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Profile

Profile

Before You Begin This Course

Before you begin this course, you should have the following qualifications:
e Thorough knowledge dflavigating Oracle Applications.

« Working experience with accounts payables.

Prerequisites
None.

How This Course Is Organized

Oracle Payables Release 11 is an instructor-led course featuring lecture and hands-on
exercises. Online demonstrations and written practice sessions reinforce the concepts
and skills introduced.
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Related Publications

Oracle Publications

Title Part Number
Oracle Payables User’s Guide A58473-01
Oracle Payables Technical Reference Guide A58487-01

Additional Publications

» System release bulletins

« Installation and user’s guides

* read.mefiles

* International Oracle User’s Group (IOUG) articles

e Oracle Magazine

» Oracle Applications User’s Group (OAUG) proceedings and articles
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Typographic Conventions

Typographic Conventions

Typographic Conventions Within Text

Convention Object or Term Example

Uppercase Commands, Usethe SELECT command to view
functions, column information stored in the LAST_NAME
names, table column of the EMP table.
names,
schemas

Initial cap Triggers, windows, | Assigh aWhen-Validate-ltem trigger to the
check boxes, ORD block.
buttons Open the Master Schedule window.

Select the Can't Delete Card check box.
Click the Executable button.

Lead cap Graphics labels Customer addressift Oracle Payables)
(unlessthe termis a
proper noun)

Italic Titles of books and| For further information, se@racle7 Server
courses, SQL Language Reference Manual.
emphasized words| po not save changes to the database.
and phrases, Enteruser i d@is. or acl e. com where
variables meruser_ ' - com

user_id is the name of the user.

Bold italic Term that is Thealgorithm inserts the new key.
defined in a
glossary (used only
if there is a
glossary)

Oracle Payables Release 11
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Convention Object or Term Example
Courier, case Filenames, Filename:
sensitive (defaultis | directory names, Locatetheinit. ora file.
lowercase) pathnames, URLS, | pathname:
usernames, user Open c:\ny_docs\ proj ect s first.
input, code output URL:

Gotothe URL: http://ww. or acl e. com

Password:
Useti ger asyour password.

Username:

Logonasscott.

User input:

Enter 300.
Code out put:
The followi ng statement is
di spl ayed:

debug. seti (' 1’ , 300);

Quotation marks

L esson and chapter
titlesin cross-
references,
interface elements
with long names
that have only lead

caps

This subject is covered in Unit I, Lesson 3,
“Working with Objects.”

Select “Include a reusable module
component” and click Finish.

Use the “WHERE clause of query” property

Arrow Menu path Select File—>Save.
Brackets Keycaps Press [Enter].
Plus signs Key combinations|  Press and hold keys simultaneously:
[Control]+[Alternate]+[Delete]
Commas Key sequences Press and release keys one at a time:
[Alternate], [F], [D]
XXVi Oracle Payables Release 11



Typographic Conventions

Typographic Conventions Within Code

Convention Code Example
Uppercase SQL commands | SELECT userid
and functions FROM enp;
Initial cap Oracle Forms For m nodul e: ORD
triggers Trigger level: S ITEM QUANTITY item
Trigger nane Wien-Validate-Item
Lowercase Column names, OG_ACTI VATE_LAYER
table names, (OG_GET_LAYER (’ prod_pie_l ayer’))
filenames, PL/
SQL objects
SELECT | ast _name
FROM s_enp;
DROP USER scott
| DENTI FI ED BY ti ger;
Italic, lowercase Syntax variables | CREATE ROLE rol e

Typographic Conventions in Navigation Paths

This course uses ssimplified navigation paths, such as the following example, to direct
you through Oracle Applications.

Example:

Invoice Batches Summary

(N) Invoice—>Entry—>Invoice Batches Summary (M) Query—>Find
(B) Approve

This simplified path translates to the following:

1 (N) From the Navigator window, select Invoice—>Entry—>Invoice Batches
Summary.

2 (M) From the menu, select Query—>Find.
3 (B) Click the Approve button.
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Release 11



Lesson 1: Introduction to Oracle Payables Release 11

Course Objectives

Course Objectives

After completing this course, you should be able to
do the following:

» Set up and manage suppliers
 Enter, review, and approve invoices

« Pay invoices and reconcile payments to bank
records

« Enter and apply prepayments

 Create journal entries for posting to the general
ledger

» Use advanced features of Oracle Payables

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Product Integration

Product Integration

Product Integration

o fe o

Oracle Human Oracle Projects Oracle Cash
Resources + Management
’

Oracle Oracle Payables Oracle EDI
Workflow
e |@ e

Oracle Oracle Oracle
Purchasing Assets General Ledger

ORACLE"

Copyright O Oracle Corporation, 1999. All rights reserved.

Oracle Payables Integration

Oracle Payables fully integrates with:

* Oracle Human Resources

* Oracle Projects

* Oracle Cash Management

e Oracle EDI

* Oracle General Ledger and other general ledger systems
* Oracle Assets and other fixed assets systems

* Oracle Purchasing and other purchasing systems

* Oracle Workflow

Oracle Payables Release 11 1-3



Lesson 1: Introduction to Oracle Payables Release 11

Agenda

 Unit I: Suppliers
Unit II: Invoices

Unit lll: Invoice Payments
Unit IV: Taxes and Freight

Unit V: Reporting, Accounting, and Auditing
Functions

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Course Overview

Course Overview

Oracle Payables Overview

Enter supplier Enter invoice Approve invoice
f—-m .
I, LA,
Create PO

Pay invoice

Match to PO T l
?/
Create journal entries \

Enter requisition

-l
-

\J

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Overview

Oracle Payables is a high-productivity accounting solution that helps you maintain
strong financia controls. You can maximize supplier discounts, prevent duplicate
payments, and pay for only the goods and services you order and receive.

Oracle Payables helps you resolve business issues quickly by providing accurate
responses to your inquiries.
Oracle Payables contains four major processes.

« Setup Suppliers: Before entering invoices for a new supplier (vendor), you need
to setup the supplier in Oracle Payables or Oracle Purchasing.

« Enter and approve invoices: You can enter and approve invoices individually or
in batches.

« Pay invoices: You can also pay approved invoices individually or in batches by
check or electronically.

» Post transactions to the general ledger: You can transfer the invoice and
payment accounting distributions and audit information to the general ledger
interface. You can then use your general ledger system to import this
information and create journal entries
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Tracing the Flow of Default Values

Flow of Default Values

Financials
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Invoice distribution line Invoice payment schedule line
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Overview

Oracle Payables contains a hierarchy of options and defaults to expedite and control
data entry. Options and defaults set at one level automatically cascade down to all
lower levelsin the hierarchy. Although you need to define these options and
defaults only once, you can update them at any time to change controls and defaults
for future transactions.

You can override options and defaults at lower levelsin the hierarchy.
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Lesson 2: Unit | Introduction

Unit Objectives

Unit Objectives

After completing this unit, you should be able to do
the following:

« Set up new suppliers

« Set up employees as suppliers

» Respond to supplier and supplier site inquiries
« Select supplier reports

» Merge suppliers

ORACLE"

Copyright O Oracle Corporation, 1999. All rights reserved.

2-2 Oracle Payables Release 11



Setting Up Suppliers

Setting Up Suppliers

Suppliers: Overview

Enter supplier Enter invoice Approve invoice
- -
> | >

Create PO Pay invoice

Match to PO T l

\ ?/
T Create journal entries

Enter requisition

ORACLE"
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Overview

e Set up suppliers in the Suppliers windows to record information about
individuals and companies from whom you purchase goods and services.

* When you enter a supplier that does business from multiple locations, you store
supplier information only once, and you enter supplier sites for each location.

* Most supplier information automatically defaults to all supplier sites. However,
you can override these defaults and enter unique information for each site.

* When you enter a supplier, you can also record information for your own
reference, such as the names of contacts or the name of the supplier’s parent
company if the supplier is a franchise or subsidiary. The parent company must
also be defined as a supplier in the system.
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Using Supplier Information

Suppliers: Integration

o e o

Oracle Human Oracle Projects Oracle Cash
Resources Management

=
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Oracle Oracle Oracle
Purchasing Assets General Ledger

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

How Oracle Products Use Supplier Information

Three Oracle financia applications use the Supplier windows:. Oracle Payables,
Oracle Purchasing, and Oracle Assets. If you use more than one of these products,
supplier information is shared with the other products.

To enter a purchase order, Oracle Purchasing needs at least one purchasing site.

Oracle Purchasing uses supplier and supplier siteinformation to enter default values

such as freight terms and shipment method for all of the supplier’s purchase orders.
By defining receiving control options, you can ensure that products you receive are
within the tolerance you specify and the guidelines you choose.

Oracle Assets uses only the supplier name, supplier number, and inactive date
information from the Supplier windows.

By enabling the Create Employee as Supplier Payables option when you import the
employee’s expenses from Oracle Projects, Oracle Payables creates a supplier site
with the appropriate address depending on the information you entered in the Enter
Person window of Oracle Human Resources.
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Lesson 3: Setting Up Suppliers

Objectives

Objectives

After completing this lesson, you should be able to
do the following:

 Enter supplier information

 Enter supplier site information

» Enter employees as suppliers

» Review supplier information online
» Change supplier information

Add or change supplier sites

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Tracing the Flow of Default Values

Flow of Default Values
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Supplier
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Overview

Oracle Payables contains a hierarchy of options and defaults to expedite and control
data entry. Options and defaults set at one level automatically cascade down to all
lower levelsin the hierarchy. Although you need to define these options and
defaults only once, you can update them at any time to change controls and defaults
for future transactions. You can override options and defaults at lower levelsin the
hierarchy.
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Setting Up Suppliers and Supplier Sites

Supplier and Supplier Site Settings
Supplier
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Tokyo Paris New York
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Purchasing site Purchasing site Pay site
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| “
Contacts Contacts Contacts
ORACLES
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Overview

* For every supplier, you can create an unlimited number of sites with different
addresses and contacts. For example, for a single supplier, you can buy from
several different sites and send the payments to only one site.

* You can designate supplier sites as one of the following types:

- Pay Site: You can only enter an invoice for a supplier site that is designated
as Pay Site.

- Purchasing Site: You can only create purchase orders in a Purchasing Site.
- RFQ Only Site: In Oracle Purchasing you can only create request for

quotations from a Request For Quotations (RFQ) Only Site. You cannot
create purchase orders in an RFQ Only Site.
» For every supplier site, you can enter contact information (name, address, and
telephone number) specific to that site. Contact information is for your reference
only and is not used by the system.
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Avoiding Duplicate Suppliers

Avoiding Duplicate Suppliers

Before setting up a new supplier in the Suppliers
window, verify that the supplier does not already exist
in the system.

To verify that there are no duplicate suppliers in the
system, periodically submit the following reports:

 Suppliers
 Supplier Audit

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Overview

Before setting up a new supplier, verify that the supplier does not already exist in
the system. The verification eliminates the possibility of having duplicate suppliers
and invoicesin the system and improves the system performance.

« Perform a Find or Query on the supplier name.
e Submit a Suppliers Report.

e Submit a Supplier Audit Report to obtain a listing of suppliers whose names are
the same up to a specific number of characters.

e Compare the supplier name with the names on these reports to ensure that the
supplier does not already exist in the system.
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Entering Basic Supplier Information

Eg_;,gﬁuppliem Summary [Vision Operations]

Action Edit Query Go Folder Special Help
=l
Supplier Marme Murnber Taxpayer 1D Tax Registration Mum  Terms
;‘.|Advanced Network Devices ||1I]13 || || ||Immediate
‘ >
Hew | Open

Suppliers Summary
(N) Suppliers—>Entry

How to Enter Basic Supplier Information

1 After verifying that a supplier does not already exist, set up a new supplier with
a unique name in the Suppliers Summary or the Suppliers window. Use a
naming convention to prevent future duplications (for example, Oracle
Corporation, not Oracle Corp.).

2 If you do not enable the Automatic Supplier Numbering option in the Financials
Options window, enter a unique supplier number.

3 Optionally, enter the Taxpayer ID, usually the tax identification number (TIN)
for a company or the social security number for an individual.

4 If you are entering a value-added tax (VAT) supplier, optionally enter the VAT
registration number in the Tax Registration Num field.

5 In the Terms field, select the term you want to assign to the supplier.
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Eg_;,gﬁuppliem Summary [Vision Operations]

Action Edit Query Go Folder Special Help
2l
Inactive After Supplier Type Ernployes Marme Ernployes Mumber One Tirme [ ]
;‘. || ||Manufacturing || || | [ L|
T[]
T[]
T[]
- [
T[]
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T[]
T[]
= O[]
Kl [»|
Hew | Open

How to Enter Basic Supplier Information (continued)

6 To prevent invoice or purchase order entry for this supplier after a certain date,
enter the inactive date in the Inactive After field.

7 Select asupplier type from the Supplier Type list of valuesto group the supplier
for reporting purposes. If you are entering an employee as a supplier, you must
select Employeein thisfield.

8 If you do not expect to do repeat business with a supplier, select the One Time
check box.
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Entering Detailed Supplier Information

Eg_;,gﬁuppliem [¥izion Operations]
Action Edit Query Go Folder Special Help

Supplier Mame ”ﬂduanced Hetwork Devices

Alternate Mame |AND

Taxpayer ID

Inactive After

Classification -

MNumber [1013

Tax Registration Nurmber
[

Type |Manufacturing

Emplayee Mame

[ One Time

sic [3600

Winority Cwened |

[ Small Business
[~ WWarnan Owned

Suppliers: Classification Region
(N) Suppliers—>Entry (B) Open

How to Enter Supplier Information in the Classification Region
Except for Type and Employee name, classification information is not used by the

system and is for your reference only.

In the United States, customers often use this region to classify their suppliers for
government reporting purposes. For example, some customers receive certain
government contracts only if a percentage of their suppliers are classified in certain

categories.

1 In the SIC field, enter the standard industry code (SIC) for your supplier.
2 In the Minority Owned field, select the type of minority-owned business from

the list of values.

3 If you want to track business with small companies, select the Small Business

check box.

4 If you want to track business with companies owned by women, select the

Woman Owned check box.
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Eg_;,gﬁuppliem [¥izion Operations]
Action Edit Query Go Folder Special Help

Supplier Mame |Advanced Network Devices Number
Alternate Marme |AND
Taxpayer D Tax Registration Number
Inactive After [ :|]

Parent Supplier Mame | Mumber

Customer Mumber |1354?4

Suppliers: General Region
(N) Suppliers—>Entry (B) Open

How to Enter Supplier Information in the General Region
Define parent/subsidiary relationships in the General region.

1 In the Parent Supplier Name field, enter the name of the supplier’s parent
company if the supplier is a franchise or subsidiary. The parent company must
be defined as a supplier in the system first.

In the Number field, the system displays the parent supplier number.

2 In the Customer Number field, enter the number that your supplier uses to
identify your company or organization. This number appears on the Oracle
Purchasing standard purchase orders.
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Eg_;,gﬁuppliem [¥izion Operations]

Action Edit Query Go Folder Special Help
Supplier Mame |Advanced Network Devices Murnber |1013
Alternate MName |AND
Taxpayer D Tax Registration Number
Inactive After [ :|]
Bank Accounts -
Primary — Effective Dates
Marme Murnber Cur From To
=l A
r
-
= I
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Murnber Murnber

Suppliers: Bank Accounts Region
(N) Suppliers—>Entry (B) Open

How to Enter Supplier Information in the Bank Accounts Region

Use the Bank Accounts region to record the supplier bank accounts information that
you use for making electronic payment transactions.

