — Attachments None 4
Invoice Group Note EX
4Lines @ | Match Invoice Lines ‘e
Vewv 4 [H X 7 [F [ Detach | Allocate ¥ ‘CancelLineHgisﬁrihu!ions
Distribution ~ Budgetary Control ~ Reference = Tax ~ Purchase Order  Asset  Project
Distribution Budgetary Control
* * *
Number * Type Amount
s etribarti ot " Prorate Across i
5
Set Accounting Date All ltem Lines Budget Date  Status Description

1 ltem v 1,200.00 ||| Contractor Expense (| w 102022 [ 102922 (@ | Notattempted E

Creating An Invoice With A Discount

Navigation: Payables>Invoices>Tasks>Create Invoice>Business Unit>Number and Amount>
Supplier, Supplier Number, Supplier Site and Legal Entity>Go down to Lines dropdown and click
on Expand Lines>Amount and select the Distribution Set>Invoice Actions and select Manage
Installments>Installment 1: Details region for discount and net amounts and Click Save and
Close> Save>Invoice Actions>Validate>Save and Close

From home screen, click Payables




ening, System Administrator (Casey

¢ Supply Chain Planning Payables General Accounting any Accounting

QUICK ACTIONS

Click Payables

Payables Invoices Payments
Dashboard

Manage Invoices
Import Invoices

Validate Invoices

_|_

Initiate Payables Invoice Approval
Workflow

Show Mare

Click Invoices

Good evening, System Administrator (Casey
Brown)!

Supply Chain Planning Payables General Accounting Intercompany Accounting
QUICK ACTIONS

g

[E) Manage Invoices
=50 5 Payables Invoices Payments
Dashboard

Import Invoices

Validate Invoices

Click Invoices

, Initiate Payables Invoice Approval
Workflow

Show More

Click Tasks




0 017

0-7 814 15+

ew v =

Invoice Number

Scanned Recent 24 Hours

Amount Supplier

Click Create Invoice

=ViSiON

Invoices @

Scanned

0 017

0-7 814 15+

View v

-
kS

Invoice Number

Recent

=4

= Detach

Amount Supplier

24 Hours

Holds

3 1 Validation
1 5 Purchasing
0 Other

v

Supplier Site

Holds

38 Validation
16 Purchasing

2 Other

v

Supplier Site

Approval

0

Validation Status

Approval

Validation Status

Prepaid

0 2 8

0-30 31-60 61+

Invoice Date  Business Unit

Prepaid

209

0-30 3160 61+

Invoice Date  Business Unit

Click in the Business Unit field and select from list of values

—

Click Tssks

Creation Date Assignee Identii
»

Create Invoice from Spreadsheet
+ Create Recurring Invoices

Click Create Invoice * Manage Invoices

+ Apply Missing Conversion Rates

« Validate Invoices

E « Initiate Approval Workflow
O * Import Invoices
\ « Correct Import Errors

I + Import Payment Requests
hik
Accounting
B « Create Accounting
C=|
+ Create Adjustment Journal
CreationDate  Assignee + Review Joumnal Entries
+ Payables to Ledger Reconciliatior

Assets
« Create Mass Additions

Payables Periods
+ Manage Accounting Periods




=ViSiON

Create Invoice: ® invoico Actons v | [ Save and Create Next | ‘ save | ‘ Save and Close ‘ [ cancet |

4 Invoice Header  show More
——— Click in the Business Unit field and select from list of values
Identifying PO Q —
= * Date ‘ 10116122 te l':]
* Business Unit | US1 Business Unit v * Amount ‘usu v ‘
- — * Payment Terms ‘m\medlate ‘
* Supplier Q * Type ‘ Standard v
) * Terms Date | 10116122
Supplier Number Description
. Requester ‘
* Supplier Site v ‘ 4 a a
Attachments  None ==
* | egal Entity v |
— Note EF
Invoice Group
) Lines @
b Taxes 20)
4 Totals
Items. Freight Miscellaneous Tax Included Prepayments Total
0.00 0.00 0.00 0.00 0.00 0.00
Retainage Withholding Applied Prepayments
0.00 0.00 0.00

Enter Number and Amount

=VISION

Create Invoice: @

‘ ‘ Invoice Actions w

4 Invoice Header  show More

Identifying PO ‘ * Number ‘
———— * Date ‘ 10116122 r‘e\ rﬂ
* Business Unit ‘ US1 Business Unit ‘ * Amount ‘usn v ‘ —
* Payment Terms ‘\mmemate v ‘
* Supplier ‘ Q * Type [Standam v ——
- — * Terms Date ‘ 10116122 [‘e‘

Supplier Number Description

Requester ‘ ‘
* Supplier Site ‘ v \ 4 . Q

Attachments None =

* Legal Entity ‘ ‘ v ‘
Note [E*
Invoice Group ‘
) Lines @
) Taxes 19}
4 Totals
Items Freight Miscellaneous Tax Included Prepayments Total
0.00 0.00 0.00 0.00 0.00 0.00
Retainage Withholding Applied Prepayments
0.00 0.00

Enter Supplier, Supplier Number, Supplier Site and Legal Entity




=ViSiON

Create Invoice: 1234 invoice Actions v | | Save and Create Next || Save | | Save and Close || Cancel

4 Invoice Header  show More

Identifying PO Q * Number | 1234678
e —— * Date ‘ 1016122 fo ‘
* Business Unit lusw Business Unit v ‘ * Amount |USD - v 12,000.00 ‘ —
— * Payment Terms l\mmemate v

Supplier Number 1288

* Terms Date ‘ 10/16/22 e ‘
Description ——

Requester l |
* Supplier Site lABC ust v ‘ y a 2

ments  None =
* L egal Entity ‘ USH Legal Entity v ‘
Enter Supplier, Supplier Number, Supplier Site and Legal Entity Note Ef

Invoice Group ‘

) Lines @ ‘Matchmvolce Lines ve
) Taxes o)
4 Totals
Items Freight Miscellaneous Tax Included Prepayments Total
0.00 0.00 0.00 0.00 0.00 000
Retainage Withholding Applied Prepayments
0.00 0.00 12,00
. . o
Enter Amount and select the Distribution Set from the dropdown
e —— * Payment Terms | Immediate v \
* Supplier | ABC Consulting Q‘ * Type ‘ Standard v ‘ =
* Terms Date | 10/16/22 v ‘
Supplier Number 1283 Description (o2 e
Requester ‘
* Supplier Site | ABC US1 v \ 4 a a
Attachments  None =
* Legal Entity | US1 Legal Entity v \
— Note E¥
Invoice Group
L \ _
Lines @ CEENIEEMED vio Enter Amount and select the Disribuion Set from the dropdown
Vewv 4+ B X 55 [ Detach ‘ Allocate ‘ v ‘ Cancel Line || Distributions
Distribution ~ Budgetary Control ~ Reference | Tax ~ Purchase Order ~ Asset | Project
Distribution Budgetary Control Refel
. " N
Number * Type Amount
" Prorate Across
Distribution Set Date ‘Al ltem Lines Budget Date  Status Description
6 Item v ‘ ‘Comractor Expense (‘ v 101622 g 10116122 [ig | Notattempted
1 Item Contractor Expense (Single Dist 1011622 . 10116/22 Not aitempted
2 item Contractor Expense (Single Dist 10116122 . 10116122 Not attempted
3 Item Contractor Expense (Single Dist 1011622 . 10116/22 Not attempted
4 Item Contractor Expense (Single Dist 10/16/22 — 10/16/22 Not attempted -
< »
b Taxes
4 Totals

Click Invoice Actions and select Manage Installments




=VISION cnvm @ @

Create Invoice: || [invoice Actions v | | [ save and Create Next ‘ ‘ Save H Save and Close ‘ Cancel ‘

Click Invoice Actions and select Manage Installments Manage Installments

Calculate Tax

Clri+Alt+X

4 Invoice Header  show More Check Funds

Identifying PO Q‘ * Number ‘ 12345678 Validate Clil+AIY r
* N ! Request Override 0
Business Unit | US1 Business Unit v Amount ‘ UsD-v 12,000.00 —

Apply or Unapply Prepayments

* Supplier | ABC Consulting Q‘ * Type ‘ Standard v
—— — 7 [ Manage Holds
Supplier Number 1288 -
Description Account Coding
* supplier S
Supplier Site | ABC US1 v Y Aporoval )

* Legal Entity | US1 Legal Entity : View Approval and Notification History

Invoice Group ‘ Cancel Invoice

Delete Invoice

4L Match | Li v
Lines @ atch Invoice Lines ‘o Pay in Ful

Vewy 4 H X B F

Detach l Allocate | v H Cancel Line H Distributions l

Post to Ledger
Distribution |~ Budgetary Control | Reference | Tax ~ Purchase Order ~ Asset  Project Accountin Draft
Distribution Budgetary Control Refel
* Number * Type * Amount
Set
Date Al Budget Date  Status Description

6 Item 10,000.00 ‘ Contractor Expense (Single Dist 10/16/22 — 10/16/22 Not attempted n
. ! M "

Manage Installments X

Unique Remittance Identifier Pay Croue [ n
s
Unique Remittance Identifier Check Digit Payment Reason \:E]

Payment Reason Comments ‘ ‘

Bank Charge Bearer v
Settlement Priority v [] Pay alone
Delivery Channel :B Discountable Amount 12,000.00 ‘

Viewv § =4 Detach Place Hold Release Hold Split Installment

Installment Due Date Gross Amount Unpaid Amount  Payment Priority Payment Method Bank Account Details

12,000.00 12,000.00 99 ‘ ‘ Check

12,000.00

o | [+

Totals

12,000.00

4 Installment 1: Details

Discounts (0)  Remittance Messages

Holds

Review the Instaliment 1: Details region for discount and net amounts. and Click Save and Close

Date | 10/17/22 [y
2 pate | midyy [ Discount
3 Date midyy Discount

=

Click Save




=ViSION anvwb @ @

Create Invoice: 123456789 @ Invoice Actions v ‘ save and Create Next | save | save and close | [ cancel |

Last Saved 10/16/22 3:26 PM

4 Invoice Header  show More Click Save
dentifying PO * Number ‘ 123456789
Business Unit US1 Business Unit * Date ‘1015‘22 Y
* Amount ‘ 12,000.00
* Supplier | ABC Consuiting Q — * Payment Terms ‘\mmedlate v ‘
Type —
Supplier Number 1255/ * Terms Date‘iDWG 2 fe
B s Description ——
Supplier Site | ABC US1 Requemr‘ Q
4
* Legal Entity | US1 Legal Entity Attachments  None =
Invoice Group Note E*
4 Lines @ ‘Match Invoice Lines )
Vews 4 B X 7 3 ivetach | Alocate v | Cancelline | Distributions
Distribution ~ Budgetary Control |~ Reference  Tax ~ Purchase Order ~ Asset  Project
Distribution Budgetary Control Referen
B * *
Number * Type Amount
PP, P " Prorate Across  « iti
5
Set Date All ltem Lines. Budget Date  Status Description
1 tem 12,000.00 | | Contractor Expense (Single Dist 101622 09 1016722 (i@ | Notattempted

Click Invoice Actions and select Validate

=ViSiON Aot p® @
Create Invoice: 123456789 @ (' ivico Actions v ‘ [ save ana create Next ‘EH Save and Close | [ Cancel |

Manage Installments

Click Invoice Actions and select Validate Celculate Tax Ctri+AltX

4 Invoice Header  show More Check Funds

Identifying PO ‘ Q ‘ * Number ‘ 123456788 CbAY | r
. — Request Cverride fo ‘ [
Business Unit Amount ‘USD v H 12,0000
S — Apply or Unapply Prepaymrents v ‘
* Supplier ‘ABC Consulting Q‘ * Type ‘Cred\tmemc v ‘ | —
/- It Marage Holds Y
Supplier Number 1285 Descrint
escription Account Coding »

* Supplier Site ‘ ABC US1 v ‘ y Agproval ) 70*‘
* Legal Entity ‘ US1 Lagal Entity v | View Approval and Netifcation History

Invoice Group ‘ ‘ Cencel Invoica

Delete Invoice

4 Lines ‘ Match Invoce Lines v
o e o Post to Ledger

Veww 4+ B X T F Detach | Allocate [v || canceiine | oistributions ccount n Draft

Distribution ~ Budgetary Control ~ Reference | Tax | Purchase Order  Asset  Praject

Distribution Budgetary Control
* Number * Type * Amount Prorate Across
Distribution Set Distribution Combination Accounting Date All Item Lines *BudgetDate  Status Description
1 Item v ‘ ‘ 120000 ‘ ‘ Centractor Expense (| w 102022 fe 22 [ig | Notattempted

Click Save and Close




=ViSiON

Create Invoice: 123456789 @

CUN AN « i = yes

(<

Invoice Actions v | | Save and Create Next ‘ ‘ save H Save and Close H Cancel ‘

= 2N Click Save and Close REERZEE 8
4 Invoice Header  show More

Identifying PO Q * Number ‘ 123456789 ‘

* Date ‘ 10129/22 rQ
Business Unit US * Amount ‘USD v ‘ 12,000 oo‘
— * Payment Terms ‘Immedlate ‘
* Supplier | ABC Consulting Q * Type ‘Cred\tmemo v
3 e —— * Terms Date ‘1029 22
Supplier Number 1288 Description
Reauestr |
* Supplier Site | ABC US1 ‘ 4 q Q
Attachments None =
* Legal Entity | US1 Legal Entity ‘
Note E*

mvoiceGrowp | ]
4 Lines @ ‘Match Invoice Lines v®
Vewv 4 B X [ [F iDetach | Allocate v | Cancelline || Distributions
Distribution ~ Budgetary Control | Reference  Tax ~ Purchase Order ~ Asset  Project

Distribution Budgetary Control
* * *
Number * Type Amount
Distribution Set C Accounting Date l:ﬁr;:"AI:T:: *BudgetDate  Status Description
1 Item v ‘ -1,200.00 ‘Con(ratlor Expense (| v 102022 g 102922 [i@ | Not attempted

Creating A Credit Memo

Navigation: Payables>Invoices>Tasks>Create Invoice>Business Unit>Number and Amount>
Supplier, Supplier Number, Supplier Site and Legal Entity>Go down to Lines dropdown and click
on Expand Lines>Amount and select the Distribution Set>line amounts must equal the invoice
amount>Distributions>Distribution Combination>Save>Invoice Actions>Validate>Save and

Close

From home screen, click Payables

Click Invoices

Good evening, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables General Accounting Intercompany Accounting

Fixe y

QUICK ACTIONS

B createmoice Click Payables

Payables
Dashboard

Manage Invoices

Invoices Payments

Import Invoices

Validate Invoices

__|_

Initiate Payables Invoice Approval

Show Mare




Good evening, System Administrator (Casey
Brown)!

< Supply

ain Planning Payables General Accounting Intercompany Accounting

QUICK ACTIONS

Create Invoice

E

Manage Invoices
Payables Invoices

Dashboard

Import Invoices

Validate Invoices

+

Initiate Payables Invoice Approval
Workflow

Show More

Click Tasks

Payments

Click Invoices

Scanned Recent 24 Hours

0 017
o 0

0-7 814 15+

e v "

Invoice Number Amount Supplier

Holds Approval Prepaid

31 Validation
0 2 8
15 Purchasing 0 0-30 3160 61+

0 other

v v v

Supplier Site Validation Status  Invoice Date  Business Unit

Creation Date

Click Tssks

Assignee Identif :
»

m|

Click Create Invoice




+ Create Invoice from Spreadsheet
+ Create Recurring Invoices

Scanned Recent 24 Hours Holds Approval Prepaid Click Create Invoice * Manage Invoices

38 Validation
0 0 17
(; 8-14 15+ O 16 Purchasing 0

+ Apply Missing Conversion Rates

2 0 9 E * Validate Invoices

+ Initate Approval Workflow
0-30 31-60 61+

« Import Invoices
2 Other (0]

\ « Correct Import Errors

— = = = |I|. « Import Payment Requests
Accounting
EE « Create Accounting
e = o

Ve : ©T e petach + Create Adjustment Journal

Invoice Number Amount Supplier Supplier Site Validation Status  Invoice Date  Business Unit Creation Date Assignee * Review Journal Entries

« Payables to Ledger Reconciliatior

Assets
+ Create Mass Additions

Payables Periods
+ Manage Accounting Periods

Click in the Business Unit field and select from list of values

=VISiON anwh & @

Create Invoice: ® invoiceActons v | | Save and Create Next | ‘ save | ‘ Save and Close ‘ [ cancet |

4 Invoice Header  show More
—_— Click in the Business Unit field and select from list of values
Identifying PO Q —
: * Date ‘ 10116122 te '-Q
* Business Unit | US1 Business Unit v * Amount ‘usu v ‘
—— * Payment Terms ‘ Immediate v
* Supplier Q * Type ‘ Standard v
) * Terms Date ‘ 10116/22 [
Supplier Number Description - 7
. Requester ‘
* Supplier Site v ‘ 4 a a
— Attachments  None ==
* | egal Entity v |
— Note E*
Invoice Group
) Lines @
b Taxes 00)
4 Totals
Items. Freight Miscellaneous Tax Included Prepayments Total
0.00 0.00 0.00 0.00 0.00 0.00
Retainage Withholding Applied Prepayments
0.00 0.00 0.00

Note: Select the appropriate Invoice Type from the list of values

Select Type as Credit Memo

]
97 |

—



ViSiON

Create Invoice: @

4 Invoice Header

Show More
Identifying PO Q ‘
* Business Unit | US1 Business Unit v
« .
Supplier Q|

Supplier Number
* Supplier Site v
* Legal Entity v

Invoice Group

) Lines @

) Taxes

4 Totals
Items Freight
0.00 0.00

* Number | 123456789

* Amount | USD v‘

* Type

Description

Miscellaneous
0.00

Retainage
000

QA H

‘ [ ] ” Invoice Actions w ‘ ‘ Save and Create Next | | Save

* Date
-12,000.00 ‘
* Payment Terms

* Terms Date

Note

Tax Included Prepayments
0.00 0.00
Withholding Applied Prepayments
0.00 0.00

Select Type as Credit Memo

1222 e
Immediate \L‘
1222

2]

i @

Save and Close H Cancel ‘

Total
£,0.00

12,00

Enter Number and Amount

=ViSiON

Create Invoice: @

4 Invoice Header  show More
Identifying PO Q ‘
* Business Unit | US1 Business Unit v
* Supplier Q ‘

Supplier Number

* Supplier Site v
* Legal Entity v

Invoice Group ‘

) Lines @

) Taxes

4 Totals
Items Freight
0.00 0.00

B || invoice Actions v ‘ ‘ Save and Create Next ‘ Save H ‘Save and Close | | Cancel ‘

Enter Number and Amount

* Number | 123456789

* Amount | USD - v ‘

-12,000. UO‘

* Date

* Type | Credit memo v

Description

Miscellaneous

Retainage
0.00

Note: Credit Memo amount should be negative

* Payment Terms

* Terms Date

Requester
4
Attachments
Note
Tax Included Prepayments
0.00 0.00

Withholding Applied Prepayments
0.00 0.00

Enter Supplier, Supplier Number, Supplier Site and Legal Entity

98

—

1112122 e ‘

Immediate v

1112122 te ‘
q

None o

E

) ZVOOE

o m

Total
£,0.00




=ViSiON anwp @

Create Invoice: 123456789 @ H invoice Acons v | [ Save and Create Next | save | save and close | [[cancer

4 Invoice Header  show More

Identifying PO ‘ Q‘ * Number ‘ 123456789
* Date

12122 e ‘

* Payment Terms | Immediate
* Supplier [ ABC Consulting ‘ * Type ‘Cred\l memo v

* Terms Date | 11/2/22
Supplier Number 1283

* Business Unit ‘Usw Business Unit v ‘ * Amount ‘usn v‘ -12,000.00

Description

YT UEE— R Requester ‘
* Supplier Site ‘ABC ust v 4 . 2

Attachments None &

* Legal Entity ‘ US1 Legal Entity

Note EX
Invoice Group ‘ ‘ Enter Supplier, Supplier Number, Supplier Site and Legal Entity

) Lines @ | Match Invoice Lines
b Taxes EY)
4 Totals

Items Freight Miscellaneous Tax Included Prepayments Total

0.00 0.00 0.00 0.00 000 000
Retainage Withholding Applied Prepayments
0.00 000 12,00

Go down to lines dropdown and click on Expand Lines

ViSiON Qcnw b & @

Create Invoice: 123456789 @ Invoice Actions v ‘ [ save and Create Next | save ][ save and ciose | cancel |

4 Invoice Header  show More
Identifying PO q‘ * Number | 123456789 —
* Date | 11/2122 o
* Business Unit | US1 Business Unit v * Amount | USD - v -12,000 on‘
e — * Payment Terms | Immediate v \
* Supplier | ABC Consulting Q‘ * Type | Credit memo v ‘
Supplier Numb p * Terms Date | 11/2/22
upplier Number 1 Description
oo EE— Requester
* Supplier Site | ABC US1 v Z . a
Attachments  None =
Go down to lines drop down and click on Expand Lines
Note Ef
[ Lines ® ‘ Match Invoice Lines ‘e

b Taxes 10)
4 Totals

Items. Freight Miscellaneous Tax Included Prepayments Total

0.00 0.00 0.00 0.00 0.00 /,0.00

Retainage Withholding Applied Prepayments
0.00 0.00 0.00 12,00

Enter Amount and select the Distribution Set from the dropdown




* Business Unit | US1 Business Unit * Amount -12,000.00
* Supplier | ABC Consulting Q * Type

Supplier Number 1288

* Supplier Site | ABC US1
* Legal Entity | US1 Legal Entity

Description

N

Vewy + B X B F Detach [AnomeIvHt:aneelLineHQisnihuﬁons]

Distribution | Budgetary Control ~ Reference  Tax | Purchase Order ~ Asset  Project

Date | 111222
s o sen o]
* Terms Date | 1112122 ©

Requester

D

Attachments  None ==

Note E¥

4 Lines @ | Match Invoice Lines MIC) Enter Amount and select the Distribution Set from the drop down

Distribution Budgetary Control
* * *
fumber * Type Amount Set istributic inati Accounting Date P;::T;Alj;?: *BudgetDate  Status Description
1 ltem v ] ‘ ‘ l Contractor Expense (( v ‘ Not attempted
2 Item ‘ Contractor Expense (Single Dist 112122 — 1112122 Not attempted
3 Item ‘ Contractor Expense (Single Dist 11222 - 17222 Not attempted
4 Item ‘ Contractor Expense (Single Dist 172122 - 172122 Not attempted
5 Item ‘ Contractor Expense (Single Dist 1/2/22 — 11222 Not attempted
« I ’
) Taxes

The total of line amounts must equal the invoice amount

Business Unit US1 Business Unit v * Amount

-12,000.00
* Supplier | ABC Consulting Q * Type

Supplier Number 1288 Description

* Supplier Site | ABC US1 v 4
* Legal Entity | US1 Legal Entity :
Invoice Group

Vewvy 4 B X F F [ Detach [Alloclh"HClncalLimHDiwibnﬁonl

Distribution ~ Budgetary Control ~ Reference =~ Tax  Purchase Order ~ Asset _Project

e total of line amo equal the invoice amo
* Number * Type * Amount
Distribution
1 ftem - [ £12,000. oo] Contractor Expense (‘ v]
2 Item Contractor Expense (Single Dist 1112/22
3 Item Contractor Expense (Single Dist 1112/22
4 tem Contractor Expense (Single Dist 172122
5 Item Contractor Expense (Single Dist 1112/22
<« I——
) Taxes

Date

* Date | 11/2/22
* Terms Date | 11/2/22 [y

Requester

D

Attachments None o

Note E¥
Budgetary Control
Prorate Across 4 L
All ltem Lines Budget Date  Status Description
Not attempted
— 1172122 Not attempted
—_ 172122 Not attempted
— 11222 Not attempted
- 1172122 Not attempted

Click Distributions




Business Unit US1 Business Unit v * Amount

-12,000.00

“rom s sen o]
* Supplier | ABC Consulting Q * Type

Supplier Number 1288

* Terms Date | 11/2/22 e

Description
Supplier Site | ABC US1 n
Attachments None =
* Legal Entity | US1 Legal Entity n
Note [E¥
Click Distirbutions
4 Lines @ | Match Invoice Lines )
Vewv 4 B X 7 [ & Detach [ Allocate ‘ v H Cancel Line || Distributions
Distribution ~ Budgetary Control ~ Reference ~ Tax ~ Purchase Order ~ Asset  Project
Distribution Budgetary Control
* Number * Type * Amount
Prorate Across
Set Accounting Date All ltem Lines Budget Date  Status Description
1 ltem Contractor Expense (Single Dist Not attempted

a | ’
b Taxes £S)
4 Totals

Items Freight Miscellaneous Tax Included Prepayments Total
-12,000.00 0.00 0.00 -1,080.00 000 /1-13,080.00
Retainage Withholding Applied Prepayments
0.00 0.00 000 12,00

Enter the appropriate information in the Distribution Combination field

Manage Distributions

+ X B B Detach InvoiceLinel! "] [AdjustTﬂxR:coveryHCheckFunds][ViewResults]

Budgetary Control | Status ~ Purchase Order ~ Receipt | Project

Budgetary Control
Line * Distribution * Type * Amount *

* BudgetDate  Status

- -12,000.00 || | 101.10.65600.121.000.000 I 112122 Contractor Expense l [ 1112122 E‘. B Not attempted

»

Enter the appropriate information in the Distribution Combination field ptal Amount -12,000.00

ing Amount @ 0.00

Line Amount -12,000.00

Click Save and Close




Manage Distributions

‘\/lew v 4 X F E [ Detach Invoice Linel1 [ v] Reverse H AdjustYaxRemveryH Check Funds” View Resnlis]

Budgetary Control | Status ~ Purchase Order ~ Receipt  Project

Budgetary Control

Line * Distribution * Type * Amount * Distributi inati i ipti
*BudgetDate  Status

-12,000. 00‘ l 101.10.65600.121.000.000 112122 Contractor Expense ‘ l 1172122 B Not attempted

Ll 3
Distributions Total Amount -12,000.00

Remaining Amount @ 0.00

Click Save and Close
Line Amount -12,000.00

Click Save

=F
=VISION Qaawr & @
Create Invoic Save and Create Next | || save | | save and Close | | cancel |

Last Saved 11/2/22 4:14 AM

Click Save

4 Invoice Header  show More
Identifying PO Q‘ * Number
. * Date | 11/2/22 [T .‘Q
Business Unit U1 Business Unit v * Amount |USD- v -12,000.00
; L
* Supplier | ABC Consulting Q * Type [Crednmemo v
— * Terms Date | 11/2122

Supplier Number 1288 Description
Requester
* Supplier Site | ABC US1 v z § =
Attachments None =

* Legal Entity | US1 Legal Entity :
Note E*
Invoice Group

Vewv 4 B X T [ & Detach lAIIoom"HC.nuILImHEIwauﬂom

Distribution ~ Budgetary Control =~ Reference = Tax  Purchase Order ~ Asset  Project

Distribution Budgetary Control

* Number * Type * Amount
Accounting Date Prorate Across Budget Date  Status Description

Set L Allltem Lines
1 tem -12,000.00 Not attempted - m

Contractor Expense (Single Dist 1112122

Click Invoice Actions and select Validate




ViSiON

Create Invoice: 122456780

Manage Installments

Ctri+Alt+X

Calculate Tax

4 Invoice Header  show More Click Invoice Actions and select Validate Check Funds

Identifying PO * Number | 122456780 ClrlsAltsV
Business Unit  US1 Business Unit Request Override fe .-Q
* Amount -12,00000
* Supplier ‘ ABC Consuting Q 7 Apply or Unapply Prepayments v
Type —
Supplier Number 1288 Manage Holds o

Description
* Supplier Site ‘ABC Ust v \ Account Coding » 5
4

. 4 Approval N
Legal Entity ‘Usw Legal Entity v ‘
View Approval and Notifcation History

Invoice Group ‘
Cancel Invoice

Delete Invoice

4 Lines @ ‘Matchmvolce Lines )

Veww 4 B X F [F & Detach ‘Allocne v CancelLineHniwihuﬁons Postto Ledger

Account in Draft

Distribution ~ Budgetary Control ~ Reference ~ Tax | Purchase Order ~ Asset  Project
Distribution Budgetary Control

* Number * Type * Amount Prorate Across
Distribution Set Distribution Combination Accounting Date o *
All ltem Lines

1 Item -12,000.00 || Contractor Expense (Single Dist 112122 [ 1112122 [ | Not attempted ‘<E

Click Save and Close

Budget Date  Status Description

=VisioN QawpP & @

invoice Actons v | | | Save and Create Next | ‘ save H Save and Close | | Cancel |

Create Invoice: 122456780 @

Last Saved 11/2/22 4:29 AM
Click Save and Close Fiemars -

4 Invoice Header  show More
dentifying PO * Number | 122456780 F—
Business Unit US1 Business Unit — * Date ‘ 112/22 e .-Q
* Amount -12,000.00
* Supplier | ABC Consuling Q * Payment Terms ‘ Immediate v
_ B Type —
Supplier Number 1283 * Terms Date ‘ﬁ P fo
Description
* Supplier Site | ABC US1 v Requester ‘ Q
—— 4 7
* Legal Entity | US1 Legal Entity v ‘ Attachments  None =
Invoice Group Note [
4 Lines @ ‘Match Invoice Lines v®
Vewv 4 B X 7 [ &iDetach | Alocate | v || CancelLine H Distributions
Distribution ~ Budgetary Control ~ Reference | Tax  Purchase Order  Asset  Project
Distribution Budgetary Control
*Number * Type * Amount Prorate Across
istribution Set Distributi inati Accounting Date ") e Ft * Budget Date  Status Description
1 item -12,000.00 || Contractor Expense (Single Dist 122 by 1222 (@ | Notattempted

Creating A Credit Memo Matched To An Invoice

Navigation: Payables>Invoices>Tasks>Create Invoice>Business Unit>Number and Amount>
Supplier, Supplier Number, Supplier Site and Legal Entity>Go down to Lines dropdown and click
on Expand Lines>Match Type>Go>Checkbox, enter Amount and click Apply Search>Ok>Invoice
summary>Save>Invoice Actions>Save and Close

From home screen, click Payables

]
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ening, System Administrator (Casey

¢ Supply Chain Planning Payables General Accounting any Accounting

QUICK ACTIONS

Click Payables

Payables Invoices Payments
Dashboard

Manage Invoices
Import Invoices

Validate Invoices

_|_

Initiate Payables Invoice Approval
Workflow

Show Mare

Click Invoices

Good evening, System Administrator (Casey
Brown)!

Supply Chain Planning Payables General Accounting Intercompany Accounting
QUICK ACTIONS

g

[E) Manage Invoices
=50 5 Payables Invoices Payments
Dashboard

Import Invoices

Validate Invoices

Click Invoices

, Initiate Payables Invoice Approval
Workflow

Show More

Click Tasks

]
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ew v =

Invoice Number

Scanned Recent 24 Hours

Amount Supplier

Click Create Invoice

=ViSiON

Invoices @

Scanned

0 017

0-7 814 15+

View v

-
kS

Invoice Number

Recent

=4

= Detach

Amount Supplier

24 Hours

Holds

3 1 Validation
1 5 Purchasing
0 Other

v

Supplier Site

Holds

38 Validation
16 Purchasing

2 Other

v

Supplier Site

Approval

0

Validation Status

Approval

0

Validation Status

Prepaid

0 2 8

0-30 31-60 61+

Invoice Date  Business Unit

Prepaid

209

0-30 3160 61+

Invoice Date  Business Unit

Click in the Business Unit field and select from list of values

—

Click Tssks

Creation Date Assignee Identii
»

Create Invoice from Spreadsheet
+ Create Recurring Invoices

Click Create Invoice * Manage Invoices

+ Apply Missing Conversion Rates

« Validate Invoices

E « Initiate Approval Workflow
O * Import Invoices
\ « Correct Import Errors

I + Import Payment Requests
hik
Accounting
B « Create Accounting
C=|
+ Create Adjustment Journal
CreationDate  Assignee + Review Joumnal Entries
+ Payables to Ledger Reconciliatior

Assets
« Create Mass Additions

Payables Periods
+ Manage Accounting Periods

]
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=ViSiON

Create Invoice: ®

Invoice Actions w

=VISION

Create Invoice:

4 Invoice Header  show More

Identifying PO

* Business Unit

Supplier Number
* Supplier Site
* Legal Entity

Invoice Group

) Lines @

) Taxes

4 Totals
Items
0.00

Enter Number and Amount

US1 Business Unit

* Supplier

Freight
0.00

* Number

* Amount | USD - v

* Type | Standard

Description

Miscellaneous
0.00

Retainage
0.00

Note: Credit Memo amount should be negative

106

—

Tax
0.00

Withholding

4 Invoice Header  show More
——— Click in the Business Unit field and select from list of values
Identifying PO Q —
- * Date ‘ 10/16/22 te l':]
* Business Unit | US1 Business Unit v * Amount ‘usu v ‘
———— j— * Payment Terms ‘m\medlate v
* Supplier Q * Type ‘ Standard v
) * Terms Date | 10116122 to
Supplier Number Description - 7
. Requester ‘
* Supplier Site v ‘ 4 a a
Attachments  None ==
* | egal Entity v |
— Note EF
Invoice Group
) Lines @
b Taxes 20)
4 Totals
Items. Freight Miscellaneous Tax Included Prepayments Total
0.00 0.00 0.00 0.00 0.00 0.00
Retainage Withholding Applied Prepayments
0.00 0.00 0.00

CUNATE « N =Ry,

Invoice Actions v ‘ ‘ Save and Create Ne;

Enter Number and Amount

* Date
* Payment Terms
* Terms Date

Requester

Attachments

Note

Included Prepayments
0.00

Applied Prepayments
0.00

Enter Supplier, Supplier Number, Supplier Site and Legal Entity

10/16/22 e

Immediate v

10116/22 e
Q

None ==

B

L=

Total
0.00




=ViSiON anwp @

Create Invoice: 123456789 @ H invoice Acons v | [ Save and Create Next | save | save and close | [[cancer

4 Invoice Header  show More

Identifying PO ‘ Q‘ * Number ‘ 123456789
* Date

12122 e ‘

* Payment Terms | Immediate
* Supplier [ ABC Consulting ‘ * Type ‘Cred\l memo v

* Terms Date | 11/2/22
Supplier Number 1283

* Business Unit ‘Usw Business Unit v ‘ * Amount ‘usn v‘ -12,000.00

Description

YT UEE— R Requester ‘
* Supplier Site ‘ABC ust v 4 . 2

Attachments None &

* Legal Entity ‘ US1 Legal Entity

Note EX
Invoice Group ‘ ‘ Enter Supplier, Supplier Number, Supplier Site and Legal Entity

) Lines @ | Match Invoice Lines
b Taxes EY)
4 Totals

Items Freight Miscellaneous Tax Included Prepayments Total

0.00 0.00 0.00 0.00 000 000
Retainage Withholding Applied Prepayments
0.00 000 12,00

Go down to lines dropdown and click on Expand Lines

ViSiON Qcnw b & @

Create Invoice: 123456789 @ Invoice Actions v ‘ [ save and Create Next | save ][ save and ciose | cancel |

4 Invoice Header  show More
Identifying PO q‘ * Number | 123456789 —
* Date | 11/2122 o
* Business Unit | US1 Business Unit v * Amount | USD - v -12,000 on‘
e — * Payment Terms | Immediate v \
* Supplier | ABC Consulting Q‘ * Type | Credit memo v ‘
Supplier Numb p * Terms Date | 11/2/22
upplier Number 1 Description
oo EE— Requester
* Supplier Site | ABC US1 v Z . a
Attachments  None =
Go down to lines drop down and click on Expand Lines
Note Ef
[ Lines ® ‘ Match Invoice Lines ‘e

b Taxes 10)
4 Totals

Items. Freight Miscellaneous Tax Included Prepayments Total

0.00 0.00 0.00 0.00 0.00 /,0.00

Retainage Withholding Applied Prepayments
0.00 0.00 0.00 12,00

Click the down arrow to select the appropriate Match Type

]
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4 Invoice Header

Show More

Identifying PO ‘ q‘
* Business Unit | US1 Business Unit v 1
* Supplier ‘ ABC Consulting Q

1288

* Number ‘ 12345678

* Amount | USD - v
* Type | Standard

Description

12,000.00

Supplier Number

* Supplier Site ‘ ABC US1 v ‘
* Legal Entity | US1 Legal Enty v

Invoice Group ‘

N

4 Lines @ | Match Invoice Lines v

Match Invoice Lines
View v o Match to Receipt Charges h [ Allocate ‘ v ] Cancel Line J[ Distributions ]
Distribution ~ Budge} Durchase Order ~ Asset  Project

* Number * Type * Amount
Distrib
1 tem v ‘ ‘ Contractor Expense (‘ v ‘ 101622 b
2 ltem ‘ Contractor Expense (Single Dist 10116122
3 Item ‘ Contractor Expense (Single Dist 10/16/22
|

* Date | 10/16/22

* Payment Terms | Immediate v

* Terms Date ‘ 1016122

Attachments None =

Note [E¥
Budgetary Control
cross 4
‘Al ltem Lines Budget Date  Status

1016122 [ | Notattempted
10116/22 Not attempted
— 10116122 Not attempted

fo|

Requester Q

Description

Click Go

Identifying PO Q
* Business Unit | US1 Business Unit v

ql

* Number | 2345678
* Amount | USD - v 12,0000 ‘
* Type | Standard v

Description

* Supplier Site | ABC US1 v ‘ 4

* Legal Entity | US1 Legal Entity

* Supplier | ABC Consulting

Supplier Number 1288

Invoice Group

4Lines @ | Corect Unmatched Invoices

Vieww 4 B ¥ 7 [ [ Detach | Allocate ‘ v ‘ Cancel Line H Distributions

Distribution ~ Budgetary Control | Reference | Tax  Purchase Order ~ Asset  Project

Distribution
* Number * Type * Amount
[ Set L Date

1 item v ‘ lComraclor Expense ([ v ‘ 10116/22
2 item Contractor Expense (Single Dist 1011622
3 Item Contractor Expense (Single Dist 10/16/22
4 tem ‘ Contractor Expense (Single Dist 10/16/22
5 Item ‘ Contractor Expense (Single Dist 10/16/22

<

* Date ‘ 10116122

* Payment Terms ‘ Immediate v J

* Terms Date | 10/16/22

Requester Q

Attachments  None ==

Note E*
Budgetary Control
Prorate Across
All ltem Lines Budget Date  Status
101622 i@ | Not attempted
10116122 Not atiempted
1016122 Not attempted
1016122 Not attempted
10116122 Not attempted

Description

Referen

Enter the above details




Correct Unmatched Invoices

4 Search

x

Saved Search | All Unmatched Invoices v

** Invoice | Starts with

- ‘l 12345674

** Invoice Date l Beftween

v H midlyy

Correct * Correction Type

No search conducted.