Prerequisite: In the Bank Accounts window, define the bank accounts for which
your supplier is the account holder.

1 In the Name field, select the name of the bank account.
In the Number field, Oracle Payables displays the bank account number.
In the Cur field, Oracle Payables displays the currency for the bank account.

2 Select the Primary check box if you want to use this bank account as a default
when you pay this supplier electronically.

3 In the Effective Dates From and To fields, enter dates to limit the time during
which a supplier site uses this bank account as the primary bank account for
receiving electronic payments.

Oracle Payables displays the supplier’s bank and branch information in the
Bank and Branch fields.
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Eg_;,gﬁuppliem [¥izion Operations]
Action Edit Query Go Folder Special Help

Supplier Mame |Advanced Network Devices Murnber |1013
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Taxpayer D Tax Registration Number
Inactive After [ :|]
Invoice Tax -

Inwoice Tax Name
Offset Tax MName

Automatic Calculation
Calculation Level |Line |,|
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Rounding Rule |N3?1"35t |v|

[ Distribution Amounts Include Tax

Suppliers: Invoice Tax Region
(N) Suppliers—>Entry (B) Open

How to Enter Supplier Information in the Invoice Tax Region

1 In the Invoice Tax Name field, select the tax name that represents the tax
charges you generally receive on invoices from the supplier.

2 In the Offset Tax Name field, select a tax name that is used in conjunction with a
value added taxes (VAT) invoice tax name for reporting intra-EU VAT charges.
on invoices.

Note: If you use the Multiple Organization feature, you can enter values in the
Invoice Tax Name and Offset Tax Name fields only at the supplier site level.

3 Select the appropriate Calculation Level at which you want Oracle Payables to
automatically calculate taxes.

- Header: Automatically create tax distributions based on the invoice amount
and tax name.

- Line: Automatically create tax distributions based on the distribution
amount, tax name.

4 Select the Allow Calculation Level Override check box if you want to allow
updates of the default value of the Calculation Level option for the supplier
sites.

Oracle Payables Release 11 3-11



Lesson 3: Setting Up Suppliers

Eg_;,gﬁuppliem [¥izion Operations]
Action Edit Query Go Folder Special Help

Supplier Mame |Advanced Network Devices Murnber |1013
Alternate Marme |AND
Taxpayer D Tax Registration Number
Inactive After [ :|]
Invoice Tax -

Inwoice Tax Name
Offset Tax MName

Automatic Calculation
Calculation Level |Line |,|
[ &llow Caleulation Level Cverride:

Rounding Rule |N3?1"35t |v|

[ Distribution Amounts Include Tax

How to Enter Supplier Information in the Invoice Tax Region (continued)

5 Inthe Rounding Rulefield, select the method that you want the system to useto
round the tax amount. You can select Up to round up, or round Down to round
down, or round Nearest to round to the nearest.

6 Select the Distribution Amounts Include Tax check box, if you have selected
Line asyour Calculation Level, and if you want Oracle Payables to make an
inclusive tax calculation where the cal culated tax amount is subtracted from the
item distribution lines.
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E;a Suppliers [Vizion Operations]
Action Edit Query Go Folder Special Help
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Reportable
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Suppliers: Tax Reporting Region
(N) Suppliers—>Entry (B) Open

How to Enter Supplier Information in the Tax Reporting Region

1 Identify a supplier as Federal and State reportable by selecting the appropriate
check box.

2 In the Income Tax Type field, select the appropriate tax type for the supplier.

In the Reporting Site field, Oracle Payables displays the supplier site that you
chose as the income tax reporting site. For income tax reporting purposes,
Oracle Payables requires a tax reporting site for each 1099 supplier. You can
only choose one supplier site as the income tax reporting site for a supplier.

3 Reporting Name: This field is required only if the tax reporting name for the
supplier differs from the supplier name. Oracle Payables prints this name,
instead of the supplier name, on all 1099 reports for the supplier.

4 Name Control: Enter the first four characters of the last name of the 1099
supplier in this field. Oracle Payables displays the Name Control you enter here
when you create the 1099 Tape for federally reportable suppliers.
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3 Suppliers [Vision Dperations)
Action Edit Query Go Folder Special Help
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How to Enter Supplier Information in the Tax Reporting Region
(continued)

5 Inthe Verification Date field, enter the date on which you received tax
verification from the supplier. In Oracle Payables you can submit Tax
Information Verification Lettersfor your suppliers. Oracle Payables preventsthe
generation of any further letters to a supplier after the verification date.

6 In the Organization Type field, select the type of organization for this supplier.
The United States Internal Revenue Service (IRS) requires thisinformation if
you use magnetic mediato file your 1099 tax information.
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Eg_;gﬁuppliem [Vizion Operations)
Action Edit GQuery Go Folder Special Help
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Suppliers: Control Region
(N) Suppliers—>Entry (B) Open

How to Enter Supplier Information in the Control Region

You can prevent payment of multiple supplier invoices by applying a hold to the
supplier rather than on each individual invoice. There are several types of supplier
related holds that you can select for a supplier.

1 Invoice Amount Limit: If you enter an invoice that exceeds the invoice amount
limit specified in this field, Oracle Payables applies an Amount hold to the
invoice during approval.

2 By selecting the Hold All Payments check box, you prevent the supplier from
being selected for payment during a payment batch or for a Quick payment.

3 By selecting the Hold Unmatched Invoices check box, you do not match an
invoice to a purchase order (and instead enter distributions manually or with a
distribution set), Oracle Payables places a Matching Required hold on the
invoice during approval.

4 By selecting the Hold Future Invoices check box, Oracle Payables automatically
applies a Supplier hold to all new invoices entered for the supplier. However,
you can pay invoices that were entered before selecting this option.

5 In the Hold Reason field, specify the reason that you are applying an invoice
hold to invoices.
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Eg_;,gﬁuppliem [¥izion Operations]
Action Edit Query Go Folder Special Help

Supplier Mame |Advanced Network Devices Number
Alternate Marme |AND
Taxpayer D Tax Registration Number :I
Inactive After [ :|]

Terms (Immediate Invoice Currency
PayGraup |Priority Payrment Currency
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Pay Date Basis |Discount +| [T Exclude Freight From Discount
Payrent hethad |Check v T Allow Interest Invoices
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Suppliers: Payment Region
(N) Suppliers—>Entry (B) Open

How to Enter Supplier Information in the Payment Region

The defaults in the Payment region come from the defaults that you enter in the
Financials Options window, except for the default for Pay Group, which comes
from the Payables Options window.

1 In the Terms field, select a payment term for the supplier. Oracle Payables uses
payment terms to calculate due dates, discount dates, and discount amounts for
each invoice.

2 In the Pay Group field, assign a Pay Group to the supplier. When you create a
payment batch, you can choose a Pay Group to pay a category of suppliers or
invoices at the same time.

3 In the Payment Priority field, enter a number, between 1 (high) and 99 (low),
that represents the priority of payment.

4 In the Invoice Currency field, select the invoice currency for the supplier. The
invoice currency is used as a default for the Purchasing documents and Oracle
Payables transactions that you enter for a supplier.
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Eg_;,gﬁuppliem [¥izion Operations]
Action Edit Query Go Folder Special Help

Supplier Mame |Advanced Network Devices Number
Alternate Marme |AND
Taxpayer D Tax Registration Number
Inactive After [ :|]

Terms (Immediate Invoice Currency
PayGraup |Priority Payrment Currency
Payment Priority u
Terms Date Basis (Invoice +| [ Always Take Discount
Pay Date Basis |Discount +| [T Exclude Freight From Discount
Payrent hethad |Check v T Allow Interest Invoices
[T Pay Alone

How to Enter Supplier Information in the Payment Region (continued)

5 Inthe Terms Date Basis field, select the date from which Oracle Payables
calculates a scheduled payment for a supplier.

- If you select Current, when you enter invoices, Oracle Payables defaults the
current date as the terms date.

- If you select Goods Received, when you enter invoices, Oracle Payables
prompts you to enter the date on which you received the goods for an
invoice as the terms date.

- If you select Invoice, when you enter invoices, Oracle Payables defaults the
Invoice date as the terms date.

- If you select Invoice Received, when you enter invoices, Oracle Payables
prompts you to enter the date on which you received an invoice as the terms
date.

6 Inthe Pay Date Basisfield, select Due or Discount as the pay date basis for the
supplier. The pay date basis determines the pay date for the supplier’s invoices.
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Eg_;,gﬁuppliem [¥izion Operations]

Action Edit Query Go Folder Special Help

Supplier Mame |Advanced Network Devices Number
Alternate Marme |AND
Taxpayer D Tax Registration Number :I
Inactive After [ :|]

Terms (Immediate Invoice Currency
PayGraup |Priority Payrment Currency
Payment Priority u
Terms Date Basis (Invoice +| [ Always Take Discount
Pay Date Basis |Discount +| [T Exclude Freight From Discount
Payrent hethad |Check v T Allow Interest Invoices
[T Pay Alone

How to Enter Supplier Information in the Payment Region (continued)

7 In the Payment Method field, select the method you use most frequently to pay
the supplier’s invoices:

- If you select Check, you can pay with a manual payment, a Quick payment,
or in a payment batch.

- If you select Electronic, you pay electronic payments either through the EDI
Gateway or by delivering a payment batch file to your bank.

- If you select Wire, you can manually record an external wire transfer of
funds between your bank and your supplier’s bank.

- If you select Clearing, you can record invoice payments to internal
suppliers.

- If you select Future Dated, you can create payments with a future date that
instructs your bank when to disburse funds to your supplier’s bank (for
example, a bill of exchange).

- If you select Manual Future Dated, you can disburse funds to a supplier who
sends an invoice with a payment notice attached. You approve the supplier’s
payment notice, which includes a future payment date, and send it to your
bank.
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Eg_;,gﬁuppliem [¥izion Operations]
Action Edit Query Go Folder Special Help
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Terms (Immediate Invoice Currency
PayGraup |Priority Payrment Currency
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[T Pay Alone

How to Enter Supplier Information in the Payment Region (continued)

8 Inthelnvoice Currency field, select the default currency for all supplier
Invoices.

9 In the Payment Currency field, select the default currency for paymentsto the
supplier.
10 Always Take Discount: Select this option to have Oracle Payables aways take
the available discount for a supplier, regardless of when you pay the invoice.

11 Exclude Freight From Discount: If this option is selected, Oracle Payables
automatically subtracts the freight amount from the invoice amount when
calculating the invoice amount subject to discount.

12 Allow Interest Invoices: If you select this option, Oracle Payables calculates
interest for the supplier’s overdue invoices and creates corresponding interest
invoices when you pay the overdue invoices. You can select this option, if you
have already selected the Allow Interest Invoices check box in the Payables
Options window.

13 Pay Alone: If you select this option, Oracle Payables creates a separate payment
for each invoice. If the Pay Alone option is not selected, all invoices for the
same supplier site are paid on a single payment.
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Eg_;,gﬁuppliem [¥izion Operations]
Action Edit Query Go Folder Special Help
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How to Enter Supplier Information in the Electronic Data Interchange
Region
This region is accessible only when you select Electronic as the payment method in
the Payment Region of this window.
1 In the Payment Method field, indicate how the electronic payment is to be made.
2 In the Payment Format field, indicate the type of information that is transmitted
with the funds if the Payment Method is ACH.
3 In the Remittance Method field, indicate which party is responsible for sending
the remittance advice to the payee.

4 In the Remittance Instruction field, you can enter the specific wire or other
electronic payment instructions for an intermediary or recipient financial
institution.

5 In the Transaction Handling field, select one of standard EDI transaction codes.
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Eg_;,gﬁuppliem [¥izion Operations]
Action Edit Query Go Folder Special Help
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Suppliers: Withholding Tax Region
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How to Enter Supplier Information in the Withholding Tax Region

Use this region to enter withholding tax information for a supplier and supplier site.
You have access to this region only if you selected the Use Withholding Tax check
box in the Payables Option window. The options that you select for a supplier
default to the new supplier sites that you enter and then default to invoices that you
enter for the site.

1 Select the Allow Withholding Tax check box to allow withholding taxes for the
supplier and supplier site. If you do not allow withholding tax for a supplier, you
cannot allow withholding tax for any of the supplier’s sites. As a result, you
cannot withhold taxes for any invoices entered for this supplier site.

2 In the Withholding Tax Group field, select a default withholding tax group to
assign to all invoices for the supplier site.

Oracle Payables Release 11 3-21



Lesson 3: Setting Up Suppliers

Entering Information at the Supplier Site Level

Supplier Information

Oracle Payables Supplier Information
Information Enter at Enter at
Type Supplier Supplier Site
Purchasing Yes Yes
Receiving Yes No
Payment Yes Yes
Control Yes Yes
Bank Yes Yes
Accounting No Yes
Tax Yes Yes
Classification Yes No
General Yes No
Withholding Tax Yes Yes
Sites Yes No

ORACLE"
Copyright O Oracle Corporation, 1999. All rights reserved.

Overview

Except for Receiving, Classification, General, and Sites categories, all categories of
information that are entered at the supplier level can also be entered at the supplier
sitelevel. The information that you enter at the supplier level cascades down to all

supplier sites. Note that Accounting information is entered only at the supplier site
level.
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Entering Basic Supplier Site Information

Eg_;,gﬁuppliem [¥izion Operations]
Action Edit Query Go Folder Special Help

Supplier Name |Advanced Network Devices Mumber
Alternate Mame |AND
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Suppliers: Sites Region
(N) Suppliers—>Entry (B) New

How to Enter Basic Supplier Site Information

1 Enter the supplier site names. To distinguish between a supplier’s sites, the site
names should be unique (for example, city name or branch name). The site
name is for your reference when you select a supplier site from a list of values
during transaction entry and will not appear on documents that you send to the
supplier.

2 Enter the supplier site address.
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Eg_;gﬁupplim Sites [Vizion Operations] - Advanced Network Devices, 1013
Action Edit Query Go Folder Special Help
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How to Enter Detailed Supplier Site Information

1 Select the appropriate Site Uses check boxes to indicate which specific business
functions are performed at each site.
- A Pay Site is a supplier site to which you send payment for an invoice. You
cannot enter an invoice for a supplier site that is not defined as a Pay Site.

- A Purchasing Site is a supplier site from which you create a purchase order
for goods and services. A site can be both a Pay Site and a Purchasing Site.

- An RFQ Only Site is a supplier site from which you enter a request for
quotations. This should be selected only if you do not allow entering
purchase orders for a supplier site.