Click Search

Correct Unmatched Invoices

4 Search

Enter the above details

Line

Quantity  Unit Price

Corrected Invoice

uom

*
Amount Number Line Nam.

Amount  Quantity Unit Price

X

Saved Search | All Unmatched Invoices v

** Atleast one is required

** Invoice | Starts with

NEEE

** Invoice Date l Between v " midlyy [ ‘ B | midlyy

Correct * Correction Type

No search conducted.

Line

Quantity  Unit Price

Click Search

Corrected Invoice

uom

Amount Nam

* Amount  Number Line Quantity ~ Unit Price

Click Checkbox, enter Amount and click Apply




Correct Unmatched Invoices x

» Search Saved Search | Allnmatched Invoices v

Line Corrected Invoice

Correct * Correction Type uom
Quantity  Unit Price * Amount Number Line Amount Quantity  Unit Price Name

123456789 12,000.00
ota .

Click Checkbox, enter Amount and click Apply -

Click OK

i
Correct Unmatched Invoices X

b Search Saved Search | All Unmatched Invoices v

Vieww

Line Corrected Invoice

Correct * Correction Type uom
Quantity  Unit Price * Amount Number Line Amount  Quantity Unit Price Name

I Amount correction v -12,00000 | 123456789 12,100.00

Total -12,000.00

Click OK

Review the invoice summary in the Invoice Summary region




Identifying PO ‘ O\‘ * Number ‘ 2345678
- * Date | 10/16/22
Business Unit US1 Business Uni v * Amount ‘USD.V 12,000.00
j— * Payment Terms | Immediate
* Supplier ‘ABC Consulting Q * Type ‘ Standard v
e * Terms Date | 10/16/22 ]
Supplier Number 1283 b
escription
* er i Q
Supplier Site | ABC US1 v
Review the invoice summary in the Invoice Summary region None &=
* Legal Entity | UST Legal Entity v
E
Invoice Group ‘
4 Lines @ ‘Correc( Unmatched Invoices v | @
Vieww 4 B X 7 7 Detach | Allocate ‘ v H Cancel Line || Distributions
Distribution ~ Budgetary Control ~ Reference ~ Tax  Purchase Order ~ Asset  Project
Distribution Budgetary Control Referen
B * «
Number * Type Amount
Prorate Across i
Set Date All ltem Lines Budget Date  Status Description
1 ltem v 12,000 00‘ 101622 b 101622 [i@ | Notattempted
2 Item ‘ Contractor Expense (Single Dist 10116122 — 1016/22 Not attempted
3 Item ‘ Contractor Expense (Single Dist 10116122 — 1016122 Not atiempted
4 Item ‘ Contractor Expense (Single Dist 10116122 10116122 Not attempted
5 Item ‘ Coniractor Expense (Single Dist 1016122 10116122 Not attempted
<
2 Ta | |

Click Save

=VISiON

Create Invoice: 123456789 @

4 Invoice Header  show More

Identifying PO l Q‘

Business Unit  US1 Business Unit v

* Supplier ‘ABC Consulting O\‘
Supplier Number 1288 Description
* Supplier Site | ABC US1 ‘ v
* Legal Entity | US1 Legal Entity v
Invoice Group ‘
Alines @ [cortUmaodinos~ |
Veww 4+ B X [ [T & petacn | Alocate [ v || cancel Line | pistrbutions
Distribution ~ Budgetary Control ~ Reference ~ Tax ~ Purchase Order | Asset  Project
* Number * Type * Amount
Distribution Set Distribution Combination

1 tem +1,200.00 ‘ Contractor Expense (Single Dist

Distribution

* Number ‘ 1234567880
* Amount ‘USD v‘

* Type ‘ Credit memo

anywy P £ @

‘ = ‘ Invoice Actions ¥ ‘ ‘ Save and Create Next || Save ‘ Save and Close H Cancel ‘

Click Save

* Date | 10129122 fe

+12,000.00 —
* Payment Terms | Immediate v

* Terms Date | 10/20/22 e

Requester Q
v

Attachments None ==

Note E*
Budgetary Control
" Prorate Across g
Accounting Date All ltem Lines Budget Date  Status Description
10/29/22 — 10129122 Not attempted

Click Invoice Actions and select Validate




ViSiON

Create Invoice: 123456789 @

4 Invoice Header

Show More
Identifying PO Q ‘
Business Unit

* Supplier | ABC Consulting Q‘

Supplier Number 1288

* Supplier Site | ABC US1 ‘ v

* Legal Entity | US1 Legal Entity v

Invoice Group ‘

4 Lines @ | Correct Unmatched Invoices v | &
Veww 4 B X @ [ & Detach | Allocate ‘ v H CanulLine‘ Distributions
Distribution ~ Budgetary Control ~ Reference  Tax | Purchase Order ~ Asset | Project
* Number * Type * Amount
Distribution Set

-1,200.00 | Contractor Expense (Single Dist

Click Save and Close

=ViSiON

Create Invoice: 1234567880 @

* Amount | USD - v

* Type | Credit memo

Description

Distribution

Distribution Combination

-12,000.00

Calculate Tax

Check Funds

Request Override

Apply or Unapply Prepayments
Manage Holds

Account Coding

Approval

QA v

Ctri+Alt+V/

View Approval and Notiication History

Cancel Invoice

Delete Invoice

Post to Ledger

Account in Draft

Accounting Date

10/29/22

Prorate Across
All ltem Lines

Budget Date

10/29/22

Budgetary Control

Status

Not attempted

QAR

(=

Description

;13

@

revalidatic \‘ Invoice Actions v‘ ‘ Save and Create Next | | Save ||| Save and Close H Qancel‘

Click Save and Close ZEESg

4 Invoice Header  show More
Identifying PO * Number | 1234567850 JE—
Business Unit  US1 Business Unit — * Date | 10/29/22 F‘g‘ rQ
* Amount -12,000.00
* Supplier ‘ABC Consuing Q * Payment Terms | Immediate ‘ =
Type
Supplier Number 1288 * Terms Date | 1020122 fo ‘
PN pvouwom— Description ———
Supplier Site ‘ABC uUst v/ Requester Q‘
4
* Legal Entity ‘USi Legal Entity v ‘ Attachments  None =
Invoice Group ‘ ‘ Note E*
4lines @ | oect Unmatched Invices v | @
Vewy 4 B X F [ & Detach | Allocate ‘ v ‘Canul Line H Distributions
Distribution |~ Budgetary Control ~ Reference  Tax ~ Purchase Order ~ Asset  Project
Distribution Budgetary Control
B B N
Number * Type Amount
Set Di: Accounting Date F;ﬁ:z?:&?:: * Budget Date  Status Description
1 item -1,200.00 | Contractor Expense (Single Dist 10129/22 10129/22 Not attempted
2 item -1,200.00 ‘ 10129/22 10116/22 Not attempted

Creating A Debit Memo Matched To An Invoice

Navigation: Payables>Invoices>Tasks>Create Invoice> Business Unit> Debit Memo> Number
and Amount> Enter Supplier, Supplier Number, Supplier Site and Legal Entity> Go down to Lines
dropdown and click on Expand Lines> information> Save> Invoice Actions>Validate>Save and
Close

From home screen, click Payables

]
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ening, System Administrator (Casey

¢ Supply Chain Planning Payables General Accounting any Accounting

QUICK ACTIONS

Click Payables

Payables Invoices Payments
Dashboard

Manage Invoices
Import Invoices

Validate Invoices

_|_

Initiate Payables Invoice Approval
Workflow

Show Mare

Click Invoices

Good evening, System Administrator (Casey
Brown)!

Supply Chain Planning Payables General Accounting Intercompany Accounting
QUICK ACTIONS

g

[E) Manage Invoices
=50 5 Payables Invoices Payments
Dashboard

Import Invoices

Validate Invoices

Click Invoices

, Initiate Payables Invoice Approval
Workflow

Show More

Click Tasks

]
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0 017

0-7 814 15+

ew v =

Invoice Number

Scanned Recent 24 Hours

Amount Supplier

Click Create Invoice

=ViSiON

Invoices @

Scanned

0 017

0-7 814 15+

View v

-
kS

Invoice Number

Recent

=4

= Detach

Amount Supplier

24 Hours

Holds

3 1 Validation
1 5 Purchasing
0 Other

v

Supplier Site

Holds

38 Validation
16 Purchasing

2 Other

v

Supplier Site

Approval

0

Validation Status

Approval

0

Validation Status

Prepaid

0 2 8

0-30 31-60 61+

Invoice Date  Business Unit

Prepaid

209

0-30 3160 61+

Invoice Date  Business Unit

Click in the Business Unit field and select from list of values

—

Click Tssks

Creation Date Assignee Identii
»

Create Invoice from Spreadsheet
+ Create Recurring Invoices

Click Create Invoice * Manage Invoices

+ Apply Missing Conversion Rates

« Validate Invoices

E « Initiate Approval Workflow
O * Import Invoices
\ « Correct Import Errors

I + Import Payment Requests
hik
Accounting
B « Create Accounting
C=|
+ Create Adjustment Journal
CreationDate  Assignee + Review Joumnal Entries
+ Payables to Ledger Reconciliatior

Assets
« Create Mass Additions

Payables Periods
+ Manage Accounting Periods

]
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=ViSiON

Create Invoice: ®

anwPE &£ @

invoice Actons v | | Save and Create Next | ‘ save H Save and Close H Cancel |

4 Invoice Header  show More

Identifying PO Q
* Business Unit | US1 Business Unit [v |
* Supplier Q
Supplier Number
* Supplier Site v ‘
* | egal Entity v |

Invoice Group

) Lines @

) Taxes

4 Totals
Items
0.00

ViSiON

Select Type as Debit Memo

Create Invoice: 1234567790 @

4 Invoice Header  show More
Identifying PO
* Business Unit

* Supplier

Supplier Number
* Supplier Site
* Legal Entity

Invoice Group

» Lines @ ‘Match Invoice Lines

» Taxes

4 Totals

Items
0.00

US1 Business Unit

ABC Consulting

1288

ABC US1

US1 Legal Entity

Enter Number and Amount

Freight
0.00

Freight
0.00

Click in the Business Unit field and select from list of values

* Date ‘ 10/16/22 te l':]
* Amount | UsD - v ‘
—— * Payment Terms ‘m\medlate v ‘
* Type ‘ Standard v
* Terms Date ‘ 10116/22 [
Description ————
Requester | Q
v
Attachments  None ==
Note E*
0
Miscellaneous Tax Included Prepayments Total
0.00 0.00 0.00 0.00
Retainage Withholding Applied Prepayments
000 000 0.00

anvwbE ® @

Invoice Actions w ‘ ‘ Save and Create Next ‘ Save H Save and Close H cancel |

* Number | 1234567790

* Date | 10/29/22 e
* Amount | USD v‘ —
S * Payment Terms | Immediate v \
* Type [Debm memo v
* Terms Date | 10/20/22 e
Description —
Q
i
Select Type as Debit Memo
O
Miscellaneous Tax Included Prepayments Total
0.00 0.00 0.00
Retainage Withholding Applied Prepayments
000 0.00 0.00

]
15 |
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4 Invoice Header  show More

Identifying PO
* Business Unit

* Supplier

Supplier Number
* Supplier Site
* Legal Entity

Invoice Group

) Lines @

) Taxes

4 Totals
Items
0.00

Q

US1 Business Unit v

Q

[+
v

Freight
0.00

e K LM

* Number ‘ 1234567790
* Amount ‘K ‘ -12,000.00
* Type | Debit memo
Description | |
4
Miscellaneous Tax
0.00 0.00

Retainage Withholding
0.00 0.00

* Date | 11/2/22 Y ‘
* Payment Terms | Immediate v ‘
* Terms Date | 11/2122 [ ‘
Requester Q
Attachments  None o
Note [E!
Included Prepayments Total
000 £0.00
Applied Prepayments
000 12,00

Enter Supplier, Supplier Number, Supplier Site and Legal Entity

=VIiSiON

Create Invoice: 1234567790 @

‘ ] ‘ Invoice Actions w Save and Create Next ‘ ‘ Save ‘ ‘ Save and Close J ‘ Cancel ‘

QO P o*

4 Invoice Header  show More

Identifying PO

* Business Unit

US1 Business Unit v |

Supplier Number
* Supplier Site

* Legal Entity

* Supplier [ ABC Consulting

1288
ABC UST v
US1 Legal Entity v ‘

* Number ‘ 1234567790
* Amount ‘USD v ‘ -12,000.00

* Type ‘ Debit memo v

Invoice Group

) Lines @

) Taxes

4 Totals
Items
0.00

‘ Match Invoice Lines

h ]

Freight
0.00

Description

Miscellaneous Tax
0.00 0.00

Retainage Withholding
0.00 0.00

Go down to Lines dropdown and click on Expand Lines

* Date ‘ 17222 Y
* Payment Terms ‘W‘
* Terms Date ‘ 172122 Y
Requester ‘ Q
ents  None ==
ote EX

Included Prepayments
0.00

Applied Prepayments
0.00

Total
0.00

12,00

]
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=ViSiON anvwb ® @

Create Invoice: 1234567790 @ B || invoicoActons v | [ save and Create Next | [ save | save and close | [ cancel

4 Invoice Header  show More

Identifying PO Q * Number ‘ 1234567790 ‘
e —— 22 Y

* Business Unit | US1 Business Unit v ‘ * Amount ‘USD-V
— * Payment Terms ‘ Immediate v ‘
* supplier [ ABC Consulting Q * Type ‘ Debit memo v

3 * Terms Date ‘ 1
Supplier Number 1283

* Date ‘

-12,000. 00‘

Description

Requester |
* Supplier Site | ABC US1 v ‘ y a a

Attachments  None ==

Note EX
IZ|Lines @ ‘Match Invoice Lines vl®
) Taxes o)
4 Totals
Items Freight Miscellaneous Tax Included Prepayments Total
0.00 000 0.00 000 000 £.0.00
Retainage Withholding Applied Prepayments
0.00 000 000 12,001
Enter below information
“Date | 10/16/22 e i
Business Unit US1 Business Unit v * Amount | USD - v 12,000.00 S
* Payment Terms | Immediate v ‘
* Supplier | ABC Consulting Q * Type | Debit memo
* Terms Date | 10/16/22 e
Supplier Number 1283 - — 7]
Description
Requests
* Supplier Site | ABC US1 v equester | 4
Attachments None =
* Legal Entity | US1 Legal Entity Enter below informaion
Note E*
Invoice Group ‘
4 Lines @ ‘Ma(ch Invoice Lines
Vewey 4 B X F F Detach ‘Alloclﬁe ‘ v IClnceILine‘ Distributions
Distribution ~ Budgetary Control ~ Reference  Tax ~ Purchase Order ~ Asset Project
Distribution Budgetary Control Refel
B * *
Number * Type Amount
PN . - Prorate Across .
Set Date All ltem Lines Budget Date  Status Description
6 Item v 12,000.00 ‘ComractorExpense( v 101622 fg 10/161 (@ | Notattempted
1 ltem Contractor Expense (Single Dist 10116/22 — 10116/22 Not attempted
2 Item ‘ Contractor Expense (Single Dist 10116122 . 1016122 Not attempted
3 Item ‘ Contractor Expense (Single Dist 10116/22 - 10116/22 Not attempted
4 Item ‘ Contractor Expense (Single Dist 10116122 1016122 Not attempted .
‘ >
) Taxes
Tatal

Note: Review the invoice totals in the Invoice Summary region

Click Save

]
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=ViSiON

Create Invoice: 234567890 (@

Click Actions and select Validate

=ViSiON

Create Invoice: 1234567790 @

4 Invoice Header  show More
Identifying PO ‘ Q * Number ‘ 123456789
. * Date | 10/16/22
Business Unit v * Amount ‘USD v‘ 12,000.00
* Payment Terms | Immediate
* Supplier ‘ABC Consulting * Type ‘Deml memo v
Supplier Number 1288 —— * Terms Date | 10/16/22
upplier Number Description
* Sunpfier S Requester
Supplier Site ‘ABC uUst v \ 4
Attachments  None ==
* Legal Entity ‘usw Legal Entity v \
Note Ef
Invoice Group ‘ ‘
4Lines @ | Match Invoice Lines )
Veww 4 B X F ’ Detach | Allocate | v | cancel Line || Distributions
Distribution |~ Budgetary Control ~ Reference ~ Tax ~ Purchase Order ~ Asset  Project
Distribution Budgetary Control
* Number | * Type * Amount PP -~ " Prorate Across
Set [ Date All ltem Lines Budget Date  Status
6 item v‘ 12,000.00 ‘Conuat(or Expense (| v 101622 e 101622 (i@ | Notattempted

Calculate Tax

Click Save and Close

- Click Actions and select Validate
4
Invoice Header  show More Check Funds
Identitying PO * Number | 1234567790 ClrAty
Business Unit US1 Business Unit N Request Override
Amount -12,000.00
* Supplier ‘ ABC Consulting Q ‘ Apply or Unapply Prepayments
Type
Supplier Number 1288 Manage Holds
Description
* Supplier Site ‘ ABC US v Account Coding 4
£ Approval i
* Legal Entity ‘ US1 Legal Entity v
View Approval and Notification History
Invoice Group ‘ ‘
Cancel Invoice
4Lines @ | Match Invoice Lines vlo Delete Invoice
Vewe 4 B X 7T [ Detach | Allocate ‘ v H Cancel Line ‘ Distributions Post to Ledger
Account in Draft
Distribution | Budgetary Control ~ Reference  Tax | Purchase Order | Asset | Project !
Distribution Budgetary Control
*Number * Type * Amount Prorate Across
Distribution Set Distribution Combination Accounting Date " * Budget Date  Status
All ltem Lines
1 Item v 1,200 oo‘ Contractor Expense (| ¥ 102022 b 1020722 (i@ | Notattempted

Description

Click Save

Refel

Description




=ViSiON Qowr @ @

Create Invoice: 1234567790 @

Last Saved 10/29/22 8:31 AM

% N . T LA - A
Click Save and Close

4 Invoice Header  show More

dentfying PO * Number | 1234567790 ‘

Business Unit US1 Business Unit * Date | 10/29/22 e '-Ql

* Amount 1200000 |
* Supplier | ABC Consulting Q * Payment Terms | Immediate ‘ v ‘
X Type
Supplier Number 1283 * Terms Date | 10/20/22 o
— Description
* Supplier Site | ABC US1 v Requester Q
— 4 S

* Legal Entity | US1 Legal Entity v Attachments  None

Invoice Group ‘ Note E*
4 Lines @ ‘Match Invoice Lines )
Vewv 4 B X 7§ & Detach | Allocate ‘ v ‘ Cancel Line ‘ Distributions
Distribution ~ Budgetary Control ~ Reference  Tax  Purchase Order  Asset | Project

Distribution Budgetary Control
* * «
Number * Type Amount
L Prorate Across
Set Accounting Date All tem Lines Budget Date  Status Description
1 Item v -1,200.00 ‘Cor\tracmv Expense (| v 102022 g 102022 i@ | Notattempted E
<

Creating A Prepayment

Navigation: Payables>Invoices>Tasks>Create Invoice> Business Unit>Prepayment>Amount and
Number>Supplier, Supplier Number, Supplier Site and Legal Entity>Go down to Lines dropdown
and click on Expand Lines>Fill Information>Invoice Actions and Validate>Invoice Actions>Pay
full>Select Appropriate values>Submit>OK

From home screen, click Payables

Good evening, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe %
QUICK ACTIONS
Create Invoice Click Payables

Payables Invoices Payments
Dashboard

S5 Manage Invoices
7=| Import Invoices

Validate Invoices

__|_

Initiate Payables Invoice Approval

Show Mare

Click Invoices

]
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Good evening, System Administrator (Casey
Brown)!

< Supply

ain Planning Payables General Accounting Intercompany Accounting

QUICK ACTIONS

Create Invoice

E

Manage Invoices
Payables Invoices

Dashboard

Import Invoices

Validate Invoices

+

Initiate Payables Invoice Approval
Workflow

Show More

Click Tasks

Payments

Click Invoices

Scanned Recent 24 Hours

0 017
o 0

0-7 814 15+

e v "

Invoice Number Amount Supplier

Holds Approval Prepaid

31 Validation
0 2 8
15 Purchasing 0 0-30 3160 61+

0 other

v v v

Supplier Site Validation Status  Invoice Date  Business Unit

Creation Date

Click Tssks

Assignee Identif :
»

m|

Click Create Invoice

]
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=ViSiON

Invoices @

Scanned Recent 24 Hours Holds
38 Validation
0 017 16 o
0-7 814 15+ O urchasing
2 Other
\/ v

View v ¥ & Detach

-
kS

Invoice Number Amount Supplier Supplier Site

Approval

Validation Status

Prepaid

Invoice Date

209

0-30 3160 61+

Business Unit

Click in the Business Unit field and select from list of values

ViSiON

Create Invoice: ®

4 Invoice Header

Show More

Identifying PO

* Business Unit | US1 Business Unit v

* Supplier

Supplier Number

* Supplier Site v

* Legal Entity v

Invoice Group

) Lines @

) Taxes

4 Totals
Items Freight
0.00 0.00

Select Type as Prepayment

Invoice Actions w

Click Create Invoice

Creation Date

Assignee

QNP &

Click in the Business Unit field and select from list of values

* Amount ‘USD v ‘

* Type ‘ Standard

Description

Miscellaneous
0.00

Retainage
0.00

—

121

Tax
0.00

Withholding
0.00

* Date ‘ 10116122 fe
* Payment Terms ‘\mmedlate v ‘
* Terms Date ‘ 10116/22 [
Requester | Q
Attachments  None ==
Note E*
0
Included Prepayments Total
0.00 0.00
Applied Prepayments
0.00

+ Create Invoice from Spreadsheet
+ Create Recurring Invoices
+ Manage Invoices
+ Apply Missing Conversion Rates
* Validate Invoices
+ Initate Approval Workflow
+ Import Invoices
* Correct Import Errors

« Import Payment Requests
Accounting

+ Create Accounting

+ Create Adjustment Journal

+ Review Joural Entries

+ Payables to Ledger Reconciliatior

Assets
+ Create Mass Additions

Payables Periods
+ Manage Accounting Periods

)

ave and Create Next | ‘ save H Save and Close H Cancel |




=VISION

Create Invoice: 12345678 @

4 Invoice Header  show More
Identifying PO q‘ * Number | 12345678
* Business Unit | US1 Business Unit v * Amount | USD - v 12,000.00
* Supplier | ABC Consulting Q‘ * Type | Prepayment
Supplier Number 1283 Description
* Supplier Site | ABC US1 v Z
* Legal Entity | US1 Legal Entity v
Invoice Group
) Lines @ ‘Match Invoice Lines vle
) Taxes
4 Totals
Items. Freight Miscellaneous Tax
0.00 0.00 0.00 0.00
Retainage Withholding
0.00 0.00

Enter Amount and Number

=VISION

Create Invoice: 12345678 @

4 Invoice Header  show More
Identifying PO q‘ * Number | 12345678
* Business Unit | US1 Business Unit v * Amount | USD - v 12,000.00
* Supplier | ABC Consulting Q‘ * Type | Prepayment v
Supplier Number 1283 Description
* Supplier Site | ABC US1 v Z
* Legal Entity | US1 Legal Entity v
Invoice Group
) Lines @ ‘Match Invoice Lines ve
) Taxes
4 Totals
Items. Freight Miscellaneous Tax
0.00 0.00 0.00 0.00
Retainage Withholding
0.00

Enter Supplier, Supplier Number, Supplier Site and Legal Entity

= ‘ ‘ Invoice Actions w ‘ ‘ Save and Create Next

‘ Invoice Actions v ‘ ‘ Save and Create Next

anwr & @

save | [ save and close | | cancel |

* Date | 10/16/22 [ -Q]
* Payment Terms | Immediate v ‘
* Terms Date | 10/16/22 e

Q
Select Type as Prepayment
Note [EX
0

Included Prepayments Total

0.00 0.00
Applied Prepayments

0.00 12,00

QAR &

@

[ save ‘ [ Save and Close H Cancel |

* Date | 10/16/22 e
* Payment Terms | Immediate v ‘
e
er Amo d b
Q
Attachments  None &
Note Ef
0
Included Prepayments Total
0.00 0.00
Applied Prepayments
0.00 12,00

122

—



=VISION

anyw R~ @

Create Invoice: 12345678 @

E ” Invoice Actions w ‘ ‘ Save and Create Next | | Save H Save and Close H Cancel |

4 Invoice Header  show More
Identifying PO * Number | 12345678
* Date | 10/16/22 [ .-Q
* Business Unit | US1 Business Unit * Amount | USD - v 12,000 on‘ J—
— * Payment Terms | Immediate v ‘
* Supplier | ABC Consulting * Type | Prepayment v ‘
I P — ——— * Terms Date | 10/16/22 e
Supplier Number 1283 - — 7
Description
VP UEE— R Requester
* Supplier Site | ABC US1 Z a a
Attachments  None &
* Legal Entity | US1 Legal Entity
. Note Ef
Invoice Group
. Enter Supplier, Supplier Number, Supplier Site and Legal Entif
» Lines @ ‘ Match Invoice Lines P! PR Pe! gal Entity
b Taxes 10)
4 Totals
Items. Miscellaneous Tax Included Prepayments Total
0.00 0.00 0.00 0.00 0.00
Retainage Withholding Applied Prepayments
0.00 0.00 0.00 12,00

Go down to Lines dropdown and click on Expand Lines

=ViSiON

Create Invoice: 123456789 @

4 Invoice Header  show More
Identifying PO ‘ Q * Number ‘ R
—— - * ate | fo| |
* Business Unit ‘usw Business Unit v ‘ * Amount | USD - v ‘ —
* Payment Terms ‘ Immediate ‘ v
* supplier | ABC Consulting Q * Type ‘
) * Terms Date ‘ e ‘
Description
Requester ‘ O\‘
s I —
Attachments None =
Note E*
n ines @ | Match Invoice Lnes ‘o
» Taxes 0]
4 Totals
Items Freight Miscellaneous Tax Included Prepayments Total
0.00 0.00 0.00 0.00 0.00 0.00
Retainage Withholding Applied Prepayments
0.00 0.00 0.00 12,00

Fill below information

]
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4 Invoice Header  snhowMore
Identifying PO ‘ Q * Number
* Date ‘ 10118122
* Business Unit ‘ US1 Businass Unit ‘ * Amount ‘ UsD - v ‘ 12,000.00 ‘ J—
* Payment Terms ‘ Immadiate v
* Supplier ‘ABC Consulling * Type ‘ Prepayment v
* Terms Date ‘ 1011622
Supplier Number 1233 Description
Requester ‘
* Supplier Site ‘ABC st ‘ 4
Attachments  Nong &=
* Legal Entity ‘ US1 Legal Eniity ‘
Note E*
Invoice Group ‘
4Lines @ | match maice Les ‘o Fiii below information
Veww 4 B X T 5 [ Detach ‘ Allocate ‘ v H Cancel Line H Distributions
Disiribution ~ Budgetary Control ~ Reference =~ Tax ~ Purchase Order ~ Asset  Project
Distribution Budgetary Control Referen
* + *
Number * Type Amount
it Prorate Across -
Distribution Set Date All ltem Lines. BudgetDate  Status Description
1 ltem v‘ [:] 101.10.13500.000.000.000 ‘ ‘ 1062 g 1016/22 (@ | Not attempted
2 Item 101.10.13500.000.000.000 10116122 - 1016122 ot attempted
3 Item 101.10.13500.000.000.000 10116122 — 1016122 ot attempted
4 Item 101.10.13500.000.000.000 10116122 — 10/16/22 Not attempted

Click Save

=VISION

12345678 @

Create Invoi

QAR &

‘ Save and Close H Cancel

Invoice Actions v | | Save and Create Next ‘ [ save

4 Invoice Header  show More
Click Save
Identifying PO ‘ Q * Number | 12345678 ‘
* Date ‘ 10116122 E‘e‘
* Business Unit ‘ US1 Business Unit ‘ * Amount | USD - v 12,000.00 ‘
[— * Payment Terms ‘ Immediate v
* Supplier ‘ABC Consulting * Type | Prepayment v ‘
Sumplier Number 1289 * Terms Date ‘ 10716122 F‘e‘
upplier Number Description .
Requester ‘
* Supplier Site ‘ABC ust v ‘ p a Q
Attachments  None
* Legal Entity ‘Usw Legal Entity F‘
Note [E*
Invoice Group ‘
4 Lines @ ‘Ma(ch\nvonce Lines v
Vieww 4 B X [ & Detach ‘Allowe ‘ v ‘ Cancel Line H Distributions
Distribution ~ Budgetary Control ~ Reference ~ Tax  Purchase Order ~ Asset  Project
Distribution Budgetary Control Referen
* * *
Number * Type Amount
PN " Prorate Across 4 .
Distribution Set [ Date All ltem Lines Budget Date  Status Description
1 ‘ Item v ‘ ‘ “ 101.10.13500.000.000.000 10/16/22 r“o 10/16/22 "‘9 Not attempted

Click Invoice Actions and Validate

124
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=VIiSiON

) Lines @
) Taxes

4 Totals

4 Invoice Header

Show More
Identifying PO
* Business Unit

* Supplier

Supplier Number
* Supplier Site
* Legal Entity

Invoice Group

Match Invoice Lines

Items
0.00

US1 Business Unit

ABC Consulting

1288
ABC US1

US1 Legal Entity

-]

* Amount ‘USD v ‘

* Type ‘ Prepayment

Description

Freight Miscellaneous
0.00

Retainage

0.00

Click Invoice Actions and Pay in Full

) Lines @
b Taxes

4 Totals

4 Invoice Header

Show More

Identitying PO ‘

* Business Unit ‘ US1 Business Unit v ‘

* Supplier ‘ABC Consulting

Supplier Number

1238

Q

Q

Description

* Supplier Site ‘ABC Us1 v ‘
* Legal Entity ‘st Legal Eniity v ‘

Invoice Group ‘

‘ Match Invoice Lines

Items
000

Freight Miscellaneous
0.00 0.00

Retainage
0.00

Fill Appropriate details and click Submit

—
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12,000.00

Tax
0.00

Withholding

Tax
0.0

Withholding
0.0

Invoice Actions w

Save and Create Next ‘

save ‘ [ Save and Close H Cancel |

Manage Instaliments

Calculate Tax

Ctri+Alt+X

Check Funds

Ctrl+Alt+V

Request Override

Apply or Unapply Prepayments
Manage Holds

Account Coding

Approval

View Approval and Notification History
Cancel Invoice

Delete Invoice

Pay in Ful

Post to Ledger

Account in Draft

Included Prepayments
0.00

Applied Prepayments
0.00

Manage Installments

Calculate Tax

Clri+AltsX
Check Funds
Validate Clri+AltsV
Request Override

Apply or Unepply Prepayments

Manage Holds

Account Coding

Approval

View Approval and Notification History

Cancel Invoice

Delete Invoice

Invoice Actons v | ‘ ‘ Save and Create Next ‘ ‘ save

Total
0.00

12,001

‘ Save and Close H Cancel

Post to Lecger

Accaunt in Draft

Included Prepayments
0.00

Applied Prepayments
0.00

Total
Ao.oo

12,00




Pay in Full: 1234555099

Payment Amount 12,000 00 INR * Payment Document [ Cmaask PD

Payment Method - Check * Payment Number 10001

* Bank Account l Cmaask Hotels

Rate Type

* Payment Process Profile l Cmaask PPP Conversion Date

Remit-to Account l Conversion Rate

Remit-to Bank Name Document Category

Remit-to Branch Name Document Sequence

Voucher Number

Click OK

= ViSiON anw b @ @

Create Invoice: 1234567000 ( Invoice Actions v ‘ ‘ Save and Create Next H save H Save and Close ‘ Cancel ‘

I N Last Saved 10/31/22 6:35 AM
& Confirmation

Invoice Header  show More Payment 10003 for 200.00 INR has been created

Identifying PO ["ox]
Date 10/31/22 r

Business Unit CMAASK Gachibowli BU

TNR = TRam
Supplier Flipkart CMAASK * Amount 0 Payment Terms  Immediate

Supplier Number 1421 ClckOK Terms Date  10/31/22
upplier Number Type Prepayment
) Requester
Supplier Site ~ Flipkart CMAASK Description
Attachments  None =
Legal Entity CMAASK Hyderabad LE, Inc p
Invoice Group Note EY
Lines @ | Match Invoice Lines vieo
View v E %X F & & Detach [Allocaie ‘ v “ Cancel Line H Distributions
Distribution ~ Reference | Tax  Purchase Order  Asset | Project
Distribution Reference
* Number * Type * Amount
Distribution Set Distribution Combination Accounting Date  FYOTAt ACIOSS o oition Tax Clas
All ltem Lines
1 item 200.00 01-000-0000-15015-000-00-0000 1031722

Click Save and Close




=ViSiON

Create Invoice: 1234567000 @

anyw R & @

le | Invoice Actions w

‘ Save and Create Next ‘ save | [ save and Close ‘ Cancel |

Last Saved 10/31/22 6:35 AM

Click Save and Close [

4 Invoice Header  show More
Identifying PO

Business Unit

Supplier

Supplier Number

Supplier Site

Legal Entity

Invoice Group

4 Lines @

View w EXE &

Match Invoice Lines

Distribution ~ Reference = Tax  Purchase Order =~ Asset  Project

* Number * Type

2T

Number

* Amount

Type

Description

vlo
7 Detach ‘ Allocate ‘ v ‘ Cancel Line | | Distributions
Distribution
* Amount
Distribution Set Distribution Combination

Applying A Prepayment

Date rQ

Payment Terms

Terms Date
Requester
Attachments
%
Note
Reference
Accounting Date P:ﬁ"::?"ﬁﬁt&sf Description Tax Clas

Navigation: Payables>Invoices>Tasks>Create Invoice> Business Unit>Prepayment>Number and
Amount>Supplier, Supplier Number, Supplier Site and Legal Entity>Go down to Lines dropdown
and click on Expand Lines>information>Click Invoice Actions and Apply or Unapply
prepayments>Invoice Actions and select Validate>Save and Close

Click Invoices

From home screen, click Payables

Good evening, System Administrator (Casey

Brown)!