2 Enter any additional supplier site information in the appropriate field.
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Eg_;gﬁupplim Sites [Vizion Operations] - Advanced Network Devices, 1013
Action Edit Query Go Folder Special Help

Mame |[SANTA CLARA Alternate Marme |SANTA CLARA | [+
Country [United States
Address [2000 Century Way Altarnate
Address

City |Santa Clara State |CA | Postal Code
Prowince County |
Language Inactive On [|:| ]
Contacts -
- MName el kil Inactive
Last First 1l | Title Telephone Stop Date
2l castro Matthew Mr.  |[Receivables C||408 [555-9670
Clark Mark Mr.  |[Receivables C||408 [555-9550
Williams Joseph C|Mr.  |President 408 |[555.6000
Castro Matthew Mr.  |[Receivables C||408 5559570
Clark Mark Mr.  |[Receivables C||408 [555-9650
z‘I|WiIIiams [Joseph [c[mr.  [President ][208][555-6000 I |

How to Enter Detailed Supplier Site Information (continued)

3 Inthe Contact Region, enter contact information specific to that site. This
information is for your reference only and is not used by the system.
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Eg_;gﬁupplim Sites [Vizion Operations] - Advanced Network Devices, 1013
Action Edit Query Go Folder Special Help

Mame |[SANTA CLARA | Alternate Narme |SANTA CLARA | =

Country |United States |
Address |2000 Century Way Alternate
Address
City |Santa Clara State |CA Postal Code [95613-4565
Province County
Language | | Inactive On I:I [D]
Accounting -

Distribution Set |Aduertising, Public Relations {Full) |

— GL Accounts

Liahility |'ZI1J]I]I]221I]4]I]I]I]-I]I]I] |
Operations-Balance Sheet-Accounts Payable-No Sub Account-No Product

Prepayment |01-000-1340-0000-000 |
Operations-Balance Sheet-Prepaid Expenses-No Sub Account-No Product

Supplier Sites: Accounting Region
(N) Suppliers—>Entry (B) Open

Entering Supplier Site Information in the Accounting Region

1 In the Distribution Set field, select the default distribution set for all invoices
entered for the supplier site.

2 In the Liability field, select the default liability account number.
Oracle Payables displays the description for the account number.

3 In the Prepayment field, enter the default prepayment account number for
recording any prepayment to the supplier site.

Oracle Payables displays the account description.
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Using Flexible Address Format

E%% Supplier Site Address [ X]
[?

Address Line 1 ‘ [% |
Address Line 2 ‘ |
Address Line 3 ‘ |
Towen/City ‘ |
County ‘ |
Fostal Code ‘

Clear ‘ Cancel ‘ 0K ‘

Supplier Site Address
(N) Suppliers—>Entry (B) Open—>0Open

Overview

Oracle applications enable you to enter customer, supplier, bank, check, and
remit-to addresses in country-specific formats. For example, if you have customers
in the United Kingdom, you can enter British addresses in the format recommended
by the Royal Mail.

Use descriptive flexfields to enter and display address information in the
appropriate formats. The flexfield window is then displayed if the country you enter
has a flexible address style assigned to it, enabling you to enter an address in the
layout associated with that country.

If no address style is associated with the country, the standard format is used.
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E%‘: Supplier Site Address B

2

Address Line 1 ‘ [% |

Address Line 2 ‘ |

Address Line 3 ‘ |
Towmn(City ‘ |
County ‘ |

Fostal Code ‘

Clear ‘ Cancel ‘ 0K ‘

How to Enter Addresses

1 Inthe Country field, enter the name of the country. To determine whether an
address is to be entered using the standard layout or aflexible address format,
you must enter the Country field first.

- If you enter the name of a country that does not have an address style
assigned to it, the addressis entered using the standard layout.

- If you enter a country that has an address style assigned to it, a window
opens containing the address elements defined for the address style
associated with the country.

2 Enter the address and choose OK. The system displays the concatenated address
in the standard address fields. Whenever you move the cursor into any of the
address fields, the flexfield window opens.
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Entering Employees as Suppliers

Eg_;,gﬁuppliem [¥izion Operations]
Action Edit Query Go Folder Special Help

Supplier Name [Jamie Frost Number |1007
Alternate Mame |Jim Frost
Taxpayer ID Tax Registration Number
Inactive After [ :|]
Classification -

Type |Employee
Employee Mame |Frost, Mr. Jamie Mumber

[v¥ One Time

sic | |
Winority Cwened | |

[ Small Business
[~ WWarnan Owned

Suppliers: Classification Region
(N) Suppliers—>Entry (B) Open

How to Enter Employees as Suppliers

You must enter an employee as a supplier before you can pay the employee’s
expense reports. You can enable the Automatic Create Employee as Supplier
Payables option to automatically enter an employee as a supplier during Invoice
Import, or you can enter the employee manually as a supplier in the Suppliers

window.
To enter an employee as a supplier manually:
1 In the Classification region of the Suppliers window, select Employee as the
supplier type.
2 Enter the employee name and employee number in the appropriate fields.
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Practice 3-1 Overview

Practice 3-1 Overview

Practice Contents
« Entering supplier information
 Entering supplier site information

ORACLES
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Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Searching and Reviewing Supplier Information Online

E%Find Suppliers =] &3
Action  Edit Query Go Folder Special Help
Supplier Mame  |[A% Supplier Mumber I:l
Alternate Mame
Taxpayer Id Tax Registration Number I:I
Inactive Dates - One Time I:ILI
Supplier Type
Employee Name Employee Number
Parent Supplier Farent Number
Payment Priarities | - | Reportable
Reporting MName Federal I:Ij
Payment Terms Income Tax Type I:I
Fay Group State I:Ij
Clear Hewr, ‘ Find |

Find Suppliers
(N) Suppliers—>Entry (M) Query—>Find

How to Search and Review Supplier and Supplier Site Information

You can find suppliers by using the Find Suppliers window or by entering a query
directly into the Suppliers Summary window or the Suppliers window.

In the Find Suppliers window, you can enter a variety of search criteria, including
tax status, parent supplier, and payment priority range. You can use the Find feature
to initiate a query for one supplier or for a group of suppliers.

1 Open the Find Suppliers window from the Suppliers Summary or the Suppliers
Detail window, either by selecting the Find icon on the toolbar or by selecting
Find from the Query menu. Enter the criteria directly into the fields. You can
enter complex criteria by entering information in several fields.

2 Choose Find to navigate to the Suppliers Summary window, where Oracle
Payables displays all suppliers that match your criteria.

3 Review all information about a supplier from the Suppliers Summary window
including:

- Basic information and defaults for suppliers retrieved by the query
- Basic information and defaults for a selected supplier site and details for a
selected supplier site
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Maintaining Supplier and Supplier Site Information

Eg_;,gﬁuppliem [¥izion Operations]

Action Edit Query Go Folder Special Help

Supplier Mame ”ﬂduanced Hetwork Devices

Alternate Mame |AND

Taxpayer ID

Inactive After

Classification -

Tax Registration Nurmber

MNumber [1013

(1

Type |Manufacturing

Emplayee Mame

[ One Time

sic [3600

Winority Cwened |

[ Small Business
[~ WWarnan Owned

Suppliers

(N) Suppliers—>Entry (M) Query—>Find (B) Find

How to Maintain Supplier and Supplier Site Information

When you make changes to values that default to Oracle Payables documents, the
changed value defaults only to new documents that you subsequently enter or
create. For example, if you change the Pay Group for a supplier site, the new Pay
Group defaults to new invoices that you enter, but the change does not affect
existing invoices. Also, if you change a supplier value that defaults to supplier sites,
the change affects only new supplier sites that you create, not existing supplier sites.
Therefore, the change does not affect documents that you subsequently create for
existing supplier sites. If you want a change to affect documents that you enter or
create for an existing supplier site, be sure to make the changes at the supplier site
level. To update supplier and supplier site information:

1 Find the supplier.

2 In the Suppliers Summary or the Suppliers window, make any changes in the

appropriate fields.
3 Save your work.
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Selecting Supplier Reports

Supplier Reports

Oracle Payables Supplier Reports
Report Name Description

Suppliers Report Review supplier, supplier site, and
supplier site contacts information

Suppliers Audit Report | Review supplier names whose
names are similar up to a specified
number of characters

New Supplier/New Review new supplier sites
Supplier Site Listing

Supplier Payment for Review the payment history,
a History Report including void payments, supplier
or agroup of suppliers

Supplier Payment Review the payment history,
Invoice History Report | including discount and partial
payment information, for a supplier
or group of suppliers

ORACLES
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Practice 3-2 Overview

Practice 3-2 Overview

Practice Contents
« Searching for suppliers

» Reviewing and updating supplier and supplier site
information

ORACLES
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Performing This Practice

For detailed instruction on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Summary

Summary

Summary

In this lesson, you should have learned how to do the
following:

 Enter supplier information

 Enter supplier site information

» Enter employees as suppliers

» Review supplier information online
» Change supplier information

Add or change supplier sites

ORACLE"
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Lesson 4: Merging Suppliers

Objectives

Objectives

After completing this lesson, you should be able to
do the following:

« Identify duplicate suppliers
» Merge suppliers
» Review the merge results

ORACLES
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Merging Suppliers

Merging Suppliers
— 55— R

Run supplier Identify duplicate ABC ABC
audit report suppliers Corporation Corp

Merge suppliers

f—P—

Maintain audit Review merge ABC
trail results Corporation
ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Overview

Although the system prevents you from entering duplicate supplier names, you
may inadvertently define the same supplier by using two different names. For
example, you might enter ABC Corporation and ABC Corp, or you might enter
a contractor under his name and his company name. You might also create
duplicate suppliers if you import suppliers from another accounts payable
system.

Use Supplier Merge to combine two or more suppliers that you identify as
duplicates. You can update purchase orders and invoices for the old supplier to
refer to the new supplier. The Supplier Merge window also enables you to
merge supplier sites so that any sites assigned to an old supplier can be
reassigned to the new supplier.

When you merge suppliers, you transfer invoices, purchase orders, or both from
one supplier and site to another supplier and site. You can transfer to a new
supplier and site unpaid invoices only or all invoices (including paid and
partially paid invoices). Oracle Payables will not merge invoices if the merge
would create a duplicate invoice for a supplier.
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Merging Suppliers
— 55— R

Run supplier Identify duplicate ABC ABC
audit report suppliers Corporation  Corp

Merge suppliers

f—P—R

Maintain audit Review merge ABC
trail results Corporation
ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Overview (continued)

* For best auditing results, transfer both paid and unpaid invoices to a new
supplier and site so you can identify duplicate payments easily. Also, transfer
both purchase orders and invoices to a new supplier and site so all invoice and
purchase order information refers to the same supplier.

« After you have merged suppliers, Oracle Payables automatically prints the
Purchase Order Header Updates Report and the Supplier Merge Report as an
audit trail of your supplier merge activity. The Supplier Merge Report also lists
any duplicate invoices that it did not merge. Research the duplicated invoice.
You can then update the invoice number if the invoice has not been paid or
posted.
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Identifying Duplicate Suppliers

Identifying Duplicate Suppliers

» Review supplier records periodically to achieve the
following:

— To prevent duplicate invoices
— To improve system performance
— To provide accurate supplier reporting

» Use the Suppliers Report and the Supplier Audit
Report to help identify duplicate suppliers.

ORACLES
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Merging Suppliers

E‘%Supplim Merge [Yizion Operations)
Action  Edit Query Gao Folder Special Help

— Transfer — OId Supplier — New Suppl
Copy Site
Invoices PO Mame Site | MNarme Site
L{!A” v|[v [Advantage Corp [ |Advanced Network O
= (I
= (I
= (I
= (I
=1 =[] (I

Merge

Supplier Merge
(N) Suppliers—>Supplier Merge

How to Merge Suppliers
1 Select which invoices to transfer from the Old Supplier to the New Supplier:
All, Unpaid, or None. Also make sure the New Supplier site is a Pay Site,
because you can only enter an invoice for a supplier that is defined as Pay site.
2 Select the PO check box if you want to transfer purchase orders. The New
Supplier Site must be a Purchasing Site, because you can only enter purchase
orders for a Purchasing Site.
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Eg_;,aSuppliEI Merge [Vision DOperations]
Action Edit Query Go Folder Special Help

— Transfer — OId Supplier — Mew Supplier
Copy Site
Invoices PO Mame Site MName Site
L{!A" Advantage Corp Advanced Network [

[ I R R B
I I R i A

A |4 |4 ]4]4]4

Merge

How to Merge Suppliers (continued)

3 Enter the Old Supplier Name and Site and the New Supplier Name in the
appropriate fields.

- To copy the Old Supplier Site to the new Supplier, select Copy Site; do not
enter aNew Supplier Site. During the merge, Oracle Payables enters the
merge date as the inactive date for the Old Supplier Site and creates a new
site for the New Supplier with the information you selected to transfer.

- Tomerge the Old Supplier Site information with the New Supplier Site
information, do not select Copy Site; enter one of the New Supplier’s
existing sitesin the Site field. During the merge, Oracle Payables enters the
merge date as the inactive date for the Old Supplier site and combines all of
the information you selected with the New Supplier Site.

4 Check Merge to transfer the information from the Old Supplier to the New
Supplier.
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Maintaining Reports As an Audit Trail

Maintaining Reports As an Audit Trail

 Oracle Payables does not maintain an online audit
trail for merged supplier records.

» To review merged records, Oracle Payables
automatically prints the Purchase Order Header
Updates Report and Supplier Merge Report.

» Keep these reports as an audit trail.

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Summary

Summary

In this lesson, you should have learned how to do the
following:

« Identify duplicate suppliers
» Merge suppliers
» Review the merge results

ORACLES
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Suppliers Setup

Suppliers Setup

« Financials Options window
— Supplier-Payables region
— Supplier Entry region

« Payables Options window
Supplier region

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Overview

Financials Options

Use the Financials Options window to define the options and defaults that you use
for your Oracle Financial Applications. Values you enter in this window are shared
by Oracle Payables, Oracle Purchasing, and Oracle Assets. You can define defaults
in thiswindow to simplify supplier entry, requisition entry, purchase order entry,
invoice entry, and automatic payments. Depending on your application, you may
not be required to enter all fields.

Payables Options

Use the Payables Options window to set control options and defaults used
throughout Payables. You can set defaultsin this window that will simplify supplier
entry, invoice entry, and automatic payment processing. Although you only need to
define these options and defaults once, you can update them at any time to change
controls and defaults for future transactions.
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Entering Options in the Supplier-Payables Region

E%_%Financials Options [Vision Operations]

Action  Edit Cluery Go Falder Special Help
SuppllerPayahles

-

Payrment Terms |45 Net {terms date + 45) |

Payment Method ‘ChECk |v|
Receipt Acceptance Days I:I

[ Always Take Discount
™ Pay Alone

Financials Options: Supplier-Payables Region
(N) Setup—>Options—>Financials

How to Enter Options in the Supplier-Payables Region

The information you define in the region, except for Receipt Acceptance Days, are
used as default values for the Payment region of the Suppliers window. The supplier
values default to new supplier sites for the supplier, which default to new invoices
for the supplier site. You can override these values during entry of the supplier,
supplier site, and invoice.

« Select a payment term that you use most frequently from the Payment Terms
list.

» Select a payment method that you use most frequently from the Payment
Method list.

« If you want Oracle Payables to create interest invoices for late payment, enter
the number of days in the Receipt Acceptance Days field. If you enable the
Recalculate Scheduled Payment Payables option, Approval recalculates your
invoice due date based on this value.
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E%_%Financials Optionz [Vizion Operationg]

Action Edit Cluery Go Folder Special Help

Supplier - Payables N

Payment Terms |45 Net {terms date + 45) |

Payrnent Mathod ‘ChBCk |,|
Receipt Acceptance Days I:l

I Always Take Discount
™ Pay Alane

How to Enter Options in the Supplier-Payables Region (continued)

« Select the Always Take Discount check box to have Oracle Payables always
take an available discount for a supplier, regardless of when you pay the invoice.