¢ Supply Chain Planning Payables

QUICK ACTIONS

Create Invoice Click Payables

Payables
Dashboard

S5 Manage Invoices
7=| Import Invoices

Validate Invoices

_I_

Initiate Payables Invoice Approval

Show Mare

127
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General Accounting

Intercompany Accounting Fixe 3

Invoices Payments




Good evening, System Administrator (Casey
Brown)!

< Supply

ain Planning Payables General Accounting Intercompany Accounting

QUICK ACTIONS

Create Invoice

E

Manage Invoices
Payables Invoices

Dashboard

Import Invoices

Validate Invoices

+

Initiate Payables Invoice Approval
Workflow

Show More

Click Tasks

Payments

Click Invoices

Scanned Recent 24 Hours

0 017
o 0

0-7 814 15+

e v "

Invoice Number Amount Supplier

Holds Approval Prepaid

31 Validation
0 2 8
15 Purchasing 0 0-30 3160 61+

0 other

v v v

Supplier Site Validation Status  Invoice Date  Business Unit

Creation Date

Click Tssks

Assignee Identif :
»

m|

Click Create Invoice

]
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=ViSiON

Invoices @

Scanned Recent 24 Hours Holds
38 Validation
0 017 16 o
0-7 814 15+ O urchasing
2 Other
\/ v

View v ¥ & Detach

-
kS

Invoice Number Amount Supplier Supplier Site

Approval

Validation Status

Prepaid

Invoice Date

209

0-30 3160 61+

Business Unit

Click in the Business Unit field and select from list of values

ViSiON

Create Invoice: ®

4 Invoice Header

Show More

Identifying PO

* Business Unit | US1 Business Unit v

* Supplier

Supplier Number

* Supplier Site v

* Legal Entity v

Invoice Group

) Lines @

) Taxes

4 Totals
Items Freight
0.00 0.00

Select Type as Prepayment

Invoice Actions w

Click Create Invoice

Creation Date

Assignee

QNP &

Click in the Business Unit field and select from list of values

* Amount ‘USD v ‘

* Type ‘ Standard

Description

Miscellaneous
0.00

Retainage
0.00

—
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Tax
0.00

Withholding
0.00

* Date ‘ 10116122 fe
* Payment Terms ‘\mmedlate v ‘
* Terms Date ‘ 10116/22 [
Requester | Q
Attachments  None ==
Note E*
0
Included Prepayments Total
0.00 0.00
Applied Prepayments
0.00

+ Create Invoice from Spreadsheet
+ Create Recurring Invoices
+ Manage Invoices
+ Apply Missing Conversion Rates
* Validate Invoices
+ Initate Approval Workflow
+ Import Invoices
* Correct Import Errors

« Import Payment Requests
Accounting

+ Create Accounting

+ Create Adjustment Journal

+ Review Joural Entries

+ Payables to Ledger Reconciliatior

Assets
+ Create Mass Additions

Payables Periods
+ Manage Accounting Periods

)

ave and Create Next | ‘ save H Save and Close H Cancel |




=VISION

Create Invoice: 12345678 @

4 Invoice Header  show More
Identifying PO q‘ * Number | 12345678
* Business Unit | US1 Business Unit v * Amount | USD - v 12,000.00
* Supplier | ABC Consulting Q‘ * Type | Prepayment
Supplier Number 1283 Description
* Supplier Site | ABC US1 v Z
* Legal Entity | US1 Legal Entity v
Invoice Group
) Lines @ ‘Match Invoice Lines vle
) Taxes
4 Totals
Items. Freight Miscellaneous Tax
0.00 0.00 0.00 0.00
Retainage Withholding
0.00 0.00

Enter Amount and Number

=VISION

Create Invoice: 12345678 @

4 Invoice Header  show More
Identifying PO q‘ * Number | 12345678
* Business Unit | US1 Business Unit v * Amount | USD - v 12,000.00
* Supplier | ABC Consulting Q‘ * Type | Prepayment v
Supplier Number 1283 Description
* Supplier Site | ABC US1 v Z
* Legal Entity | US1 Legal Entity v
Invoice Group
) Lines @ ‘Match Invoice Lines ve
) Taxes
4 Totals
Items. Freight Miscellaneous Tax
0.00 0.00 0.00 0.00
Retainage Withholding
0.00

Enter Supplier, Supplier Number, Supplier Site and Legal Entity

= ‘ ‘ Invoice Actions w ‘ ‘ Save and Create Next

‘ Invoice Actions v ‘ ‘ Save and Create Next

anwr & @

save | [ save and close | | cancel |

* Date | 10/16/22 [ -Q]
* Payment Terms | Immediate v ‘
* Terms Date | 10/16/22 e

Q
Select Type as Prepayment
Note [EX
0

Included Prepayments Total

0.00 0.00
Applied Prepayments

0.00 12,00

QAR &

@

[ save ‘ [ Save and Close H Cancel |

* Date | 10/16/22 e
* Payment Terms | Immediate v ‘
e
er Amo d b
Q
Attachments  None &
Note Ef
0
Included Prepayments Total
0.00 0.00
Applied Prepayments
0.00 12,00
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=VISION

anyw R~ @

Create Invoice: 12345678 @

E ” Invoice Actions w ‘ ‘ Save and Create Next | | Save H Save and Close H Cancel |

4 Invoice Header  show More
Identifying PO * Number | 12345678
* Date | 10/16/22 [ .-Q
* Business Unit | US1 Business Unit * Amount | USD - v 12,000 on‘ J—
— * Payment Terms | Immediate v ‘
* Supplier | ABC Consulting * Type | Prepayment v ‘
I P — ——— * Terms Date | 10/16/22 e
Supplier Number 1283 - — 7
Description
VP UEE— R Requester
* Supplier Site | ABC US1 Z a a
Attachments  None &
* Legal Entity | US1 Legal Entity
. Note Ef
Invoice Group
. Enter Supplier, Supplier Number, Supplier Site and Legal Entif
» Lines @ ‘ Match Invoice Lines P! PR Pe! gal Entity
b Taxes 10)
4 Totals
Items. Miscellaneous Tax Included Prepayments Total
0.00 0.00 0.00 0.00 0.00
Retainage Withholding Applied Prepayments
0.00 0.00 0.00 12,00

Go down to Lines dropdown and click on Expand Lines

=ViSiON

Create Invoice: 123456789 @

4 Invoice Header  show More
Identifying PO ‘ Q * Number ‘ R
—— - * ate | fo| |
* Business Unit ‘usw Business Unit v ‘ * Amount | USD - v ‘ —
* Payment Terms ‘ Immediate ‘ v
* supplier | ABC Consulting Q * Type ‘
) * Terms Date ‘ e ‘
Description
Requester ‘ O\‘
s I —
Attachments None =
Note E*
n ines @ | Match Invoice Lnes ‘o
» Taxes 0]
4 Totals
Items Freight Miscellaneous Tax Included Prepayments Total
0.00 0.00 0.00 0.00 0.00 0.00
Retainage Withholding Applied Prepayments
0.00 0.00 0.00 12,00

Fill below information

]
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4 Invoice Header  show More

Identifying PO ‘ Q * Number | 12345678 ‘ N
—— —— * Date ‘ 1018122 [y ‘
* Business Unit ‘ US1 Businass Unit v * Amount ‘ USD- v ‘ 12,000.00 ‘ E
e * Payment Terms ‘ Immadiate v
* Supplier ‘ABC Consulling Q * Type ‘ Prepayment v ‘

* Terms Date ‘ 1016122

Supplier Number 1238 Description

Reguetr | \
* Supplier Site ‘ABC ust v ‘ 4 N L 9

Attachments  Nong &=
* Legal Entity ‘st Legal Enity - ‘
Note [E*

Invoice Group ‘

4Lines @ | match maice Les ‘o Fiii below information

Veww 4 B X T 5 [ Detach ‘A\Iocate" HcanceILineHDisribuﬁons

Disiribution ~ Budgetary Control ~ Reference =~ Tax ~ Purchase Order ~ Asset  Project

Distribution Budgetary Control Referen
. . .
fumber " pe Ameunt Distrioution Set istributi inati ing Date mﬁ:’fﬁ:‘f *BudgetDate  Status Description
1 frem v [:] 101.10.13500.000.000.000 |[1o1022 63 101622 B | Notatempted
2 ftem 101.10.13500.0€0.000.000 10/16/22 — 10M6/22 Not attempted
3 tem 10110.13500.000.000.000 1016122 _ 101812 Not attempted
4 ftem 101.10.13500.0C0.000.000 10/16/22 . 10/16/22 Not a‘[ﬂ%&d

Click Invoice Actions and Apply or Unapply Prepayments

anywBP £ g

invoice Actons | ‘ ‘ Save and Create Next ‘ [ save H Save and Close ‘ Cancel ‘

Manage Installments
A 3 VT RED, | B . A 3 Calculate Tax

% Ctri+AltsX
4 Invoice Header  show More Click Invoice Actions and Apply or Unapply Prepayments Check Funds

Validate Cri+Alt+V/

Identifying PO * Number | 123458
. . Request Override fo
Business Unit | US1 Business Unit v Amount | USD - v
— Apply or Unapply Prepayments ] ‘ v ‘
* Supplier | ABC Consulting Q * Type | Standard v L
Manage Holds %

Supplier Number 1288 -,
Description Account Coding »

* Supplier Site | ABC US1 v ‘ Aoproval Nt Q
* Legal Entity | US1 Legal Entty v View Approval and Notifcation History

‘ Cancel Invoice

N

Invoice Group

Delete Invoice

b Lines @ | Match Invoice Lines

Pay in Full
» Taxes Post to Ledger ’S)
Accountin Draft
4 Totals
Items Freight Miscellaneous Tax Included Prepayments Total
0.00 000 0.00 000 000 Ao.00
Retainage Withholding Applied Prepayments
0.00 0.00 0.00 12,00

Click Invoice Actions and select Validate

]
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anwp ™ @

=ViSiON

Create Invoice: 1234567 @

Manage Installments

= s Calculate Tax Clrl+Alt+X
4 Invoice Header  show More
Click Invoice Actions and select Validate Check Funds
\dentifying PO Q Number Clil-Altsv "
* Request Override ° (]
Business Unit - Amount | USD - v
Apply or Unapply Prepayments v ‘
* Supplier | ABC Consulting Q * Type | Prepayment v
= e — Manage Holds
Supplier Number 1283
Description Account Coding »
* Supplier Site | ABC US1 v ‘ 4 poprov N Q
* Legal Entity | US1 Legal Entity v ‘ View Approval and Notification History
Invoice Group Cancel Invoice
Delete Invoice
4 Lines @ ‘Match Invoice Lines Ve i
ay in Ful
Vewv 4 B X 1 [F [iDetach | Allocate v || Cancelline | Distributions posttoLedaer
Distribution ~ Budgetary Control ~ Reference | Tax  Purchase Order  Asset Project Accountin Draft
Distribution Budgetary Control
B * *
Number * Type Amount
Set [ C Accounting Date Tﬁ::;f:fi:‘o:: *BudgetDate  Status Description
1 tem v B fe (@ | Notattempted

Click Save and Close

anwrP o @

cancel |

=ViSiON

Create Invoice: 12345671 @

ion ‘ Invoice Actions v ‘ [ Save and Create Next ‘ Save ‘ Save and Close

4 Invoice Header  show More
Identifying PO * Number
Business Unit US1 Business Unit * Date |- rQ
* Amount ‘
* Supplier Q * Payment Terms | Immediate v \
T — Type
Supplier Number 1283 * Torms Date
Description
* Supplier Site v Requester Q
S —————————— 4 —
* Legal Entity | US1 Legal Entity v Attachments  None
Invoice Group ‘ Note [E*
4 Lines @ ‘Match Invoice Lines vie
Vewe 4 [E % 7 [ 5 Detach | Allocate ‘ v ‘ Cancel Line ‘ Distributions
Distribution ~ Budgetary Control ~ Reference | Tax  Purchase Order  Asset  Project
Distribution Budgetary Control
*Number * Type * Amount Prorate Across
* -
Set Accounting Date All ltem Lines Budget Date  Status Description
1 Item 1,00000 102022 [ 1029722 (i@ | Notattempted <E

Creating An Invoice With A Distribution Set

Navigation: Payables>Invoices>Tasks>Create Invoice Business Unit>Number and Amount>
Supplier, Supplier Number, Supplier Site and Legal Entity>Go down to Lines dropdown and click
on Expand Lines Distribution>Save and Close>Invoice Actions and select Validate>Save and Close

From home screen, click Payables

—

]
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ening, System Administrator (Casey

¢ Supply Chain Planning Payables General Accounting any Accounting

QUICK ACTIONS

Click Payables

Payables Invoices Payments
Dashboard

Manage Invoices
Import Invoices

Validate Invoices

_|_

Initiate Payables Invoice Approval
Workflow

Show Mare

Click Invoices

Good evening, System Administrator (Casey
Brown)!

Supply Chain Planning Payables General Accounting Intercompany Accounting
QUICK ACTIONS

g

[E) Manage Invoices
=50 5 Payables Invoices Payments
Dashboard

Import Invoices

Validate Invoices

Click Invoices

, Initiate Payables Invoice Approval
Workflow

Show More

Click Tasks

]
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0 017

0-7 814 15+

ew v =

Invoice Number

Scanned Recent 24 Hours

Amount Supplier

Click Create Invoice

=ViSiON

Invoices @

Scanned

0 017

0-7 814 15+

View v

-
kS

Invoice Number

Recent

=4

= Detach

Amount Supplier

24 Hours

Holds

3 1 Validation
1 5 Purchasing
0 Other

v

Supplier Site

Holds

38 Validation
16 Purchasing

2 Other

v

Supplier Site

Approval

0

Validation Status

Approval

0

Validation Status

Prepaid

0 2 8

0-30 31-60 61+

Invoice Date  Business Unit

Prepaid

209

0-30 3160 61+

Invoice Date  Business Unit

Click in the Business Unit field and select from list of values

—

Click Tssks

Creation Date Assignee Identii
»

Create Invoice from Spreadsheet
+ Create Recurring Invoices

Click Create Invoice * Manage Invoices

+ Apply Missing Conversion Rates

« Validate Invoices

E « Initiate Approval Workflow
O * Import Invoices
\ « Correct Import Errors

I + Import Payment Requests
hik
Accounting
B « Create Accounting
C=|
+ Create Adjustment Journal
CreationDate  Assignee + Review Joumnal Entries
+ Payables to Ledger Reconciliatior

Assets
« Create Mass Additions

Payables Periods
+ Manage Accounting Periods

]
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=ViSiON

Create Invoice: ®

4 Invoice Header  show More

Identifying PO

* Business Unit

US1 Business Unit

* Supplier

Supplier Number

* Supplier Site

Invoice Group

) Lines @

) Taxes

4 Totals
Items
0.00

Enter Amount and Number

=VISION

Create Invoice: 12345678

4 Invoice Header  show More

Identifying PO
* Business Unit

* Supplier

Supplier Number
* Supplier Site
* Legal Entity

Invoice Group

) Lines @

) Taxes

4 Totals
Items
0.00

‘ Match Invoice Lines

* Legal Entity

(©)

US1 Business Unit

ABC Consulting

1288

ABC US1

USH1 Legal Entity

Q
v | * Amount ‘usu v ‘
Q
Description

v

v
Freight Miscellaneous
000 000

Retainage
0.00

Tax
0.00

Withholding
0.00

* Type ‘ Standard

Q ‘ * Number | 12345678
v * Amount | USD - v 12,000.00
Q ‘ * Type | Prepayment v
Description
v A
v
Freight Miscellaneous Tax
0.00 0.00 0.00
Retainage Withholding
0.00

anwPE &£ @

invoice Actons v | | Save and Create Next | ‘ save H Save and Close H Cancel |

Click in the Business Unit field and select from list of values

* Date ‘ 10/16/22 te l':]
* Payment Terms ‘m\medlate v ‘
* Terms Date ‘ 10116/22 [
Requester | Q
Attachments  None ==
Note E*

Total

Included Prepayments
0.00 0.00

Applied Prepayments
0.00

CUNATE « N =Ry,

@

‘ Invoice Actions w ‘ ‘ Save and Create Next [ Save ‘ [ Save and Close H Cancel |

* Date | 10/16/22 e
* Payment Terms | Immediate v ‘
e
er Amo d b
Q
Attachments  None &
Note Ef
0
Included Prepayments Total
0.00 0.00
Applied Prepayments
0.00 12,00

Enter Supplier, Supplier Number, Supplier Site and Legal Entity

136
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=VISION

anyw R~ @

Create Invoice: 12345678 @ T” Invoice Actions v ‘ [ save and creats Next | [ save | save and Close | [ cancel |

4 Invoice Header  show More
Identifying PO * Number | 12345678
* Date | 10/16/22 [ .-Q
* Business Unit | US1 Business Unit * Amount | USD - v 12,000 on‘ J—
— * Payment Terms | Immediate v ‘
* Supplier | ABC Consulting * Type | Prepayment v ‘
I P — ——— * Terms Date | 10/16/22 e
Supplier Number 1283 - — 7
Description
VP UEE— R Requester
* Supplier Site | ABC US1 v Z a a
Attachments  None &
* Legal Entity | US1 Legal Entity v
. Note Ef
Invoice Group
. Enter Supplier, Supplier Number, Supplier Site and Legal Entif
» Lines @ ‘ Match Invoice Lines P! PR Pe! gal Entity
b Taxes 10)
4 Totals
Items. Freight Miscellaneous Tax Included Prepayments Total
0.00 0.00 0.00 0.00 0.00 0.00
Retainage Withholding Applied Prepayments
0.00 0.00 0.00 12,00

Go down to Lines dropdown and click on Expand Lines

=ViSiON

Create Invoice: 123456789 @

4 Invoice Header  show More
Identifying PO ‘ Q * Number ‘ R
—— - * ate | fo| |
* Business Unit ‘usw Business Unit v ‘ * Amount | USD - v ‘ —
* Payment Terms ‘ Immediate ‘ v
* supplier | ABC Consulting Q * Type ‘
) * Terms Date ‘ e ‘
Description
Requester ‘ O\‘
s I —
Attachments None =
Note E*
n ines @ | Match Invoice Lnes ‘o
» Taxes 0]
4 Totals
Items Freight Miscellaneous Tax Included Prepayments Total
0.00 0.00 0.00 0.00 0.00 0.00
Retainage Withholding Applied Prepayments
0.00 0.00 0.00 12,00

Click Distribution

]
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4 Invoice Header  snow More

Identifying PO * Number | 1234557690

Business Unit US1 Business Unit
* Amount

* Supplier | ABC Consutting Q
Type

Supplier Number 173/

* Supplier Site | ABC US1
* Legal Entity | US1 Legal Entity

Description

*Date 10/46/22 fie

* Payment Terms  Immediate :
* Terms Date  10/6/22 e
Requester Q

Attachments  None 4=

4 Llines () Maich nvoice Lines ) Click Distribution
vVewv 4 B ¥ F F & etach ‘Alloca(e ‘ v H Cancel Line”lgiswibuﬁons
Distribution ~ Budgetary Contro ~ Reference  Tax  Purchase Order  Asset  Froject
Distribution Budgetary Control Referen
*
tumber | Wpe Amount Distribution Set istributi inati Accounting Date  FYOMIBACIOSS. + pugget pate  Status Description
Item Lines
1 Item v‘ ‘ 12,000 00‘ v l ‘131 10.13500.000.000.000 ‘ ‘10;16122 te Not attzmpted
Ll 3
b Taxes
4 Totals

Click Save and Close

Manage Distributions

Vewv| 4 % T [F & Detach InvoiceLine |1 Reverse || Adjust Tax Recovery H Check Funds H View Results

Budgetary Control ~ Status ~ Purchase Order ~ Receipt | Project

Line * Distribution * Type * Amount * Distributi inati ing Date  Description

Budgetary Control

*BudgetDate  Status

12,000.00 ‘ ‘ 101.10.13500.000.000.000 172122 Y ‘

1222 B | W Notattempted

4

Click Save and Close

Click Invoice Actions and select Validate

»
Distributions Total Amount 12,000.00

Remaining Amount & 0.00

Line Amount 12,000.00

: Save and Close

L=




=ViSiON

Create Invoice: 1234567 @

Manage Installments

Ctrl+Alt+X

¥ 3 Calculate Tax
4 Invoice Header  show More
Click Invoice Actions and select Validate Check Funds
\dentifying PO Q Number Clil-Altsv "
* Request Override ° (]
Business Unit v Amount | USD - v
e — Apply or Unapply Prepayments v ‘
* Supplier | ABC Consulting Q * Type | Prepayment v
= e — Manage Holds
Supplier Number 1283
Description Account Coding »
* Supplier Site | ABC US1 v 4 Approval R Q
* Legal Entity | US1 Legal Entity v‘ View Approval and Notification History
Invoice Group Cancel Invoice
Delete Invoice
4 Lines @ ‘Match Invoice Lines Ve i
ay in Ful
Vewv 4 B X 1 [F [iDetach | Allocate v || Cancelline | Distributions posttoLedaer
Distribution ~ Budgetary Control ~ Reference | Tax  Purchase Order  Asset Project Accountin Draft
Distribution Budgetary Control
B * *
Number * Type Amount
Distribution Set Distribution C inati Accounting Date Tﬁ::;f:fi:‘o:: *BudgetDate  Status Description
1 tem v B fe (@ | Notattempted

Click Save and Close

=ViSiON QanepP® @

Invoice Actions v ‘ [ Save and Create Next ‘ Save ‘ Save and Close | | Cancel ‘

Create Invoice: 12345671 @

4 Invoice Header  show More
Identifying PO * Number
Business Unit  US1 Business Unit — * Date |- rg
* Amount ‘
* Supplier Q * Payment Terms | Immediate v \
T — Type
Supplier Number 1283 * Torms Date
Description
* Supplier Site v Requester Q
S —————————— 4 —
* Legal Entity | US1 Legal Entity v Attachments  None
Invoice Group ‘ Note [E*
4 Lines @ ‘Match Invoice Lines vie
Vewe 4 [E % 7 [ 5 Detach | Allocate ‘ v ‘ Cancel Line ‘ Distributions
Distribution ~ Budgetary Control ~ Reference | Tax  Purchase Order  Asset  Project
Distribution Budgetary Control
*Number * Type * Amount Prorate Across
bi . - " -
Set Accounting Date All ltem Lines Budget Date  Status Description
1 o E

Placing A Manual Hold On An Order

Navigation: Payables>Invoices>Tasks>Create Invoice>Business Unit>Number and Amount>
Supplier>Go down to Lines dropdown and click on Expand Lines>Information>Invoice Actions and
click Manage Holds>Add>Save and Close>Save and Close

From home screen, click Payables

]
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ening, System Administrator (Casey

¢ Supply Chain Planning Payables General Accounting any Accounting

QUICK ACTIONS

Click Payables

Payables Invoices Payments
Dashboard

Manage Invoices
Import Invoices

Validate Invoices

_|_

Initiate Payables Invoice Approval
Workflow

Show Mare

Click Invoices

Good evening, System Administrator (Casey
Brown)!

Supply Chain Planning Payables General Accounting Intercompany Accounting
QUICK ACTIONS

g

[E) Manage Invoices
=50 5 Payables Invoices Payments
Dashboard

Import Invoices

Validate Invoices

Click Invoices

, Initiate Payables Invoice Approval
Workflow

Show More

Click Tasks

]
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0 017

0-7 814 15+

ew v =

Invoice Number

Scanned Recent 24 Hours

Amount Supplier

Click Create Invoice

=ViSiON

Invoices @

Scanned

0 017

0-7 814 15+

View v

-
kS

Invoice Number

Recent

=4

= Detach

Amount Supplier

24 Hours

Holds

3 1 Validation
1 5 Purchasing
0 Other

v

Supplier Site

Holds

38 Validation
16 Purchasing

2 Other

v

Supplier Site

Approval

0

Validation Status

Approval

0

Validation Status

Prepaid

0 2 8

0-30 31-60 61+

Invoice Date  Business Unit

Prepaid

209

0-30 3160 61+

Invoice Date  Business Unit

Click in the Business Unit field and select from list of values

—

Click Tssks

Creation Date Assignee Identii
»

Create Invoice from Spreadsheet
+ Create Recurring Invoices

Click Create Invoice * Manage Invoices

+ Apply Missing Conversion Rates

« Validate Invoices

E « Initiate Approval Workflow
O * Import Invoices
\ « Correct Import Errors

I + Import Payment Requests
hik
Accounting
B « Create Accounting
C=|
+ Create Adjustment Journal
CreationDate  Assignee + Review Joumnal Entries
+ Payables to Ledger Reconciliatior

Assets
« Create Mass Additions

Payables Periods
+ Manage Accounting Periods

]
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=ViSiON

Create Invoice: ®

4 Invoice Header  show More

Identifying PO

* Business Unit

US1 Business Unit v

* Supplier

Supplier Number

* Supplier Site

Invoice Group
) Lines @
) Taxes

4 Totals

Items
0.00

* Legal Entity

Freight
0.00

Enter Number and Amount

=ViSiON

Create Invoice: @

4 Invoice Header  show More

* Business Unit

* Supplier

Supplier Number
* Supplier Site

* .
Legal Entity

Invoice Group

b Lines @ | Match Invoice Lines
) Taxes
4 Totals

Items

0.00

Identifying PO

Q
US1 Business Unit v
ABC Consuiting Q

1288

ABC US1 v
US1 Legal Entity v

Freight
0.00

Search and enter Supplier

QNP £

Invoice Actions w

Click in the Business Unit field and select from list of values

* Amount ‘USD v ‘

* Type ‘ Standard v

Description

Miscellaneous Tax
0.00 0.00

Retainage Withholding
0.00 0.00

* Date ‘ 1016122 te

* Payment Terms ‘m\medlate v ‘
* Terms Date ‘ 10116/22 [
Requester | Q

Attachments  None ==

Note E*

Included Prepayments Total
0.00 0.00

Applied Prepayments
0.00

QAP &

)

Save and Create Next | ‘ save H Save and Close H Cancel |

<

Invoice Actions ¥ ‘ ‘ Save and Create Next ‘ ‘ Save ‘ Save and Close l l Cancel ‘

* Number ‘ INV_ADV_421393

* Date

10/16/22

* Amount ‘USD v ‘ 2,000.00
* Type [ Standard v ‘ Enter Number and Amount
Description
Requester Q
4
Attachments  None =
Note [E¥
Miscellaneous Tax Included Prepayments Total
000 0.00 0.00 £.0.00
Retainage Withholding Applied Prepayments
000 0.00 0.00

2,00

]
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ViSiON

anw R & @

Create Invoice: @ E” Invoice Actions v ‘ [ save and create Next | \SEH Save and Close | Cancel ‘

4 Invoice Header  show More

Identitying PO ‘ Q * Number | INV_ADV_421393
* Business Linit 1|| 1 Business (lnit \;1 * Amount | USD - v 2,000 uo‘
* Supplier ‘ABC Consulting Q * Type | Standard v ‘

Supplier Number 1288

* Supplier Site ‘ABC ust v |
* Legal Entity ‘Usw Legal Entity v |

Invoice Group ‘

Search and enter Supplier

) Lines @ ‘Matchmvmce Lines vlo
b Taxes
4 Totals
Items Freight Miscellaneous Tax
0.00 0.00 0.00 0.00
Retainage Withholding
0.00

Go down to Lines dropdown and click on Expand Lines

=ViSiON

* Date ‘ 10116122 fe
* Payment Terms ‘ Immediate v
* Terms Date ‘m
Requester ‘ Q‘

Attachments  None ==

Note EX

Included Prepayments Total
0.00 0.00

Applied Prepayments
0.00

anw R & @

Create Invoice: 123456789 @ ‘T” Invice Actons v | | Save and Create Next @H Save and Close | Cancel ‘

4 Invoice Header  show More
Identifying PO ‘ Q * Number
* Business Unit ‘usw Business Unit v ‘ * Amount | USD - v
* Supplier | ABC Consulting Q * Type
! Description
z
n ines @ | Match Invoice Lnes ‘o
) Taxes
4 Totals
Items Freight Miscellaneous Tax
0.00 0.00 0.00 0.00
Retainage Withholding
0.00 0.00

Fill below information

* Date ‘ e rQ
* Payment Terms ‘ Immediate ‘ v
* Terms Date ‘ [
Requester ‘ Q‘

Attachments  None ==

Note E*

Included Prepayments Total
0.00 0.00
Applied Prepayments
0.00 12,001

]
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Identitying PO ‘ Q * Number | INV_ADV_421393 ‘
—— e — * Date ‘ 1016122 e ‘
* Business Unit ‘ US1 Business Unit v ‘ * Amount |USD - v 2,000.00 ‘ —
* Payment Terms | Immediate v
* Supplier | ABC Consulting Q * Type | Standard v/
) * Terms Date | 1011622 fo
Supplier Number 1288 Description
N . . . Requester ‘ ‘
Supplier Site ‘ABC us1 v ‘ Fill below information q L 9
achments  None ==
* Legal Entity ‘ US1 Legal Entity v ‘
Note E
Invoice Group ‘
4 Lines @ ‘Match\nvolce Lines )
Vewe 4 B X 7F [F [ Detach ‘ locate ‘ v ‘ Cancel Line H Distributions
Distribution ~ Budgetary Control ~ Reference  Tax | Purchase Order  Asset  Project
Distribution Budgetary Control Referen
B * N
Number * Type Amount
N Prorate Across e
Distribution Set Date e *BudgetDate Status Description
1 tem v ‘ Contractor Expense (| v 101622 b 10116722 (@ | Notatiempted
2 Item ‘ Contractor Expense (Single Dist 10116122 — 10116122 Not attempted
3 Item ‘ Contractor Expense (Single Dist 10/16/22 —_ 10/16/22 Not attempted
4 Item ‘ Contractor Expense (Single Dist 10116/22 . 1011622 Not attempted
5 ttem ‘ Contractor Expense (Single Dist 10116122 10116122 Not attempted H
v

Click Invoice Actions and click Manage Holds

=ViSiON

Create Invoic

[CUN A« i =Ryey

(@

= H [ mvoice Actions v | [ save and create Next ‘ ‘ save H Save and Close H Cancel

Manage Installments

= .2 Calculate Tax Clrl+AlteX
4 Invoice Header  show More Check Funds
\dentifying PO ‘ Q _ . . Validate Clri+AltsV
| Click Invoice Actions and Manage Holds
N Request Override
Business Unit [usw Business Unit v
Apply or Unapply Prepayments
. —
* Supplier ‘ABC Consulting Q * Type | Standard
Manage Holds
Supplier Number 1288 -
Description Account Coding »
* s
Supplier Site ‘ABC ust v ‘ Y Aoproval )
* Legal Entity ‘ US1 Legal Entity v ‘ View Approval and Nofification History
Invoice Group ‘ Cancel Invoice
Delete Invoice
4 Lines @ ‘Malch\nvonce Lines vlo Py nFul
/" " in Ful
Vewv 4+ B X # [ & Detach ‘ Allocate | v ‘ Cancel Line H Distributions postto Lodger
Distribution ~ Budgetary Control ~ Reference ~ Tax ~ Purchase Order ~ Asset  Project Accountin Draft
Distribution Budgetary Control Referen
* * *
Number * Type Amount
PN " Prorate Across 4 L
Distribution Set Date All ltem Lines Budget Date  Status Description
1 ‘Item v‘ ‘ ‘ Contractor Expense (| w 101622 g 1011622 (@ | Notattempted

Click Add to add row and fill below details




Click Add to add row and fill below details

Manage Holds

Detach Release Holds

Release

Line

Details Held

Held By Date Reason

Casey Br. 10/16/22 7:02 PM v ‘ ‘

Click Save and Close

| Detach Release Holds

Release

Details

Reason Details tne

Held Held By Date Reason

L4 ‘ ‘ Hold all unvalidated invoices for supplier. Casey Br. 10/16/22 7:02 PM

Click Save and Close

Click Save and Close




=VisioN QaawrP & @

Create Invoice: 12345671 @ ton | Invoico Acions v | | Save and Create Next ‘ Save‘ Save and Close ‘vgancel“

4 Invoice Header  show More

Click Save and Close
Identifying PO * Number ‘

Business Unit US1 Business Unit — * Date |- % .-Q
* Amount ‘ L

* Supplier Q * Payment Terms | Immediate v ‘

Type
Supplier Number 1283

* Terms Date

Description
* Supplier Site v Requester Q
—— L4 |
* Legal Entity | US1 Legal Entity v Attachments None =
Invoice Group ‘ Note [E¥
4lines @ | maten invoice Lnes vlo
Viewv 4 B X F 5§ & Detach Allocate‘v ‘CanulLine‘ Distributions
Distribution ~ Budgetary Control ~ Reference  Tax ~ Purchase Order ~ Asset  Project
Distribution Budgetary Control
B « «
Number * Type Amount
Distribution Set istributic inati Accounting Date "A"ﬁrlf:‘nj:’:: *BudgetDate  Status Description

1 - E
:

Create An Invoice With A Non-ltem Line Type That Transfers To Fixed Assets Module
Navigation: Payables>Invoices>Tasks>Create Invoice>Business Unit>Number and Amount>
Supplier>Go down to Lines dropdown and click on Expand Lines>Freight> Allocate and Specific
Lines>Distributions>Manage Distributions and click Save and Close>Invoice Actions and Click
Post to Ledger>Create Mass Additions>Accounting Date and Select the Asset Book from the
dropdown>Submit>OK>Cancel

From home screen, click Payables

Good evening, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 3
QUICK ACTIONS

Create Invice Click Payables

Ef Manage Invoices

Payables Invoices Payments
Dashboard

Import Invoices

Validate Invoices

_I_

Initiate Payables Invoice Approval

Show Mare

Click Invoices

]
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Good evening, System Administrator (Casey
Brown)!