» Select the Pay Alone check box to have Oracle Payables create a separate
payment for each invoice. If the Pay Alone option is not enabled for an invoice,
the invoice will be paid with other invoices for the same supplier site on a single

payment.
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Entering Options in the Supplier Entry Region

E%Financials Options [Vision Operations])

Action  Edit Cuery Go Folder Special Help
Supplier Entry -

™ RFQ Only Site
I Hold Unrnatched Invoices:

Supplier Number

Entry [Automatic -

Type |Mumeric -

Mext Automatic Mumber [2024

Financials Options: Supplier Entry Region
(N) Setup—>Options—>Financials

How to Enter Options in the Supplier Entry Region

The options you define in this region are used to control supplier entry and purchase
order matching.

« Select the RFQ Only Site check box if you want RFQ Only Site to be the default
value for all new suppliers.

« Select the Hold Unmatched Invoices check box if you want to place a hold on
all invoices that are not matched to a purchase order.

* In Supplier Number Entry field, select Automatic if you want the system to
automatically assign a unique sequential number to each new supplier. Select
Manual if you want to enter the supplier number manually.

« If you select the Automatic Supplier Number Entry method, select Numeric for
the type of supplier number you want Oracle Payables to use for supplier
number entry.

e If you select the Automatic Supplier Number Entry method, enter the starting
value you want the system to use for generating sequential supplier numbers.
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Pay Date Basis |Due =
Tettms Date Basis |Invoice -

PayGroup |Standard |

Bank Charge Bearer | |v|

Inwoice Currency |USD

Tax Reporting

[V Cambined Filing Pragrarm
[V Use Pay Site's Tax Region

Incame Tax RHegion I:I

Payables Options: Supplier Region
(N) Setup—>Options—>Payables

How to Enter Payables Options in the Supplier Region

Use this region to enter defaults for the Suppliers window. These values then default
to the Supplier Site and then to the invoice.

* Inthe Pay Date Basis field, select one of the options as the default for each new
supplier.

- Discount: Oracle Payables selects invoices for payment based on the
scheduled payment discount date.

- Due: Oracle Payables selects invoices for payment based on the scheduled
payment due date, regardless of any available discounts.
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E%Payahles Options [Vision Operations)

Pay Date Basis Due -
Terms Date Basis (Invoice -
PayGraup |Standard |

Bank Charge Bearer | |v|

Invnice Currency |USD

Tax Reporting

[¥ Combined Filing Program
[¥ Use Pay Site's Tax Region

Income Tax Region I:l

How to Enter Payables Options in the Supplier Region (continued)

* In the Terms Date Basis field, select the date basis that Oracle Payables uses as
the payment terms start date when it calculates the due and discount date for
invoice scheduled payments.

System: The date you enter the invoice into the system

Goods Received: The date you receive goods or services
- Invoice: The date of the invoice
- Invoice Received: The date you receive an invoice.

* In the PayGroup field, select the Pay Group you want to assign to any new
suppliers you enter. You can choose any Pay Group you have defined in the
QuickCodes window.

* In the Bank Charge Beatrer field, if you use the Bank Charges feature, indicate
whether you or your supplier pay for any bank charges associated with
payments to your suppliers. If your suppliers pay, indicate whether your
suppliers use the standard or negotiated rate.

* In the Invoice Currency field, select the currency to be the default for each new
supplier you enter.
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E%Payahles Dptions [Wision Operations)

Pay Date Basis |Due -
Terrns Date Basis (Invoice -
PayGraup |Standard |

Bank Charge Bearer | |v|

Invoice Currency |USD

Tax Reporting

[¥ Combined Filing Program
[V Use Pay Site's Tax Region

Incorne Tax Region I:l

How to Enter Payables Options in the Supplier Region (continued)

» Select the Combined Filing Program check box if you are using 1099 Combined
Filing Program reporting. When you submit the 1099 tape, Payables will
produce K records for all tax regions participating in the Combined Filing
Program that have qualifying payments.

« Select the Use Pay Site’s Tax Region check box if you want to use a 1099
supplier's tax region as the default tax region. If you select this check box,
Oracle Payables uses the 1099 supplier site’s region as the default tax region for
the invoice distributions. You can select this check box only if you selected the
Combined Filing Program check box.

« Enter the tax region you want to use as the default for the invoice distributions
of your 1099 suppliers in Income Tax Region field. You can enter in Income Tax
Region field only if you selected the Combined Filing Program check box and
did not select the Use Pay Site’s Tax Region check box.
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Unit Summary

Unit Summary

In this unit, you should have learned how to enter and
manage supplier information by using Oracle
Payables.

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Summary

In this unit you should have learned the stages of setting up and entering new
supplier and supplier site information and defaults. You learned that Oracle
Payables can automatically enter an employee as a supplier during Invoice Import
or you can manually enter the employee as a supplier in the Suppliers window.

You learned how to find supplier information online by using the Find Suppliers
window. You learned how to identify and merge duplicate suppliers. You learned
what reports you can run to review detailed information for suppliers and supplier
sites, including invoice and payment history. Finally, you learned the steps required
to set up suppliers options and defaults in the Financials Options and Payables
Options windows.
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Unit Objectives

Unit Objectives

After completing this unit, you should be able to do
the following:

« Create an invoice batch
» Enter basic invoice information

» Enter invoice distributions and create distribution
sets

« Match invoices to purchase orders
 Enter credit and debit invoices

« Schedule payments

« Approve invoices

ORACLES
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Unit Objectives

Apply and release holds

« Create recurring invoices

* Process expense reports

» Review and adjust invoices and invoice batches
 Load invoices electronically

* Process procurement cards

ORACLES
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Entering Invoices

Entering Invoices: Overview

Enter supplier Enter invoices Approve
or batches invoices

.
' '

Create PO Pay invoices

MatchTto PO

o
* Create journal {

entries
Enter requisition Reconcile payments

ORACLES
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Overview

You can enter invoices in the Invoices window, or you can enter invoices in batches
in the Invoice Batches window. You can also use the Recurring Invoices window to
create recurring invoices or use the Payables Invoice Import Program to create
invoices from expense reports or to import invoices from other systems.

7-4 Oracle Payables Release 11



Using the Workbench Model

Using the Workbench Model

Using the Workbench Model
o pL
o N 1 —_ < "

- =
Invoice Payment
Workbench Workbench
Invoice batches Payment batches
Invoice - Pavment Payment

(Workbench) - y (Workbench)
A
Y
Invoice P . Payment
. -« Invoices -
overview overview
A A
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Overview

Oracle Payablesincludestwo fully integrated workbenches: the Invoice Workbench
and the Payment Workbench. You enter, adjust, or review invoicesin the Invoice
Workbench. You create, adjust, and review payments in the Payments Workbench.

Use the Invoice Overview and the Payment Overview windows to review
information from either workbench. These windows also act as bridges between the
two workbenches. For example, from the Invoices Overview, you can choose
Payments to navigate to the Payments window.
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Using the Workbench Model
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Invoice Payment
Workbench Workbench
Invoice batches Payment batches
Invoice - Pavment Payment
(Workbench) - y (Workbench)
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Y
Invoice P . Payment
- - Invoices -
overview overview
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Hierarchy of the Invoice Workbench
* Find Invoice Batches

- Invoice Batches Summary (folder)
* Find Invoices

- Calculate Balance Owed
* Invoices Summary (folder)

- Invoice Holds

- Payments

- PO Match

- Scheduled Payments
e Distribution Summary (folder)

- Prorate

- Invoice Actions

- Apply/Unapply Prepayments

- Approve and Pay Invoices

- Release Holds

- Cancel Invoices
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Using the Workbench Model
3 -/\ b -}w‘
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Invoice Payment
Workbench Workbench
Invoice batches Payment batches
Invoice - Pavment Payment
(Workbench) - y (Workbench)

A
Y
Invoice P . Payment
- - Invoices -
overview overview
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Hierarchy of the Payment Workbench
The window hierarchy in the Payment workbench is as follows:
* Find Payment Batches
e Copy To
« Payment Batch Actions
- Modify Payment Batches
- Confirm Payment Batches
* Find Payments
» Select Invoices
* View Invoices
 Payment Actions
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Invoices: Integration with Oracle Projects

Invoices: Integration

e

Projects Payables
Expense Invoices
reports \ \

ORACLES
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Importing Expenses from Oracle Projects and Creating Invoices

Oracle Payables integrates with Oracle Projects so that you can create Payables
Invoices based on expense reports entered in Oracle Projects. Submit a streamlined
process from the Submit Processes window in Oracle Projects to combine the
following processesin one step:

1 Transfer expense reportsto Oracle Payables.
2 Submit Invoice Import.
3 Veify invoices from Oracle Payables.

When you enter expense reports in Oracle Projects, you enter the same types of
information thatyou enter for Payables expense reports (such as employee name,
week ending date, project, task expenditure type, and amounts). Oracle Projects
generates the general ledger account for each expense report expense item by using
the AutoA ccounting rulesyou have defined. After you transfer the expense report to
the Payables Invoice Import Interface Tables, you can submit Invoice Import to
create an invoice from the expense report.

If you enable the Automatically Create Employee As Supplier Payables option,
Oracle Payables automatically creates suppliers and supplier sites for employees
who are not already suppliers.
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Lesson 8: Entering Basic Invoices

Objectives

Objectives

After completing this lesson, you should be able to
do the following:

» Enter invoices in a batch

Track batch variances

» Review and maintain batch invoices
» Enter basic invoice information
Enter detail invoice information

Enter freight and miscellaneous charges
» Maintain audit information

ORACLES
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Entering Invoices

Entering Invoices

Entering Invoices: Overview

Receive invoices Enter invoice Match to PO
Approve invoice View invoice
-,
Post invoice l Pay invoice

\Q File invoice

Copyright O Oracle Corporation, 1999. All rights reserved.

ORACLES

Overview

You can enter invoices in the Invoices window, or you can enter invoices in batches
in the Invoice Batches window. You can also use the Recurring Invoices window to
create recurring invoices, or you can use the Payables Invoice Import Program to
create invoices from expense reports or to import invoices from other systems.
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Assigning a Default GL Date

Assigning a Default GL Date

Assign a default GL date to each invoice and
invoice distribution.

Payable Options Determines
(GL date)
Y
Invoice date,

Invoice _ Defaults to system date, or
d - invoice received

date

Defaults to

GL date

Invoice distributions

ORACLES
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Overview

Oracle Payables determines in which accounting period an invoice or payment will
be included by comparing the invoice or payment GL Date to the ranges of dates
you have defined for your accounting periods.

You can enter the GL date of an invoice in the Invoices window. When you enter an
invoice GL date, Oracle Payables automatically defaults this GL date to all the
invoice distributions. You can then change the GL date for an invoice distribution in
the Distributions window. You can define your GL date Basis Payables option so
that the GL date for each invoice defaults from either the invoice date, system date,
or invoice receipt date. Oracle Payables uses the payment date as the GL date for
your payments.

8-4 Oracle Payables Release 11



Entering Batch Invoices

Entering Batch Invoices

Entering Batches: Overview
Batch invoices Prepare a batch Enter a batch
control form of invoices
Update the batch
control form

Receive invoices Review batch
in the mail -« control reports

4B,
File by batch L “

ORACLE"
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Overview

Use invoice batchesto proactively manage invoice entry. You can use batchesto do
the following:

« Optionally, enter invoice defaults at the batch level that override system or
supplier site defaults for all invoices in the batch.

e Maximize accuracy by tracking variances between the control invoice count and
total and the actual invoice count and total resulting from your invoice entry.

« Easily locate a batch online and review the name of the person who created the
batch and the date it was created.

« To enter invoices in batches, you must first enable the Use Batch Controls
Payables option.
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Creating Batch Control Forms

Batch Control Forms

Batch Control Form
Batch Name : JS03041998 Date: 03/04/98

Control Invoice Count: 20 Control Invoice Total: $2,600.78
Actual Invoice Count: 19 Actual Invoice Total: $2,200.78
Count Difference: 1 Total Difference : $ 400.00

Entered by: John Smith Entry Time (elapsed): 15 minutes

Notes: Invoice #300941 for supplier ABC Corporation was a
duplicate.

ORACLES
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Creating Batch Control Forms
Prior to entering a batch of invoices, prepare a Batch Control form.

« Enter the number of invoices that are expected to be entered in Control Invoice
Count field.

+ Enter the total dollar amount for the above invoices in Control Invoice Total
field.

After a batch of invoices are entered to Oracle Payables, complete the Batch Control
form.

+ Enter the actual number of invoices.
* Enter the actual invoice total.
« Explain the reason for the difference.

Note: Preparing the Batch Control form is optional and is not an Oracle Payables
function.

8-6 Oracle Payables Release 11
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Entering an Invoice Batch

o - Y =
Egglnvolce Batches [Vision Dperations)

Action Edit Query Go Folder Special Help
=]
Batch Mame Date Contral Count Cantrol Amount [ |
= ps02041998 |[18-mAY-1998 || 20]| 2600.78)[ ][
L[
L
L
L[
= [
. 2
Approve 1 ‘ | Invoices |

Invoice Batches
(N) Invoices—>Entry—>Invoice Batches

How to Enter an Invoice Batch

1

In the Invoice Batches window, enter a unique batch name in the Batch Name
field. This name will appear on your reports and will help you locate the batch
online.

2 Enter the number of invoices in the batch in the Control Count field.
3 Enter the sum of invoice amounts in the batch in the Control Amount field.

Payables tracks variances between the control count and total and the actual
count and total as you enter invoices.

Enter any invoice defaults you want for the invoices. Defaults include:
Currency, Type, Document Category, Hold Name, Liability Account, Payment
Terms, Pay Group, GL Date, and Hold Reason. These defaults override system
and supplier site defaults. Of course, you can override these defaults as you
enter individual invoices.

Save your work.
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Action  Edit Query Go  Folder Special Help

Batch Control Tatal 2600.78
Actual Total 1650.78
2 >
Type Supplier Supplier Mum  Site Invoice Date Invoice Mum  Invoice Curr Invoice Amo
= |:| Standard [[Advanced |1013 SANTA (|18-MAY-1998 10001 usD 150,
. Standard [[Advanced |1013 SANTA (|18-MAY-1998 10002 usD 1,500,
] — |
A t Paid
0.00 Holds DistributionTotal 0.00
usp
Status Never Approved Posted No
Desc
Actions... 1 Holds ‘ Payments ‘ Match ‘
Scheduled Payments | Overview | | Distributions |
Invoices

(N) Invoices—>Entry—>Invoice Batches (B) Invoices

How to Enter Invoices in Batches

1 Enter an Invoice Batch.

2 Click the Invoices button in the Invoice Batches window.
3 Enter the invoices.

4 Save your work.
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Oracle Payables Invoice Types

Oracle Payables Invoice Types

Type Description

Standard An invoice from a supplier representing an amount due for
goods or services purchased (standard invoices can be either
matched to a PO or not matched)

Credit memo A memo from a supplier representing a credit amount toward goods
or services for which you have already been invoiced
Debit memo An invoice you enter to record a credit for a supplier who does not

send you a credit memo

Expense Reports An invoice representing an amount due to an employee for
business-related expenses

PO Default An invoice you enter for matching to a purchase order (you enter
a PO number, and Oracle Payables automatically provides supplier
information)

Prepayments A type of invoice you enter to pay an advance payment for expenses
to a supplier or employee
QuickMatch An invoice you enter for matching to a purchase order (you enter

a PO number, and Oracle Payables automatically provides supplier
information and matches to each shipment on the purchase order)

Withholding Tax An invoice you enter to remit taxes withheld to the appropriate
tax authority
Mixed An invoice you enter for matching to both purchase orders and

invoices (you can enter either a positive or a negative amount
for a Mixed Invoice)

ORACLE"
Copyright O Oracle Corporation, 1999. All rights reserved.
Types of Invoices
Type Description
Standard Aninvoicefrom asupplier representing an amount due for goods

or services purchased. Standard invoices can be either matched
to a PO or not matched.