< Supply

ain Planning Payables General Accounting Intercompany Accounting

QUICK ACTIONS

Create Invoice

E

Manage Invoices
Payables Invoices

Dashboard

Import Invoices

Validate Invoices

+

Initiate Payables Invoice Approval
Workflow

Show More

Click Tasks

Payments

Click Invoices

Scanned Recent 24 Hours

0 017
o 0

0-7 814 15+

e v "

Invoice Number Amount Supplier

Holds Approval Prepaid

31 Validation
0 2 8
15 Purchasing 0 0-30 3160 61+

0 other

v v v

Supplier Site Validation Status  Invoice Date  Business Unit

Creation Date

Click Tssks

Assignee Identif :
»

m|

Click Create Invoice

]
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=ViSiON

Invoices @

Scanned Recent 24 Hours Holds
38 Validation
0 017 16 o
0-7 814 15+ O urchasing
2 Other
\/ v

View v ¥ & Detach

-
kS

Invoice Number Amount Supplier Supplier Site

Approval

Validation Status

Prepaid

Invoice Date

209

0-30 3160 61+

Business Unit

Click in the Business Unit field and select from list of values

ViSiON

Create Invoice: ®

4 Invoice Header

Show More

Identifying PO

* Business Unit | US1 Business Unit v

* Supplier

Supplier Number

* Supplier Site v

* Legal Entity v

Invoice Group

) Lines @

) Taxes

4 Totals
Items Freight
0.00 0.00

Enter the Number and Amount

Invoice Actions w

Click Create Invoice

Creation Date

Assignee

QNP &

Click in the Business Unit field and select from list of values

* Amount ‘USD v ‘

* Type ‘ Standard

Description

Miscellaneous
0.00

Retainage
0.00

—

148

Tax
0.00

Withholding
0.00

* Date ‘ 10116122 fe
* Payment Terms ‘\mmedlate v ‘
* Terms Date ‘ 10116/22 [
Requester | Q
Attachments  None ==
Note E*
0
Included Prepayments Total
0.00 0.00
Applied Prepayments
0.00

+ Create Invoice from Spreadsheet
+ Create Recurring Invoices
+ Manage Invoices
+ Apply Missing Conversion Rates
* Validate Invoices
+ Initate Approval Workflow
+ Import Invoices
* Correct Import Errors

« Import Payment Requests
Accounting

+ Create Accounting

+ Create Adjustment Journal

+ Review Joural Entries

+ Payables to Ledger Reconciliatior

Assets
+ Create Mass Additions

Payables Periods
+ Manage Accounting Periods

)

Save and Create Next | ‘ save H Save and Close H Cancel |




=VIiSION

Create Invoice: @

4 Invoice Header  show More

identiying PO | Q|
* Business Unit ‘ US1 Business Unit v
* Supplier ‘ Q‘

Supplier Number
* Supplier Site ‘ v
* Legal Entity ‘ v

Invoice Group ‘

) Lines @

b Taxes

4 Totals
Items Freight
0.00 0.00

Search and enter Supplier

=ViSiON

Create Invoice: 23456789 @

4 Invoice Header  show More

Identifying PO ‘ Q

* Business Unit ‘ US1 Business Unit v

* Supplier | ABC Consulting Q

-Suppiteriamier—

* Supplier Site ‘ABC us1 v ‘
* L egal Entity ‘USW Legal Entity v

Invoice Group ‘

) Lines @ ‘Matchmvolce Lines ‘e

) Taxes

4 Totals
Items Freight
0.00 0.00

* Number | 23456789

* Amount | USD - v 2,000.00
* Type | Standard v
Description

4
Miscellaneous Tax
0.00 0.00
Retainage Withholding

0.00

* Number | 23456789 ‘

* Amount | USD - v 2,000 no‘
* Type | Standard v ‘
Description
4
Search and enter Supplier

Miscellaneous Tax
0.00 0.00
Retainage Withholding
0.00 0.00

Go down to Lines dropdown and click on Expand Lines

Qs P &
Invoice Actions w ‘ ‘ Save and Create Next | | Save | Save and Close H Cancel

Enter Number and Amount

Terms Date | 10/16/22

Requester

Attachments None =

Note EY

Included Prepayments
0.00

Applied Prepayments
0.00

Total
£40.00

2,00

QAR &

* Date ‘ 1016122
* Payment Terms ‘ Immediate
* Terms Date ‘ 1016122

—

Attachments  None ==

Note E*

Included Prepayments
0.00

Applied Prepayments
0.00

Total
£40.00

@

=

(<)

= H Invoice Actions v ‘ ‘ Save and Create Next ‘ ‘ save H Save and Close H Cancel ‘

—

]
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=ViSiON

| ‘ ‘ Invoice Actions v Save and Create Next ‘ ‘ Save ‘ ‘ Save and Close ‘ ‘ Cancel

Create Invoice: 123456789 @

4 Invoice Header  show More

Identifying PO ‘ Q * Number ‘ R,
. —— * Date ‘ e ‘

* Business Unit ‘ US1 Business Unit v * Amount |USD - v E—
- e * Payment Terms l\mmemate v
3 - * Terms Date ‘ e ‘

Description
Requester [ Q

Attachments None =

Go down to lines dropdown and click on Expand Lines

US1 Legal Entity

Note E*
n ines @ ‘Ma(ch Invoice Lines v e
» Taxes o)
4 Totals
Items Freight Miscellaneous Tax Included Prepayments Total
0.00 0.00 0.00 0.00 0.00 A0.00
Retainage Withholding Applied Prepayments
0.00 0.00 0.00 12,00
.
Add three rows and enter the amount and select one amount as Freight
Identifying PO l Q‘ * Number ‘ 23456789
* Date | 10/16/22 fe
Business Unit US1 Business Un v * Amount ‘usn v‘ 2,000.00
. —— * Payment Terms | Immediate v
* Supplier ‘ABC Consulting Q * Type ‘ Standard - ‘
5 S . * Terms Date | 10/16/22 [“o ‘
Supplier Number 1288 Description e "]

Requester 0\‘

* Supplier Site [ABC ust
Attachments  None &=

* Legal Entity ‘ US1 Legal Entity
Note E*

Invoice Group ‘

4Lines @ | Match Invoice Lines

)

Vewvy 4 B X F & Detach AIIocaﬁe" ‘CancelLineHDislrihuﬁons

Distribution |~ Budgetary Control ~ Reference  Tax  Purchase Order ~ Asset  Project

Add three rows and enter the amount and select one amount as Freight

Distribution
* Number * Type * Amount Prorate Across
istributi Distributi inati Aa g * ipti
Set g Date All ltem Lines Budget Date  Status Description
7 Freight v ‘ ‘ 100.00 101.10.62510.120.000.000 1016122 fg 101622 (i@ | Notattempted
6 Item 450.00 | Contractor Expense (Single Dist 10/16/22 —_ 10/16/22 Not attempted
1 Item 450.00 | Contractor Expense (Single Dist 10116122 — 10116122 Not attempted
2 Item Contractor Expense (Single Dist 10/16/22 10/16/22 Not attempted
3 Item Contractor Expense (Single Dist 10/16/22 - 10/16/22 Not attempted -
<
) Taxes

Click Allocate and Specific Lines




Identifying PO Q * Number | 23456789
* Date | 10/16/22 r
Business Unit US1 Business Unit v * Amount 2,000.00
“pam e orssns [0
* Supplier | ABC Consulting Q * Type | Standard v
) * Terms Date | 10/16/22
Supplier Number 1288 Description
Attachments None o
* Legal Entity | US1 Legal Entity n
Click Allocate and Specific Lines Note EY
4Lines @ | Match Invoice Lines vlo
Vewvy 4 B X 7 [ [ Detach
Distribution ~ Budgetary Control  Reference  Tax P AllLines
Spedific Lines - Distribution Budgetary Control Refel
* Number * Type * Amount
Prorate Across
o
Set Date All ltem Lines Budget Date  Status Description
7 Freight ‘ 101.10.62510.120.000.000 ‘ ‘ 101622 B ‘ (] Not attempted
6 Item 450.00 | Contractor Expense (Single Dist 10116/22 — 10016122 Not attempted
1 Item 450.00 | Contractor Expense (Single Dist 10/16/22 — 10/16/22 Not attempted
2 Item Contractor Expense (Single Dist 10/16/22 . 10116/22 Not attempted
3 Item Contractor Expense (Single Dist 10/16/22 - 10/16/22 Not attempted 5
« I
) Taxes
Click Distributions
entifying PO * Number | 23456789
Business Unit US1 Business Unit * Date | 10/16/22 [ w:]
* Amount USD 2,000.00
* Supplier | ABC Consulting Q * Payment Terms n
) Type v
Supplier Number 1253/ * Terms Date | 10/16/22 [
R Description
iy —— o
* Legal Entity | US1 Legal Entity n Attachments  None =
4 Lines @ | MatchInvoice Lines Vo Click Distributions
Vieww 4 B X F [F [ Detach | Allocate | v | CancelLine [ﬁ
Distribution ~ Budgetary Control ~ Reference  Tax  Purchase Order  Asset | Project
Distribution Budgetary Control Referen
* Number * Type * Amount
Prorate Across  « ot
Set Date  pfem Lines  BudgetDate  Status Description
1 ltem 450.00 | Contractor Expense (Single Dist 10116/22 . 10116/22 Not attempted
6 Item 450.00 | Contractor Expense (Single Dist 10116/22 10116122 Not attempted
7 Freight ‘ ‘ 101622 G v Not attempted
»
) Taxes 9]
4 Totals
Items Freight Miscellaneous Tax Included Prepayments
00.00 00 200 000 £ 400

Manage Distributions and click Save and Close




Manage Distributions

[view v

+ X 7 K

" Detach  Invoice Line l 1

‘ v l l Reverse H Adjust Tax Recovery H Check Funds H View Results

Budgetary Control ~ Status | Purchase Order  Receipt  Project

Line * Distribution * Type * Amount * Dit

Budgetary Control

* Budget Date  Status

450.00 | || 101.10.65600.121.000.000

1016122 g ‘

[Conllactor Expense ‘ l10/15/22 (e | M Notattempted

>

Distributions Total Amount  450.00

@000

Remaining Amount

450.00

Line Amount

Manage Distributions and click Save and Close

Click Invoice Actions and select Validate

ViSiON

Create Invoice: 1234567 @ ]

4 Invoice Header  show More

Click Invoice Actions and select Validate

* Amount | USD - v
* Type | Prepayment v

Description
4

Identifying PO Q

Business Unit  US1 Business Unit v

* Supplier | ABC Consulting Q

Supplier Number 1288

* Supplier Site | ABC US1 :
* Legal Entity | US1 Legal Entity v
Invoice Group

Qv B & @

invoice Actons v | | save and Create Next | ‘ save ‘ Save and Close ‘ Cancel |

Manage Installments

Calculate Tax Ctri+Alt+X

Check Funds

Validate

Request Override

Clrl+AltsV
S

Apply or Unapply Prepayments :

Manage Holds 77‘

Account Coding yV—
Y

Approval »

View Approval and Notification History

Cancel Invoice

Delete Invoice

Pay in Full
B G o | I |
Vewv 4 B X 7 [F [ Detach | Alocate v || CancelLine || Distibutions postto Ledger
Distribution ~ Budgetary Control  Reference | Tax  Purchase Order ~ Asset  Project Accountin Draft
Distribution Budgetary Control
* Number * Type * Amount
Set istributi inati Accounting Date Prorate Across *BudgetDate  Status Description

All ltem Lines

I Y | B [ ~ =

Not attempted

Click Invoice Actions and Click Post to Ledger




VISION

ite Invoice: 23456789 @

Manage Instalments

. Calculate Tax Ctrl=Al:X
oice Header  show viore Check Funds
Identifying PO Validate Ctri-Alt+V
Business Unit US1 Business Unit Request Override
* Supplier ‘ABC Consulting O\‘ Apoly or Unapply Prepzyments v ‘
T — Type
Supplier Number 1253/ Manage Holds
Description | —
* Supplier Site ‘ ABC U v ‘ Account Coding > Q‘
* Aporoval [
Legal Entity ‘ US1 Legal Entity v ‘
View Approval and Notification History
Inveice Group ‘ ‘
- Cancel Invoice
hes @ ‘Matchhvmce Lines vl® Delete Invoice
T = . e Pay in Full
r + BXE B Detach ‘ Allocate | ¥ H Cancel Line H Distributions
Post to Ledger
tion  Budgetary Control ~ Reference ~ Tex  Purchase Order  Asset  Project
Accountin Draft
Distribution Referen
b * B
Number * Type Amount
Distribution Set Date Prorate Ac_ross *BudgetDate  Status Description
Allltem Lines
1 Item 45D oo‘ ‘Comractor Expense ({ v ‘ 10/16/22 Not attempted

Note: Click Save and Close and click the task pane

Click Create Mass Additions

Scanned Recent 24Hours | Holds
0 0 17 32 Validation
- 15 Purchasing
0-7 814 15+
2 Other
v v
View v B Detach
Invoice Number Amount Supplier Supplier Site

Approval

0

Validation Status

Invoice Date

Prepaid

0 2 8 E * Validate Invoices

0-30 31-60 61+

O « Import Invoices
\ « Correct Import Errors
« Import Payment Requests
\/ hl.
Accounting

Business Unit

« Create Invoice from Spreadsheet
« Create Recurring Invoices
« Manage Invoices

« Apply Missing Conversion Rates

« Initiate Approval Workflow

= « Create Accounting
=]
+ Create Adjustment Journal

Creation Date * Review Journal Entries

Assignee

« Payables to Ledger Reconciliatior

Assets

Click Mass Additions )
Payables Periods

« Manage Accounting Periods

Enter Accounting Date and Select the Asset Book from the dropdown

—

]
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=ViSiON

Submit Request

FIX R 5 5
(@ This process will be queued up for submission at position 1
Process Options | | Advanced | | Submit | | Cancel |
Name Create Mass Additions
Description Transfers capital invoice line distributions fr

[] Notify me when this process ends
Schedule As soon as possible

Submission Notes ‘

Basic Options
Parameters

* Accounting Date ‘ midlyy fo ‘

* Asset Book ‘

Enter Accounting Date and Select the Asset Book from the dropdown

Click Submit

ViSiON

Submit Request

iy Kol AL

Process Options Advunced‘ Sub C

This process wil be queued up for submission at position 1

Name Create Mass Additions

Description Transfers capital invoice line distributions fr. + Notify me when this process ends
Schedule As soon as possible Submission Notes

Basic Options

Parameters

* Accounting Date ‘ 1116 Y
* Asset Book ‘ US CORP v

Click OK

]
154 |
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[@ Confirmation

Process 5052477 was submitted

Click OK

Click Cancel

=VISiON

Submit Request

(@ This process will be queued up for submission at position 1

Process Options | | Advanced Submit | Cancel

Name Create Mass Additions

Description Transfers capital invoice line distributions fr. ] Notify me when this process ends

Schedule As soon as possible

Submission Notes ‘

Basic Options

Parameters

* Accounting Date [ [y ‘

Viewing An Invoice

Navigation: Payables>Invoices>Tasks>Manage Invoices>Search>Invoice Number>Lines, Holds
and Approvals, Payments, and Installments>Done

From home screen, click Payables

155 ]
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-vision -

Good afternoon, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 3

QUICK ACTIONS

v Create Invoice

Click Payables E]
Payables Invoices Payments
Dashboard

;@, Manage Invoices
= Import Invoices

Validate Invoices

@, Initiate Payables Invoice Approval
%

’ Workflow

Click Invoices

Q Search for

Good afternoon, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 3y

QUICK ACTIONS

Create Invoice

@} Manage Invoices

Payables Payments
Dashboard

Invoices

=] Import Invoices

Validate Invoices

Click Invocies
), Initiate Payables Invoice Approval

/' Workflow

Click Tasks
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=ViSiON

Invoices @

Scanned Recent

View v Jil

Invoice Number Amount Supplier Supplier Site

Click Manage Invoices

=ViSiON

Invoices @

Scanned Recent 24 Hours Holds Approval
33 Validation
0 017 15 res
0-7 814 15+ urchasing O
2 Other
v = -

View v B

Invoice Number Amount Supplier Supplier Site

Fill above details and click Search

—

24 Hours Holds Approval
33 validgation
Q 0 17 15 e
07 814 15+ urchasing O
2 Other
v - =

Validation Status

Validation Status

]
157 |

Prepaid

0 2 8

0-30 31-60 61+

O
\
- .

&

Invoice Date  Business Unit Creation Date Assignee Identit |,

»

Invoices
« Create Invoice

+ Create Invoice from Spreadsheet
+ Create Recurring Invoices

+ Manage Invoices

« Apply Missing Conversion Rates

Prepaid

* Validate Invoices

0 2 8

0-30 31-60 61+

Click Manage Invoices

+ Initiate Approval Workflow
« Import Invoices
+ Correct Import Errors

+ Import Payment Requests

Accounting
El « Create Accounting
=]
« Create Adjustment Journal
Invoice Date  Business Unit Creation Date

Assignee * Review Journal Entries

+ Payables to Ledger Reconciliatior
Assets

« Create Mass Additions

Payables Periods
+ Manage Accounting Periods




ViSiON

anage Invoices @

rch Results

Search: Invoice

Business Unit ‘ v ‘

** InvoiceNumber‘ 12345678
Invoice Amount ‘

Invoice Date ‘ midlyy

| Advanced | Saved Search ‘AH Invoices

** Atleast one is requir
** Supplier or Party ‘ 0\‘
** Supplier Site ‘ v ‘

Taxpayer ID ‘

fo

** Supplier Number

‘ Search H Reset HE

Fill the above details and click Search

ay in Full H Approval ‘ v H Post ‘ v ‘

tions v Veww 4 B E¥ [« Detach ‘ Validate H P:
Invoice Number Invoice Date  Creation Date  Supplier or Party
12345678 ‘ 10/16/22 10/16/22 221 ABC Consulting
123456789 ‘ 10/16/22 10/16/22 313 ABC Consulting
1234567890 ‘ 10/16/22 10/16/22 539 ABC Consulting

Supplier Invoice

Site Unpaid Amount Amount Applied Prepayments Invoice Type  Notes Validation Status  Approval
ABC USt 12,000.00 USD  12,000.00 0.00 USD Standard Not validated Not require
ABC USt 12,000.00 USD  12,000.00 0.00 USD Standard Not validated Not require
ABC US1 12,000.00 USD  12,000.00 000 USD Standard Not validated

Highlight the row and click the Invoice Number

=ViSiON

Manage Invoices @

Use the Lines, Holds and Approvals,

invoice

Search Results
4 Search: Invoice Advanced | Saved Search | All Invoices v
* At least one is required
Business Uni(‘ v ** Supplier or Party Q
** Invoice Number ‘ 12345678 ** Supplier Number ‘
Invoice Amount ‘ ** Supplier Site v
Invoice Date ‘ midlyy Y Taxpayer ID ‘
O P
Actons v Vieww I 4 EE 4% petach ‘ Validate ‘ Pay in Full H Approval ‘ v ‘ Post ‘ v ‘
Invoice Number Invoice Date eation Date  Supplier or Party gasp]ier Unpaid Amount A":gl:?‘ Applied Prepayments Invoice Type  Notes Validation Status Approval Ste
12345678 10116122 1011622221 ... ABC Consulting ABC US1 12,000.00 USD  12,000.00 0.00 USD Standard Not validated Not required
123456789 10/16/22 10116122 3:13 ...  ABC Consulting ABC US1 12,000.00 USD 12,000.00 000 USD Standard Needs revalidation  Not required
1234567890 10116122 1011622 5:39 ...  ABC Consuiting ABC US1 12,000.00 USD  12,000.00 000 USD  Standard Not validated N

Payments, and Installments tabs to review details about the

158
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=ViSiON

Manage Invoices @

Search Results 123456789

Invoice Details

Invoice Date  10/16/22

Invoice Type ~ Standerd

Supplier or Party  ABC Consulting
AEC US1

1100 ABERNATHY ROAD, AT_ANTA,
GA-30328

Supplier Site
Address

|Lines Holds and Approvals  Peyments  Installments

Items
Viewy [ [ [ Detach
Line Amount Description Quantity

1 12,000.00

Click Done

=VISION
Manage Invoices @

1234567

Search Results

Invoice Details

Invoice Date
Invoice Type  Prepayment

Supplier or Party  ABC Consulting

Supplier Site  "ABC US1
1100 ABERNATHY ROAD, ATLANTA
Address iy 0o

Lines  Holds and Approvals ~Payments  Installments

Approval and Notification History

Vieww & Detach

Workflow Type Line Action Action Date Approver
No approval or nofification history.
Holds @

View v o 58 @@ Detach  Release Holds

Adjustment To A Manual Invoice

Navigation: Payables>Invoices>Tasks>Manage Invoices>Search>Invoice Number>Actions and

Invoice Amount 12,000.00 USD

Applied Prepayments 0.00 USD
Unpaid Amount 12,000.00 USD

Holds 2

Purchase Order

Price. UOM Name

Number Line Schedule Number

Invoice Amount 1,000.00 USD
Applied Prepayments 0.00 USD
Unpaid Amount 1,000.00 USD
Holds 1
Notes EX

Reviewed Amount Comments Hold Reason

Needs revalidaton Actions ¥ ‘E‘ | saveand Close | | Cancel |

Business Unit  US1 Business Unit

Payment Business Unit  US1 Business Unit
Payment Terms  Immediate

Payment Currency USD

Use the Lines, Holds and Approvals, Payments and Instaliments tabs to review details about the invoice

Receipt Consumption Advice

Line Number Line Start Date

Needs revalidation Actions ¥ ‘ Save ‘ ‘ Save and Close ~ Cancel

Business Unit US1 Business Unit

Payment Business Unit - US1 Business Unit
Payment Terms  Immediate
usD

None

Payment Currency

Attachments

click Edit>Invoice Number>Actions and click Edit>Information>Distributions>Distribution
Combination>Save and Close>Click Invoice Actions and click Validate>Save and Close>Done

From home screen, click Payables

]
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-vision -

Good afternoon, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 3

QUICK ACTIONS

v Create Invoice

Click Payables E]
Payables Invoices Payments
Dashboard

;@, Manage Invoices
= Import Invoices

Validate Invoices

@, Initiate Payables Invoice Approval
%

’ Workflow

Click Invoices

Q Search for

Good afternoon, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 3y

QUICK ACTIONS

Create Invoice

@} Manage Invoices

Payables Payments
Dashboard

Invoices

=] Import Invoices

Validate Invoices

Click Invocies
), Initiate Payables Invoice Approval

/' Workflow

Click Tasks
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=ViSiON

Invoices @

Scanned Recent

View v Jil

Invoice Number Amount Supplier Supplier Site

Click Manage Invoices

=ViSiON

Invoices @

Scanned Recent 24 Hours Holds Approval
33 Validation
0 017 15 res
0-7 814 15+ urchasing O
2 Other
v = -

View v B

Invoice Number Amount Supplier Supplier Site

Fill above details and click Search

—

24 Hours Holds Approval
33 validgation
Q 0 17 15 e
07 814 15+ urchasing O
2 Other
v - =

Validation Status

Validation Status

]
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Prepaid

0 2 8

0-30 31-60 61+

O
\
- .

&

Invoice Date  Business Unit Creation Date Assignee Identit |,

»

Invoices
« Create Invoice

+ Create Invoice from Spreadsheet
+ Create Recurring Invoices

+ Manage Invoices

« Apply Missing Conversion Rates

Prepaid

* Validate Invoices

0 2 8

0-30 31-60 61+

Click Manage Invoices

+ Initiate Approval Workflow
« Import Invoices
+ Correct Import Errors

+ Import Payment Requests

Accounting
El « Create Accounting
=]
« Create Adjustment Journal
Invoice Date  Business Unit Creation Date

Assignee * Review Journal Entries

+ Payables to Ledger Reconciliatior
Assets

« Create Mass Additions

Payables Periods
+ Manage Accounting Periods




ViSiON

anage Invoices @

rch Results

Search: Invoice ‘ Advanced ‘ Saved Search ‘AH Invoices

* Atleast one is requir

** Supplier or Party ‘ Q ‘

Business Unit ‘ v ‘

i InvoiceNumber‘ 12345678 ‘ ** Supplier Number‘

** Supplier Site ‘ v ‘

Taxpayer ID ‘

Invoice Amount ‘ ‘

fo

Invoice Date ‘ midlyy

‘ Search H Reset HE

Fill the above details and click Search

tions v Veww 4 B E¥ [« Detach ‘ Validate H Pay in Full H Approval ‘ v H Post ‘ v ‘
Invoice Number Invoice Date  Creation Date  Supplier or Party :itgplier Unpaid Amount A':r‘:&'j?t Applied Prepayments Invoice Type  Notes Validation Status  Approval
12345678 ‘ 10/16/22 10/16/22 221 ABC Consulting ABC US1 12,000.00 USD  12,000.00 000 USD Standard Not validated Not require
123456789 ‘ 10/16/22 10/16/22 313 ABC Consulting ABC US1 12,000.00 USD  12,000.00 000 USD Standard Not validated Not require
1234567890 ‘ 10/16/22 10/16/22 539 ABC Consulting ABC US1 12,000.00 USD  12,000.00 000 USD Standard Not validated

Highlight the row and click the Invoice Number

ViSiON

Manage Invoices @

Search Results

4 Search: Invoice Advanced | Saved Search | All Invoices v

** Atleast one is required

Business Unit ‘ v

** Invoice Number ‘ 12345678

Invoice Amount ‘

Invoice Date ‘ m/d/

g,

g,

*

upplier or Party

upplier Number

* Supplier Site

Taxpayer ID

Click Actions and click Edit

162

—

| search | Reset | save...
Actons v Vieww I 4 EE 4% petach ‘ Validate ‘ Pay in Full H Approval ‘ v ‘ Post ‘ v ‘
Invoi ; " " Supplier ) Invoice " ) i
Invoice Number Invoice Date eation Date  Supplier or Party site Unpaid Amount mount Applied Prepayments Invoice Type  Notes Validation Status Approval Ste
12345678 10/16/22 10/16/22 221 ABC Consulting ABC US1 12,000.00 USD  12,000.00 0.00USD Standard Not validated Not required
123456789 10/16/22 10/16/22 3:13 ABC Consulting ABC US1 12,000.00 USD  12,000.00 0.00 USD Standard Needs revalidation  Not required
1234567890 10/16/22 10/16/22 5:39 ABC Consulting ABC US1 12,000.00 USD  12,000.00 0.00USD Standard Not validated N




=ViSiON

Manage Invoices @

Search Results 123456789
Invoice Details Needs revaid e and Close | | Cancel
Invoice Date  10/16/22 . . . . . s Unit
Invoice Amount Click Actions and click Edit
Invoice Type  Standard Payment|  Check Funds s Unit
Applied Prepayments 0,00 USD
Supplier or Party  ABC Consulting Pi Validate
Supplier Site "ABC USt Unpaid Amount 12,000.00 USD Payn  Request Overide
1100 ABERNATHY ROAD, ATLANTA, Holds 2
Address ) 50005 olds Account Coding ~~ »
Notes % Approval »
Cancel Invoice
. Post to Ledger
Lines Holds and Approvals ~ Payments Instaliments
[r— Account in Draft
Items
Viewv [ & Detach
Purchase Order Receipt Consumption Advice
Line Amount Description Quantity ~ Price UOM Name
Number Line Schedule Number Line Number Line Start Date

1 12,000.00
‘

Edit below information

=ViSiON Qanw B &

Edit Invoice: 123456789 @ _M‘ Invoice Actions v ‘ [ save | save ana close | cancel |

Edit below information
Last Saved 10/17/22 8:41 AM

AN N N> & on 72 S

M Invoice Header  show More
Identifying PO * Number | 123456789 ‘
Business Unit US1 Business Unit JE— * Date ‘ 10116122 Y
* Amount 12,000.00 ‘ —
* Supplier | ABC Consulting Q - * Payment Terms ‘ Immediate v
i Type
Supplier Number 1235k * Terms Date ‘ 10116122 Y
. T P EEE—— Description —
Supplier Site | ABC US1 v Requester ‘ Q
4
* Legal Entity | US1 Legal Entity v Attachments  None ==
Invoice Group ‘ Note EX
4 Lines @ | Match Invoice Lines )
Viewv 4 B % 7 [ [ Detach | Allocate ‘ v H Cancel Line || Distributions
Distribution ~ Budgetary Control | Reference  Tax ~ Purchase Order ~ Asset  Project
Distribution Budgetary Control Referen
* N *
Number * Type Amount
bi Distributi M " Prorate Across  « it
Set Date All ltem Lines. Budget Date  Status Description
1 tem 12,000.00 || Contractor Expense (Single Dist 101622 b 10116122 Not attempted

Click Distributions

]
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=ViSiON anwb @ @

Invoice Actions v ‘ ‘ save H Save and Close H Cancel ‘

Last Saved 10/17/22 8:41 AM

4 Invoice Header  show More
dentifying PO * Number ‘ 123456789 ‘

Business Unit  US1 Business Unit — * Date ‘ 10116122 te ‘
* Amount ‘ 12,000.00 ‘

* Supplier | ABC Consulting Q * Payment Terms

- Type
Supplier Number 1288k

* Terms Date ‘ 10/16/

— Description
* Supplier Site | ABC US1 v ‘ Requester ‘ Q
* Legal Entity | US1 Legal Entity v Attachments  None =

N

Invoice Group ‘ Note E*
e Click Distributions
4 Lines @ | Match Invoice Lines v ‘ )
—
Vewv 4 B ¥ F [ [ Detach IAIIoc:u v H Cancel Line m Distributions
Distribution ~ Budgetary Control | Reference  Tax ~ Purchase Order ~ Asset  Project
Distribution Budgetary Control Referen
* Number * Type * Amount
Distributi P " Prorate Across inti
Set Date All ltem Lines. Budget Date  Status Description
1 Item 12,000.00 | | Contractor Expense (Single Dist 101622 fg 101622 (@ | Notattempted

«

Update Distribution Combination

Manage Distributions

‘Vlew v‘ 4+ X © & [ Detach InvoiceLine ‘1 ‘ v ‘ Reverse ‘ Adjust Tax Recovery H Check Funds || View Results

Budgetary Control ~ Status ~ Purchase Order ~ Receipt | Project

Budgetary Control
Line * Distribution * Type * Amount *

* Budget Date__Status.

12,000.00 ‘ 101.10.65600.121.000.000 10 Contractor Expense 1016122 fi@ | M Notattempted

v

Distributions Total Amount 12,000.00

Remaining Amount & 0.00

Line Amount 12,000.00

Save and Close | I Cancel
Update Distribution Combination

Click Save and Close




Manage Distributions

Veww| 4 X 7 E & Detach InvoiceLine | 1 ‘v ‘Revers:HAdjustTaxRecovery Check Funds || View Results

Budgetary Control | Status ~ Purchase Order  Receipt | Project

Line * Distribution * Type * Amount *

12,000.00 ‘ 101.10.65600.121.000.000

<

Click Invoice Actions and select Validate

ViSiON

Create Invoice: 1234567 @

4 Invoice Header  show More

Identifying PO Q

Business Unit US1 Busi

* Supplier | ABC Consulting Q * Type ‘ Prepayment
Supplier Number 1283 Description

* Supplier Site @

* Legal Entity | US1 Legal Entity v

Invoice Group ‘
4Lines @ | Match Invoice Lines > ‘ °
Vewv 4 B X 7 [ L Detach [ Allocate | ¥ H Cancel Line H Distributions.
Distribution ~ Budgetary Control ~ Reference | Tax  Purchase Order  Asset Project

Distribution

* Number * Type * Amount
D

ss Unit v * Amount ‘USD v

Contractor Expense ‘

Click Save and

Close

Budgetary Control
* Budget Date  Status

1011622 (i@ | M Not attempted

»

Distributions Total Amount 12,000.00

Remaining Amount @ 0.00

Line Amount 12,000.00

Save and Close

QA v R

@m

invoice Actons v | | save and Create Next | ‘ save H Save and Close H Cancel |

Manage Installments

v

Calculate Tax

Check Funds

Request Override

Apply or Unapply Prepayments

Manage Holds
Account Coding

Approval

View Approval and Notification History

Cancel Invoice
Delete Invoice
Pay in Ful

Post to Ledger

Account in Draft

Crl+Alt+X

Clri+Alt+V

Accounting Date

]

1 Item v ‘

Ji

e

Prorate Across 4

All ltem Lines

Budgetary Control

Budget Date  Status

‘ (& | Notatiempted

Description

Click Save and Close




=ViSiON

Invoice: 123456789 @

Click Done

=ViSiON

Manage Invoices @

Search Results 1234567

Invoice Details

Invoice Date
Invoice Type
Supplier or Party
Supplier Site

Address

Lines  Holds and Approvals

Vieww & Detach

Workflow Type Line Action

No approval or notification history.

Holds @

Vewv 4 [

Payments

| Detach

4 Invoice Header  show More
Identifying PO * Number | 123456789 ‘
Business Unit US1 Business Unit
* Amount 12,000.00 ‘
* Supplier | ABC Consulting Q
Y Type
Supplier Number  12gg
— Description
* Supplier Site | ABC US1 v
i
* Legal Entity | US1 Legal Entity v
Invoice Group
4 Lines @ | Matchnvoice Lines v‘o
Vewv 4 B X 7 5 & Detach ‘ Allocate ‘ v ‘ Cancel Line || Distributions
Distribution ~ Budgetary Control = Reference ~ Tax ~ Purchase Order =~ Asset  Project
Distribution
* Number * Type * Amount
Distribution Set Date
1 Item 12,000.00 | | Contractor Expense (Single Dist 101622 g

Prorate Across &

All ltem Lines

anw P &£ @
on | Invoice Actions ‘ save H Save and Close H Cancel ‘

_ast Saved 10/17/22 8:41 AM
N YRRV &

Click Save and Close

* Payment Terms ‘ Immediate v
* Terms Date | 10/16122

Requester | qQ

Attachments None =

Note E*

Budgetary Control Referen

Budget Date  Status Description

101622 i@ | Not attempted

1020122
Prepayment
ABC Consulting

ABC US1

1100 ABERNATHY ROAD, ATLANTA,
GA-30328

Installments

Approval and Notification History

Action Date Approver

Invoice Amount

Applied Prepayments

Unpaid Amount

Holds

Notes EX

Reviewed Amount Comments Hold Reason

Releasing A Manual Hold On An Invoice
Navigation: Payables>Invoices>Tasks>Manage Invoices>Search>Invoice Number>Hold and
Approvals>Name and select Reason from dropdown>Save and Close>Done

From home screen, cl

ick Payables

166

—

1,000.00 USD

0.00 USD

1,000.00 USD

CUNARE « N =Ry

("]

| Done

Click Done

Needs revaldation Actions v | Save | | Save and Close | | Cancel

Business Unit US1 Business Unit

Payment Business Unit - US1 Business Unit
Payment Terms  Immediate
Payment Currency USD

Attachments  None &




-vision -

Good afternoon, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 3

QUICK ACTIONS

v Create Invoice

Click Payables E]
Payables Invoices Payments
Dashboard

;@, Manage Invoices
= Import Invoices

Validate Invoices

@, Initiate Payables Invoice Approval
%

’ Workflow

Click Invoices

Q Search for

Good afternoon, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 3y

QUICK ACTIONS

Create Invoice

@} Manage Invoices

Payables Payments
Dashboard

Invoices

=] Import Invoices

Validate Invoices

Click Invocies
), Initiate Payables Invoice Approval

/' Workflow

Click Tasks
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=ViSiON

Invoices @

Scanned Recent

View v Jil

Invoice Number Amount Supplier Supplier Site

Click Manage Invoices

=ViSiON

Invoices @

Scanned Recent 24 Hours Holds Approval
33 Validation
0 017 15 res
0-7 814 15+ urchasing O
2 Other
v = -

View v B

Invoice Number Amount Supplier Supplier Site

Fill above details and click Search

—

24 Hours Holds Approval
33 validgation
Q 0 17 15 e
07 814 15+ urchasing O
2 Other
v - =

Validation Status

Validation Status

]
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Prepaid

0 2 8

0-30 31-60 61+

O
\
- .

&

Invoice Date  Business Unit Creation Date Assignee Identit |,

»

Invoices
« Create Invoice

+ Create Invoice from Spreadsheet
+ Create Recurring Invoices

+ Manage Invoices

« Apply Missing Conversion Rates

Prepaid

* Validate Invoices

0 2 8

0-30 31-60 61+

Click Manage Invoices

+ Initiate Approval Workflow
« Import Invoices
+ Correct Import Errors

+ Import Payment Requests

Accounting
El « Create Accounting
=]
« Create Adjustment Journal
Invoice Date  Business Unit Creation Date

Assignee * Review Journal Entries

+ Payables to Ledger Reconciliatior
Assets

« Create Mass Additions

Payables Periods
+ Manage Accounting Periods




ViSiON

anage Invoices @

rch Results

Search: Invoice

Business Unit ‘ v ‘

** InvoiceNumber‘ 12345678 ‘
Invoice Amount ‘ ‘

fo

Invoice Date ‘ midlyy

Highlight the row and click the Invoice Number

ViSiON

Manage Invoices @

Search Results

4 Search: Invoice

Business Unit ‘ v

** Invoice Number ‘ 12345678

Invoice Amount ‘

Invoice Date ‘ m/d/

** Supplier or Party ‘

** Supplier Number ‘

** Supplier Site ‘ v ‘

Taxpayer ID ‘

| Advanced | Saved Search ‘AH Invoices

* Atleast one is requir

Q|

Fill the above details and click Search

‘ Search H Reset HE

g,

g,

*

upplier or Party

upplier Number

tions v Veww 4 B E¥ [« Detach ‘ Validate H Pay in Full H Approval ‘ v H Post ‘ v ‘
Invoice Number Invoice Date  Creation Date  Supplier or Party :itgpller Unpaid Amount A':r‘:&'j?t Applied Prepayments Invoice Type
12345678 ‘ 10/16/22 10/16/22 221 ABC Consulting ABC US1 12,000.00 USD  12,000.00 000 USD Standard
123456789 ‘ 10/16/22 10/16/22 313 ABC Consulting ABC US1 12,000.00 USD  12,000.00 000 USD Standard
1234567890 ‘ 10/16/22 10/16/22 539 ABC Consulting ABC US1 12,000.00 USD  12,000.00 000 USD Standard

Notes Validation Status

Not valideted

Not valideted

Not validated

Approval

Not require

Not require

Advanced | Saved Search | All Invoices v

** Atleast one is required

* Supplier Site

Taxpayer ID

Click Hold and Approvals

169

—

| search | Reset | save...
Actons v Vieww I 4 EE 4% petach ‘ Validate ‘ Pay in Full H Approval ‘ v ‘ Post ‘ v ‘
Invoi ; " " Supplier ) Invoice " ) i
Invoice Number Invoice Date eation Date  Supplier or Party site Unpaid Amount mount Applied Prepayments Invoice Type  Notes Validation Status Approval Ste
12345678 10/16/22 10/16/22 221 ABC Consulting ABC US1 12,000.00 USD  12,000.00 0.00USD Standard Not validated Not required
123456789 10/16/22 10/16/22 3:13 ABC Consulting ABC US1 12,000.00 USD  12,000.00 0.00 USD Standard Needs revalidation  Not required
1234567890 10/16/22 10/16/22 5:39 ABC Consulting ABC US1 12,000.00 USD  12,000.00 0.00USD Standard Not validated N




=ViSiON

Manage Invoices @

Search Results 123456789

Invoice Details Neods revaidaiion Actons v | Save | | save and close || cancel
Invoice Date  10/16/22 Invoice Amount 1200000 USD Business Unit  US1 Business Unit
Invoice Type ~ Standard Payment Business Unit US1 Business Unit
Applied Prepayments 0.00 USD
Supplier or Party - ABC Consulting Payment Terms  Immediate
Supplier Site  "ABC US1 Unpaid Amount 12,000.00 USD Payment Currency USD
1100 ABERNATHY ROAD, ATLANTA, Holds 2
Address 5 30050 Attachments  None ==

5 Not 1
Click Holds and Approvals otes B2
Lines | Holds and Approvals | Payments  Instaliments
ltems
Vieww G
Purchase Order Receipt Consumption Advice
Line Amount Description Quantity ~ Price UOM Name
Number Line Schedule Number Line Number Line Start Date
1 12,000.00
‘
e Invoice Amount 12,000.00 USD S .
Invoice Type ~ Standard Payment Business Unit  US1 Business Unit
Applied Prepayments 0.00 USD
Supplier or Party  ABC Consulting Payment Terms  Immediate
Supplier Site  "ABC US1 Unpaid Amount 12,000.00 USD Payment Currency  USD
1100 ABERNATHY ROAD, ATLANTA, Holds 2
Address  p 5ga00 Attachments  None =
Notes [EY
Lines  Holds and Approvals ~ Payments  Installments
Approval and Notification History
vewe T OEF Detach Select Name and select Reason from dropdown
Workflow Type Line Action Action Date Approver Reviewed Amount Comments Hold Reason
No approval or notification history.
Holds @
Vieww o= A Detach Release Holds
Hold Release
o Line
Name Reason Details Held Held By Date Name Reason
Supplier | | Hold all unvalidated invoices for supplier. CaseyBr.. 10/17/229:50AM | Supplier updated v ‘Suppher or site upde
s invoice has the same er, invoice date. and currency a CaseyBr.. 10/16/22321PM ‘ vH
T T TS GRS 7T ST T TR AT System 107122 8:41AM ‘ v‘ ‘

Note: Select a release reason from the Name list of values

Click Save and Close

]
170 |
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=ViSiON

Manage Invoices @

Search Results 123456789

Invoice Details

Invoice Date
Invoice Type
Supplier or Party
Supplier Site

Address

Click Done

=ViSiON

Manage Invoices @

Search Results 1234567

Invoice Details
Invoice Date
Invoice Type
Supplier or Party
Supplier Site

Address

Vieww & Detach

Workflow Type Line Action

No approval or notification history.

Holds @

Vewv 4 [

| Detach

10/16/22

Standard
ABC Consulting

ABC US1

1100 ABERNATHY ROAD, ATLANTA,
GA-30328

Lines  Holds and Approvals  Payments  Installments

Prepayment
ABC Consulting

ABC US1

1100 ABERNATHY ROAD, ATLANTA,
GA-30328

Lines  Holds and Approvals ~Payments  Installments

Approval and Notification History

Action Date Approver

Invoice Amount
Applied Prepayments

Unpaid Amount

Holds 2

Notes [

Invoice Amount
Applied Prepayments

Unpaid Amount

Holds

Notes EX

Reviewed Amount Comments Hold Reason

Releasing A System Hold On An Invoice
Navigation: Payables>Invoices>Tasks Manage Invoices>Search>Highlighted row>Under Hold

and Approvals Update Release Reasons>Save and Close>Done

From home screen, click Payables

12,000.00 USD

0.00 USD

12,000.00 USD

Payment Ter
Payment Curren|

Attachments  None =

QA v R

Click Done

Needs revaldation Actions v | Save | | Save and Close | | Cancel

Business Unit
Payment Business Unit
Payment Terms
Payment Currency

Attachments

Click Save and Close

Cancel

o @

| Done

=

—

]
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-vision -

Good afternoon, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 3

QUICK ACTIONS

v Create Invoice

Click Payables E]

Payables Invoices Payments
Dashboard

;@, Manage Invoices
1 Import Invoices

Validate Invoices

+

@, Initiate Payables Invoice Approval
/ _ Workflow

Click Invoices

Good afternoon, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 'y

QUICK ACTIONS

@4’ Create Invoice
Payables Invoices Payments
Dashboard

5 Manage Invoices

Import Invoices

Validate Invoices

Click Invocies

Initiate Payables Invoice Approval
Workflow

Click Tasks

]
172 |
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=ViSiON

Invoices @

Scanned Recent

View v Jil

Invoice Number Amount Supplier Supplier Site

Click Manage Invoices

=ViSiON

Invoices @

Scanned Recent 24 Hours Holds Approval
33 Validation
0 017 15 res
0-7 814 15+ urchasing O
2 Other
v = -

View v B

Invoice Number Amount Supplier Supplier Site

Fill above details and click Search

—

24 Hours Holds Approval
33 validgation
Q 0 17 15 e
07 814 15+ urchasing O
2 Other
v - =

Validation Status

Validation Status

]
173 |

Prepaid

0 2 8

0-30 31-60 61+

O
\
- .

&

Invoice Date  Business Unit Creation Date Assignee Identit |,

»

Invoices
« Create Invoice

+ Create Invoice from Spreadsheet
+ Create Recurring Invoices

+ Manage Invoices

« Apply Missing Conversion Rates

Prepaid

* Validate Invoices

0 2 8

0-30 31-60 61+

Click Manage Invoices

+ Initiate Approval Workflow
« Import Invoices
+ Correct Import Errors

+ Import Payment Requests

Accounting
El « Create Accounting
=]
« Create Adjustment Journal
Invoice Date  Business Unit Creation Date

Assignee * Review Journal Entries

+ Payables to Ledger Reconciliatior
Assets

« Create Mass Additions

Payables Periods
+ Manage Accounting Periods




ViSiON

anage Invoices @

rch Results

Search: Invoice

Business Unit ‘ v ‘

** InvoiceNumber‘ 12345678 ‘
Invoice Amount ‘ ‘

Invoice Date ‘ midlyy fe

tions v Veww 4 B E¥ [« Detach ‘ Validate H Pay in Full H Approval ‘ v H Post ‘ v ‘

Select the Highlighted row

=ViSiON

Manage Invoices @

| Advanced | Saved Search ‘AH Invoices

* Atleast one is requir

** Supplier or Party ‘ Q ‘

** Supplier Number ‘

** Supplier Site ‘ v ‘

Taxpayer ID ‘

‘ Search H Reset HE

Fill the above details and click Search

Invoice Number Invoice Date  Creation Date  Supplier or Party :itgpller Unpaid Amount A':r‘:&'j?t Applied Prepayments Invoice Type  Notes Validation Status  Approval
12345678 ‘ 10/16/22 10/16/22 221 ABC Consulting ABC US1 12,000.00 USD  12,000.00 000 USD Standard Not validated Not require
123456789 ‘ 10/16/22 10/16/22 313 ABC Consulting ABC US1 12,000.00 USD  12,000.00 000 USD Standard Not validated Not require
1234567890 ‘ 10/16/22 10/16/22 539 ABC Consulting ABC US1 12,000.00 USD  12,000.00 000 USD Standard Not validated Nﬂ

anwE @ @

Search Results

4 Search: Invoice

Business Unit ‘ v ‘

** Invoice Number ‘ 1234557 ‘

Invoice Amount ‘ ‘

** Supplier or Party ‘ 0\‘

**Supplier Number ‘ ‘

Advanced  Saved Search ‘AH Invoices v

* At least one is required

“* Supplier Site ‘ v ‘

Under Hold and Approvals Update Release Reasons

—

Invoice Date | m Y ‘ Taxpayer ID ‘ ‘
e ey
Adions v Vievw  F1 /B 0 [ 0etach | Vaiidate || PayinFull | Approval ‘ v [ Post ‘ v Select the Highlighted row
Invoice Number Invoice Date  Creation Date  Supplier or Party :;splier ard A A'r::l::‘et Applied Prepayments Invoice Type  Notes Validation Status Approval Stz
12345678 10116122 10116/22 2:21 ABC Consulting ABC US1 12,000.00 USD 12,000.00 000 USD Standard Not validated Not required
123456789 10/16/22 10116/22 3:13 ABC Cansulting ABC US1 12,000.0 USD  12,000.00 000USD Standard Needs revalidation ~ Not required
1234567890 1016122 10116/22 5:39 ABC Cansulting ABC US1

12,000.00 USD 12,000.00 000 USD Standard Nt validated NH

]
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Supplier or Party  ABC Consuling Payment Terms  Immediate
Supplier Site  "ABC US1 Unpaid Amount 12,000.00 USD Payment Currency USD

1100 ABERNATHY ROAD, ATLANTA Holds 2
Address , 30ag Attachments  None =

Notes EX

Lines  Holds and Approvals ~ Payments  Instaliments

Approval and Notification History

=
Viewv

Workflow Type Line Action Action Date Approver Reviewed Amount Comments Hold Reason

Under Holds and Approvals Update Release Reasons

No approval or nofification history.

Holds @

Viewv o X [ & Detach  Release Holds
Hold Release
Line
Name Reason Details Held HeldBy  Date Name Reason
Received quanity v | | Billed quantity exceeds received quantiy. Casey Br.. 10/17/2210:39 IVErmed Duplicate Invoice v] ‘ Verified that the invo ‘
s in CaseyBr..  10/16/22321PM . ‘ ‘
Tota e line: e amount System  10/17/22 8:41 AM v ‘

Note: not all System holds are allowed to be manually released. You will receive an error message
if you select a release reason and try to continue. Matching related holds may be manually

released, so release one of these.

Click Save and Close

anvwe @ @

(o]

=VIiSiON

Manage Invoices @

Search Results 123456789

Needs revalidation Actions v ‘ s.ve‘ Cancel ‘

Invoice Details
’ ’ ) ’

Invoice Date  10/16/22 Invoice Amount 12.000.00 USD Business Unit

Invoice Type Standard Payment Business Unit

Applied Prepayments 000 USD
Supplier or Party  ABC Consulting Payment Terms .
X Click Save and Close
Supplier Site  "ABC US1 Unpaid Amount 12,000.00 USD Payment Currency
1100 ABERNATHY ROAD, ATLANTA, Holds 2
Address ) 5oune Attachments  None =
Notes [EY
Lines  Holds and Approvals  Payments Installments
Approval and Notification History
Viewv [ [F [ Detach
Workflow Type Line Action Action Date Approver Reviewed Amount Comments Hold Reason

No approval or nofification history.

Holds @
Vieww o 3 5 L7 Detach Release Holds ﬂ

Click Done

—

]
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=ViSiON

Manage Invoices @

- e Click Done
Search Results 1234567
Invoice Details Needs revalidation Actions ¥ ‘ save ‘ ‘ Save and Close | | Cancel
Invoice Date . Business Unit
Invoice Amount
Invoice Type Prepayment Payment Business Unit
Applied Prepayments
Supplier or Party  ABC Consulting Payment Terms
Supplier Site  "ABC US1 Unpaid Amount Payment Currency
1100 ABERNATHY ROAD, ATLANTA, Holds 1
Address ) sooe Attachments
Notes [EX
Lines  Holds and Approvals  Payments  Instaliments
Approval and Notification History
Vieww & Detach
Workflow Type Line Action Action Date Approver Reviewed Amount Comments Hold Reason
No approval or notification history.
Holds @
View v o 58 @@ Detach  Release Holds E

Cancelling An Invoice
Navigation: Payables>Invoices>Tasks>Manage Invoices>Search>Invoice Number>Actions and
Cancel Invoice>OK

From home screen, click Payables

=ViSiON Q

Good afternoon, System Administrator (Casey
Brown)!

¢ Supply n Planning Payables General Accounting Intercompany Accounting Fixe y
QUICK ACTIONS

Create Invoice

Click Payables E]

Payables Invoices Payments
Dashboard

Manage Invoices
Import Invoices

Validate Invoices

_I_

@n Initiate Payables Invoice Approval
E workiow

Click Invoices

]
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Click Tasks

Q s

Good afternoon,
Brown)!

¢ Supply Chain Planning Payables

QUICK ACTIONS
Create Invoice
Manage Invoices
=] Import Invoices

Validate Invoices

Initiate Payables Invoice Approval
Workflow

=ViSiON

Invoices @

Scanned

View v

0 017

0-7 8-14

Invoice Number

Holds
33 Vaiidation
15 ruchosns
2 Other

v v

Recent 24 Hours

15+

B ¥ [ Detach

Amount Supplier Supplier Site

m Administrator (Casey

General Accounting

Payables
Dashboard

+

Approval

O 0-30 31-60 61+

Validation Status  Invoice Date

Intercompany Accounting Fixe 3

=

Invoices

Prepaid

0 2 8

Business Unit

Click Invocies

il

Creation Date Identit

»

Assignee

|

Click Manage Invoices

177
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=ViSiON

Invoices @

Recent

Scanned

0 017

0-7 814 15+

View v B

Invoice Number

24 Hours

=" Detach

Amount Supplier

Holds

33 Validation

Approval

1 5 Purchasing

2 Other

v

Supplier Site

Fill above details and click Search

ViSiON

hnage Invoices @

Validation Status

0

Invoice Date

Invoices
« Create Invoice

+ Create Invoice from Spreadsheet
+ Create Recuring Invoices

Manage Invoices

+ Apply Missing Conversion Rates

Prepaid

0 2 8

0-30 3160 61+

« Validate Invoices

Click Manage Invoices

+ Initiate Approval Workflow

« Import Invoices

+ Correct Import Errors

« Import Payment Requests
Y hl,
Accounting
El « Create Accounting
=]
+ Create Adjustment Journal
Business Unit Creation Date Assignee * Review Joumal Entries

+ Payables to Ledger Reconciliatior

Assets
« Create Mass Additions

Payables Periods
+ Manage Accounting Periods

rch Results

Search: Invoice

** Invoice Number ‘
Invoice Amount ‘
Invoice Date ‘
tions w Vieww 24 B
Invoice Number Invoice Date

12345678 ‘ 10/16/22
123456789 ‘ 10/16/22
1234567890 ‘ 10/16/22

Highlight the row and click the Invoice Number

12345678

midiyy

E¥ [ Detach ‘ Validate H Pay in Full H Approval ‘ v H Post ‘ v ‘

Business Unit ‘ v ‘

Creation Date  Supplier or Party

10/16/22 221

10/16/22 313

10/16/22 539

ABC Consulting
ABC Consulting

ABC Consulting

Supplier
Site

ABC US1
ABC US1

ABC US1

—

Unpaid Amount ll?r‘\’::lzet Applied Prepayments Invoice Type  Notes Validation Status  Approval
12,000.00 USD  12,000.00 0.00 USD Standard Not validated Not require
12,000.00 USD 12,000.00 0.00 USD Standard Not validated Not require
12,000.00 USD  12,000.00 000 USD Standard Not validzted

178

| Advanced | Saved Search ‘AH Invoices

* Atleast one is requir

** Supplier or Party ‘ Q ‘

** Supplier Number ‘

** Supplier Site ‘ v ‘

Taxpayer ID ‘

‘ Search H Reset HE

Fill the above details and click Search

-




=ViSiON

Manage Invoices @

Search Results

4 Search: Invoice

Invoice Amount ‘

Invoice Date ‘ midiyy g

Business Unit ‘ v

** Invoice Number ‘ 12345678

Advanced | Saved Search | All Invoices

** Supplier or Party Q
** Supplier Number ‘
** Supplier Site v/

Taxpayer ID ‘

v

** At least one is required

‘ Search l a Save...

«

Acons v Vieww 7 4 EE 4" Detach [ Validate H Pay in Full H Approval ‘ v [ Post ‘ v ‘
Invoice Number Invoice Date eation Date  Supplier or Party g;gplier Unpaid Amount A'r"‘::::i Applied Prepayments Invoice Type  Notes Validation Status Approval Ste
12345678 10/16/22 10/16/22 221 ABC Consulting ABC US1 12,000.00 USD  12,000.00 0.00USD Standard Not validated Not required
123456789 10/16/22 10/16/22 3:13 ABC Consulting ABC US1 12,000.00 USD  12,000.00 0.00 USD Standard Needs revalidation  Not required
1234567890 10/16/22 10/16/22 5:39 ABC Consulting TABC UST 12,000.00 USD  12,000.00 0.00USD Standard Not validated N

Click Actions and Cancel Invoice

Search Results 123456789

Invoice Details

Invoice Date  10/16/22

Invoice Type ~ Standard

Supplier or Party  ABC Consulting

ABC US1

1100 ABERNATHY ROAD, ATLANTA,
GA-30328

Supplier Site

Address

Lines  Holds and Approvals  Payments  Installments

Approval and Notification History

vewe T OEF

Workflow Type Line Action Action Date Approver
No approval or nofification history.
Holds @

View v o= T8 & Detach Release Holds

Name Reason

Invoice Amount
Applied Prepayments

Unpaid Amount

Holds

Notes

Reviewed Amount Comments Hold Reason

Hold

Details

Needs revaigifig Save ‘

Adlons v I

| Edt
12,000.00 USD

Payment | Check Funds

Pi Validate

Click Actions and Cancel Invoice

Payn  Request Override
Account Coding

Approval

Cancel Invoice

Post to Ledger

Account in Draft

Line
Held Held By Date Name

‘ Save and Close ~ Cancel

is Unit

is Unit

Release

Reason

Click OK

179
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Click Done

=VISiON

Manage Invoices @

/. Warning

The invoice will be canceled. Do you want to continue?

Click OK

anwrE & @

Click Done Done

B,
Search Results 123456789

Invoice Details
Invoice Date  10/16/22
Invoice Type Standard
Supplier or Party  ABC Consulting

Supplier Site  "ABC US1

71100 ABERNATHY ROAD, ATLANTA,
-30328

Address GA

Lines  Holds and Approvals Payments  Installments

Approval and Notification History

Vieww & Detach

Workflow Type Line Action Action Date Approver
No approval or notification history.
Holds @

View v 8 [ Detach  Release Holds

Needs revalidation Actions ¥ Save and Close

Business Unit  US1 Business Unit

Invoice Amount 12,000.00 USD
Payment Business Unit US1 Business Unit
Applied Prepayments 0.00 USD
Payment Terms  Immediate
Unpaid Amount 12,000.00 USD Payment Currency USD
Holds 2 Attachments None =
Notes [E*

Reviewed Amount Comments Hold Reason

Creating A Payment Process Request Template

Navigations: Payables>Payments>Tasks>Manage Payment Process Request Templates>Actions
and click Create>Enter Name, Type and Description>Fill Below Information under Selection
Criteria>Enter Appropriate Details>Save and Close>OK>Done

From home screen, click Payables

]
180 |
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O\ Search fo

Good afternoon, System Administrator (Casey
Brown)!

Supply Chain Planning Payables General Accounting Intercompany Accounting
QUICK ACTIONS

v Create Invoice

Click Payables E]

Payables Invoices Payments
Dashboard

;@, Manage Invoices
1 Import Invoices

Validate Invoices

+

@, Initiate Payables Invoice Approval
/ _ Workflow

Click Payments
=VISiON Q

Good afternoon, System Administrator (Casey
Brown)!

Supply Chain Planning Payables General Accounting Intercompany Accounting
QUICK ACTIONS

Bp cestenvoice

Payables Invoices Payments Click Payments
Dashboard

Manage Invoices

;\ Import Invoices

Validate Invoices

_|_

Initiate Payables Invoice Approval
Workflow

Click Tasks

]
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=ViSiON

Overview

4 Payment Process Requests (9

Requiring Attention (1)  Recently Completed (0)  Recently Terminated (5)

Vieww 52 29
Name

> Aadhi Seelam

4 Payment Files Requiring Attention

Actions v View v = Detach )

4 Stop Payment Requests

Detach

top Req

vewy B F

Payment Payment

Stop Request  Payment
Number Date te

Amount p Method

Pendi Instaliments P t
Sien"cemg Stage Status Action D:{;"e"
Selected Rejected
1011122 Document validation Pending action to complete information rec @ 5033 1011122
Creation Date Status Action +
»
Bank Account Bank Name Payee Business Unit

Click the Manage Payment Process Request Templates

ViSiON

Overview

4 Payment Process Requests (9

Requiring Attention (1)  Recently Completed (0)  Recently Terminated (5)

Click the Manage Payment Process Request Templates

nents
Submit Payment Process Request

Manage Payment Process Requests

Manage Payment Process Request Ten

Teate

aymen
Manage Payments

E| Create Electronic Payment Files

Click Actions and click Create

View v Detach Create Printed Payment Files
"l Manage Payment Files
Pendin, "
Name e Stage status Action s | aoply Missing Conversion Rates
Selected | e Positive Pay File
> Aadni Seelam 10/1/22 Document validation Pending action to complete information rec @ 5033 | Send Separate Remittance Advice
Create Regulatory Reporting
: iri " P Fil r
4 Payment Files Requiring Attention ayment File Accompanying Lette
>unting
Actions v View v Detach ) Create Accounting
Create Adjustment Journal
& ‘ Review Joumnal Entries
Creation Date Status Payables to Ledger Reconciliation
1bles Periods
Manage Accounting Periods
4 Stop Payment Requests
<« »
Vieww 5 & Detach op Rec
Payment Payment Stop Request  Payment
Number Date Amount Date Method Bank Account Bank Name Payee

]
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=ViSiON

Manage Payment Process Request Templates @

4 Search

Name |

Description ‘

Submit Cash Requirement Report
Submit Single Request

Schedule Requests

Enter Name, Type and Description

Create Payment Process Request Template @

Click Actions and click Create

Saved Search | All Payment Process Request Templates v

Status ‘Achve v ‘

e .

Status

Actions v

Search || Reset || save...

[ save H Save and Close || Cance |

il X

A LA

TN G EE, 5

* Name ‘ Weekly Check Processing

Fill Below Information under Selection Criteria

183

—

Description | 7 pay through days
Type ‘Daxly v 4
Inactive Date ‘ m/dlyy e |
Enter Name, Type and Description
Selection Criteria Payment and Processing Options
Pay Through Days 0 ‘ Include Zero Amount Invoices | No
From Payment Priority 1 ‘ Supplier Type v ‘
To Payment Priority 9 ‘ Payment Method v
Date Basis | Pay date v Invoice Conversion Rate Type v ‘
Select Early Payment Invoices v Supplier or Party Q
Pay Groups (@) Al () Specific
Currencies (@) Al () Payment () Invoice
Business Units (@) Al () Payment (") Invoice
Legal Entities (8) Al () Specific
Sources (@) All Specific () Exclude




* Name ‘ Weekly Check Processing ‘

Type ‘ Daily v ‘

Inactive Date ‘ midlyy

Selection Criteria  Payment and Process ng Options

Description | 7 pay through days

Fill Below Information under Selection Criteria

Pay Through Days ‘ 0 ‘
From Payment Priority ‘ 1 ‘
To Payment Priority ‘ % ‘

Date Basis ‘ Pay date v ‘

Select Early Payment Invoices ‘ < ‘

Pay Groups

Currencies Payment w:) Invcice

Business Units ) Payment (") Inveice
Legal Entities (*) Speciic

Sources. Speciic Exclude

Include Zero Amount Invoices ‘ﬁ
Supplier Type ‘ v‘
Invoice Conversion Rate Type ‘ v ‘
Supplier or Party ‘70\‘

=VISION

Create Payment Process Request Template @

* Name ‘ Weekly Check Processirg ‘

Type ‘Da\ly - ‘
Inactive Date ‘ midiyy [y ‘
Selection Criteria | Payment and Frocessing Optior
Pay Through Days ‘ 0 ‘ Click Payment and Processing Options
From Payment Priority ‘ 1 ‘
To Payment Priority ‘ ) ‘

Date Basis ‘Pay date v‘

Select Early Payment Invoices ‘ Yes v ‘
Pay Groups g
Currencies

Business Units.

Legal Entities

Description

Include Zero Amount Invaices ‘ No

Supplier Type ‘ Senvices

Payment Method ‘BMSPayable v ‘

Invoice Conversion Rate Type ‘ User

Supplier or Party | AEC Consulting Q‘

Enter Appropriate Details

7 pay through days




* Name ‘ Weekly Check Processing

Type | Daiy v
Inactive Date | midlyy Y

Selection Criteria ~ Payment and Processing Options

Description | 7 pay through days

Enter Appropriate Details

Payment Attributes

Payment Date (@) Use request date

Calculate based on request date

Disbursement Bank Account | WGCC Weekly Pay | v
Payment Document v
Payment Process Profile | TEST v

Processing Options
[ Apply credits up to zero amount payment

[ Review installments

Validation Failure Handling @

Document | Reject only documents with errors

|Approvals (2

First Approver

Settlement Priority Override | Express ) ‘
Bank Charge Bearer Override | Following Service Level v ‘

Starting Voucher Number ‘

* Payment Conversion Rate Type | Corporate v
Cross-Currency Rate Type v

/| Review proposed payments

[] Create payment files immediately

Payment | Reject only payments with errors

Note: Use the Processing Options region to specify processing controls and how to handle

document and payment validation features

Click Save and Close

=ViSiON

Create Payment Process Request Template @

T

* Name ‘ Weekly Check Processing

Type ‘ Daily v
Inactive Date ‘m dlyy Y

Selection Criteria ~ Payment and Processing Options

Payment Attributes

Payment Date (@) Use request date

Calculate based on request date

Disbursement Bank Account | WGCC Weekly Pay | w

Payment Document ‘ v

Payment Process Profile | TEST v

Processing Options
(] Apply credits up to zero amount payment

[ ] Review installments

Validation Failure Handling @

QWP &

Actions w ‘ Save H Save and Close

Description | 7 REISEECEN I LY

Settlement Priority Override | Express v
Bank Charge Bearer Override | Following Service Level v
Starting Voucher Number

* Payment Conversion Rate Type | Corporate v ‘

Cross-Currency Rate Type v

/| Review proposed payments

[ ] Create payment files immediately

Click OK




=ViSiON

Manage Payment Process Request Templates @

- © Information X
4 Search

Your changes were saved
Name ‘ Status ‘ v
Description ‘ Type ‘ v ‘
Click OK | Search | Reset | save...
Actions v View v FE o 5 & Detach
Name Description Status Type -

Click Done

=VISiON Qaawr @

Manage Payment Process Request Templates @ \ Done
—_ 5 < Click Done
4 Search Saved Search | All Payment Process Request Templates v
Name | | status | v/
Description ‘ ‘ Type ‘ >

Search ‘E ‘ Save...

Actions v View v T 4 ¥ [& Detach

Name Description Status Type =

Creating A Payment Process Request Using A Template
Navigations: Payables>Payments>Tasks>Submit Payment Process Request>Name>Template>
Selection Criteria>Payment and Processing Options>Submit>OK>Done

From home screen, click Payables

]
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O\ Search fo

Good afternoon, System Administrator (Casey
Brown)!

Supply Chain Planning Payables General Accounting Intercompany Accounting
QUICK ACTIONS

v Create Invoice

Click Payables E]

Payables Invoices Payments
Dashboard

;@, Manage Invoices
1 Import Invoices

Validate Invoices

+

@, Initiate Payables Invoice Approval
/ _ Workflow

Click Payments
=VISiON Q

Good afternoon, System Administrator (Casey
Brown)!

Supply Chain Planning Payables General Accounting Intercompany Accounting
QUICK ACTIONS

Bp cestenvoice

Payables Invoices Payments Click Payments
Dashboard

Manage Invoices

;\ Import Invoices

Validate Invoices

_|_

Initiate Payables Invoice Approval
Workflow

Click Tasks

]
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Overview
4 Payment Process Requests (9
Requiring Attention (1)  Recently Completed (0)  Recently Terminated (5)
Vewv 3 © WE
" Instaliments
Name :ier::gng Stage Status Action ;:{ement M
Selected Rejected
> Aadhi Seelam 1011122 Document validation Pending action to complete information rec @ 5033 1011122
4 Payment Files Requiring Attention
Actions v View v i Detach 1)
s
Creation Date Status Action +
»
4 Stop Payment Requests
vewe & Detach
Payment Payment Stop Request  Payment . .
Number Date Amount Date Method Bank Account Bank Name Payee Business Unit

Click Submit Payment Process Request

=ViSiON

Overview

Click Submit Payment Process Request
4 Payment Process Requests (2
Requiring Attention (1) Recently Completed (0)  Recently Terminated (5)
Vieww FE 7 Detach E
Pendin, ! |l|
Name - 9 Stage Status Action LLLLE
Since
Selectea
> Aadhi Seelam 1011122 Document validation Pending action to complete information rec € 5033
4 Payment Files Requiring Attention
Actions v View v Detach )
s ‘
Creation Date Status
4 Stop Payment Requests
View v E¥ = Detach 09)
Payment Payment Stop Request  Payment
Number Date Amount Date Method Bank Account Bank Name Payee

Click in the Name field

Submit Payment Process Request

+ Manage Payment Process Requests
+ Manage Payment Process Request Tc
+ Create Payment
« Manage Payments
+ Create Electronic Payment Files
Create Printed Payment Files
 Manage Payment Files

Apply Missing Conversion Rates
+ Create Positive Pay File
+ Send Separate Remittance Advice

Create Regulatory Reporting

Payment File Accompanying Letter
counting

+ Create Accounting

+ Create Adjustment Journal

+ Review Journal Entries

+ Payables to Ledger Reconciliation
yables Periods

+ Manage Accounting Periods

4
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=ViSiON

Submit Payment Process Request @

Click in the Name field

* Name ‘ Template v
Selection Criteria  Payment and Processing Options
Pay Through Date ‘ 10117122 e ‘ Supplier Type ‘ v
Pay from Date ‘ midlyy [y ‘ Payment Method ‘ v
From Payment Priority ‘ 1 Invoice Conversion Rate Type ‘ v
To Payment Priority ‘ 9 Supplier or Party ‘
Date Basis ‘ Pay date v ‘ Invoice Group ‘
Select Early Payment Invoices ‘ Yes v ‘
Include Zero Amount Invoices [No v |
Pay Groups (@) All () Specific
Currencies (@) All () Payment () Invoice
Business Units @) Al () Payment () Invoice

Select the Template

=ViSiON anwR @@

Submit Payment Process Request @ Selectthe Template [ submit | cancel |

Selection Criteria  Payment and Processing Options

Pay Through Date ‘ 101722 [ ‘ Supplier Type ‘ > ‘
Pay from Date ‘ midiyy [y ‘ Payment Method ‘ v
From Payment Priority ‘ 1 Invoice Conversion Rate Type ‘ > ‘
To Payment Priority ‘ 99 Supplier or Party ‘ Q
Date Basis | Pay date v | Invoice Group | v
Select Early Payment Invoices ‘ Yes © ‘
Include Zero Amount Invoices ‘ No v ‘
Pay Groups (@) Al () Specific
Currencies @) Al () Payment () Invoice
Business Units @) All () Payment () Invoice

Click Selection Criteria and fill details

]
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=VISiON Qaawr & @

Submit Payment Process Request @ submit | cancel |

PRV LI, a8

* Name | Test 1 Template ‘ v

Click Selection Criteria and fill details

Selection Criteria | Payment and Processing Option:

Pay Through Date | 11/2122 [y Supplier Type - ‘
Pay from Date | m/d/yy [y Payment Method v
From Payment Priority 1 ‘ Invoice Conversion Rate Type v ‘
To Payment Priority 99 ‘ Supplier or Party Q
Date Basis | Pay date v Invoice Group v
Select Early Payment Invoices | Yes v
Include Zero Amount Invoices | No v
Pay Groups (@) All () Specific
Currencies @) Al () Payment () Invoice

Business Units (@) Al () Payment () Invoice E

Note: Use the Selection Criteria tab to specify criteria used to determine which installments to
select for payment.

Click Payment and Processing Options and fill details

=ViSiON anw P @

Submit Payment Process Request @ [ submit | cancer |

* Name ‘ Test 1 Template v
. R
Selection Criteria  [Payment and ing Options. ‘_—
Payment Attributes
* Payment Date ‘ 112122 [y Settlement Priority Override ‘ >
Disbursement Bank Account ‘ T\ Bank Charge Bearer Override ‘ v
Payment Document - Starting Voucher Number ‘
Payment Process Profile ‘ T‘ Cross-Currency Rate Type ‘ =

* Payment Conversion Rate Type ‘ Corporate

Processing Options
[ ] Apply credits up to zero amount payment /| Review proposed payments

(7] Review instaliments [] Create payment files immediately

Validation Failure Handling @
Document | Reject only documents v v Payment ‘ Reject only payments wi v

Note: Use the Payment and Processing Options tab to specify payment attributes such as the
payment date, and to specify payment processing options, such as whether to view the selected
installments.

Click Submit

]
190 |

—



=VIiSiON ane b ® @

Submit Payment Process Request @ [ submit || cancel |

Click Submit

UK Suppiier Payme | v |

* Name ‘ Test Template

Selection Criteria ~ Payment and Processing Options

Payment Attributes
* Payment Date | 10/17/22 [Ty Settlement Priority Override ‘ v
Disbursement Bank Account | Multi Currency -1 | w Bank Charge Bearer Override | v
Payment Document v | Starting Voucher Number ‘
Payment Process Profile | SWIFTMTI00 | v | Cross-Curtency Rate Type | v
* Payment ion Rate Type | Corporate v |

Processing Options

| Review proposed payments

] Apply credis up to zero amount payment
[ Review installments /| Create payment files immediately
Validation Failure Handling (3

Document | Reject only documents v Payment | Reject only payments wi v

Click OK

=ViSiON anwrp ™ @

Manage Payment Process Request Templates @

. ¥ P S 5

© Information

4 Search Saved Search ‘AH Payment Process Request Templates v
Your changes were saved
Name ‘ Status ‘ v
Description ‘ Type ‘ v ‘
Click OK ‘ Sean:h‘ Rese!‘ save...
Actions w View v FE o ¥ 7 Detach
Name Description Status Type -

Click Done

—
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=VISiON Qanw P @

Manage Payment Process Request Templates @ ‘ Done
3 Click Done
4 Search Saved Search | All Payment Process Request Templates v
Name ‘ | Status ‘ v ‘
escrpon | \ e | .