Credit memo A memo from a supplier representing a credit amount toward
goods or services for which you have already been invoiced

Debit memo Aninvoice you enter to record a credit for a supplier who does
not send you a credit memo

Expense Reports  An invoice representing an amount due to an employee for
business-related expenses

PO Default Aninvoice you enter for matching to a purchase order. You enter
a PO number, and Oracle Payables automatically provides
supplier information.

Prepayments A type of invoice you enter to pay an advance payment for
expensesto a supplier or employee
QuickMatch Aninvoice you enter for matching to a purchase order. You enter

a PO number, and Oracle Payables automatically provides
supplier information and matches to each shipment on the

purchase order.

Withholding Tax An invoice you enter to remit taxes withheld to the appropriate
tax authority

Mixed Aninvoice you enter for matching to both purchase orders and

invoices. You can enter either a positive or anegative amount for
aMixed Invoice.
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Entering Invoice Information

Invoice Information

Invoice

BASIC

| Invoice information |

|Supp|ier information|

| Default information |

DETAIL

|Schedu|ed payments|

| Invoice distribution |

ORACLES
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Overview

At avery basic level, invoices are entered, approved, paid, and posted. Therefore,
basi ¢ invoice processing requires the following actions:

* Entry of header information including invoice type, supplier name, supplier site,
invoice number, invoice date, and invoice amount

e Entry of invoice payment details

* Entry of invoice accounting details, including the GL date of the invoice and the
GL accounts to which the invoice is charged
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Entering Basic Invoice Information

Eg_;glnvoices [¥izion Operations]

Action Edit Query Go Folder Special Help

=

Batch Control Total

Actual Total
-
Type Supplier Supplier Num  Site Invaice Date Invoice Num  Irwoice Curr Invnice Ama
1013 SANTA Q|13-APR-1998 20001 usD 5,000.

;{.|Standard Advanced I

. 2

Amount Paid o
0.00 Holds DistributionTatal 0.00

usD .
Status Mewer Approved Posted Mo
Desc

Actions... 1 Holds ‘ Payments ‘ Match ‘
Scheduled Payments ‘ Overview ‘ | Distributions |

Invoices

(N) Invoices—>Entry—>Invoices

How to Enter Basic Invoice Information

Enter invoice header information including supplier name, supplier site, invoice
date, invoice number, and, optionally, invoice description.

1 Select Standard or Mixed from the Type drop-down list. To enter a basic

invoice, choose

Standard.

2 Enter the Supplier or Supplier Number.

3 Select the Supplier Site to which you will send payment of the invoice. Oracle
Payables will print the address for this site on the payment.

4 Enter the Invoice Date.

5 Enter the Invoice Number from the supplier’s invoice, or accept the default
(today’s date) by using the [Tab] key to move to the next field. Oracle Payables
will not accept duplicate invoice numbers for the same supplier.

Note: If the Batching option is turned on, invoices cannot be entered in the Invoices

window.
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Using AutoEntry Defaults to Speed Invoice Entry

Flow of Default Values

Financials

v

Payables

Y

Supplier

Y

Supplier site

Y

Invoice

Y Y

Invoice distribution line Invoice payment schedule line

ORACLES
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Using AutoEntry Defaults to Speed Invoice Entry

Oracle Payables assigns Financials and Payables defaults to suppliers.
Oracle Payables assigns supplier defaults to all the sites for a supplier.

Oracle Payables assigns supplier site defaults to all the invoices for a supplier
site.

Batch defaults override any supplier site or Payables default.
You can override most of the default values.
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Practice 8-1 Overview

Practice 8-1 Overview

Practice 8-1 Overview

Practice Contents
« Entering a Batch Header
« Entering an invoice in the Invoice Batches window

ORACLES
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Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Entering Distributions Manually

Invoice Distribution Types

Type Description

Item Records the amount a supplier charges for
goods or services purchased

Tax Records the sales or other tax amount due
on goods or services purchased

Freight Records the amount a supplier charges for

shipping and handling

Miscellaneous | Records the amount for miscellaneous
expenses on an invoice

Withholding Records the amount of taxes withheld from
an invoice

ORACLES
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Entering Distributions Manually

1 Select adistribution type. Select Item for goods or services you ordered. Select
Miscellaneous for other expenses on an invoice that are not freight or tax
expenses.

2 Enter the GL account to determine where the invoice gets charged; for example,
the company, cost center, and GL Accounting Flexfield. If you enter an asset
type account, Oracle Payables automatically selects the Track as Asset check
box, and you cannot change it. If you enter an expense account and want to
import this distribution to Oracle Assets, select the Track as Asset check box.
Note that data must be transferred to the general ledger prior to importing asset
data to Oracle Fixed Assets.

3 Enter the GL date. The distribution GL date determines the accounting period to
which the distribution will post in the general ledger.

4 Enter Accounting Flexfield information to determine where the invoice gets
charged.

5 Optionally, overwrite the default value.
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Entering Invoice Accounting Details

Action Edit Query Go Folder Special Help

Irvaice Tatal 3,000.00
Distribution Total 5,000.00
=] -
Mum  Type Arnount Tax Mame 5L Date Account
L{I d Item 5,000.00 13-APR-1998 02-110-7110-0000-000
o | 2]
Account Description  Distributi-Facilities Resources-Advertising-No Sub Account-No Product
Status  Newver Approved PO Mumber
Posted No
| Prorate... 1 | | Reverse 1 | | Yiew PO | | Calculate Tiag

Distributions
(N) Invoices—>Entry—>Invoices (B) Distributions

How to Enter Invoice Accounting Details

1 Enter distributions for an invoice to allocate the total invoice amount to various
expense or asset accounts.

2 Enter distributions in one of three ways:
- Manually
- Using a distribution set
- Matching to a purchase order

3 During approval, Oracle Payables places a hold on an invoice if the distribution
total does not equal the invoice amount. A distribution variance hold prevents
payment and transfer to the general ledger.

Oracle Payables Release 11 8-15



Lesson 8: Entering Basic Invoices

Recording Freight Charges

Recording Freight Charges

You can record freight charges by using one of the
following methods:

« Enable Automatically Create Freight Distribution
« Prorate freight across invoice distributions
« Enter freight distributions manually

ORACLES
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Enabling Automatically Create Freight Distribution

Enabling Automatically Create Freight Distribution

Eg_;gPayahles Options [Vizion Operations)

Action Edit Guery Go  Folder Specizl Help
e
— Main
[ Use Batch Contrals

[ Confirm Date as Invoice Mumber
¥ Allow Online Appraval
[V Allow Adjustments to Paid Invoices
[~ Allow Document Categaory Override
¥ Automatically Create Fraight Distributian
Freight Account [01-410-72200000-000 | pperations-Sales Management|

— GL Date Basis
& |nnice
" System
" Receipt-lnvoice

" Receipt-System

Payables Options: Invoice Region
(N) Setup—>Options—>Payables

Automatically Create Freight Distribution

* By selecting the Automatically Create Freight Distribution check box, the
Create Freight Distribution check box in the Invoices window is automatically
selected and as the result, a single freight distribution (using the Freight Amount
and freight account that you enter for an invoice) is created.

« If you usually prorate freight to invoice distributions or enter freight
distributions manually, do not enable this option.

« If you enable the Automatically Create Freight Distribution Payables option,
you must enter a freight account in the Freight Account field.. Oracle Payables
uses this account as the default freight account for an invoice. You can override
this account during invoice entry.
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Entering Freight Distribution for an Invoice

Eg_;glnvoices [¥izion Operations]

Action Edit Query Go Folder Special Help
Batch Control Total
Actual Total
=] r
Type Payment Rate Fayment Amaount Freight Amount Create Freight Distribution  Distribution =
;{. 45000 50.00 7
-
-
-
-
= r I
Kl [ ] *
Amount Paid ———— -
0.00 Holds DistributionTatal 0.00
usD .
Status Mewer Approved Posted Mo
Desc
Actions... 1 Holds ‘ Payments ‘ Match ‘
Scheduled Payments ‘ Overview ‘ | Distributions |
Invoices

(N) Invoices—>Entry—>Invoices

How to Enter Freight Distribution for an Invoice

* |n the Invoices window, enter all basic invoice information, but do not enter the
distributions yet.

« Enter the amount of the freight in the Freight Amount field.

« If the Automatically Create Freight Distribution Payables option is selected and
you have entered a default freight account, Oracle Payables selects the Create
Freight Distribution check box and displays the freight account in the Freight
window. In this window, you can, optionally, override the freight account,
record tax on the freight amount, and add a description for the freight
distribution. Based on this information, Oracle Payables automatically creates a
freight distribution for the invoice.
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Entering Freight Distribution for an Invoice

Action Edit Query Go Folder Special Help
Account {01410-7220.0000.000 | Operations-Sales Management Freigh
Description | |
Cancel ‘ 0K

How to Enter Freight Distribution for an Invoice (continued)

« If the Automatically Create Freight Distribution Payables option is not selected,
you can select the Create Freight Distribution check box and enter the freight
account in the Freight window Oracle Payables displays after you select the
check box. Based on this information, Oracle Payables automatically creates a
freight distribution for the invoice.

« Alternatively, you can manually enter a freight distribution directly in the
Distributions window.

e Complete the invoice entry.
e Save your work.
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Prorating Freight and Miscellaneous Charges

E%Pmlate
Action  Edit Query Go Folder Special Help

[ Tax

Tax Mame

Arnount |

Description Prefix

Arnount 50.00

Description Prefix |Created By Proration :

[ Miscellaneous

Arnount

Description Prefix |

Cancel ‘ 0K

Prorate
(N) Invoices—>Entry—>Invoices (B) Distributions (B) Prorate

How to Prorate Freight and Miscellaneous Charges
1 In the Invoices window, enter all basic invoice information.
2 Do not select the Create Freight Distribution check box.

3 Enter invoice distributions using the method of your choice: Purchase Order
Match, Distribution Set, or by manual entry.

4 In the Distributions Summary window, select the lines that are to receive a
prorated freight charge.

5 In the Prorate window, select Freight or Miscellaneous, and enter an amount.
Optionally, enter a description prefix; the default description prefix is Created
By Proration.

6 When you choose Prorate, Oracle Payables automatically creates the
distribution.

7 Open the Distribution window to review the invoice distribution.
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Defining a Distribution Set

E%Dislrihution Sets [Vision Operations)

Action Edit Query Go Folder Special Help

Marne |Marketing Expenses Type Full

Description |Fu|| Distribution Set, Marketing Expenses1 |

S — i

Project Related ?ac}{ome !I[gr}?ice

Mum % | Account Description Type Marne []
= e ™ |o1-1ho-7110-0000-000 | I I ]

2 50 [ |01-120-7110-0000-000

[

I

I

[

Account Description Operations-Facilities Resources-Advertising-No Sub Account-No Product

Project Acconnting

Distribution Sets
(N) Setup—>Invoice—>Distribution Sets

Defining a Distribution Set

Use a distribution set to automatically enter distributions for an invoice when
you are not matching to a purchase order.

Assign a default distribution set to a supplier site so that Oracle Payables will
use it for every invoice you enter for that supplier site, or assign a distribution
set to an invoice when you enter it.

Enter a name that describes the use of the Distribution Set, and identify the
distribution set as either full (with all percent amounts totaling 100%) or
skeleton (with all percent amounts equaling 0%).

If you create a skeleton distribution set, inclsiigeton in the name to remind
you during invoice entry to enter the amounts on the invoice distributions.

Define an unlimited number of distribution lines for a distribution set.

Optionally, assign an ilncome tax type or an invoice tax hame to distribution
sets.
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Practice 8-2 Overview

Practice 8-2 Overview

Practice Contents
« Entering manual distribution lines
« Verifying distributions

ORACLES
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Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Practice 8-3 Overview

Practice 8-3 Overview

Practice Contents
Entering an invoice for the purchase of fixed assets

ORACLES
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Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Reviewing and Maintaining Batch Invoices

Reviewing and Maintaining
Batch Invoice

Submit the batch control reports to
review processing accuracy and

@ productivity.
L % Review the number of batches

entered by an employee and any
variance between batch actual
totals and control totals.

ORACLES
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Overview

Use the batch control reportsto review invoice batches. You can run either report to
review invoice entry and identify and resolve batch variances.

The report you choose determines the order in which the invoice batches are listed.

« Batch Control Report by Batch Name: This report lists invoice batches in order
of batch name and batch date, and it sorts by entry name.

« Batch Control Report by Batch Entered By: Lists invoice batches in order of
entry person, and it sorts by batch name.

Each report displays the following information:

e The user ID of the person who entered a batch (this makes research and
employee performance review easier)

« The control count and the control total of invoices for all batches

* The difference between the total control count and the actual control count, as
well as the difference between the total control amount and the total of actual
invoice amounts
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Practice 8-4 Overview

Practice 8-4 Overview

Practice Contents
« Creating a full distribution set
 Creating a skeleton distribution set

ORACLES
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Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Practice 8-5 Overview

Practice 8-5 Overview

Practice Contents
 Entering an invoice
« Assigning a distribution set to an invoice

ORACLES
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Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Practice 8-6 Overview

Practice 8-6 Overview

Practice Contents

Verifying a batch control count and amount with the
actual entries

ORACLES
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Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Summary

Summary

In this lesson, you should have learned how to do the
following:

» Enter invoices in a batch

Track batch variances

» Review and maintain batch invoices
» Enter basic invoice information
Enter detail invoice information

Enter freight and miscellaneous charges
» Maintain audit information

ORACLES
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Lesson 9: Matching Invoices to Purchase Orders

Objectives

Objectives

After completing this lesson, you should be able to
do the following:

« Match an Invoice to a PO shipment or distribution
Match all PO shipments (QuickMatch)
Enter debit and credit memos

» Match debit and credit memos to invoices
» Record price corrections
» Review matching exceptions

Adjust PO-matched invoices

ORACLES
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Matching Invoices to PO

Matching Invoices to PO

Matching Invoices to PO: Overview

Match invoices

Batch invoices Enter invoice to PO

-
-

Approve invoice ‘ View invoice

4D

l ' i )
Post invoice l |—> Pay invoice
\Q File invoice

Copyright O Oracle Corporation, 1999. All rights reserved.