Search H Reset ‘ Save... ‘
Actions v View v FE 4 ¥ &7 Detach

Name Description Status Type
‘ »

Creating A Payment Process Request Using A Template - AP Check

Navigations: Payables>Payments>Tasks>Submit Payment Process Request>Name>Template>
Selection Criteria>Payment and Processing Options>Submit>Done>Tasks>Manage Payment
Process Requests>Name and Status>Search>Arrow for Actions> Submit>Tasks> Manage
Payment Process Requests> Name and Status>Search>Arrow for Actions>Resume Payment
Process>Refresh>Print document>Submit>Done

From home screen, click Payables

O\ Search for people and action

Good afternoon, System Administrator (Casey
Brown)!

Supply Chain Planning Payables General Accounting Intercompany Accounting
QUICK ACTIONS

Create Invoic¢

(B} Manage Invoices

Click Payables E] ﬁ

Payables Invoices Payments
Dashboard

=| Import Invoices

Y| validate Invoices

_|_

|, Initiate Payables Invoice Approval
’ Workflow

Click Payments

]
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Good afternoon, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables

QUICK ACTIONS
Create Invoice
Manage Invoices
Import Invoices

Validate Invoices

Initiate Payables Invoice Approval
Workflow

Click Tasks

ViSiON

General Accounting Intercompany Accounting

Payables
Dashboard

E

Invoices

_I_

Click Payments

Overview
4 Payment Process Requests (9
Requiring Attention (1)  Recently Completed (0)  Recently Terminated (5)
Vewv F idech O w
" Instaliments
Name :ie"ngng Stage Status Action ;:Lment @
Selected Rejected
> Aadhi Seelam 10111722 Document validation Pending action to complete information rec € 5033 1011122
4 Payment Files Requiring Attention
Actions v Vieww i Detach )
s \ =
Creation Date Status Action +
»
4 Stop Payment Requests
Veww [ & Detach Cancel Stop Request ~ Void Payment 4)
Payment Payment Stop Request  Payment . _
Number Date Amount Date Method Bank Account Bank Name Payee Business Unit

Click Submit Payment Process Request

—
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Overview

Click Submit Payment Process Request

4 Payment Process Requests (2

Requiring Attention (1) Recently Completed (0)  Recently Terminated (5)
Vieww FE 7 Detach E|
Pending ! |||
Name k Stage Status Action LLLLE
Since
Selected
> Aadhi Seelam 10111722 Document validation Pending action to complete information rec € 5033
4 Payment Files Requiring Attention
Actions v View v . o)
s \
Creation Date Status
4 Stop Payment Requests
View v E¥ = Detach Stop Request ~ Void Payment 4)
Payment Payment Stop Request  Payment
Number Date Amount Date Method Bank Account Bank Name Payee

Click in the Name field

=VISION
Submit Payment Process Request @
Click in the Name field

Selection Criteria  Payment and Processing Options

Pay Through Date ‘ 1017722
Pay from Date ‘ midlyy
From Payment Priority ‘ 1

To Payment Priority ‘ 99

Date Basis | Pay date v |
Select Early Payment Invoices ‘ Yes v ‘

Include Zero Amount Invoices ‘ No v ‘

Pay Groups (@) Al () Specific

Currencies (@) Al () Payment () Invoice

Business Units (@) All Payment ) Invoice

Select the Template

(o}

Template

Supplier Type ‘

Payment Method ‘

Invoice Conversion Rate Type ‘

Supplier or Party ‘

Invoice Group ‘

Submit Payment Process Request

+ Manage Payment Process Requests
+ Manage Payment Process Request Tc
+ Create Payment

+ Manage Payments

+ Create Electronic Payment Files

+ Create Printed Payment Files
 Manage Payment Files

+ Apply Missing Conversion Rates

+ Create Positive Pay File

+ Send Separate Remittance Advice

+ Create Regulatory Reporting

+ Payment File Accompanying Letter
counting

+ Create Accounting

+ Create Adjustment Journal

+ Review Journal Entries

+ Payables to Ledger Reconciliation
yables Periods

+ Manage Accounting Periods

4 »

nw P @@

|[(cancet]




=ViSiON

Submit Payment Process Request @

QA %

Select the Template

P B

22 f 0t LA

Selection Criteria  Payment and Processing Options

Pay Through Date ‘ 1017722 [y ‘

Pay from Date ‘ﬁ‘
From Payment Priority ‘ 1
To Payment Priority | 99

Date Basis ‘ Paydate v ‘
Select Early Payment Invoices ‘ Yes - ‘

Include Zero Amount Invoices ‘ No - ‘

Pay Groups (@) All () Specific
Currencies (8) Al () Payment () Invoice
Business Units (@) Al () Payment () Invoice

Click Selection Criteria and fill details

=ViSiON

Submit Payment Process Request @

| Template v |

Supplier Type ‘ v‘
Payment Method ‘7t
Invoice Conversion Rate Type ‘ v ‘
Suppler or Party | Q
Invoice Group ‘ v

anywrE & @

[ Submit H Cancel ‘

* Name ‘ Test 1

Click Selection Criteria and fill details

Selection Criteria | Payment and Processing Options

Pay Through Date | 11/2122 [y

Pay from Date | m/dlyy o
From Payment Priority 1
To Payment Priority 99

Date Basis | Pay date v‘

Select Early Payment Invoices | Yos v ‘

Include Zero Amount Invoices | No v ‘

Pay Groups (@) All () Specific
Currencies (@) Al () Payment () Invoice
Business Units @) All () Payment () Invoice

e S A LH

Template ‘ v

Supplier Type ‘ v
Payment Method ‘ v

Invoice Conversion Rate Type ‘ v
Supplier or Party ‘ Q

Invoice Group ‘ v

Note: Use the Selection Criteria tab to specify criteria used to determine which installments to

select for payment.

Click Payment and Processing Options and fill details

—

]
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Submit Payment Process Request @ [ submit | cancer |

PV R, |
* Name | Test 1 Template ‘ v
Payment and Processing Options

Payment Attributes

Selection Criteria

Fill Payment and Processing Options and fill details

* Payment Date | 11/2/22 ettlement Priority Override ‘ v ‘

Disbursement Bank Account v ‘ Bank Charge Bearer Override ‘ v ‘

Payment Document - Starting Voucher Number ‘ ‘

Payment Process Profile 7‘ Cross-Currency Rate Type ‘ I
* Payment Conversion Rate Type | Corporate T‘
Processing Options
[ Apply credits up to zero amount payment | Review proposed payments

[ Review instaliments [] Create payment files immediately

Validation Failure Handling
Document | Reject only documents v Payment | Reject only payments wi v |

Note: Use the Payment and Processing Options tab to specify payment attributes such as the
payment date, and to specify payment processing options, such as whether to view the selected
installments.

Click Submit

=ViSiON

Submit Payment Process Request @

Click Submit
* Name ‘Tes( Template ‘ UK Supplier Payme | w ‘
Selection Criteria  Payment and Processing Options
Payment Attributes
* Payment Date | 10/17/22 ) Settlement Priority Override ‘ v
Disbursement Bank Account | Muti Currency -1 | w | Bank Charge Bearer Override ‘ v
Payment Document v | Starting Voucher Number ‘
Payment Process Profile | SWIFT MT100 v ‘ Cross-Currency Rate Type ‘ v
* Payment Conversion Rate Type | Corporate v ‘
Processing Options
Apply credits up to zero amount payment [ Review proposed payments
] Review installments v/ Create payment files immediately
Validation Failure Handling
Document | Reject only documents v v Payment | Reject only payments wi v

Click Tasks

]
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Overview

4 Payment Process Requests (2

Requiring Attention (1)  Recently Completed (0) ~ Recently Terminated (5)

Vieww FE 7 Detach

Name P_ending
Since

> Aadhi Seelam 10111122

4 Payment Files Requiring Attention

Actions v Vieww  FE

No results found

4 Stop Payment Requests

=4

¢

Vieww {&" Detach  Cancel Stop Re

Payment
Number

Payment
Date

Payment

Stop Request
ate Method Bank Account

Amount Dat

Click Manage Payment Process Requests

=ViSiON

Overview

4 Payment Process Requests ()

Requiring Attention (1)  Recently Completed (0) ~ Recently Terminated (5)

Vieww §E Detach )

ending

P
Name Since

»  Aadhi Seelam 10/11/22

4 Payment Files Requiring Attention

Actions v View v FE etach

0

No results found

4 Stop Payment Requests

Vieww 5[5 Detach Cancel Stop Request ~ Void Payment 4)
Payment
Number

Payment
Date

Payment

Stop Request
Date Method

Amount Bank Account

Enter Name and click Search

Stage Status Action
Selected
Document validation Pending action to complete information rec @ 5033
J [
Creation Date Status

Bank Name Payee

Click Manage Payment Process Requests

E
' il

Stage Status Action
Selected
Document validation Pending action to complete information rec @ 5033
[ J
Creation Date Status

Bank Name Payee

¢ bh

Rejected pate

10/111/22

Action

Business Unit

yments
« Submit Payment Process Request

Manage Payment Process Requests|

« Manage Payment Process Request T

« Create Payment

« Manage Payments

« Create Electronic Payment Files

+ Create Printed Payment Files

« Manage Payment Files

« Apply Missing Conversion Rates

+ Create Positive Pay File

+ Send Separate Remittance Advice
+ Create Regulatory Reporting

« Payment File Accompanying Letter
scounting

+ Create Accounting

+ Create Adjustment Journal

* Review Journal Entries

« Payables to Ledger Reconciliation
1yables Periods

« Manage Accounting Periods

‘ »
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=ViSiON

Manage Payment Process Requests @

4 Search

** Name | PPR

Stage v

** status v

Actions v View v F% [ Detach )

Name

4 B PPR 0318001
B 350

4 [3 PPR 0318002
B 351

4 [BPPR1231/14
B 1397

4 [B PPRO1/31/15

Click Arrow for Actions

ViSiON

Manage Payment Process Requests @

b Search

Detach )

Actions v View v FE

Name

B3 Test

3 22PPR301

Update the details and click Submit

—

Instaliments
" Payments Payment
Stage Status Action Recorded Date
Selected Rejected
Completed Payments completed 2 1 318114 -

Payment file confimed ~ Printed
Completed Payments completed 2 1 318114
Payment file confimed  Formatted

Completed Payments completed 13 2 123114
Payment file confirmed ~ Printed

Completed Payments completed m 45 13111

anwbe @ @

[ Done |

T 5 ey KA EH

Advanced | Saved Search | All Payment Process Requests v ‘

** At least one is required

** Payment Date ‘ midlyy ‘e

Days Since Creation ‘

** Creation Date ‘ midlyy

Rout ‘ Save... ‘

Enter Name and click Search

FIV R R

| Advanced | Saved Search | All Payment Process Requests v

Installments Payments Payment
Stage Status Action Re{or ded D:¥:‘
Selected Rejected
Terminated No available installments 10117/22

Installment selection  Pending installments review

E 2 iz

Click Arrow for Actions

]
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Review Installments: 22PPR301

Payment Date  10/17/22

Selected (2)  Not Selected (2602) ~ Conversion Rates

Currency Summary

- o @

Payment Currency Instaliments  Unpaid Amount Withheld Tax Interest Total
UsD 2 79.00 0.00 0.00 0.00
Selected Installments @
Vieww 3 7 [ [ Detach | AddInstallments | View Report
Invoice Payment
Supplier or Party "
Unpaid . " Amount
Number Due Date Currency Amount Withheld Tax  Discount Amount Interest with Interesf
JGA 89002-1 30515 UsD -279.00 0.00 ‘ 0.00 ‘ -200.00 0.00 -200.0
JGA ERS-89005-81169  3/6/15 UsD 200,00 0.00 000 200.00 0.00 200.0

Click Done

=VisSiON Qowp e

Manage Payment Process Request Templates @

Click Done
4 Search

Name ‘ |

Status ‘ v ‘

Description ‘ ‘

e .

Actions v View v [§ [ Detach

Name Description Status Type

Click Tasks

Saved Search | All Payment Process Request Templates v

S¢ ranE‘save ‘

i

=

]
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=ViSiON

Overview

4 Payment Process Requests (2

Requiring Attention (1)  Recently Completed (0) ~ Recently Terminated (5)

Vieww FE 7 Detach

Name P_ending
Since

> Aadhi Seelam 10111122

4 Payment Files Requiring Attention

Actions v Vieww  FE

No results found

4 Stop Payment Requests

=4

¢

Vieww {&" Detach  Cancel Stop Re

Payment
Number

Payment
Date

Payment

Stop Request
ate Method Bank Account

Amount Dat

Click Manage Payment Process Requests

=ViSiON

Overview

4 Payment Process Requests ()

Requiring Attention (1)  Recently Completed (0) ~ Recently Terminated (5)

Vieww §E Detach )

ending

P
Name Since

»  Aadhi Seelam 10/11/22

4 Payment Files Requiring Attention

Actions v View v FE . Detach %)

No results found

4 Stop Payment Requests

Vieww 5[5 Detach Cancel Stop Request ~ Void Payment 4)
Payment
Number

Payment
Date

Payment

Stop Request
Date Method

Amount Bank Account

Enter Name and Click Search

Stage Status Action
Selected
Document validation Pending action to complete information rec @ 5033
J [
Creation Date Status

Bank Name Payee

Click Manage Payment Process Requests

E
' il

Stage Status Action
Selected
Document validation Pending action to complete information rec @ 5033
[ J
Creation Date Status

Bank Name Payee

¢ bh

Rejected pate

10/111/22

Action

Business Unit

yments
« Submit Payment Process Request

Manage Payment Process Requests|

« Manage Payment Process Request T

« Create Payment

« Manage Payments

« Create Electronic Payment Files

+ Create Printed Payment Files

« Manage Payment Files

« Apply Missing Conversion Rates

+ Create Positive Pay File

+ Send Separate Remittance Advice
+ Create Regulatory Reporting

« Payment File Accompanying Letter
scounting

+ Create Accounting

+ Create Adjustment Journal

* Review Journal Entries

« Payables to Ledger Reconciliation
1yables Periods

« Manage Accounting Periods

‘ »
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=VIiSiON anwpr o @

Manage Payment Process Requests @

¥ 2 S L A
4 Search Advanced | Saved Search ‘AH Payment Process Requests v ‘
** At least one is required
** Name IPPR\ ] ** Payment Date | m/dlyy F“e‘
Stage v ‘
** Status v 1017122 F‘o‘

Enter Name and click Search

_; Search ‘ Reset H Save.

Actions v View v §# [ Detach )

Instaliments Payments Payment

Name Stage Status Action
: Recorded Date
Selected Rejected
B3 Test Terminated No available instaliments 1017122
[ 22PPR301 Document validation  Pending action to complete information rec @ 2 10117122

Click Arrow for Actions

=ViSiON

Manage Payment Process Requests @

m W . % DV R BT, | B BN : g oo £ LA

4 Search [ Agvanced | saved search | Al Payment Process Reques\sv‘

** At least one is required

** Name | PPR ] ** payment Date ‘ midlyy [y
Stage v Days Since Creation ‘
** status v‘ ** Creation Date ‘ 10117122 fo
L= L=/
-

Actons w View v § Detach )

Instaliments P ts P t
Name Stage Status Action Rz:'r%';: D:){:'e"
Selected Rejected
B3 Test Terminated No available installments 1017122
22PPR301 Document validation  Pending action to complete information rec El 2 10117122

Click Arrow for Actions.

Click Resume Payment Process

]
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=VISION

Assign Payment Process Attributes: 22PPR301

Assigned Documents 0

Unassigned Documents 2

Total 2
Document Payable Groups @ Click Resume Payment Process
View v Assign at Document Payable Level
:ﬂziry Payment Business Unit Payment Method ::gnent D’ilér::‘e;"g Payment Process Profile Disbursement Bank Account
usD University US Business Unit Electronic 1017122 2 | TEST ‘ v ‘ BofA-2869

Click Refresh

=ViSiON Qo wr & @

Manage Payment Process Requests @ [ oone ]

Lo KA A

) Search Click Refresh

Advanced | Saved Search | All Payment Process Requests v
Actions w View v 5% 57 Detach
Installments Payments Payment
Name Stage Status Action Revorded Date
Selected Rejected
B3 Test Terminated No available installments 10117122
3 22PPR301 Installment selection  Assignment complete 2 1017122

=

Note: Click the Arrow for Action to Print Payment Documents and Press Record Print Status
button and click Submit

Click Done

]
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=ViSiON

Manage Payment Process Requests @

Click Done Toe o |
b Search Barch | All Payment Process Requests v

Actions w View w 2 7 Detach )

Installments P ts P nt
Name Stage Status Action ayments Paymel

Selected Rejected Recorded Date

B3 Test Terminated No available installments 10117122

{3 22PPR301 Instaliment selection Assignment complete 2 1017122

=

Assigning Payment Process Attributes

Navigations: Payables>Payments>Tasks>Manage Payment Process Requests>Search>Actions
Icon>Disbursement Bank Account>Save>OK>Cancel>Done

From home screen, click Payables

Q s

Good afternoon, System Administrator (Casey
Brown)!

Supply Chain Planning Payables General Accounting Intercompany Accounting

QUICK ACTIONS

~,4 Create Invoice

Click Payables E]

Payables Invoices Payments
Dashboard

Sk Manage Invoices
| Import Invoices

Validate Invoices

_I_

=), Initiate Payables Invoice Approval
’ Workflow

Click Payments

—
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Good afternoon, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables

QUICK ACTIONS
Create Invoice
Manage Invoices
Import Invoices

Validate Invoices

Initiate Payables Invoice Approval
Workflow

Click Tasks

ViSiON

General Accounting Intercompany Accounting

Payables
Dashboard

E

Invoices

_I_

Click Payments

Overview
4 Payment Process Requests (9
Requiring Attention (1)  Recently Completed (0)  Recently Terminated (5)
Vewv F idech O w
" Instaliments
Name :ie"ngng Stage Status Action ;:Lment @
Selected Rejected
> Aadhi Seelam 10111722 Document validation Pending action to complete information rec € 5033 1011122
4 Payment Files Requiring Attention
Actions v Vieww i Detach )
s \ =
Creation Date Status Action +
»
4 Stop Payment Requests
Veww [ & Detach Cancel Stop Request ~ Void Payment 4)
Payment Payment Stop Request  Payment . _
Number Date Amount Date Method Bank Account Bank Name Payee Business Unit

Click Manage Payment Process Requests

—
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Overview tyments
«_ Submit Payment Process Request
% 2N . .5 o Fo 2 ' 2 " P @1 Manage Payment Process Requests|
o M Payment P Request 1
4 Payment Process Requests (9 anage Payment process Reques
Click Manage Payment Process Requests « Create Payment
Requiring Attention (1)  Recently Completed (0)  Recently Terminated (5) + Manage Payments
i « Create Electronic Payment Files
Veww 5 iDetach  © E « Create Printed Payment Files
pendi I ” « Manage Payment Files
endin "
Name nnd sage Status Action Il |, ool wissing Conversion Rates
Selected | ¢ ate Posiive Pay File
> Aadhi Seelam 10111722 Document validation Pending action to complete information rec @ 5033 |+ Send Separate Remittance Advice
+ Create Regulatory Reporting
4 Payment Files Requiring Attention + Payment File Accompanying Letter
scounting
Actions v View v . [ Detach ) « Create Accounting
. 1 | + Create Adjustment Journal
) « Review Journal Entries
Creation Date Status
« Payables to Ledger Reconciliation
No results found.
1yables Periods
+ Manage Accounting Periods
4 Stop Payment Requests
4 »
View v ¥ & Detach el Stop Requ Void Payment  4)
Payment Payment Stop Request  Payment
Number Date Amount Date Method Bank Account Bank Name Payee

Enter above details and click Search

=ViSiON QP o

Manage Payment Process Requests @

2 £ S
4 Search | Advanced | saved search | All Payment Process Requests v

** At least one s required

** Name ‘Aadm ** payment Date ‘ midlyy e
Stage ‘ v Days Since Creation ‘
** Status ‘ v ** Creation Date ‘ midlyy

Enter above details and Click Search

Actions w View v §E Detach )
Instaliments
Name stage status Action Retorded Dae
Selected Rejected
(3 Aadhi Seelam Document validation  Pending action to complete information rec @ 5033 1011122

Click Actions Icon




=ViSiON

Manage Payment Process Requests @

% m BV R T . m PN R TR

4 Search Advanced | Saved Search ‘AH Payment Process Requests v ‘

** At least one s required

** Name | Aadhi ** Payment Date | m/dlyy F‘e‘
stage v Days Since Creation
** Status = ** Creation Date | m/diyy F"e‘
Search | Reset | save... |
Actions w View v 7 [ Detach )
Installments
Name Stage Status Action Payments Payment

Selected Rejected ccoTded Date

3 Aadhi Seelam Document validation Pending action to complete information rec 5033 10111722

Click Actions Icon

Click the Disbursement Bank Account

ViSiON anwr ® @

Assign Payment Process Attributes: Aadhi Seelam [Actons ] ‘ EH Resume Payment Process | Cancel |
Assigned Documents 7
Unassigned Documents 5,026
Total 5,033
Document Payable Groups @
View v | Assign at Document Payable Level
Payment Payment Business Unit Payment Method Payment Number of Payment Process Profile Disbursement Bank Account
Currency Date Documents
AUD AU Council Business Unit Electronic 1011722 10 ‘ T‘ Westpac AU Council
CHF Supremo CH Business Unit Electronic 1011722 6 ‘ = ‘ Supremo CH - Internal Bank Account
CHF Switzerland Business Unit Electronic 10111722 2 ‘ v ‘ CH - Internal Bank Account
I L 5
EUR France Business Unit Electronic 10111722 1,521 ‘ v ‘ ‘ v ‘
EUR Germany Business Unit Electronic 1011722 6 ‘ L‘ DB Giro Euro
EUR Italy Business Unit Electronic 10111722 1 ‘ T\ CICITLE

Click Save

]
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=ViSiON

Assign Payment Process Attributes: Aadhi Seelam

Payment

AUD

Click OK

View v

Payment

usD

Click Cancel

Currency

Currency

Document Payable Groups

View v | Assign at Document Payable Level

Payment Business Unit

AU Council Business Unit

Supremo CH Business Unit

Switzerland Business Unit

China Business Unit

France Business Unit

Germany Business Unit

Italy Business Unit

ViSiON

Assign Payment Process Attributes:

Document Payable Groups @

Assign at Document Payable Level

Payment Business Unit

Assigned Documents 7
Unassigned Documents 5,026

Total 5,033

Payment Method

Electronic

Electronic

Electronic

Electronic

Electronic

Electronic

Electronic

Payment
Date
10111122
10111122
10111122
1011722
1011722
1011722

10111722

Number of
Documents

10

21

1521

anw b ® @

Actions v ‘ Save H Resume Payment Process H Cancel ‘

Payment Process Profile

Click Save

Disbursement Bank Account
Westpac AU Council
Supremo CH - Internal Bank Account

CH - Internal Bank Account

PERTARTES v

\ [« | v
‘ L DB Giro Euro
‘ ‘ v CICITLE

+ Confirmation

Payment Method

207
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Your changes were saved

Payment
Date

Click OK

Number of
Documents

QQvwp g

Payment Process Profile

Actions v “ Save H Resume Payment Process || Cancel ‘

i

Ao K AR =

Disbursement Bank Account




=ViSiON anwpr ¢ @

Assign Payment Process Attributes: Actions v ‘ save | Resume Payment Process || Cancel

Assigned Documents 2 Click Cancel

Unassigned Documents 0

Total 2
Document Payable Groups @
View v | Assign at Document Payable Level ‘
Payment Payment Business Unit Payment Method Payment Number of Payment Process Profile Disbursement Bank Account
Currency Date Documents

Click Done

=ViSiON Qaoer @ @

| Done |

Manage Payment Process Requests @ e
lick Done

) Search Advanced | Saved Search | All Payment Process Requests v

Actions v View v [ Detach )
N: " Installments Payments Payment
lame Stage Status Action . Recorded Date
Selected Rejected
B3 Test Terminated No available installments 1017722
B3 Test srini Terminated No available installments 1012122
B Testsri Document validation  Pending action to complete information rec @ 2 10121122
3 TestABC Instaliment selection Pending installments review (-] 5 10129122
3 TestBAC Terminated No available installments 1012922

|

Reviewing And Adding Installments To A Payment Process Request

Navigations: Payables> Payments> Tasks> Manage Payment Process Requests> Actions and
Review Installments> Add Installments> Search> Search and Add to Payment Process
Request>OK>Submit>Done

From home screen, click Payables

]
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O\ Search fo

Good afternoon, System Administrator (Casey
Brown)!

Supply Chain Planning Payables General Accounting Intercompany Accounting
QUICK ACTIONS

v Create Invoice

Click Payables E]

Payables Invoices Payments
Dashboard

;@, Manage Invoices
1 Import Invoices

Validate Invoices

+

@, Initiate Payables Invoice Approval
/ _ Workflow

Click Payments
=VISiON Q

Good afternoon, System Administrator (Casey
Brown)!

Supply Chain Planning Payables General Accounting Intercompany Accounting
QUICK ACTIONS

Bp cestenvoice

Payables Invoices Payments Click Payments
Dashboard

Manage Invoices

;\ Import Invoices

Validate Invoices

_|_

Initiate Payables Invoice Approval
Workflow

Click Tasks

]
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=ViSiON

Overview

4 Payment Process Requests (9

Requiring Attention (1)  Recently Completed (0)  Recently Terminated (5)

Vieww 52

Name P_ending Stage Status Action
Since
Selected

> Aadni Seelam 10011722 Document validation Pending action to complete information rec € 5033

4 Payment Files Requiring Attention

Actions v View v i Detach 1)

Creation Date Status

4 Stop Payment Requests

vewe & Detach

Payment
Number

Payment
Date

Payment

Method Bank Account

Bank Name Payee

Stop Request
Amount Date

Click Manage Payment Process Requests

=ViSiON

Overview

4 Payment Process Requests ()
Click Manage Payment Process Requests

Requiring Attention (1)  Recently Completed (0) ~ Recently Terminated (5)

Vieww §E Detach ) E

Pendin, i | I

Name & 9 Stage Status Action UL
Since

Selected

> Aadhi Seelam 10111722 Document validation Pending action to complete information rec @ 5033

4 Payment Files Requiring Attention

Actions v View v
. | L J

Creation Date

etach )

Status

No results found

4 Stop Payment Requests

View v E¥ = Detach ncel Stop Req d Payment )
Payment Payment Stop Request  Payment
Number Date Amount Date Method Bank Account Bank Name Payee

Enter Details and Hit search

: - paE

Instaliments

Rejected

Payment
Date

10/11/22

Action +
»

Business Unit

yments
« Submit Payment Process Request

Manage Payment Process Requests|

+ Manage Payment Process Request T

« Create Payment

« Manage Payments

« Create Electronic Payment Files

+ Create Printed Payment Files
 Manage Payment Files

« Apply Missing Conversion Rates

+ Create Positive Pay File

+ Send Separate Remittance Advice
+ Create Regulatory Reporting

« Payment File Accompanying Letter
scounting

+ Create Accounting

+ Create Adjustment Journal

* Review Journal Entries

« Payables to Ledger Reconciliation
1yables Periods

+ Manage Accounting Periods

‘ »

]
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=VISION
Manage Payment Process Requests @

4 Search

** Name ‘

Stage ‘

* Status ‘

Actions w View w  F2 &' Detach )

Name

Click Actions and Review Installments

=VISION

Manage Payment Process Requests @

4 Search

** Name ‘ PPR

Stage ‘ v

* Status ‘ v

View v [« Detach

Click Actions and Review Instaliments

Export to Excel

Review Installments

Terminate Request

Click Add Installments

—

Stage

Stage

Terminated
Terminated

Instaliment selection

= Q‘u ‘B}

Advanced | Saved Search ‘ All Payment Process Requests v

** At least one is required

** Payment Date

Days Since Creation ‘

** Creation Date | mid/yy

| search || Reset || s

Enter Details and Hit search

Installments Payments Payment

Recorded Date

Selected  Rejected

| Advanced | saved Search | All Payment Process Requests v

** At least one s required

** Payment Date ‘ midlyy

Days Since Creation ‘

** Creation Date ‘ 1017122

| search || Reset | Save

staus pcton T Paments Payment
Selected Rejected

No available installments 1017122

Failed document validation 2 1017122

Pending installments review (-] 2 10117122

]
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=ViSiON ane R ® @

Review Installments: PPR3214

save | v | submit |[ cancel |
N i Y
Payment Date  10/17/22

Selected (2)  Not Selected (2602)  Conversion Rates

Currency Summary

Payment Currency Instaliments  Unpaid Amount Withheld Tax Discount Payment Amount Interest Total
uUsD 2 79.00 000 0.00 0.00 0.00 0.00
Selected Installments @
vewey X 7 K Detach |  Add Installments
Invoice Payment

Supplier or Party "
. Unpaid . Amount
Click Add Installments Due Date Currency Amount Withheld Tax  Discount Amount Interest ot Interest
JGA 890021 305115 usD 279.00 0.00 ‘ 0.00 -200.00 ‘ 0.00 -200.00
JGA ERS-89005-81169  3/6/15 usD 20000 0.00 000 200.00 000 200.00

Enter above details and click Search

Add Installments x

4 Search IAgvanced ‘ Saved Search ‘AH Due Instaliments v

** At least one is required

Invoice Business Unit v ** Invoice Number ‘ ‘
** Supplier or Party | ABC Consulting v Invoice Currency

Search Results

Vieww 5 ‘ Add to Payment Process Request | s’

Enter above details and click Search

Invoice Supplier or Party Invoice Payment Unpaid Due Date Available Remaining Ne

Business Unit Number Currency Amount Discount  Discount Days Discoul v

»

OK

Click Search and Add to Payment Process Request




Add Instaliments

4 Search

Invoice Business Unit v
** Supplier or Party v

x

Advanced | Saved Search | All Due Instaliments v

** At least one is required

** Invoice Number | 80092
Invoice Currency v

Click Search and Add to Payment Process Request

Search Results

Vieww 7@ | AddtoPayment Process Request | = Detach
Invoice Payment

Invoice N
Business Unit Supplier or Party Number Currency

Click OK

Add Installments

4 Search

Invoice Business Unit
** Supplier or Party

Search Results

View v 77 | AddtoPayment Process Request

Click Submit

Unpaid
Amount

Due Date

*x

Remaining Ne *

Available
Discount  Discount Days Discoul v
»

x

Advanced | Saved Search | All Due Instaliments v

** At least one is required

Invoice Number

Invoice Currency v
| search || Reset | save...

Click OK




=VISiON QAo k@ @

Review Installments: PPR3214 [ save | v ][ submit | cancel |

Payment Date  10/17/22

Selected (2)  Not Selected (2602)  Conversion Rates

Click Submit
Currency Summary
Payment Currency Installments  Unpaid Amount Withheld Tax Discount Payment Amount Interest Total
usb 2 -79.00 0.00 0.00 0.00 0.00 0.00
Selected Installments @
Vieww 3 f§8 5 [ Detach | AddInstallments | View Report
Invoice Payment

Suppleror Party Number Due Date Currency AL::ES::: Withheld Tax Discount Amount Interest withIAr:;‘:r:Z:

JGA 89002-1 3/5/115 usb -279.00 0.00 0.00 -200.00 0.00 -200.00

JGA ERS-89005-81169 3/6/15 usb 200.00 0.00 0.00 200.00 0.00 200.00

Click Done

=VisioN Qawp @ @

Manage Payment Process Requests @ Done
Click Done

b Search Advanced | Saved Search | All Payment Process Requests v

Actions w View v 7 7 Detach )
Installments P ts P t
Name Stage Status Action ayments Payment

Selected Rejected Recorded  Date

=

Reviewing And Accounting For A Payment

Navigation: Payables>Payments>Tasks>Manage Payments>Payment Number and click Search>
Payment Number>Paid Invoices>Paid Invoice hyperlink>OK>Actions and View Accounting>
Actions and click Post to Ledger>Done>Done

From home screen, click Payables

]
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O\ Search for people and actio

Good afternoon, System Administrator (Casey
Brown)!

Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 3
QUICK ACTIONS

v Create Invoice

Click Payables E]

Payables Invoices Payments
Dashboard

[Zp Manage Invoices
1 Import Invoices

Validate Invoices

+

, Initiate Payables Invoice Approval
’ Workflow

Click Payments
Qs

Good afternoon, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 3
QUICK ACTIONS

Create Invoice

Payables Invoices Payments Click Payments
Dashboard

@‘a} Manage Invoices

% Import Invoices

Validate Invoices

_I_

Initiate Payables Invoice Approval
Workfiow

Click Tasks

]
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=ViSiON

Overview
4 Payment Process Requests (9
Requiring Attention (1)  Recently Completed (0)  Recently Terminated (5)
Vewv 3 © WE
" Instaliments
Name :ier::gng Stage Status Action ;:{ement M
Selected Rejected
> Aadhi Seelam 1011122 Document validation Pending action to complete information rec @ 5033 1011122
4 Payment Files Requiring Attention
Actions v View v = Detach )
s ‘
Creation Date Status Action +
»
4 Stop Payment Requests
Vieww T8 5 & Detach
Payment Payment Stop Request  Payment . .
Number Date Amount Date Method Bank Account Bank Name Payee Business Unit

Click Manage Payments

=ViSiON

Overview

7l

4 Payment Process Requests (9
Requiring Attention (2) Recently Completed (0)  Recently Terminated (7)
Veww 2 7 Detach Click Manage Payments E
Pending "l
Name Since Stage Status Action LY
Selected
> Aadni Seelam 1011722 Document validation Pending action to complete information rec @ 5033
» PPR3214 10/17/22 Installment selection Pending installments review ] 1
4 Payment Files Requiring Attention
Actions v View v Detach )
”
Creation Date Status
4 Stop Payment Requests
View v il =4 Detach C
Payment Payment Stop Request Payment
Payment Paym Amount StoP Red Paymen Bank Account  Bank Name Payee

Enter Payment Number and click Search

Payments
« Submit Payment Process Reques

« Manage Payment Process Reque

« Manage Payment Process Reque

« Create Payment

« Create Electronic Payment Files

« Create Printed Payment Files

« Manage Payment Files

« Apply Missing Conversion Rates

+ Create Positive Pay File

« Send Separate Remittance Advict

« Create Regulatory Reporting

- Payment File Accompanying Lettc
Accounting

« Create Accounting

« Create Adjustment Journal

+ Review Joumal Entries

« Payables to Ledger Reconciliatior

Payables Periods
« Manage Accounting Periods




=ViSiON

Manage Payments @
i o A

4 Search ‘Advanced Saved Search | All Payments v

** Supplier o Party | ABC Bank v ** payment Type v‘
** Payment Date | m/dlyy F"o‘ ** Payment Process Request v
** payment Number [mUO—| | R
** Disbursement Bank Account v

** At least one s required

Payment Status > ‘
s Unit v

A Search | Reset ‘save. ‘
—

Enter Payment Number and click Search

Actions w Vieww 4 7 FE 5 [ Detach
Payment Payment Payment . Payment Payment " Remit-to Account .
Number Document Status Reconciled Payee Date Amount Remit-to Address Number Details
10000 Check 1 Negotiable No ABC Bank 8124122 1,095.00 USD 270 Redwood Shores Pkwy, REDWOOD CITY, CA 94065 San Mateo XXXXX1359 E
10001 Check 1 Negotiable No ABC Bank 8124122 1,095.00 USD 270 Redwood Shores Pkwy, REDWOOD CITY, CA 94065 San Mateo XXXXX1359 =]

Click on the appropriate Payment Number hyperlink

=ViSiON

Manage Payments @

J: § PN S i3
b Search ‘ Advanced ‘ Saved Search ‘AH Payments v‘
Actions v View v == B B
Payment Payment Payment . Payment Payment . Remit-to Account .
Number Document Status Reconciled Payee Date Amount Remit-to Address Number Details
10000 Check 1 Negotiable No ABC Bank 8124122 1,095.00 USD 7270 Redwood Shores Pkwy, REDWOOD CITY, CA 94065 San Mateo XXXXX1359 D
Check 1 Negotiable No ABC Bank 8124122 1,095.00 USD 270 Redwood Shores Pkwy, REDWOOD CITY, CA 94065 San Mateo XXXXX1359 D

Click on the appropriate Payment Number hyperlink

Click the Paid Invoices tab

—

]
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=ViSiON

Payment: 10001 @

Payee ABC Bank
Payment Date  8/24/22

Status  Negotiable

Accounting Status  Unaccounted

Reconciled No

Click the Paid Invoices tab

Payment Details

Vieww  FE  Reverse 1add & Detach (D)
Invoice Payment (USD)
Number Type Due Date Discount Amount
Test_Pre Prepayment 812422 0.00 1,095.00
0.00 1,095.00

Payment Reason

Payment Amount

Withheld Amount
Business Unit
Legal Entity

Stop Date

Void Date

Attachments

Payment Reason Comments

US1 Business Unit

US1 Legal Entity

None #=

1,095.00
usD
0.00
usb

L=

Note: Use the Paid Invoices tab to review the paid invoices and drill down to invoice details.