ORACLES

Overview

Oracle Payables shares purchase order information from your purchasing system to
enable online matching with invoices. Match your billed (invoices) itemsto the
original purchase orders to ensure that you pay only for the goods or services you
ordered. If you are billed for an item over the amount and quantity tolerances you
define in the Invoice Tolerance window, during approval, Oracle Payables appliesa
hold to the invoice, which prevents payment.

You can match a single invoice to multiple purchase order shipments, or you can
match multiple invoices to a single purchase order shipment. Oracle Payables
ensures that you match only to purchase orders for the supplier on the invoice and
that the purchase order and invoice currencies match.
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The Structure of a Purchase Order

The Structure of a Purchase Order

Purchase Order

Header
| PO information | | Supplier information |

Detail

| Iltem line

Shipment line

[ Distribution line

[ Distribution line

|Shipment line

|Shipment line

| Iltem line

|
|
|
|
[ Distribution line |
|
|
|
|

| Iltem line

ORACLE"
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Payables Matching Options

Payables Matching Options

Matching Options

Option A Standard, Option B Option C
Expense Report, Mixed PO Default QuickMatch

I I I

|Enter supplier informationl | Enter purchase order number |
I I I

| Enter invoice date, number, and amount |
I I I

| Enter additional invoice header information |
I I I

| Choose Match |

|Select purchase order

| Enter invoice quantity and match amount |
I I
If matching to PO distribution, choose Distribution
and enter distribution quantity or match amount
I I
| Save Invoice |
I I I
| Complete | | Complete | | Complete |
ORACLE"
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Matching an Invoice to Purchase Order Shipments or

Distributions

gaMalch to PO [Vision Dperations] - rell . GE Plastics

Action  Edit Query Go  Folder Special Help
Invaice Amount 15,000.00 Distribution Tatal 15,000.00
Price Caorrection Final Match Release
Quuantity Unit [Pz Lz
Invoiced Price Arnount | PO Number | ltern
i 20| - [ 997 1 |mooo0
[ 20 [~ 981 1 120000
N 3.2 [~ [ 883 1 |MS15501
u . 54 [~ 857 1 |sco4043
i | 54 - [ 857 1 |SCod043
Y | 7201 M 781 1 120000
Shipment Oty Proration Shipment
LOmM  Each Tax Ship-To ¥1- New York City
Ordered 10 Freight Shipment Murm 1
Billed 0 Misc Last Receipt
Received N/A
Freight Due Buyer Stock, Ms. Pat
Accepted N/A
Payment 30 Net {terms d Reguestar
[~ Taxable Tax Name Description Sentinal Multimedia
View PO Distribute... ‘ | Match
Match to PO

(N) Invoices—>Entry—>Invoices (B) Match

How to Match an Invoice to PO Shipments or Distributions

When you enter an invoice and match it to a purchase order, Oracle Payables
automatically creates distributions for you and checks that your match is within the
tolerances you define. After you save the match, Oracle Payables updates the
quantity billed for each matched shipment and its corresponding distributions by the
amount you enter in the Quantity Invoiced field. Oracle Payables also updates the
amount billed on the purchase order distributions.

Prerequisites

* Your purchasing information must be generated in Oracle Purchasing or
transferred to Oracle Purchasing tables from an external purchasing system.

* A purchase order for the same supplier, supplier site, and currency as the invoice
you are entering must be approved and open.
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Matching an Invoice to Purchase Order Shipments or Distributions

gaMalch to PO [Vision Dperations] - rell . GE Plastics

Action  Edit Query Go  Folder Special Help
Invaice Amount 15,000.00 Distribution Tatal 15,000.00
Price Caorrection Final Match Release

Quuantity Unit Match [Pz Lz

Invoiced Price Arnount | PO Number | ltern
i 20| - [ 997 1 |mooo0
[ 20 [~ 981 1 120000
N 3.2 [~ [ 883 1 |MS15501
u . 54 [~ 857 1 |sco4043
i | 54 - [ 857 1 |SCod043
Y | 7201 M 781 1 120000

Shipment Oty Proration Shipment
LOmM  Each Tax Ship-To ¥1- New York City
Ordered 10 Freight Shipment Murm 1
Billed 0 Misc Last Receipt
Received N/A
Freight Due Buyer Stock, Ms. Pat
Accepted N/A
Payment 30 Net {terms d Reguestar
[~ Taxable Tax Name Description Sentinal Multimedia
View PO ‘ Distribute... ‘ | Match |

How to Match an Invoice to a PO Shipment or Distribution (continued)
1 Select either the Standard or the PO Default invoice type in the Invoices
window.

2 If you select PO Default, you are prompted to enter the PO nNumber; then
Oracle Payables automatically provides the supplier, supplier number, site, and
currency.

3 Click Match to open the Match to PO window.

4 Query the purchase orders to which you want to match the invoice.

5 For each shipment you want to match, enter two of the following pieces of
information: quantity invoiced, unit price, or match amount. Oracle Payables
automatically calculates the remaining fields.

6 If youwant to match in further detail, you can match to purchase order
distributions by clicking Distribute.

7 If the Distribute button is enabled, that is an indication that there are multiple
distributions for the shipment.
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Lesson 9: Matching Invoices to Purchase Orders

Practice 9-1 Overview

Practice 9-1 Overview

Practice Contents

Creating a standard purchase order in Oracle
Purchasing

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Practice 9-2 Overview

Practice 9-2 Overview

Practice 9-2 Overview

Practice Contents
Matching invoices to purchase order shipments

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Lesson 9: Matching Invoices to Purchase Orders

Practice 9-3 Overview

Practice 9-3 Overview

Practice Contents

Matching invoices to purchase order shipments and
distributions

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Matching All Purchase Order Shipments (QuickMatch)

‘gaMalch to PO [Vizion Dperations] - 30001, Advantage Corp

Action  Edit Query Go  Folder Special Help
Invoice Amount 5,000.00 Distribution Total
Price Carrection Final Match Release
Quantity Unit hatch [Pz e
Invoiced Price Arnount | PO Number | lterm
M 2ll™ 162 1.95 31590 [T 1000 11 |Chas470
[ T
[ T
I | [~
[ T
= | [~
Shipment Qty Proration Shipment
LOM Each Ta Ship-To M2- Boston
Ordered 162 Freight Shipment Mum 1
Billed O Misc Last Receipt
Receivad 0 -
Freight Due Buyer Smith, Mr. Jonathan
Accepted 0 .
Payment 45 Net {terms d Reguestor Smith, Mr. Jonathan
[~ Taxable Tax Name Description Drive Mount Faceplate
View PO | Distribute... || Match
Match to PO

(N) Invoices—>Entry—>Invoices (B) Match

How to Match All Purchase Orders Shipments (QuickMatch)
1 Enter the QuickMatcimvoice type in the Invoices window.

2 Click Match to navigate to the Match to PO window. Oracle Payables fully
matches the invoice to the distributions of the matched shipments and
automatically creates invoice distributions.

3 You can adjust any of the matches by overriding the defaults.
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Lesson 9: Matching Invoices to Purchase Orders

Practice 9-4 Overview

Practice 9-4 Overview

Practice Contents
Matching all purchase order shipments (QuickMatch)

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”

9-12 Oracle Payables Release 11



Entering Credit and Debit Memos

Action  Edit Query Go  Folder Special Help
Batch Contral Tatal
Actual Total
=l r
Type Supplier Supplier Murm Site Invoice Date Invaice Nurm  Invaice Curr Invaice Amol
2 . Credit Me||GE Plastics|(1000 GE PLAS [13-APR-1998 CM1000 usD <500.0
A i
Amount Paid —————————
Holds DistributionTotal 0.00
UsD 0.00
Status Never Approved Posted No
Desc
Actions... 1 Holds ‘ Payments ‘ Match ‘
Scheduled Payments ‘ Overview ‘ | Distributions |
Invoices

(N) Invoices—>Entry—>Invoices

How to Enter Debit and Credit Memos

Enter the invoice header information.

Select Debit Memo or Credit Memo from the Type drop-down list.
Enter the supplier or supplier number in the corresponding fields.
Select the supplier site from the Site drop-down list.

Enter the memo date, or accept the default (today’s date) by using the [Tab] key
to move through the Invoice Date field.

5 Enter the memo number, or accept the default (today’s date) by using the [Tab]
key to move through the Invoice Number field; Oracle Payables does not accept
duplicate numbers for the same supplier.

6 Click Distributions, to enter distributions for the memo.

A W DN P
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Lesson 9: Matching Invoices to Purchase Orders

Matching Credit and Debit Memos to Invoices

Qg Match to Invoice [¥ision Dperations) - CM1000, GE Plastics

Action  Edit Query Go Folder Special Help
Invoice Amount «<500.00> Distribution Tatal 0.00
Credit Invoice
Arnount Mumber Date Arnount PO Mumber
;{l 61811 04-JAN-1996 900.00 501
Description

Status Approved Unpaid Amourt 0.00

Posted Yes
Invoice Overview Match to PO... Distribute... ‘ Match |

Match to Invoice
(N) Invoices—>Entry—>Invoices (B) Match

How to Match Credit and Debit Memos to Invoices

Enter the memo header information, including supplier name, number, and the
description.

1
2
3

Select Debit Memo or Credit Memo from the Type drop-down list.

Enter a Credit Memo or Debit Memo type invoice.

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

Click Match.

In the Find Invoices to Match window, query the invoices you want to match
and click Find. If the credit or debit memo pertains to an invoice matched to a
certain purchase order, query by purchase order number to see all invoices

matched to that purchase order. Oracle Payables navigates to the Match to
Invoice window.
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Matching Credit and Debit Memos to Invoices

Eg_{a Match to Invoice [Yizion Dperations] - CM1000, GE Plastics

Action  Edit Query Go Folder Special Help
Irvaice Amount <500.00> Distribution Total 0.00
Credit — IMvoice
Amaunt Murmber Date Amount PO Mumber
Vi ;{l 6181-1 04-JAN-1996 900.00 501
m
m
R
I
=
Description
Status Approved Unpaid Amourt 0.00
Posted Yes
Invoice Overview | Match to PO... ‘ Distribute... ‘ Match |

How to Match Credit and Debit Memos to Invoices (continued)

6 Optionally, click Invoice Overview to review more information about an
invoice.

Create invoice distributions by matching to one or more invoices. If you are
matching to a nonpurchase-order-matched (basic) invoice, select theinvoiceand
enter a credit amount.

Click Match to create invoice distributions for the credit or debit memo based
on the matches you made.

If there are multiple distributions, click Distribute to select the distribution
accounts.
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Lesson 9: Matching Invoices to Purchase Orders

Practice 9-5 Overview

Practice 9-5 Overview

Practice Contents
 Entering a credit memo
« Assiging a distribution set to the credit memo

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”

9-16 Oracle Payables Release 11



Practice 9-6 Overview

Practice 9-6 Overview

Practice 9-6 Overview

Practice Contents
 Entering a credit memo
« Matching the credit memo to an invoice

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Lesson 9: Matching Invoices to Purchase Orders

Practice 9-7 Overview

Practice 9-7 Overview

Practice Contents
 Entering a debit memo
» Matching the debit memo to an purchase order

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Recording Price Corrections

‘gaMalch to PO [Vizion Operations) - CM10001. Advantage Corp

Action  Edit Query Go  Folder Special Help
Invaice Amount <10.00> Distribution Total <10.00>
Price Carrection Final Match Release
Quantity Unit hatch [Pz e
Invoiced Price Arnount PO Number | lterm
I | 7 1.95 [~ 1000 11 | CW45470
[ O
[ O
I | r
[ O
= | r
Shipment Qty Proration Shipment
LOM Each Ta Ship-To M2- Boston
Ordered 162 Freight Shipment Mum 1
Billed 162 Misc Last Receipt
Receivad 0 -
Freight Due Buyer Smith, Mr. Jonathan
Accepted 0 .
Payment 45 Net {terms d Reguestor Smith, Mr. Jonathan
[~ Taxable Tax Name Description Drive Mount Faceplate
View PO ‘ Distribute... ‘ | Match
Match to PO

(N) Invoices—>Entry—>Invoice (B) Match

Price Corrections

» Use a price correction to record and update the invoiced unit price of previously
matched purchase order shipments or distributions without adjusting the
quantity billed in order to track price variances. Record a price decrease by
entering a credit or debit memo invoice and then selecting the Price Correction
check box when you perform matching.

* Record a price increase by entering a Standard or PO Default invoice type and
then selecting the Price Correction check box when you perform matching.

« Torecord a price change for a purchase order shipment, select Price Correction,
enter the unit price for the incremental amount of the price correction, and enter
information into either Quantity Invoiced or the Match Amount field for each
shipment you want to match.
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Lesson 9: Matching Invoices to Purchase Orders

Review and Maintain

Review and Maintain

« Identifying and resolving matching issues
« Adjusting purchase order matched invoices

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Identifying and Resolving Matching Issues

« Submit the Matching Hold Detail Report for a specified date range. Review
detailed purchase order and invoice information on invoices on matching hold
or released from matching hold. For example, use this report to identify and
resolve invoices on QTY ORD hold. The report provides both quantity invoiced
and quantity ordered information.

« Submit the Invoice on Hold Report each day to identify which invoices are on
hold.
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Review and Maintain

Review and Maintain

« Identifying and resolving matching issues
 Adjusting purchase order matched invoices

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Adjusting Purchase Order Matched Invoices

If you accidentally matched to the wrong purchase order shipments or
distributions, you can reverse matched distributions and create new distributions
by matching to new purchase order shipments or distributions of the same
purchase order or of another purchase order. If you add or reverse invoice
distributions you must also change the scheduled payment amounts to match the
new invoice total, or Oracle Payables will place holds on the invoice during
approval.

You can adjust the GL Date, Income Tax Type, and Account fields of a purchase
order matched invoice distribution. You can change the Account only if you
have not yet posted the invoice and if you have selected the Allow Matching
Account Override Payables option.

If a supplier submits a supplementary invoice for a change in unit price for an
invoice you have matched to a purchase order, use a price correction to adjust
the invoiced unit price of previously matched purchase order shipments or
distributions without adjusting the quantity billed.
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Lesson 9: Matching Invoices to Purchase Orders

Summary

Summary

In this lesson, you should have learned how to do the
following:

« Match an Invoice to a PO shipment or distribution
Match all PO shipments (QuickMatch)
Enter debit and credit memos

» Match debit and credit memos to invoices
» Record price corrections
» Review matching exceptions

Adjust PO-matched invoices

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Lesson 10: Processing Expense Reports

Objectives

Objectives

After completing this lesson, you should be able to
do the following:

« Enter employees and locations

» Define employees as suppliers

» Define expense report templates
 Enter basic expense reports

 Set up Oracle Payables to use Oracle Web
Employees

» Approve expense reports submitted by using
Oracle Web Employees

« Submit Payables Invoice Import

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Managing the Expense Report Process

Managing the Expense Report Process

The Expense Report Process

Enter expense Apply Create invoices by
reports advances submitting payables
invoice import

.
-~ -~

\

> e

Payments to
employees

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Overview

* You can enter expense reports for your employees in Oracle Payables, or you
can enter them in Oracle Projects and transfer them to Oracle Payables for
payment.

* You can apply advances to expense reports to reduce the amount you pay. You
can also apply a hold to an expense report to prevent payment.

« Before you can pay expense reports, you must submit Payables Invoice Import
to have Oracle Payables automatically create invoices from the expense reports.
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Lesson 10: Processing Expense Reports

Setting Up Oracle Payables to Enter Expense Report

Setting Up Expense Report Entry

Enter employees Define employee
and locations as a supplier

(

Define expense
report templates

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Overview

1 Enter employees, their locations, and their expense addresses in the People
window. If Oracle Human Resourcesisinstalled, all employees must be entered
in the People window of Oracle Human Resources.

2 Define the employee as asupplier by using either of the following methods:

- Enable the Create Employee as Supplier Payables option to automatically
create suppliers from employees when you submit Invoice Import.

- Enter the employee as a supplier in the Suppliers window before submitting
Invoice Import for expense reports.

3 Define expense report templates that model the different expense report formats
you receive.
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Entering Employees and Locations

Entering Employees and Locations

E%People =1 3
— Name
Last |Adams |Ma|e |v| Type [Employee
First |Brian Hire Date [01-JAN-1997
Title |Product Managerl Identification
Prefix Social Security 984-33.7575
Suffix [Mr. Employes |43
tdiddle Applicant
Personal Information -
Birth Date (09-JUL-1955 Age 42
Nationality |American Status |Married |
Mail To |Home Ermail |hadams |
Date Last Werified I~ Has Disability
Effective Dates
’7 From [01JAN-1997 o ] [
Address ‘ Picture ‘ Assignment Special Info ‘ Others... ‘
People

Oracle Human Resources: (N) People—>Enter and Maintain

Entering Employees and Locations

In the People window of Oracle Human Resources, enter employees, their locations,
and their expense addresses.
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Lesson 10: Processing Expense Reports

Defining Expense Report Templates

EgaExpense Report Templates [Wizion Operations) |_ (O] x|
Action  Edit Query 5o Folder Special Help
Template Name |Relocation Expenses | Inactive Date

Description [Employee Relocation Expense Report Template |

[~ Enable for Self-Serice Users

Includes Tax

Expense ltem Type || Tax Mame GL Account
= {Jairtare |[Hem - C |[01-7640-0000 000
[car rental |[tem - C |[01-7650-0000-000
Lodging |ittem -~ C |[01-7670-0000-000
Shipping |tem - |[01-7660-0000-000
Other [[em - O |[01--7699-0000-000
— | 4 |

GL Account Description Operations--Airfare No Sub Account-No Product

Self-Service Interface Attributes

Friendly Prampt |Airfare Image File Name |[FNDIAIR

Receipt Required Above Sequence
™ Jdustification Regquirad ™ Calculate Amount

™ “iewable Fram All Templates

Expense Report Templates
(N) Setup—>Invoice—>Expense Report Templates

How to Define Expense Report Templates

Use the Expense Report Templates window to define templates based on the
expense report forms you regularly use in your company. You can define default
values for expense items that can be chosen from a list of values when you or an
employee enters expense reports. During Invoice Import, Payables uses the expense
item information to create invoice distributions.

1 In the Expense Report Templates window, enter a template name and
description. You choose this template name when you enter an expense report.

2 Enter each expense item you want to have on the list of values when you enter
an expense report with this template. Use the name of an expense item as it
appears on an expense report; for example, Airfare or Meals.

3 When you submit Invoice Import, Oracle Payables enters this value in the
invoice distribution Type field, which indicates the type of distribution
associated with an expense item

4 To indicate the amount will be inclusive of tax, select the Includes Tax check
box.

Enter the tax name associated with the expense item.

6 Enter the GL account associated with an expense item. You can enter fewer
segments of an account than necessary for a complete GL account. The blank
segments will need to be entered at Expense Report entry. Save your work.
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Entering Expense Report Information

Entering Expense Report Information

E‘%Expense Report [Vizion Operations) H=] B3
Action  Edit Query Go Folder Special Help
Employee |Fros‘t, Mr. Jamie | Murmber |31
GL Account [01-740-7699-0000-000 | [operationsCorporate Fi Miscell Travel
Send to | |V| Date |l]1JAN-1996 Invoice Mum |Frost 1
Description | Hald
Invoice Currency Amaount 10,000.00
Lines Total 10,000.00
Currency  USD YWithholding Tax Group
Type | Apply Advances Revi 1 By
Data | Mumber W Payables
Rate | Arnount ¥ hanagement
[
Accounting -|
Includes Tax Withhalding
ltem Amount GL Account Tax Mame Tax Group [1
L‘I|Airfare 3,500.00] [01-740-7640-0000-000 - -]
[Tcar Rental 1,500.00 |I]1-?4I]-?85I]-I]I]I]I]-I]I]I] [ |:|
Hotel 2,500.00 |l]1—?4l]—?ﬁ?l]4]l]l]l]4]l]l] - |:|
~| Meals 2,000.00 |l]1-?4l]-?ﬁ!]l]-l]l]l]l]-l]l]l] - I:l

Expense Report
(N) Invoices—>Entry—>Expense Reports

How to Enter Expense Report Information

Choose the employee from a list of values.

Enter or modify the GL account for an employee.

Optionally, change the default expense check address in the Send To field.

Either enter an invoice number or the period ending date as the Invoice

Number field.

5 Enter the expense report amount; Oracle Payables prevents an expense
report from being saved if the total amount entered in the Item field does
not equal the control amount.

6 If the Apply Advances Payables option is selected, you can apply an

outstanding advance against an expense report to reduce the amount you

pay.

A W N P
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Lesson 10: Processing Expense Reports

E‘%Expense Report [Vizion Operations] =] B3
Action Edit Query Go Folder Special Help
Employee |Fros‘t, Mr. Jamie | Murmber |31
GL Account |I]1J4I]JBQQJ]I]I]I]J]I]I] | |0perationstorporate Finance Miscellaneous Travel
Send to | |V| Date |l]1JAN-1996 Invoice Mum |Frost 1
Description | Hald
Invoice Currency Amaount 10,000.00
Lines Total 10,000.00
Currency  USD YWithholding Tax Group
Type | Apply Advances Revi 1 By
Data | Mumber W Payables
Rate | Arnount ¥ hanagement
i)
Accounting -|
Includes Tax Withhalding
ltem Amount GL Account Tax Mame Tax Group [1
L‘I|Airfare 3,500.00] [01-740-7640-0000-000 - -]
[Tcar Rental 1,500.00 |I]1-?4I]-?ﬁ§l]-l]l]l]l]-l]l]l] [ |:|
Hotel 2,500.00 |l]1J4l]—?BTI]4]I]I]I]4]I]I] - |:|
~| Meals 2,000.00 |I]1-?4l]-?ﬁ!]l]-l]l]l]l]-l]l]l] - I:l

How to Enter Expense Report Information (continued)

7 Select the expense report template you want to use in the Template field.
The template determines which items you can select. Enter the amount for
each item selected. During Payables Invoice Import, Payables creates
invoice distributions for the line items.

8 Enter expense report items and amounts.

9 Oracle Payables uses the default GL account for the employee and
overwrites any segment of the GL account defined as the default for an
expense item.

10 When entering an expense report in aforeign currency, first select the
appropriate currency, and then enter the relevant exchange rate information.
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Reviewing, Auditing, and Approving Expense Reports

Reviewing, Auditing, and Approving Expense Reports
Submitted Using Oracle Web Employees

E%’,;Expense Report [Vision Operations]

Action Edit Query Go Folder Special Help
Ermployee |[Frost, Mr. Jamie | Mumber l?u‘l—
GL Account |I]1-?4I]-?699-I]I]I]I]-I]I]I] | |0perations-Corporate Finance-Miscellaneous Travel
Send to | |'| Date |U1JAN—1996 Invoice Mum |Frost 1
Description | Hald
Invoice Currency Amount 10,000.00
Lines Total 10,000.00
Currency Withholding Tax Group
Type | Apply Advances Revi d By
Date | Number ¥ Payahles
Rate | Amount ¥ tanagement
Termplate imf
“R
ltem Amount Justification Yerified Required Missing [l
L‘I|Airfare 3.500.00] ! - - [ ]
[[car Rental 1,500.00] ~ ~ ~ [ ]
[Hotel 2,500.00] ~ ~ ~ [ ]
< [meals 2,000.00] ~ - - ]

Expense Report: Expense Audit Region
(N) Invoices—>Entry—>Expense Reports

How to Review, Audit, and Approve Expense Reports Submitted Using

Oracle Web Employees

1 Query an expense report in the Expense Reports window. If receipts or
justification are required, an accounts payable processor must review, audit, and
approve the Web Employee-entered expense report.

2 For each expense item, navigate to the fields in the Expense Audit region, and

indicate if the receipt has been verified. If the expense item requires receipt and
the receipt is not verified, the item is subject to shortpay.

3 After verifying receipts and auditing a Web Employee expense report, select the
Reviewed By Payables check box.
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Eg_{aExpense Report [Vizion Dperations]
Action Edit Query Go Folder Special Help

Employee |Frost, Mr. Jamie | Mumber ,31—
GL Account [01-740-7699_0000-000 | |0perations-Corporate Finance-Miscellaneous Travel
Send to |V| Date |[01-JAN-1996 Inwoice Mum [Frost 1
Description Haold
Invoice Currency Arnount 10,000.00
Lines Total 10,000.00
Currency Withholding Tax Group
Type | Apply Advances Revi i By
Date | Mumber ¥ Payahles
Rate | Arnount ¥ hanagement
(L
Adjustment or Policy “iolation
ltem Amount Short Payment Reason Short Payment [
L‘I|Airfare 3,500.00 ~ [ ]
[Tcar Rental 1,500.00 r [ ]
Hotel 2,500.00 r [ ]
<[ [Meals 2,000.00 - [ ]

How to Review, Audit, and Approve Expense Reports Submitted Using
Oracle Web Employees (continued)

4 If an expense item is not reimbursable under your policy guidelines, you can
adjust the amount of the expense item to zero or to an amount lower than the
original expense item amount and include an adjustment reason. If you adjust an
expense item, you must also adjust the expense report total. The employee will
automatically be notified of an adjustment to the expense report.

5 If an employee does not provide sufficient information for an expense item, you
can perform a Policy Violation Short Payment by selecting the appropriate
check box.

Save your work.

Once an expense report is approved by accounts payables and management, you
can import it to Oracle Payables for payment.
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Reviewing, Auditing, and Approving Expense Reports

Eg_{aExpense Report [Vizion Dperations]
Action Edit Query Go Folder Special Help
Employee |Frost, Mr. Jamie |

Mumber |31

Corporate Fi Travel

GL Account |01-740-7699-0000-000
Send to

Description

Currency
Type
Date
Rate

| |0per i

|V|

Date

01-JAN-1996

[

Invoice Currency

Apply Advances

Imvoice Mum

Haold

Arnount

Lines Total
Withholding Tax Group

R

Frost 1

10,000.00

10,000.00

Mumber

Armount

1 By

¥ Payahles

¥ Management

i)

ltermn

Amount

Adjustment or
Short Payment Reason

Policy “iolation

Short Payment

3,500.00

= I|Airfare
[Tcar rental

1,500.00

Hotel

2,5900.00

Meals

hdl

2,000.00

[

CICICICd

Running the Oracle Workflow Background Process

e Once an accounting review has been performed, you must run the Workflow
Background Process to restart the Workflow process from deferred status. If the
Workflow background process determines that accounting review has been
performed, the Workflow process can continue towards completion. If the
Workflow process for an expense report does not complete, the expense report
cannot be imported using the Payables Invoice Import program.

« Oracle Workflow, in its standard configuration, requires accounting review for a
Web Employee-entered expense report that includes expense items that require
receipt or justification. If an accounting review is not performed, the Oracle
Workflow process cannot complete. If the Oracle Workflow process does not
complete for a Web Employee-entered expense report, it cannot be imported
using the Payables Invoice Import program.

* For a Web Employee-entered expense report that includes only expense items
that do not require receipts, and do not require justification, an accounting
review is not required. The Payables Reviewed check box will automatically be
checked. Once management approves an expense report that only includes
expense items that do not require receipts and do not require justification, the
Oracle Workflow process completes automatically without accounting review.
After the Oracle Workflow process completes, the expense report can be
imported using the Payables Invoice Import program.
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Submitting Payables Invoice Import

Egj Submit Request
Action  Edit Query Go Faolder Special Help

£l ?

— Run this Request...

Request Marme |Payab|es Invoice Import

Farameters

[E] Parameters

Language ?

— At these Times... —— Batch Name |N/A |
As Soon As Possihle Summarize Report [Yes |
Source |Payables Expense Reports ‘Create Invoices frot
GL Date |

— Upon Completion... —

SRS

Furge Date
¥ Sau Transfer Descriptive Flexfield (No
Matify 4 | |
Print Ta Clear ‘ Cancel 0K |
Copy a Prior Request... ‘ Cancel ‘ | Submit Request |

Submit Request
(N) Other—>Requests—>Run (B) OK

How to Submit Payables Invoice Import

1 Use Invoice Import to create invoices from expense reports you enter in Oracle
Payables, Oracle Web Employees, or Project Accounting.

2 If the Payables option for Use Batching is selected, create a batch name for the
expense reports that will be created as invoices.

3 Review detailed or summary information for imported expense reports
including Invoice Import exceptions.

- AnswerYesin the Summarize Report field to submit the Invoice Import
Report in summary; a summary report shows the total number and dollar
amount of invoices created from expense reports or imported invoices and
the total number and dollar amount of advances applied to expense reports.

- AnswerNo in the Summarize Report field to submit the Invoice Import
Report in detail; a detailed report shows information about each of the
expense reports or invoices from which Invoice Import created the invoices
as well as the total number and dollar amount of the invoices. The detailed
report also shows all the advances you applied to each expense report.
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Importing Invoices from Oracle Payables

Importing Invoices from Oracle Payables

Action  Edit CQuery Go Faolder Special Help

£ 2

— Run this Request...

Request Mame |Payables Invoice Import

Parameters  IN/A.Yes.Pavahles Exnense Renorts...Ho
Eg_aPalamelels
Languac " — )

5 Batch Mame |N/A
As Soon As Possib |

Summarize Report [Yes

— At these Times... — |

Source [Payables Expense Reports |Create invoices fror

— Upon Completion... - GL Date |
v S Purge Date
Motif Transfer Descriptive Flexfield |No
otify
l | i

Clear Cancel OK ‘

Print To

Copy a Prior Request... ‘ Cancel ‘ ‘ Submit Request |

Submit Request
(N) Other—>Requests—>Run (B) OK

How to Import Invoices from Oracle Payables

1 When you enter expense reports using the Expense Reports window in Oracle
Payables, the expense information is automatically saved in the Invoice Import
interface table to allow for immediate submission of Invoice Import.

2 When you submit Payables Invoice Import, enter Payables Expense Report as
the source.

3 Enable the Create Employee as Supplier Payables option to have Oracle
Payables automatically create suppliers and supplier sites for employees who
are not already suppliers. If you do not enable this option, you must manually
enter the employee as a supplier before submitting Payables Invoice Import.
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Batch Mame |NIA |

Summarize Report

Source |Oracle Projects |Create invoices fror

Purge Date I:l
Transfer Descriptive Flexfield
J | »|

Clear ‘ Cancel| OK ‘

Parameters
(N) Other—>Requests—>Run (B) OK

How to Import Invoices from Oracle Projects
1 Enter Oracle Projects as the source.