Click the appropriate Paid Invoice hyperlink

=ViSiON

Payment: 10001 @

anwrE @ @

Payee ABC Bank
Payment Date ~ 8124/22
Status  Negotiable
Accounting Status  Unaccounted
Reconciled No

Type Quick

Payment Details  Paid Invoices  History ~ Other

Viewv §2  Reverse ndAdd & Detach (9
Invoice Payment (USD)
Number Type Due Date Discount Amount
Prepayment 8124122 0.00 1,095.00
0.00 1,095.00

Click the appropriate Paid Invoice hyperlink.

Click OK

Payment Reason

218
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ctons v |[oane
s KA EH
1,095.00
Payment Amount
usb
0.00
Withheld Amount
usb

Business Unit  US1 Business Unit
Legal Entity US1 Legal Entity
Stop Date
Void Date

Attachments  None =

Payment Reason Comments




Line * Regime * Tax Name Tax Jurisdiction * Tax Status
<
Totals
Tax charges summary
CITY 3% 30.00
COUNTY 0% 0.00
STATE 6.5% 65.00
Inclusive Tax 0.00
Self-Assessed Tax 0.00

* Rate Name : Line Type Amount
» No shipping and handling.
Items. 1,000.00
Freight 0.00
Miscellaneous 0.00
Tax 95.00
Subtotal 1,095.00
Less Inclusive Prepayments 0.00
°
Remaining Amount
0.00
Invoice Amount 1,095.00
Less Withheld Tax 0.00
Less Exclusive Prepayments 0.00
Less Retainage 0.00
ue 1,095.00

Click Actions and select View Accounting

ViSiON

Payment: 10000 @

Payee ABC Bank

Payment Date  8/24/22

Status  Voided

Accounting Status  Unaccounted

Reconciled No

Type  Quick
Payment Details ~ Paid Invoices  History  Other
Vieww B Reverse  SelectandAdd (& Detach (2
Invoice Payment (USD)

Number Type Due Date Discount
abc_defd Prepayment 812422 0.00
abc_def4 Prepayment 8124122 0.00

0.00

Amount

-1,095.00

1,095.00

0.00

Payment Reason

Click Actions and select View Accounting

Payment Amount

Withheld Amount

Business Unit
Legal Entity
Stop Date
Void Date

Attachments

US1 Business Unit
US1 Legal Entity
10122122

10122/22

None ==

Payment Reason Comments

Postto Ledger

Account in Draft

View Accounting

Click Actions and click Post to Ledger

—

]
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Payment: 10001 @

Payee
Payment Date
Status

Accounting Status

ABC Bank
8124122
Negotiable

Unaccounted

Reconciled No
Type Quick
Payment Details ~ Paid Invoices  History ~ Other
Vieww 8 Reverse anc = Detach (D)
Invoice Payment (USD)
Payment Reason
Number Type Due Date Discount Amount
Test_Pre Prepayment 8124122 0.00 1,095.00
0.00 1,095.00

Click Done

=ViSiON

Payment: 10000 @

Payee
Payment Date
Status

Accounting Status

ABC Bank

8124/22

Voided

Unaccounted

Reconciled No
Type  Quick
Payment Details ~ Paid Invoices  History ~ Other
Viewv 7 R lectand Add [ Detach (D
Invoice Payment (USD)
Payment Reason
Number Type Due Date Discount Amount

Click Done

220
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answ R & @

[#ctons +] | [ene|

Void
Initiate Stop

Payment Amount Reissue

Withheld Amount
Post to Ledger

Click Actions and click Post to Ledger Accountin Draft

View Accounting
op Date

Void Date

Attachments

None =

Payment Reason Comments

QaQw B g

€

Actions w Done ‘

Click Done
1,085.00
Payment Amount
usb
0.00
Withheld Amount
usb

Business Unit US1 Business Unit

Legal Entity US1 Legal Entity
Stop Date 10122122
Void Date  10/22/22

None =

Attachments

Payment Reason Comments




=ViSioN QawR &

‘ Done

Manage Payments @
Click Done

b Search Advanced | Saved Search | All Payments v
Actions v View v == » I & Detach
Payment Payment Payment . Payment Payment . Remit-to Account .
Number Document Status Reconciled Payee Date Amount Remit-to Address Number Details
10000 Check 1 Voided No ABC Bank 8124122 1,095.00 USD 270 Redwood Shores Pkwy, REDWOOD CITY, CA 94065 San Mateo XXXXX1359 j
10001 Check 1 Negotiable No ABC Bank 8124122 1,095.00 USD 270 Redwood Shores Pkwy, REDWOOD CITY, CA 94065 San Mateo XXXXX1359 E

Initiating A Stop Payment
Navigation: Payables>Payments>Tasks>Manage Payments>Payment Number and click Search>
Actions and Initiate Stop>Stop Date and enter Stop Reason>Submit>Done

From home screen, click Payables

=ViSiON Q

Good afternoon, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 3

QUICK ACTIONS

~,4 Create Invoice Click Payables E]

=X Manage Invoices

Payables Invoices Payments
Dashboard

| Import Invoices

Y| Validate Invoices

_I_

=), Initiate Payables Invoice Approval
’ Workflow

Click Payments

]
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Good afternoon, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables General Accounting Intercompany Accounting
QUICK ACTIONS

Create Invoice

=

Payables Invoices Click Payments
Dashboard

Manage Invoices
Import Invoices

Validate Invoices

_I_

Initiate Payables Invoice Approval
Workflow

Click Tasks

ViSiON

Overview

4 Payment Process Requests (9

Requiring Attention (1)  Recently Completed (0)  Recently Terminated (5)

Vewy B Eipeeh © w

" Instaliments
Name :ie"ngng Stage Status Action ;:Lment @
Selected Rejected
> Aadhi Seelam 10111722 Document validation Pending action to complete information rec € 5033 1011122

4 Payment Files Requiring Attention

Actions v Vieww i Detach )

Creation Date Status Action +
»

4 Stop Payment Requests

Veww [ & Detach Cancel Stop Request ~ Void Payment 4)
Payment Payment Stop Request  Payment . _
Number Date Amount Date Method Bank Account Bank Name Payee Business Unit

Click Manage Payments

]
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ViSiON

Overview Payments
+ Submit Payment Process Reques
5 + Manage Payment Process Reque
« Manage Payment P R
4 Payment Process Requests (9 anage Payment Process Reque
« Create Payment
Requiring Attention (2)  Recently Completed (0) ~ Recently Terminated (7)
+ Create Electronic Payment Files
Vieww  FH o7 Detach ) Click Manage Payments El « Create Printed Payment Files
Ol + Manage Payment Files
Pendin ’
Name Shend - stage Status Action MW . apply Missing Conversion Rates
Selected + Create Posilive Pay File
> Aadhi Seclam 1011722 Document validation Pending action to complete information re @ 5033 + Send Separate Remittance Advict
+ Create Regulatory Reporting
» PPR3214 10/17/22 Installment selection Pending instaliments review -] 1
+ Payment File Accompanying Lette
4P t Files Requiring Atienti Accounting
ayment Files Requiring Attention + Create Accounting
. « Create Adjustment Journal
Actons v View v FE 'S)
« Review Joural Entries
£ ‘ « Payables to Ledger Reconciliatior
) Payables Periods
Creation Date Status « Manage Accounting Periods
< »
4 Stop Payment Requests
View v il Ey [« Detach Cancel Stop Request  Void Payment  4)
Payment Payment Stop Request ~ Payment
rayment rayn Amount SroP Red! Paymer Bank Account  Bank Name Payee

Enter Payment Number and click Search

=ViSiON

Manage Payments @

B SR T B

4 Search | Advanced | saved search | All Payments v‘

** Supplier or Party | ABC Bank v ** payment Type ‘ v‘
** Payment Process Request ‘ v

Payment Status ‘ v‘

s Unit | v
ol | search | Reset | sav

) ¥' Save- |

** At least one s required

** Payment Date | m/dlyy

** Payment Number [ 1000 |
** Disbursement Bank Account v

Enter Payment Number and click Search

Actions v Vieww 4 2 F K
Payment Payment Payment " Payment Payment " Remit-to Account .
Number Document Status Reconciled Payee t Amount Remit-to Address Number Details
10000 Check 1 Negotiable No ABC Bank 8124122 1,095.00 USD 270 Redwood Shores Pkwy, REDWOOD CITY, CA 94065 San Mateo XXXXX1359 E
10001 Check 1 Negotiable No ABC Bank 8124122 1,095.00 USD 270 Redwood Shores Pkwy, REDWOOD CITY, CA 94065 San Mateo XXXXX1359 [j

Click Actions and Initiate Stop




ViSiON

Manage Payments

Saved Search l All Payments v ‘

) Search [ Advanced

Create " Payment Payment ” Remit-to Account .
Reconciled Payee Date Amount Remit-to Address Number Details

Void

‘ nitate Stop |

Reissue

1,095.00 USD 7270 Redwood Shores Pkwy, REDWOOD CITY, CA 94065 San Mateo XXXXX1359

Negotiable

Click Actions and Initiate Stop

1,095.00 USD 270 Redwood Shores Pkwy, REDWOOD CITY, CA 94065 San Mateo XXXXX1359

ok 1 Negotiable

Print Remittance
Postto Ledger

Account in Draft
View Accounting

Attachments

Select Stop Date and enter Stop Reason

Select Stop Date and enter Stop Reason

Initiate Stop Payment Request

StopDate | 10118122 [

Stop Reason | Supplier did not receive pay

Click Submit




Initiate Stop Payment Request

Stop Date | 10/18/22 Y

Stop Reason | Supplier did not receive pay

Click Submit

Click Done

=ViSiON

anwie & @

Manage Payments @

bane]

Click Done
& ’ s AP | VA BT
) Search

l Advanced l Saved Search | All Payments v ‘
Actions v Vieww 4 o F[F

=) Detach
Payment Payment Payment . Payment Payment " Remit-to Account .
Number Document Status Reconciled Payee Date Amount Remit-to Address Number Details
10000
10001

Voiding A Payment

Navigation: Payables>Payments>Tasks>Manage Payments>Payment Number and click Search>
Actions and click Void>Submit>Done

From home screen, click Payables
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O\ Search for people and actio

Good afternoon, System Administrator (Casey
Brown)!

Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 3
QUICK ACTIONS

v Create Invoice

Click Payables E]

Payables Invoices Payments
Dashboard

[Zp Manage Invoices
1 Import Invoices

Validate Invoices

+

, Initiate Payables Invoice Approval
’ Workflow

Click Payments
Qs

Good afternoon, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 3
QUICK ACTIONS

Create Invoice

Payables Invoices Payments Click Payments
Dashboard

@‘a} Manage Invoices

% Import Invoices

Validate Invoices

_I_

Initiate Payables Invoice Approval
Workfiow

Click Tasks

]
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=ViSiON

Overview
4 Payment Process Requests (9
Requiring Attention (1)  Recently Completed (0)  Recently Terminated (5)
Vewv 3 © WE
" Instaliments
Name :ier::gng Stage Status Action ;:{ement M
Selected Rejected
> Aadhi Seelam 1011122 Document validation Pending action to complete information rec @ 5033 1011122
4 Payment Files Requiring Attention
Actions v View v = Detach )
s ‘
Creation Date Status Action +
»
4 Stop Payment Requests
Vieww T8 5 & Detach
Payment Payment Stop Request  Payment . .
Number Date Amount Date Method Bank Account Bank Name Payee Business Unit

Click Manage Payments

=ViSiON

Overview

7l

4 Payment Process Requests (9
Requiring Attention (2) Recently Completed (0)  Recently Terminated (7)
Veww 2 7 Detach Click Manage Payments E
Pending "l
Name Since Stage Status Action LY
Selected
> Aadni Seelam 1011722 Document validation Pending action to complete information rec @ 5033
» PPR3214 10/17/22 Installment selection Pending installments review ] 1
4 Payment Files Requiring Attention
Actions v View v Detach )
”
Creation Date Status
4 Stop Payment Requests
View v il =4 Detach C
Payment Payment Stop Request Payment
Payment Paym Amount StoP Red Paymen Bank Account  Bank Name Payee

Enter Payment Number and click Search

Payments
« Submit Payment Process Reques

« Manage Payment Process Reque

« Manage Payment Process Reque

« Create Payment

« Create Electronic Payment Files

« Create Printed Payment Files

« Manage Payment Files

« Apply Missing Conversion Rates

+ Create Positive Pay File

« Send Separate Remittance Advict

« Create Regulatory Reporting

- Payment File Accompanying Lettc
Accounting

« Create Accounting

« Create Adjustment Journal

+ Review Joumal Entries

« Payables to Ledger Reconciliatior

Payables Periods
« Manage Accounting Periods




=ViSiON

Manage Payments @

4 Search
** Supplier o Party | ABC Bank v
** Payment Date | m/d/yy F‘e‘
** Payment Number [ 1000 |
** Disbursement Bank Account v
Actions w Vieww 4 7 FE 5 [ Detach
Payment Payment Payment .
Number Document Status Reconciled Payee
10000 Check 1 Negotiable No ABC Bank
10001 Check 1 Negotiable No ABC Bank

Payment
Date

8124122

8124122

Enter Payment Number and click Search

Payment
Amount

1,095.00 USD

1,095.00 USD

B 5B o

‘Agvancad Saved Search | All Payments V‘

** payment Type ‘ v ‘

** At least one s required

** Payment Process Request ‘ v

Payment Status ‘ v‘

s Unit ‘ v

Remit-to Address

270 Redwood Shores Pkwy, REDWOOD CITY, CA 94065 San Mateo

270 Redwood Shores Pkwy, REDWOOD CITY, CA 94065 San Mateo

w‘ Save. ‘

Remit-to Account

Number Details
XXXXX1359 a
XXXXX1359 =]

Click Actions and click Void

=ViSiON

Manage Payments @

Create

Click Actions and click Void

Initiate Stop

ABC Bank

Reissue ck 1 Negotiable No

Post to Ledger
Account in Draft
View Accounting

Attachments.

Click Submit

Payment
Date

8124122

8124122

—

Payment
Amount

1,095.00 USD

1,095.00 USD

o A

‘ Advanced ‘ Saved Search ‘AH Payments v

Remit-to Address

270 Redwood Shores Pkwy, REDWOOD CITY, CA 94065 San Mateo

270 Redwood Shores Pkwy, REDWOOD CITY, CA 94065 San Mateo

Remit-to Account

Number Details
XXXXX1359 a
XXXXX1359 a

]
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Void Payment x

Void Date (10118122 [

Accounting Date | 10/18/22 G%
Invoice Action | None v

Click Submit

Note: Accept the default void and accounting dates. Use the Invoice Action list to cancel the
invoices, place the invoices on hold, or leave the invoices available for payment

Click Done

=ViSiON Qowr o @

Manage Payments @ Done |

Click Done

) Search [Agvanoed] Saved Search | All Payments v‘

Actions w Vieww o= 7 FE 5 [ Detach

Payment Payment Payment . Payment Payment " Remit-to Account .
Number Document Status Reconciled Payee Date Amount Remit-to Address Number Details
10000
10001

Paying An Invoice During Invoice Inquiry
Navigation: Payables>Payments>Tasks>Create Positive Pay File>Appropriate details>Submit

From home screen, click Payables

—

]
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O\ Search for people and actio

Good afternoon, System Administrator (Casey
Brown)!

Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 3
QUICK ACTIONS

v Create Invoice

Click Payables E]

Payables Invoices Payments
Dashboard

[Zp Manage Invoices
1 Import Invoices

Validate Invoices

+

, Initiate Payables Invoice Approval
’ Workflow

Click Payments
Qs

Good afternoon, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 3
QUICK ACTIONS

Create Invoice

Payables Invoices Payments Click Payments
Dashboard

@‘a} Manage Invoices

% Import Invoices

Validate Invoices

_I_

Initiate Payables Invoice Approval
Workfiow

Click Tasks

]
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=ViSiON

Overview

4 Payment Process Requests (9

Requiring Attention (1)  Recently Completed (0)  Recently Terminated (5)

0

Vieww 52
Name Pending
Since

> Aadhi Seelam 10/11/22

4 Payment Files Requiring Attention

Actions v View v i Detach 1)

4 Stop Payment Requests

Detach

vewy B F

Payment Payment
Number Date

Payment

Method Bank Account

Stop Request
Amount Date

Click Create Positive Pay File

ViSiON

Overview

Stage

Document validation

Bank Name

Status

Pending action to complete information rec

Creation Date

Payee

Instaliments P t I I
Action D:{;"e" LTS
Selected Rejected
-] 5033 10/11/22
Status Action +

»

Business Unit

Payments
« Submit Payment Process Reques

+ Manage Payment Process Reque
« Manage Payment Process Reque
+ Create Payment
+ Manage Payments

« Create Electronic Payment Files
E « Create Printed Payment Files
+ Manage Payment Files
«_ Apply Missing Conversion Rates

Create Positive Pay File

3 « Send Separate Remittance Advict

« Create Regulatory Reporting

« Payment File Accompanying Lette
Accounting

« Create Accounting

+ Create Adjustment Journal

« Review Journal Entries

Enter Appropriate details

231

—

4 Payment Process Requests (2
g Attention (2)  Recently Completed (0) ~ Recently Terminated (7)
Vieww FE 7 Detach )
Pending ! |[|
Name Since Stage Status Action LK
Selected
> Aadni Seelam 10/1/22 Document validation Pending acton to complefl S PN SNEY
> PPR3214 10117122 Instaliment selection Pending installments revi 1
4 Payment Files Requiring Attention
Actions v View v ’%)
s \
Creation Date Status
4 Stop Payment Requests
View v ¥ [ Detach Stof jest  Void Payment 1)
Paymer:t EYI" ent Amount i‘_af Request lPay“rler t Bank Account Bank Name Payee

« Payables to Ledger Reconciliatior

Payables Periods
+ Manage Accounting Periods




=ViSION Qaowr & @

(@ This process will be queued up for submission at position 1

Process Options | | Advanced | | Submit | | Cancel |

Name Create Positive Pay File
Description Creates a positive pay file (] Notify me when this process ends

Schedule As soon as possible Submission Notes.

Basic Options

Parameters

* Payment Process Profile | v Enter Appropriate details
* From Payment Date | 10/18/22 e ‘
To Payment Date | m/dlyy Y ‘

Allow sending replacement copy | No v

* Select Status | Negotiable Payments Only v

Transmit File

Click Submit

=ViSiON covrp e @

(@ This process will be queued up for submission at positon 1
| Process Options | | Advanced | | Submit I‘ Cancel |

Name Create Positive Pay File

Description Creates a positive pay file /| Notify me when this process ends

Schedule As soon as possible ‘Submission Notes

Basic Options

Parameters

* Payment Process Profile ‘ v

o

* From Payment Date ‘ 10/18/22

o

To Payment Date | midyy
* Allow sending replacement copy ‘No v‘

* Select Status ‘ Negotiable Payments Only v

Transmit File

|

Process Payment File And Record Payment Status
Navigation: Payables>Payments>Tasks>Create Printed Payment Files>Appropriate details>
Payment Process Profile and Payment Process Request>Submit

From home screen, click Payables

]
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O\ Search for people and actio

Good afternoon, System Administrator (Casey
Brown)!

Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 3
QUICK ACTIONS

v Create Invoice

Click Payables E]

Payables Invoices Payments
Dashboard

[Zp Manage Invoices
1 Import Invoices

Validate Invoices

+

, Initiate Payables Invoice Approval
’ Workflow

Click Payments
Qs

Good afternoon, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 3
QUICK ACTIONS

Create Invoice

Payables Invoices Payments Click Payments
Dashboard

@‘a} Manage Invoices

% Import Invoices

Validate Invoices

_I_

Initiate Payables Invoice Approval
Workfiow

Click Tasks

]
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=ViSiON

Overview

4 Payment Process Requests (9

Requiring Attention (1)  Recently Completed (0)  Recently Terminated (5)

0

Vieww 52

Instaliments Payment

Date

Stage Status Action

Name P_ending
Since

Selected Rejected

> Aadni Seelam 10011722 Document validation Pending action to complete information rec € 5033 10011722

4 Payment Files Requiring Attention

Actions v View v = Detach )

Creation Date Status Action +
»

4 Stop Payment Requests

Detach

top Req

vewy B F

Payment Payment

Stop Request  Payment . .
Number Date te Bank Account Bank Name Payee Business Unit

Amount p Method

Click Create Printed Payment Files

@

=ViSiON

Overview

Payments
« Submit Payment Process Reques

« Manage Payment Process Reque

.M Payment P R
4 Payment Process Requests (9 anage Payment Frocess Requa
« Create Payment
Requiring Attention (2) ~ Recently Completed (0) ~Recently Terminated (7) + Manage Payments
+_Create Electronic Payment Files
Vieww 51 Detach O « Create Printed Payment Files
« Manage Payment Files
Pendin,
Name Gince 9 Stage Statf LU « Apply Missing Conversion Rates
Click Create Printed Payment Files lected + Create Positive Pay File
> Aadni Seelam 1011722 Document validation Pendig 5033 + Send Separate Remittance Advict
« Create Regulatory Reporting
> PPR3214 10117722 Installment selection Pending installments review © 1
« Payment File Accompanying Lette
4P t Files R Attenti Accounting
ayment Files Requiring Attention + Create Accounting
. « Create Adjustment Journal
Actions v View v Detach )
« Review Joural Entries
P « Payables to Ledger Reconciliatior
Payables Periods
Creation Date Status v !
+ Manage Accounting Periods
L] »
4 Stop Payment Requests
Vieww FE 5 [ Detach el 39}
Payment Payment Stop Request ~ Payment
k,,X,kM MY,, Amount M,E 4 ,,,,ka, Bank Account Bank Name Payee

Enter Appropriate details

]
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Name Create Printed Payment Files
Description Groups payments into payment files. Validates,

Schedule As soon as possible

Basic Options
Parameters

* Disbursement Bank Account ‘BMA—ZB&Q v
comncy [ 7]
Business Unit
Legal Entity | AU Council Legal Entity v}
From Payment Date ‘ 101122 Y
To Payment Date | 10/19/22 [
Payment Process Profile | Bank Transfer Request v \
Payment Process Request ‘ University US 10131/14 v

Administrator Reference ‘ ‘

Comments ‘

* Payment Document ‘ v ‘

* Print Now ‘Yes v ‘

* Printer Name | v

Submission Notes

/' Notify me when this process ends

riOCess UpUoils || Aavancea || supmit | | Lancer

Enter Appropriate details

Click Submit

(@ This process will be queued up for submission at position 1

Name Create Printed Payment Files
Description Groups payments into payment fles. Validates,

Schedule As soon as possible

Basic Options
Parameters

* Disbursement Bank Account | BofA-2869 v
cureney [ ]
Business Unit | AU Council Business Unit v

Legal Entity | AU Council Legal Entity v

From Payment Date ‘ 101122 [

To Payment Date | 10/19/22 [
Payment Process Profile | Bank Transfer Request v
Payment Process Request | University US 10/31/14 v

Administrator Reference ‘ ‘

Comments ‘

Submission Notes

| Notify me when this process ends

Process Options | | Advanced | Iml Cancel

Click Submit

=]

Resolving Payment File Validation Errors

Navigation: Payables>Payments>Tasks>Manage Payments File>Select Status as Failed Validation

and pending action and Hit search>Done

From home screen, click Payables




O\ Search for people and actio

Good afternoon, System Administrator (Casey
Brown)!

Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 3
QUICK ACTIONS

v Create Invoice

Click Payables E]

Payables Invoices Payments
Dashboard

[Zp Manage Invoices
1 Import Invoices

Validate Invoices

+

, Initiate Payables Invoice Approval
’ Workflow

Click Payments
Qs

Good afternoon, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 3
QUICK ACTIONS

Create Invoice

Payables Invoices Payments Click Payments
Dashboard

@‘a} Manage Invoices

% Import Invoices

Validate Invoices

_I_

Initiate Payables Invoice Approval
Workfiow

Click Tasks

]
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=ViSiON

Overview
4 Payment Process Requests (9
Requiring Attention (1)  Recently Completed (0)  Recently Terminated (5)
Vieww 52 Detach )
Name P_ending
Since
»  Aadhi Seelam 10/11/22
4 Payment Files Requiring Attention
Actions v View v i Detach 1)
s
4 Stop Payment Requests
vewwy FF Detach oid Payment )
Payment Payment Stop Request  Payment
Number Date Amount e Method Bank Account

Click Manage Payment Files

=ViSiON

Overview

Instaliments P t I I
Stage Status Action D:{;“e" Ik
Selected Rejected
Document validation Pending action to complete information rec @ 5033 10/11/22
Creation Date Status Action +

Bank Name Payee

4 Payment Process Requests (2
Requiring Attention (2) ~ Recently Completed (0) ~Recently Terminated (7)
Veww 2 7Detach ) EI
Name Pending  gage Status L0}
Since
Selected
Click Manage Payment Files
> Aadhi Seelam 10/1/22 Document validation Pending 5033
> PPR3214 10117122 Instaliment selection Pending installments review © 1
4 Payment Files Requiring Attention
Actions v View v 9}
& ‘
Refe Creation Date Status
4 Stop Payment Requests
Viewv §E [§ [ Detach o 0 ’%)
Payment Payment Stop Request ~ Payment
M.X“kA, m‘! Amount n,,f & . X,w‘ Bank Account Bank Name Payee

Select Status as Failed Validation and pending action and Hit search

—

»

Business Unit

(]

Payments
+ Submit Payment Process Reques
+ Manage Payment Process Reque
+ Manage Payment Process Reque
+ Create Payment
« Manage Payments
+ Create Electronic Payment Files

« Create Printed Payment Files

« Apply Missing Conversion Rates
« Create Positive Pay File
+ Send Separate Remittance Advict
« Create Regulatory Reporting
+ Payment File Accompanying Lette
Accounting
+ Create Accounting
« Create Adjustment Journal
+ Review Joumal Entries
« Payables to Ledger Reconciliatior

Payables Periods
« Manage Accounting Periods

]
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Manage Payment Files

PV SR P .

4 Search Advanced | Saved Search | All Payment Files

** At least one s required
** Reference fie

** Creation Date ‘ midyy Y

** Administrator Reference ** SKatusIFaMed validation and pending action vl

Payment System v

R
Select Status as Failed Validation and pending action and Hit search | Search [ Reset ‘ Save... ‘

Actions w View v

Administrator . . Disbursement Bank  Payment Payment "
Reference Creation Date Status Action 4 ccount System Process Profile Frocessing Type Format

Reference

Note: Review the data after Search

Click Done

=ViSiON Qaw R & @

Manage Payment Files Done |

Click Done
s . . TV EE.
4 Search | Advanced ‘ Saved Search | All Payment Files v
** At least one is required
** Reference ** Creation Date | m/d/yy e
** Administrator Reference ** Status | Failed validation and pending action v]
Payment System v
Search ‘ Reset ‘ Save... ‘
Actions v View v
Administrator . . Disbursement Bank  Payment Payment .
Reference Reference Creation Date Status Action Account System Process Profile Processing Type Format

Transmitting Payment Files Electronically

Navigation: Payables>Payments>Tasks>Create Electronic Payment Files>Disbursement Bank

Account>Business Unit and Legal Entity>From Payment Date and To Payment Date>Payment
Document>Transmit Now>Submit

From home screen, click Payables

—

]
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O\ Search for people and actio

Good afternoon, System Administrator (Casey
Brown)!

Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 3
QUICK ACTIONS

v Create Invoice

Click Payables E]

Payables Invoices Payments
Dashboard

[Zp Manage Invoices
1 Import Invoices

Validate Invoices

+

, Initiate Payables Invoice Approval
’ Workflow

Click Payments
Qs

Good afternoon, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 3
QUICK ACTIONS

Create Invoice

Payables Invoices Payments Click Payments
Dashboard

@‘a} Manage Invoices

% Import Invoices

Validate Invoices

_I_

Initiate Payables Invoice Approval
Workfiow

Click Tasks

]
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=ViSiON

Overview

4 Payment Process Requests (9

Requiring Attention (1)  Recently Completed (0)  Recently Terminated (5)

0

Vieww 52

Name

Pending
Since Stage

> Aadhi Seelam 10/11/22 Document validation

4 Payment Files Requiring Attention

Actions v View v §F =’ Detach

0

4 Stop Payment Requests

vewe & Detach

top Req

Payment
Number

Payment
Date

Payment
Method

Amount g::z Request Bank Account Bank Name

Click Create Electronic Payment Files

=ViSiON

Overview

4 Payment Process Requests (9

Requiring Attention (2) Recently Completed (0) ~ Recently Terminated (7)

Vieww 52 " Detach 1)
Name
22PPR301

b Test

Anj Test2

Anju Test

CMAASK PPR V2

CMAASK PPR V1

Anj Cmaask test

4 Payment Files Requiring Attention

Actions v View v F

0

Select Disbursement Bank Account from dropdown

240

—

Instaliments P t
Status Action i
Selected Rejected
Pending action to complete information rec @ 5033 10/11/22
Creation Date Status Action +

»

Payee Business Unit

Payments
« Submit Payment Process Reques

« Manage Payment Process Reque
« Manage Payment Process Reque
« Create Payment

Manage Payments

Create Electronic Payment Files

Create Electronic Payment Files
Manage Payment Files

Apply Missing Conversion Rates

101722 Failed document validation . Creat Posiive Pay Fie
101722 No available installments + Send Separate Remittance Advic:

« Create Regulatory Reporting
101122 No available installments

« Payment File Accompanying Lette
101122 No available installments '

Accounting

101122 No available installments + Create Accounting

+ Create Adjustment Journal
10/11/22 No available installments « Review Journal Entries
101122 No available installments * Payables to Ledger Reconcilatior

Payables Periods
« Manage Accounting Periods

Creation Date Status




Process Options | Advanced Submit  Cancel

Name Create Electronic Payment Files

Description Groups payments into payment fles. Validates, [] Notify me when this process ends

Schedule As soon as possible ‘Submission Notes ‘

Basic Options
Parameters

Do v |
Currency =
Business Unit \:B Select Disbursement Bank Account from dropdown
FomPaymentoate 10122 fa]
To Payment Date _
Paymentprocessproie [ |v]
PamentProcessRequest | | v
AdministratorReterence ||

Comments

* Transmit Now | Yes v

Select Business Unit and Legal Entity from dropdown

Name Create Electronic Payment Files

Description Groups payments into payment files. Validates, D Notify me when this process ends

Schedule As soon as possible Submission Notes |

Basic Options

Parameters
Disbursement Bank Account | ABN AMRO Euro n
Currency v Select Business Unit and Legal Entity from dropdown
Business Unit | AU Council Business Unit n
Legal Entity [lc\u Council Legal Entity ] v ]

From Payment Date | 10/1/22 e
To Payment Date _
Payment Process Request S

Payment Document

* Transmit Now

Select From Payment Date and To Payment Date from dropdown




Name Create Electronic Payment Files

Description Groups payments into payment files. Validates, [ Notify me when this process ends

Schedule As soon as possible Submission Notes [

Basic Options
Parameters

Disbursement Bank Account | ABN AMRO Euro :
Currency
Business Unit Select From Payment Date and To Payment Date from dropdown
Legal Entity | AU Council Legal Entity v
From Payment Date | 10/1/22 Y
To Payment Date | m/d/yy Y
N
Administrator Reference :

Payment Document

* Transmit Now

Select the Payment Document from dropdown

Name Create Electronic Payment Files

Description Groups payments into payment files. Validates, [ Notify me when this process ends

Schedule As soon as possible Submission Notes ‘

Basic Options
Parameters

Disbursement Bank Account | ABN AMRO Euro

Currency

Business Unit | AU Counci Business Unit n
Legal Entity | AU Council Legal Entity
From Payment Date | 10/1/22 [

To Payment Date | m/dlyy [

L o
]

Payment Process Profile

Payment Process Request

Administrator Reference : Select the Payment Document from dropdown

Comments

Payment Document

* Transmit Now | Yes v 1

Select Transmit Now from dropdown




Name Create Electronic Payment Files
Description Groups payments into payment files. Validates,

Schedule As soon as possible

Basic Options

Parameters
Disbursement Bank Account | ABN AMRO Euro v
Currency v
Business Unit | AU Council Business Unit [v]
Legal Entity | AU Council Legal Entity v/
From Payment Date | 10/1/22 [
To Payment Date | m/dlyy o

Payment Process Profile v
Payment Process Request v ‘

Administrator Reference ‘

Comments

Payment Document

] Notify me when this process ends

Process Options ‘ ‘ Advanced Submit | | Cancel

Submission Notes

Select Transmit Now from dropdown

Click Submit

(@ This process will be queued up for submission at position 1

Name Create Electronic Payment Files
Description Groups payments into payment files. Validates,

Schedule As soon as possible

Basic Options

Parameters
Disbursement Bank Account ‘ABNAMRO Euro v ‘
cumwey [ ¥]
Business Unit | AU Council Business Unit v
Legal Entity | AU Council Legal Entity v ‘
From Payment Date ‘ 101122 e ‘
To Payment Date ‘ midlyy [ ‘

Payment Process Profile v
Payment Process Request [ v ‘

Administrator Reference ‘

—

—_—

Submission Notes

(] Notify me when this process ends

Process Options | Advancod‘ Cancel

Validating Invoices

Navigation: Payables>Invoices>Tasks>Validate Invoices>Business Unit and Ledger>Invoice

Group>Submit

From home screen, click Payables




Click Invoices

=VIiSiON

Click Tasks

O\ Search for people and actio

Good afternoon, System Administrator (Casey
Brown)!

Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 3
QUICK ACTIONS

v Create Invoice

Click Payables E]

Payables Invoices Payments
Dashboard

[Zp Manage Invoices
1 Import Invoices

Validate Invoices

+

, Initiate Payables Invoice Approval
’ Workflow

Q

Good afternoon, System Administrator (Casey
Brown)!

Supply Chain Planning Payables General Accounting Intercompany Accounting
QUICK ACTIONS

Create Invoice

Payables Invoices Payments
Dashboard

[Zh Manage invoices

% Import Invoices

Validate Invoices Click Invoices

_l_

=), Initiate Payables Invoice Approval
&7 workflow

]
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=VIiSION

Invoices @

Scanned Recent 24Hours | | Holds Approval Prepaid

34 validation

- 1 5 Purchasing
0-7 814 15+ 0-30 3160 61+
2 Other
v v v v Il
El
View v B 7 [ Detach c=]
Invoice Number Amount Supplier Supplier Site Validation Status  Invoice Date  Business Unit Creation Date Assignee Identif

»

Click Validate Invoices

=ViSiON

Invoices @

Invoices
+ Create Invoice

+ Create Invoice from Spreadsheet

« Create Recurring Invoices

Scanned Recent 24 Hours Holds Approval Prepaid * Manage Invoices
o « Apply Missing Conversion Rates
34 Validation
0 017 0 2 8 P
- 1 5 Purchasing ! « Initiate Approval Workflow
0-7 814 15+ 0-30 31-60 61+

o) « Import Invoices

2 Other

2 9 q \ « Correct Import Errors
Click Validate Invoices ’
« Import Payment Requests
v v v v hl.
Accounting
Eg « Create Accounting
m B
View v ¥ Er e} Detach « Create Adjustment Journal
Invoice Number Amount Supplier Supplier Site Validation Status  Invoice Date  Business Unit Creation Date Assignee * Review Journal Entries

« Payables to Ledger Reconciliatior

Assets
+ Create Mass Additions

Payables Periods
« Manage Accounting Periods

Select Business Unit and Ledger from dropdown

]
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(@ This process will be queued up for submission at position 1

Process Options

Name Validate Payables Invoices

Description Checks the matching, tax, period status, conver [ Notify me when this process ends

Schedule As soon as possible Submission Notes [

Basic Options
Parameters

Business Unit | US1 Business Unit

* Ledger | US Primary Ledger

Select Business Unit and Ledger from dropdown

*Option |All v

Invoice Group

L.

From Invoice Date | mid/yy fe

To Invoice Date | mid/yy [

Supplier or Party

Pay Group

Invoice Number

Entered By

Maximum Invoices Count

Number of Parallel Processes

L

Select Invoice Group from dropdown

(@ This process will be queued up for submission at position 1

Process Options.

Name Validate Payables Invoices

Description Checks the matching, tax, period status, conver [ Notify me when this process ends

Schedule As soon as possible Submission Notes l

Basic Options
Parameters

Susiness U
* Option
From Invoice Date | m/d/yy fe
O L)
.

Number of Parallel Processes 1

Select Invoice Group from dropdown

Click Submit




@ This process will be queued up for submiss on at position 1

Name Valdats Payables Irvoices
Description Checks the matching, tax_period status, conver.

Schedule As soon as possible

Basic Options

Parameters
Business Unit ‘ US1 Business Unit v ‘
* Ledger ‘ US Primary Ledger v ‘
* Option ‘AH v‘
Invoice Group ‘APPROVAU v ‘
From Invoice Date ‘ midiyy e ‘

To Invoice Date ‘ midiyy Fs‘

Supplier or Party ‘ v ‘
Pay Group ‘ v ‘
Invoice Number ‘ v ‘

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

Submission Notes

W Notify me when this process ends

Process Options  Advanced ‘ ‘ Cancel ‘

=

Inquiring On Invoices

Navigation: Payables>Invoices>Tasks>Manage Invoices>Invoice Number and click Search>
Invoice Number link>Invoice details>Search tab>Invoice Number link>Compare the Invoices by

selecting the data in each tab>Done

From home screen, click Payables

Q St

Good afternoon, System Administrator (Casey

Brown)!

Supply Chain Planning

QUICK ACTIONS

B create invoice

ZE;LE, Manage Invoices

’5 Import Invoices

Validate Invoices

, Initiate Payables Invoice Approval

’ Workflow

Click Invoices

—

General Accounting

Payables

Dashboard

_]_

247
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Invoices

Intercompany Accounting Fixe 3

Payments




Q search fo

Good afternoon, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 3

QUICK ACTIONS

reate Invoice
Payables Invoices Payments
Dashboard

Manage Invoices

% Import Invoices

Validate Invoices

Click Invoices

Initiate Payables Invoice Approval
lorkflow

Click Tasks

=VISION

Invoices @

Scanned Recent 24Hours | | Holds Approval Prepaid

0 0 17 34 vaidation A

Purch
07 814 15+ 15 pushasng 0 0-30 3160 61+
2 Other ()\

v v v v ||| f
El
View v il ¥ & Detach (G|
Invoice Number Amount Supplier Supplier Site Validation Status  Invoice Date  Business Unit Creation Date Assignee Identif :
«

»

=]

Click Manage Invoices

]
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=ViSiON

Invoices @

Scanned

0 0 17

24Hours | | Holds

34 vaiidation
1 5 Purchasing
2 Other

Recent

0

0-7 814 15+

v v
View w B [F = Detach
Invoice Number Amount Supplier Supplier Site

Click Invoice Number and click Search

=ViSiON

Manage Invoices @

Invoices
« Create Invoice

« Create Invoice from Spreadsheet

Create Recurring Invoices

Manage Invoices

‘Apply Missing Conversion Rates

Approval

0

Prepaid

0 2 8

0-30 31-60 61+

« Validate Invoices

Click Manage Invoices

Initiate Approval Workflow
« Import Invoices

Correct Import Errors

Import Payment Requests

Accounting
+ Create Accounting

O ffd om

+ Create Adjustment Journal

Validation Status  Invoice Date  Business Unit Creation Date Assignee * Review Joumal Entries

+ Payables to Ledger Reconciliatior

Assets
« Create Mass Additions

Payables Periods
+ Manage Accounting Periods

Click on Invoice Number link

Search Results
4 Search: Invoice | Advanced | Saved Search | Al nvorces v
** At least one is required
Business Unit ** Supplier or Party Q
t" Invoice Number | 12345678 I ** Supplier Number
Invoice Amount ** Supplier Site v
Invoice Date | midiyy o Click Invoice Number and click Search
Reset ‘ Save. ‘
Actions v Vieww FE 4 B ¥ = Detach | Validate | PayinFull || Approval ¥ || Post ¥
Invoi i Supplier Invoice "
Invoice Number Invoice Date  Creation Date ~ Supplier or Party site Unpaid Amount Amount Applied Prepayments Invoice Type  Notes Validation Status Approval Ste
12345678 10116122 10/16/222:21 ... ABC Consulting ABC US1 12,000.00 USD 12,000.00 000 USD  Standard Not validated Not required
123456789 10116122 10/16/223:13 ... ABC Consulting ABC US1 12,000.00 USD 12,0000 000 USD  Standard Needs revalidation  Not required
1234567890 10116122 10/16/225:39 .. ABC Consulting ABC US1 12,000.00 USD 12,000.00 000 USD  Standard Not validated N
«
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Manage Invoices @

Search Resu;;s
4 Search: Invoice Advanced | Saved Search ‘AH Invoices v
** At least one is required
Business Unit i ** Supplier or Party Q‘
** Invoice Number | 12345678 ** Supplier Number
Invoice Amount ** Supplier Site
Invoice Date | m/dlyy e Taxpayer ID
Search | Reset || save...
Acons v Vieww 7 4 B [ & Detach ‘ Validate H Pay in Full ‘ Approval ‘ v || Post| v
Invoice Number Supplier or Party ::;2”"9' Unpaid Amount A"r‘r“’;"‘f! Applied Prepayments Invoice Type  Notes Validation Status  Approval Ste
12345678 'ABC Consulting ABC US1 12,000.00 USD 12,000.00 000USD  Standard Not validated Not required
1016122 1016122313 . ABC Consuiting ABC US1 12,000.00 USD 12,0000 000USD Standard Needs revalidation  Not required
1234567890 10/16/22 10/16/22 5:39 ABC Consulting ABC US1 12,000.00 USD 12,000.00 0.00 USD Standard Not validated Nj
«

Review Invoice details

=ViSiON

Manage Invoices @

Search Resulis 12345678

Invoice Details A Not validated Actions v ‘ save ‘ ‘ Save and Close ‘ ‘ Cancel |
Invoice Date  10/16/22 Invoice Amount 1200000 USD Business Unit  US1 Business Unit
Invoice Type  Standard Payment Business Unit US1 Business Unit
Applied Prepayments 0,00 USD
Supplier or Party  ABC Consulting Payment Terms  Immediate
Supplier Site  "ABC US1 Unpaid Amount 12,000.00 USD Payment Currency USD
1100 ABERNATHY ROAD, ATLANTA Holds 0
Address i, 0o Attachments  None =
Notes [E*

Lines  Holds and Approvals ~ Payments  Instalments

Review Invoice details

Approval and Notification History

View v ¥ &' Detach

Workflow Type Line Action Action Date Approver Reviewed Amount Comments Hold Reason
No approval or notification history.
Holds @

View v o= il Detach Release Holds

Click Search Results tab
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Manage Invoices @

b N
Search Results  [123456789

4 Search: Invoice ‘ Advanced ‘ Saved Search | Al Invoices v

Click Search Results tab

** At least one is requ

Business Unil

** Supplier or Party ‘ Q

** Invoice Number | 12345678 ** Supplier Number ‘ ‘

Invoice Amount ** Supplier Site ‘ v

Invoice Date | midlyy Y Taxpayer ID ‘ ‘
Search ‘ Reset ‘ Save. ‘
Actions v View v / E 0 5 & Detach | Validate || PayinFull | Approval | v || Post v

Invoi : ! ] Supplier . Invoice " ; .
nvoice Number Invoice Date  Creation Date  Supplier or Party site Unpaid Amount Amount Applied Prepayments Invoice Type  Notes Validation Status  Approval Ste
12345678 10116/22 10/16/22 2:21 ABC Consulting ABC US1 12,000.00 USD  12,000.00 0.00USD Standard Not validated Not required
123456789 10/16/22 10/16/22 3:13 ABC Consulting ABC US1 12,000.00 USD  12,000.00 000 USD Standard Needs revalidation  Not required
1234567890 10/16/22 10/16/22 5:39 ABC Consulting ABC US1 12,000.00 USD  12,000.00 0.00 USD Standard Not validated N

Click Invoice Number link

=ViSiON

Manage Invoices @

Search Results

4 Search: Invoice Advanced | Saved Search ‘AH Invoices v

** At least one is required

Business Unit v ** Supplier or Party Q ‘

** Invoice Number | 12345678

** Supplier Number

Invoice Amount ** Supplier Site

Invoice Date | m/dlyy

Taxpayer ID

[sear] o) [sovec

Actons v Vieww 72 4 B [ [ Detach ‘ Validate || Pay in Full ‘ Approval ‘ v | post| v |
Invoice Number . Supplier or Party  SuPPlier Unpaid Amount V01  Apoiied Prepayments Invoice Type  Notes Validation Status  Approval Ste
Click Invoice Number link Site Amount
'ABC Consuiting ABC US1 12,000.00 USD 12,0000 0.00USD Standard Not validated Not required
123456789 1016122 10116122313 .. ABC Consulting ABC UST 12,000.00 USD 12,000.00 000USD Standard Needs revalidation  Not required
1234567890 1016122 10/16/225:39 .. ABC Consulting ABC US1 12,00000 USD 12,000.00 000USD Standard Not validated N

Compare the Invoices by selecting the data in each tab
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Manage Invoices @

Invoice Details
Invoice Date
Invoice Type
Supplier or Party
Supplier Site

Address

Click Done

=ViSiON

Manage Invoices @

Search Results 123456789 12345678

Compare the Invoices by selecting the data in each tab

10116/22
Standard
ABC Consulting

ABC US1

1100 ABERNATHY ROAD, ATLANTA,
GA-30328

Lines  Holds and Approvals  Payments  Installments

Approval and Notification History

Vieww 2[5 7 Detach

Workflow Type Line Action Action Date Approver
No approval or noification history.
Holds @

View v 4 B [ Detach  Release Holds

Invoice Amount 12,000.00 USD

Applied Prepayments 0.00 USD

Unpaid Amount 12,000.00 USD

Holds

~

Notes EX

Reviewed Amount Comments Hold Reason

Needs revalidation Actions v

Business Unit
Payment Business Unit
Payment Terms
Payment Currency

Attachments

save | | Save and Close || Cancel

US1 Business Unit
US1 Business Unit
Immediate

usD

None ==

123456789

Search Results 12345678

Invoice Details

Invoice Date
Invoice Type
Supplier or Party
Supplier Site

Address

10/16/22
Standard
ABC Consulting

ABC US1

1100 ABERNATHY ROAD, ATLANTA,
GA-30328

Lines  Holds and Approvals  Payments  Installments

Approval and Notification History

Vieww T & Detach

Workflow Type Line Action Action Date Approver
No approval or notification history.
Holds @

View v o 8 [ Detach  Release Holds

Invoice Amount 12,000.00 USD

Applied Prepayments 0.00 USD

Unpaid Amount 12,000.00 USD

Holds 2

Notes [¥

Reviewed Amount Comments Hold Reason

Running The Payables Data Extraction Program
Navigation: Tools>Scheduled Processes>Schedule New Process>Name and click OK>Enter
Request Name, Ledger, Business Unit, Accounting Period from dropdown>Submit>0OK

From home screen, cl

ick Tools

Click Done

Needs revalidation Actions ¥

Business Unit
Payment Business Unit
Payment Terms
Payment Currency

Attachments

Save || Save and Close || Cancel

US1 Business Unit
US1 Business Unit
Immediate

usD

None 4

|

]
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Good afternoon, System Administrator (Casey
BrOWIl) ! Click Tools

¢ Fixed Assets Expenses My Enterprise Tools Configuration Planning and Forecz  §

QUICK ACTIONS

=> Manage Collaboration Messaging
<= History @

/4

Set Preferences Approvals Reports and
Analytics

) {0

Scheduled File Import and Transaction
Processes Export Console

Click Scheduled Processes

Good afternoon, System Administrator (Casey
Brown)!

¢ fixed Assets Expenses My Enterprise Tools Configuration Planning and Forece  §

QUICK ACTIONS

=> Manage Collaboration Messzging

<3 History ‘107

Set Preferences Approvals Reports and
Analytics

& il

Scheduled File Import and Transaction
Processes Export Console

Click Scheduled Processes

=> 2 2]

Click Schedule New Process

—

]
253 |



=ViSION
Overview @

) Search
Search Results ()
View (@) FlatList () Hierarchy

Actions v View Resubmit
Name

Import Payables Invoices Report

Rebuild Learning ltem Stop Word Index

Import Payables Invoices

Rebuild Learning Item Stop Word Index

Click Schedule New Process

Put On Hold

Cancel Process  Release Process ViewLog 4)
Process ID Status Scheduled Time Submission Time
5028934 Succeeded 10/18/22 10:36 AM UTC  10/18/22 10:38 AMUTC =
5028933 Wait 10/18/22 10:40AM UTC  10/18/22 10:35 AM UTC
5028932 Succeeded 10/18/22 10:35AM UTC  10/18/22 10:35 AM UTC
5028931 Succeeded 10/18/22 10:35AM UTC  10/18/22 10:35 AM UTC

Enter Name and click on Down-arrow and hit Search

Enter Name and click on Down-arrow and hit Search

Schedule New Process

Type (@) Job

() Job Set

O

Name

Description

Prepare payables to general ledger

Evaluate Certification Updates

Evaluate Certification Updates: Subprocess

Generate Daily Breakdown of Absence Details

Generate Daily Breakdown of Absence Details: Subprocess
Evaluate Absences

Evaluate Absences: Subprocess

Process Events

Process Events: Subprocess

Migrate Previous Versions of Absence Data

Dependent Job

Kl

Search

Enter the Name again and hit search and then select the appropriate Name and click Ok




Enter the Name again and hit search and then select the appropriate

Search and Select: Name

4 Search

Name | Prepare payable to genral ledger reconciliation

Name Description

Prepare Payables to General Ledger Reconciliation Prepares transaction and

Click OK

Schedule New Process

Type (@) Job () Job Set

Name ‘ Prepare Payables to General Ledger Reconciliation ‘ v l

Description Prepares transaction and accounting information for reconciling Oracle Fusion Payables to Oracle Fusion General

Click OK

Enter Request Name, Ledger, Business Unit, Accounting Period from dropdown




Process Details X

@ This process will be queued up for submission at position 1

Prepare Payables to General Ledger

Name
Reconciliation

Description Prepares transaction and accounting information [ Notify me when this process ends

Schedule As soon as possible Submission Notes. :

Basic Options
Parameters Enter Request Name, Ledger, Business Unit, Accounting Period from dropdown

* Request Name
Business Unit | US1 Business Unit :
* Accounting Period
Include Intercompany Transactions

Include Bills Payable

Account 0 Fitter Conditions Defined &y

Click Submit

Process Details

(@ This process will be queued up for submission at position 1

Process Options Advanced Submit i

Prepare Payables to General Ledger

Name
Reconciliation

Description Prepares transaction and accounting information [ Notify me when this process ends

Basic Options
Parameters

* Request Name | Tes{
* Ledger | US Primary Ledger v
Business Unit | US1 Business Unit
* Accounting Period | Oct-29

Include Intercompany Transactions

(II I

Include Bills Payable

Account 0 Fitter Conditions Defined &

Reviewing The Payables To General Ledger Reconciliation Report
Navigation: Payables>Invoices>Tasks>Payables to Ledger Reconciliation>Ledger>Request
Name>Apply>Done

From home screen, click Payables




Qs

Good afternoon, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 3

UICK ACTIONS APP
g Click Payables

Payables Invoices Payments
Dashboard

E Manage Invoices

% Import Invoices

Validate Invoices

_I_

=), Initiate Payables Invoice Approval
/' Workflow

Click Invoices

=VISION

Good afternoon, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe %
QUICK ACTIONS

E}i Crezte Invoice

Payables Invoices Payments
Dashboard

EJ_?’} Manage Invoices
=] Import Invaices

3 \ali e . 2
¥ Validate Invoice: Click Invoices

_I_

Initiate Payables Invoice Approval

Click Tasks

]
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Invoices @

Scanned Recent 24Hours | Holds
34 Validation
0 017 1o
07 814 15+ 0 urenasing
2 Other
v v
View v B ¥ &7 Detach

Invoice Number

Amount Supplier Supplier Site

Approval

0

Validation Status

Click Payables to Ledger Reconciliation

=ViSiON

Invoices @

Scanned Recent 24 Hours Holds
34 Validation
0 0 17 15 o
0-7 814 15+ 0 urchasing
2 other
S/ v

View v B ¥ [ Detach
ki

Invoice Number Amount Supplier Supplier Site

Approval

0

Validation Status

Prepaid

0 2 8

0-30 31-60 61+

Invoice Date  Business Unit Creation Date

Prepaid

0 28

0-30 31-60 61+

Invoice Date  Business Unit Creation Date

Click Payables to Ledger Reconciliation

Assignee

Assignee

&

Identit -,
»

Invoices
+ Create Invoice

+ Create Invoice from Spreadsheet

« Create Recurring Invoices

« Manage Invoices

« Apply Missing Conversion Rates

+ Validate Invoices

« Initiate Approval Workflow

« Import Invoices

« Correct Import Errors

« Import Payment Requests
Accounting

« Create Accounting

« Create Adjustment Journal

« Payables to Ledger Reconciliation

Assets
+ Create Mass Additions

Payables Periods
« Manage Accounting Periods

<

Select the Ledger from dropdown

—
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Payables to Ledger Reconciliation Report

Select the Ledger from dropdown

*Ledger US Primary Lecy [ Request Name Test

Apply Reset v

4

Data Preparation Attributes

E‘;:’:“im RequestName  Ledger ﬁ:;g:“‘i"“ ::f:llr.::mpany :;‘:;:giai"’ Business Unit Name
Transactions

101822 Test US Primary 126 Yes Yes US1 Business Unit
10:54 AM Ledger
Refresh - Print - Export - Add to Briefing Book
Payables to Ledger Reconciliation Summary

Payables Amount (USD)  Accounting Amount (USD) Difference (USD)
Accounting Begin Balance 0.00
(Non-Payables Begin Balance) 147,596 520,55
Payables Begin Balarce 6,606,81.06 (147,596,520.55) (140,989,629.49)
Invoices 0.00 0.00 0.00
Payments 0.00 0.00
Dranaumants 000 I 000

Select Request Name from dropdown

=VISION
Payables to Ledger Reconciliation Report

Select the Request Name from dropdown

“Ledger US Primary Lecw | Request Name Test

Apply Reset v

4

Data Preparation Attributes

! " Include ]

Extraction Accounting + Include Bills ! .

Dato RequestName  Ledger Period Intercompanya. ¥ gt L L Business Unit Name
Transactions

101822 Test US Primary 1126 Yes Yes US1 Business Unit

1054 AM Ledger

Refresh - Print - Export - Add to Briefing Book

Payables to Ledger Reconciliation Summary

Payables Amount (USD) Accounting Amount (USD) Difference (USD)
Accounting Begin Balance 0.00
(Non-Payables Begin Balance) 147,596,520.55
Payables Begin Balance 6,606,891.06 (147,596,520.55) (140,989,629 49)
Invoices 0.00 0.00 0.00
Payments 0.00 0.00

Click Apply

—
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Payables to Ledger Reconciliation Report

4

“Ledger US Primary Lecw * RequestName Test  w

Apply |Resst ¥
4
. N Click Apply
Data Preparation Attributes
. . Include ;
Extraction Accountin Include Bills ! ;
Tate RequestName  Ledger Porod 9 Intercompany~ o EE Business Unit Name
Transactions
101822 Test US Primary 1426 Yes Yes US1 Business Unt
10:54 AM Ledger
Refresh - Print -Export - Add to Briefing Book
Payables to Ledger Reconciliation Summary
Payables Amount (USD)  Accounting Amount (USD) Difference (USD)
Accounting Begir Balarce 0.00
(Non-Payables Bagin Balance) 147,598,520.55
Fayables Begin Balance 5,606,891.06 (147,596,520.55) (40,989,629.49)

Invoicas 0.00 0.00 0.00
Fayments 0.00 0.00

Note: Use the Payables to Ledger Reconciliation Summary to view payables and accounting
beginning and ending balances as well as summarized accounts payable activity and its
corresponding accounting.

Note: Investigate and correct differences between transactional and accounted amounts. Drill

down on amounts in the Difference columns to display the Differences Details report for that
item.

Click Done

=VISION

Payables to Ledger Reconciliation Report

4

Click Done

*Ledger US Primary Lecy ~ RequestName Test v

Apply Reset v
4

Data Preparation Attributes

! o Include '
Extraction  pequestName  Ledger Accounting  jntercompanya v Include Bills Business Unit Name
a Period ; Payable
Transactions
101822 Test US Primary 1126 Yes Yes US1 Business Unit
1054 AM Ledger

Refresh - Print -Export - Add to Briefing Book

Payables to Ledger Reconciliation Summary

Payables Amount (USD)  Accounting Amount (USD) Difference (USD)
Accounting Begin Balance 0.00
(Non-Payables Begin Balance) 147,596,520.55
Payables Begin Balance 6,606,891.06 (147,596,520.55) (140,989,629.49)

Invoices 0.00 0.00 0.00
Payments 0.00 0.00

Closing A Payables Period

]
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Navigation: Payables>Invoices>Tasks>Manage Accounting Periods>Ledger>Select the
Accounting period which we want to close>Click on Close Period

From home screen, click Payables

=ViSiON

Click Invoices

Click Tasks

Q

Good afternoon, System Administrator (Casey
Brown)!

Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 3

UICK ACTIONS
& Click Payables

Payables Invoices Payments
Dashboard

B createinoice
@> Manage Invoices

% Import Invoices

Validate Invoices

_|_

Initiate Payables Invoice Approval
/" Workflow

Good afternoon, System Administrator (Casey
Brown)!

Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe
‘QUICK ACTIONS

@V Crezte Invoice

Payables Invoices Payments
Dashboard

EJE} Manage Invoices

., =] Import Invoices

E Validate Invoices Click Invoices

_I_

Initiate Payables Invoice Approval
Workflow

]
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Invoices @

Scanned Recent 24Hours | | Holds Approval Prepaid

34 Validation
0 017 0 2 8
(; 8-14 15+ 0 15 Purchasing 0 0-30 31-60 61+

2 Other

v v v v
View v Jii Detach
Invoice Number Amount Supplier Supplier Site Validation Status  Invoice Date  Business Unit Creation Date Assignee

Click Manage Accounting Periods

Scanned Recent 24Hours | | Holds Approval Prepaid

0 017
o 0

0-7 814 15+

34 Vvaidation 02 8

12 Purchasing 0 0-30 3160 61+
Other

v v v v
View v B Ef ' Detach
Invoice Number Amount Supplier Supplier Site Validation Status  Invoice Date  Business Unit Creation Date Assignee

Click Manage Accounting Periods

Click the Ledger hyperlink

= .O/m

" |

&

Identif
»

Create INVolce

Create Invoice from Spreadsheet

« Create Recurring Invoices

+ Manage Invoices

+ Apply Missing Conversion Rates

 Validate Invoices

+ Initate Approval Workflow

+ Import Invoices

+ Correct Import Errors

+ Import Payment Requests
Accounting

+ Create Accounting

+ Create Adjustment Journal

+ Review Joumal Entries

« Payables to Ledger Reconciliatior

Assets
+ Create Mass Additions
Payabl

Period:

]
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Manage Accounting Periods @

Application ‘ Payables v ‘
Actions v View v Fomat v Open Next Period | Close CurrentPeriod | EetVeAS61 401,27 Blo B
Current Period Prior Period Next Period
Ledger av
Name Status Name Status Name Status
AU Council Primary Ledger Oct-22 & Sep-22 5 Nov-22 -
Australia Primary Ledger Oct-22 3 Sep-22 3] Nov-22 |7}
Belgium Primary Ledger Click the Ledger hyperlink [ 09-22 [ 11-22 7
CMAASK IND PL / Sep-22 3 Nov-22 °
CMAASK UK PL 0ct-22 / Sep-22 7 Nov-22 °
Canada Primary Ledger 10-22 7 09-22 &7 122 (7
China Primary Ledger 10-22 B 09-22 B 1122 B
Federal US Primary Ledger Oct-23 / Sep-22 &7 Nov-23 [}
Fin Sves UK Primary ADB Ledger 0Oct-22 ° Sep-22 ° Nov-22 °
Fin Svcs US Primary ADB Ledger Oct-22 ° Sep-22 ° Nov-22 °
Fin Svcs USGAAP INS PL 0Oct-22 ° Sep-22 ° Nov-22
France Primary Ledger 1022 &z 09-22 (73 11-22

Select the Accounting period which we want to close and click on Close Period

=ViSiON

Edit Accounting Period Statuses: AU Council Primary Ledger @

* Lodger ‘ AU Council Primary Ledger Select the Accounting period which we want to close and click on Close Period
Application ~ Payables
Actions w View v Format v Open Period Status | Al
s ‘ midlyyy e ‘ midlyyy:
Accounting Period Period Number Year Start Date End Date Status
Aug-23 2 2024 81123 8/31/23 g -
Jul-23 1 2024 7123 731123 7} ]
Jun-23 12 2023 61123 6/30/23 7
May-23 11 2023 501123 5131123 (7
Apr-23 10 2023 4123 473023 7
Mar-23 9 2023 31123 3031123 [
Feb-23 8 2023 21123 2028123 (73
Jan-23 7 2023 11123 131123 (7
Dec-22 6 2023 121122 12131122 iz
Nov-22 5 2023 11122 1/30/22
EYS 4 2000 10400 100100

Click Done

]
263 |

—



=ViSiON

Edit Accounting Period Statuses: AU Council Primary Ledger @

* Ledger | AU Council Primary Ledger v Latest Open Period  Jul-23 Click Done
Application Payables
Actions v View v Format v status | Al vl ‘ ", Social Wrap
s ‘ ‘ ‘ midlyyy e ‘ midlyyy (e
Accounting Period Period Number Year Start Date End Date Status

Opening A Payables Period
Navigation: Payables>Invoices>Tasks>Manage Accounting Periods>Ledger>Select the
Accounting period which we want to Open and click on Open Period>Done

From home screen, click Payables

=ViSiON Q

Good afternoon, System Administrator (Casey
Brown)!

Supply Chain Planning Payables General Accounting Intercompany Accounting Fixe 3

UICK ACTIONS APP
b Click Payables

Payables Invoices Payments
Dashboard

B createinvoice

@; Manage Invoices

,., =] Import Invoices

Validate Invoices

+

A Initiate Payables Invoice Approval
/" Workflow

Click Invoices

]
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Click Tasks

=ViSiON

Invoices @

Scanned

0 0 17

0-7 814 15+

View v B

Invoice Number

Good afternoon, System Administrator (Casey
Brown)!

¢ Supply Chain Planning Payables

QUICK ACTIONS

@V Crezte Invoice

EJE} Manage Invoices

., =] Import Invoices

©  validate Invoices

iate Payables Invoice Approval
/' Workfiow

Holds Approval

34 Validation

0 15 Purchasing 0
2 Other

v v v

Recent 24 Hours

¥ [& Detach

Amount Supplier Supplier Site Validation Status

General Accounting

Payables Invoices

Dashboard

_I_

Prepaid

0 2 8

0-30 31-60 61+

Invoice Date  Business Unit

Intercompany Accounting

Fixe >

Payments

Click Invoices

&

Identif
»

Creation Date Assignee

=

Click Manage Accounting Periods

—
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Scanned Recent 24Hours | | Holds Approval Prepaid
00 17 34 Vvaidation 02 8
(T? 8-14 15+ 0 1 5 Purehasing O 0-30 31-60 61+ El
2 Other O\
v 4 4 v hl
View v i ¢ & Detach EE
Invoice Number Amount Supplier Supplier Site Validation Status  Invoice Date  Business Unit Creation Date Assignee

Click Manage Accounting Periods

- Create Tvoies
+ Create Invoice from Spreadsheet
+ Create Recurring Invoices

+ Manage Invoices

+ Apply Missing Conversion Rates
 Validate Invoices

+ Iniiate Approval Workflow

+ Import Invoices

« Correct Import Errors

+ Import Payment Requests

Accounting

+ Create Accounting
+ Create Adjustment Journal
+ Review Joumal Entries

+ Payables to Ledger Reconciliatior

Assets

« Create Mass Additions

Payables Periods

Click the Ledger hyperlink

ViSiON

Manage Accounting Periods @

Application ‘ Payables v ‘
Actions v View w Format w  Open Next Period ‘ Close Current Period Effective A;;l"e' 1018122 ol F
Current Period Prior Period Next Period
Ledger av
Name Status Name Status Name Status
AU Council Primary Ledger Oct-22 & Sep-22 5 Nov-22 -
Australia Primary Ledger 3 Sep-22 7] Nov-22 |7}
Belgium Primary Ledger Click the Ledger hyperlink [ 09-22 [ 11-22 7
CMAASK IND PL / Sep-22 3 Nov-22
CMAASK UK PL oct22 / Sep-22 7 Nov-22 °
Canada Primary Ledger 10-22 7 09-22 7 122 (7
China Primary Ledger 10-22 B 09-22 B 1122 B
Federal US Primary Ledger Oct-23 / Sep-22 3 Nov-23 °
Fin Svcs UK Primary ADB Ledger Oct-22 ° Sep-22 ° Nov-22 °
Fin Svcs US Primary ADB Ledger Oct-22 ° Sep-22 ° Nov-22 °
Fin Svcs USGAAP INS PL Oct-22 ° Sep-22 ° Nov-22
France Primary Ledger 1022 (73 09-22 7 11-22

Select the Accounting period which we want to Open and click on Open Period
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Edit Accounting Period Statuses: CMAASK UK PL @

* Ledger ‘ CMAASK UK PL

Application Payables

Actions v View v Format w Open Period | Close Period Status | All

s midlyyy b midlyyy (e
Accounting Period Year Start Date End Date Status
Oct-22 7 2023 1011/22 1031122 7/
Sep-22 6 2023 91122 9/30122 7
Aug-22 5 2023 81122 8/31/22 B
Jul-22 4 2023 7122 7131122 7
Jun-22 3 2023 6/1/22 6/30122 2]
May-22 2 2023 511122 5/31/22 7
Apr-22 1 2023 41122 4130122 2]
Mar-22 12 2022 31122 313122 7

Feb-22 1 2022 21122 2/28/22 2
Jan-22 10 2022 11122 1131122
Docot Y 2022 120404 120191

=ViSiON

Edit Accounting Period Statuses: AU Council Primary Ledger @

lir K A
* Ledger ‘ AU Council Primary Ledger v Latest Open Period  Ju\-23 Click Done
Application Payables
Actions v View v Format v Status | All viv ‘ V7 Social
v ‘ ‘ midlyyy e ‘ midlyyy (e
Accounting Period Period Number Year Start Date End Date Status

Running Standard Reports

Navigation: Tools>Schedule Processes>Schedule New Process>Enter Name and click on Down-
arrow and hit Search>Enter the Name again and hit search and then select the appropriate Name
and click Ok>OK>Enter Appropriate details>Submit

From home screen, click Tools

]
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Good afternoon, System Administrator (Casey
BrOWIl) ! Click Tools

¢ Fixed Assets Expenses My Enterprise Tools Configuration Planning and Forecz  §

QUICK ACTIONS

=> Manage Collaboration Messaging
<= History @

/4

Set Preferences Approvals Reports and
Analytics

) {0

Scheduled File Import and Transaction
Processes Export Console

Click Scheduled Processes

Good afternoon, System Administrator (Casey
Brown)!

¢ fixed Assets Expenses My Enterprise Tools Configuration Planning and Forece  §

QUICK ACTIONS

=> Manage Collaboration Messzging

<3 History ‘107

Set Preferences Approvals Reports and
Analytics

& il

Scheduled File Import and Transaction
Processes Export Console

Click Scheduled Processes

=> 2 2]

Click Schedule New Process

—
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Overview @

) Search

Search Resuits @ Click Schedule New Process

View (@) FlatList () Hierarchy

Actions v View Resubmit PutOnHold Cancel Process
Name

Import Payables Invoices Report

Rebuild Learning ltem Stop Word Index

Import Payables Invoices

Rebuild Learning Item Stop Word Index

Release Process

View Log

0

Process ID Status Scheduled Time Submission Time
5028934 Succeeded 10/18/22 10:36 AM UTC  10/18/22 10:38 AMUTC =
5028933 Wait 10/18/22 10:40AM UTC  10/18/22 10:35 AM UTC
5028932 Succeeded 10/18/22 10:35AM UTC  10/18/22 10:35 AM UTC
5028931 Succeeded 10/18/22 10:35AM UTC  10/18/22 10:35 AM UTC

Schedule New Process

Type (@) Job () Job Set

Enter Name and click on Down-arrow and hit Search

Name

Payables Invoice Aging Report

Description | Evaluate Absences
Evaluate Absences: Subprocess
Evaluate Certification Updates

Evaluate Certification Updates: Subprocess

Generate Daily Breakdown of Absence Details

Generate Daily Breakdown of Absence Details: Subprocess

Initiate Invoice Account Coding Workflow
Initiate Invoice Approval Workfiow

Invoice Documents Recognition Rate Repor

Enter Name and click on Down-arrow and hit Search

Invoice Documents Recoanitia
4

oo ] e

Enter the Name again and hit search and then select the appropriate Name and click Ok




Search and Select: Name

4 Search

Name | payables invoice aging report

Name Description

Payables Invoice Aging Report Lists unpaid invoices acc

Enter the Name again and hit search and then select the appropriate Name and click OK

Click OK

Schedule New Process

Type (8) Job () Job Set

Name [ Payables Invoice Aging Report

Description Lists unpaid invoices according to the specified aging periods

Click OK

Enter Appropriate details




Process Details X

(@ This process will be queued up for submission at position 1

Process Options

Name Payables Invoice Aging Report [] Print output v
Description Lists unpaid invoices according to the specifie. [ Notify me when this process ends
Schadle s soon st swmesontees ||
Basic Options
Parameters

* Business Unit | AU Council Business Unit n
* Sort Invoices By | Trading partner v

* Include Invoice Detail

Enter Appropriate details

* Include Supplier Site Detail

swcorray[ o]
*hangreros

Click Submit

Frocess vetals x

@ This process will be queued up for submission at position 1

l Process Options l [ Advanced l || submit

Name Payabies Invoice Aging Report [] Print output v

Description Lists unpaid invoices according to the specifie. W/ Notify me when this process ends

Basic Options

Parameters

* Business Unit | US1 Business Unit n
* Sort Invoices By | Trading partner v

* Include Invoice Detail

* Include Supplier Site Detail | No

wommanoniowe ||

Note: Follow the same steps for as Payables invoice aging report for the following reports

1. Supplier Balance Aging Report
2. Payables Invoice Register
3. Payables Payment Register




Thank you for reviewing and using our guide; we hope you have found it helpful. If you have any
questions on the content included in this guide, please contact our Training & Learning team at
learn@camptratech.com

Version Revision

History Date Author Changes
Version 1.0 SughaPriya Initial Version
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