2 Oracle Payables validates expense report details received from Oracle Projects
so that invoices are created for active employees and valid GL accounts only.

3 After Oracle Payables creates an invoice from an Oracle Projects expense
report, Oracle Projects links the invoice to a project.

4 An expense report imported from Oracle Projects becomes purgeable only after
the invoice is created for the expense report and the invoice is tied back to the
original expense report in Oracle Projects.
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Importing Invoices from Other Accounting Systems

Eﬁj Parameters

.
L]
Batch Marne | |

summarize Report |:|

Source | External External applicati
pp

Furge Date I:l
Transfer Descriptive Flexfield
J | 2|

Clear ‘ Cancel| Ok ‘

Parameters
(N) Other—>Requests—>Run (B) OK

How to Import Invoices from Oracle Projects

1 Define a Payables QuickCode to create a source name and to easily identify any
invoices imported from another accounting system.

2 Enter the defined Payables QuickCode as the source when submitting Payables
Invoice Import.

3 Imported information must include valid supplier name, supplier site, and
invoice distributions.
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Practice 10-1 Overview

Practice 10-1 Overview

Practice Contents
Entering an expense report template

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”

10-16 Oracle Payables Release 11



Practice 10-2 Overview

Practice 10-2 Overview

Practice 10-2 Overview

Practice Contents
Entering an expense report

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Summary

Summary

Summary

In this lesson, you should have learned how to do the
following:

» Enter employees and locations

» Define employees as suppliers
 Define expense report templates
 Enter basic expense reports

 Set up Oracle Payables to use Oracle Web
Employees

» Approve expense reports submitted using Oracle
Web Employees

« Submit Payables Invoice Import

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Lesson 11: Entering Recurring Invoices

Objectives

Objectives

After completing this lesson, you should be able to
do the following:

« Define special calendar names

« Define recurring invoice templates
« Enter recurring invoice information
« Create recurring invoices

» Review recurring invoices

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Recurring Invoices

Recurring Invoices

Recurring Invoices: Overview

You can enter invoices for periodic business expenses for
which you may not receive invoices (such as rent).

To enter recurring invoices:
 Define a special calendar
 Define a recurring invoice template
 Create invoices based on the template
With a recurring invoice template, you can:
 Specify the intervals for which invoices will be created.

 Create up to two special one-time invoice amounts of a
nonstandard amount, such as a deposit or balloon
payment

« Define recurring invoices to increase or decrease by a
fixed percentage from period to period

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Defining Special Calendar Names

§§Special Calendar H=]E3
Action Edit Query Ga [older Special Help
Type of Calendar
Calendar Mame [Monthly < Kay Indicator
Periods Per Year [12 < Wiithholding Tax
Description (Monthly Recurring Pai & Reacurring Invoice
([
Year Report Run
Petiod | Seq Start Date End Date System Mame | []
= may 1998 ][5 Jo1-mAr-1998  [31-MAY-1998  |may-98 ]
[|apr 1998 ||+ |o1-aPR1998  |30-APR-1998  |Apr9s ]
[|[mar 1998 |[3 01-mMAR1998  |31-MAR-1998  |Mar98 ]
[|Feb 1998 |[2 |l01-FEB-1998 |[28-FEB-1998 |Feb9s ]
Jan 1998 |1 01-JAN-1998 31-JAN-1998 Jan-98 ]
—~ | |Pec 1997 |[12 [01.DEC-1997 31-DEC-1997 Dec97 ]

Special Calendar
(N) Setup—>Calendar—>Special Calendar

How to Define Special Calendar Names

Use the Special Calendar window to define periods that Oracle Payables uses for
automatic withholding tax, recurring invoices, and for the Key Indicators Report.

1 In the Special Calendar window, select the type of calendar you want to define.

2 Enter a calendar name and description. Select the name from a list of values
when you assign a special calendar to a key indicator report, recurring invoice
template, or a withholding tax type tax name.

3 Enter the number of periods per year. For example, if you use a 12 month period
calendar, enter 12.

4 In the Period field, enter a period nhame.
5 In the Year field, enter the calendar year in which a period occurs.
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Defining Special Calendar Names

§§Special Calendar H=] E3
Action Edit Query Ga [older Special Help
Type of Calendar
Calendar Mame [Monthly ¢ Key Indicator
Periods Per Year (12  WWithholding Tax
Description |Monthly Recurring Pai & Recurring Invoice
([ ]
Year Report Run
Petiod | Seq Start Date End Date Systerm Name | [ 1]
= lmay 1998 |ls [p1-maY1998  [31-MAY1998  |[May-98 ]
[|apr [1998 |[4 jo1-APR1998  |30-APR-1998  |Apr9s ]
[[mar 1998 |[3 [o1-maR-1998  |31-MAR1998  |mar98 ]
[|Feb | E |01-FEB-1998 ||l28-FEB-1998 |Feb-o8 ]
Jan 1998 [(1 D1-JAN-1998 31-JAN-1998 Jan98 ]
—~ | |Dec 1997 |12 [[01.DEC-1997 31-DEC-1997 Dec97 ]

How to Define Special Calendar Names (continued)

6 Inthe Seqfields, enter numbersto indicate the order in which the periods occur.
The sequence numbers of a period should represent the sequence of the period
in aregular calendar. Therefore, May through December 1998 should be
sequenced 5 through 12.

7 Enter the start dates and the end dates for the period. Periods within ayear
cannot overlap and can have no gaps between them. For example, if your first
period ends on 31-JAN-1998, the next period must start on 01-FEB-1998. In the
System Name field, the system name for the period is displayed. Save your
work.
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Defining Recurring Invoice Templates

Eg_;gﬂecuning Invoices [Vision Operations]

Action Edit Query Go Folder Special Help

Supplier Calendar
Mame |American Telephone and Tel{ Mame |Monthly
Mumber |1005 | MNumber of Periods |12
Site |AT&T - HQ First |Apr98
Pay Group |Standard Mext Apr38
Mumber Remaining 12

Template Definition

MNumber |AT&T -01 Description |AT&T Recurring Charges
Currency [USD | Liability Account [01.000-2210-0000-000
Hald Payment Method |Check
GL Date :I Expiration Date
Terms [30 Het {terms date + 31 Wyithholding Tax Group :I
[ Pay Alone [|:|]
Distribution Origin

MNumber of Invoices |

Create Invoices... |

Recurring Invoices
(N) Invoices—>Entry—>Recurring Invoices

How to Define Recurring Invoice Templates
1 Enter the supplier information.

2 Enter the period information. Select a period type that determines the frequency
of the recurring invoice (for example, Month or Quarter). If the period you want
has not yet been defined, navigate to the Special Calendar window and define it.
Save the new period, and Payables will add it to the list of values in the
Recurring Invoices window.

3 In the Number of Periods field, enter the total number of invoices you want to
create over the life of the template.

4 In the First field, enter the first period for which you want to create an invoice.
The period must be an open or future period.
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Defining Recurring Invoice Templates

Eg_;gﬂecuning Invoices [Vision Operations]

Action Edit Query Go  Folder Special Help
Supplier Cal
lame |American Telephone and Tel{ Mame |Monthly
Mumber {1005 | Mumber of Periods |12
Site [AT&T - HQ First |Apr98
Pay Group |Standard Mext Apr9g8
Mumber Remaining 12
Template Definition «|
Mumber [AT&T -01 Description |AT&T Recurring Charges
Currency [USD | Liability Account [01-000-2210-0000-000
Hold Payment Method |Check
GL Date :I Expiration Date
Terms |30 Net {terms date + 31 Withholding Tax Group :I
™ Pay Alone [D]
Distribution Origin
MNumber of Invoices | Create Invoices... |

How to Define Recurring Invoice Templates (continued)

5 Inthe Number field of the Template Definition region, enter a unique template
definition number that helps identify the source of the recurring payment. For
example, if the recurring payment is for an auto lease, assign the license number
as the payment number. Oracle Payables appends the invoice date to the
template definition number to create a unique invoice number for each recurring
invoice.

6 Define adistribution set for the invoices created for the recurring payment or
match to a purchase order shipment.

7 Unlessyou want all payments to be posted within one period, do not fill in the
GL Date field.

8 Optionally, add or modify default values in the Recurring Invoice Template.
9 Navigate to the Amounts region to define the invoice amounts.
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Eg_ﬂa Recurring Invoices [Vizsion Operations)
Action Edit Query Go Folder Special Help

Supplier Calendar
Mame |American Telephone and Tel{ Mame |Monthly
Mumber (1005 | Mumber of Periods |12
Site |ATAT -HQ First |Apr98
Pay Group |Standard Mext Apr9g
Mumber Remaining 12

First Amaunt 15,000.00 Mext Amaount 15,000.00
Change 0|%

MNumber of Regular Invoices 11

Special Invoice Amount] 23,000.00 Period |Mar99
Special Invoice Amount2 Period
Control Total 188,000.00
Released Total 0.00
Amount Remaining 188.000.00
Murmber of lnvoices | Create Invoices...

Recurring Invoices: Amounts Region
(N) Invoices—>Entry—>Recurring Invoices

How to Define Recurring Invoice Templates (continued)

10 If you know the total of the recurring invoices you will create, enter the control
amount, and Oracle Payables will calculate and enter the first amount.

11 If you know what the periodic recurring invoice amount will be, enter the
amount of your first invoice in the First Amount field. Oracle Payables will
calculate and enter the amount in the Control Total field.

12 If you want the invoices to increase or decrease by a set percentage from period
to period, enter the percentage in the Change field, and Oracle Payables will
recalculate the control amount.

13 Enter up to two special payment amounts for one-time balloon payments or
deposits.
Oracle Payables calculates invoice amounts by reducing the control amount by

the amount of the special payment and divides the remaining control amount by
the number of remaining periods.
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Creating Recurring Invoices

E‘%Create Invoices [¥izion Operations)
Action Edit Query Go Faolder Special Help

Irvnize Murmber GL Date Armount Batch Marme
= IAT&T -01-Apr98 01-APR-1998 14,000.00
| ] | |
al [ ] | |

Cancel ‘ (0]

’—Exchange Rate

Create Invoices
(N) Invoices—>Entry—>Recurring Invoices (B) Create Invoices

How to Create and Review Recurring Invoices
1 Determine how many invoices to create.
2 Enter the number of invoices, and click Create Invoices.

A period must be an open or future period for Oracle Payables to create an
invoice.

3 Optionally, create recurring invoices into an existing batch of similar invoices;
for example, group all recurring rent invoices into one batch, and then add to the
batch on a quarterly basis.

4 Use the Create Invoices window to view summary information about the
invoices created.

Oracle Payables appends the payment number with the period hame in which an
invoice is created to create invoice numbers for recurring payments.

5 Use the Invoices Summary window to review invoices created by the Create
Recurring Payment form.

Oracle Payables Release 11 11-9



Lesson 11: Entering Recurring Invoices

Practice 11-1 Overview

Practice 11-1 Overview

Practice Contents
« Defining a recurring invoice template
« Creating recurring invoices

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Summary

Summary

Summary

In this lesson, you should have learned how to do the
following:

« Define special calendar names

« Define recurring invoice templates
« Enter recurring invoice information
« Create recurring invoices

» Review recurring invoices

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Lesson 12: Processing Other Invoice Functions

Objectives

Objectives

After completing this lesson, you should be able to
do the following:

« Apply holds to supplier site invoices

Apply holds to selected invoices

Apply holds to schedule payments

Release holds
« Approve invoices
« Cancel invoices

Adjust invoices

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Applying Holds

Hold Types
Review the hold types that Oracle Payables automatically
places during approval
User Manually
Hold Types Predefined Definable Releasable
Acct Hold Reason Q/ No
Funds Hold Reason q/ Mixed
Insufficient Information Q/ No
Invoice Hold Reason Q/ Q/ Yes
Matching Hold Reason Q/ Mixed
Period Hold Type q/ No
PO Req Hold Reason Q/ No
Variance Hold Reason q/ Mixed
ORACLE"
Copyright O Oracle Corporation, 1999. All rights reserved.

Overview

You can prevent payment and, optionally, prevent posting of an invoice by manually
applying one or more holdsto it. Oracle Payables provides some generic invoice
holds for you, and you can define your own holds based on your invoice approval
needs. You can aso prevent payment of supplier invoices by placing ahold on the
supplier or the supplier siteinstead of on each individual invoice.

There are three types of holds you can use to prevent payment of an invoice:
* Invoice Hold: You can manually apply one or more Invoice Hold Reason holds
to an invoice using the Holds window of the Invoice Workbench.

« Scheduled Payment Hold: You can hold payment of part of an invoice by
placing one or more of the scheduled payments on hold in the Scheduled
Payments window of the Invoice Workbench.

* Supplier Hold: In the Supplier Sites window, you can enable the Hold All
Payments, Hold Future Invoices, or Hold Unmatched Invoices options. You also
have the option of specifying an invoice amount limit for a supplier site.
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Eg_;aSuppliel Sitez [Vision Dperations] - Advanced Network Devices. 1013
Action  Edit Query Go  Folder Special Help

Mame |[SANTA CLARA Alternate Mame |SANTA CLARA | [
Country |United States
Address [2000 Century Way Alternate
Address
City |Santa Clara State |[CA Postal Code [95613-4565
Pravince County
Language Inactive On [|:| |
Control |

Invoice Amount Limit 1I]I]I]I]|

[ Hold All Payments
[ Hold Unmatched Invoices
[ Haold Future Invoices

Hold Reason

Supplier Sites
(N) Suppliers—>Entry (M) Query—>Find (B) Open—>0Open

Applying Holds to Supplier Site Invoices

You can prevent payment of multiple supplier invoices by applying a hold to the
supplier site instead of on each individual invoice. The options that you can enable
are as follows:

» Select the Hold All Payments check box to prevent Oracle Payables from
paying any invoices for a supplier site.

e Enter an invoice amount limit to have Oracle Payables apply an amount hold to
an invoice of a supplier site if the invoice exceeds the amount limit.

« Select the Hold Future Invoices check box to have Oracle Payables apply a
supplier hold on all future invoices entered for a supplier site.

« Select the Hold Unmatched Invoices check box to have Oracle Payables apply a
matching required hold on all supplier site invoices that have not been matched
to a purchase order.
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Applying Holds to Selected Invoices

Eg_{glnvoice Holds [Vision Operations] - 111, GE Plastics

Action  Edit Query Go  Folder Special Help
v
Hold Name Hold Reason Release Mame Release Reason []
L‘I[pis‘t Variance ||Tota| of invoice distrihutionﬂ || || |
Purchase Order ——————— CurrentHold —— Current Release
MNumber Date 29-DEC-1997 Date
Line By System By
Ship Ta
Scheduled Payments Wiew: PO ‘ | Release... 1

Invoice Holds
(N) Invoices—>Entry—>Invoices (B) Holds

How to Apply Holds to Selected Invoices
1 Find the invoice by using the Invoice window.

2 Apply a hold by selecting a hold name. You can select from all Invoice
approvals defined with the type Invoice Hold Reason. You can apply as many
holds to an invoice as you require. Oracle Payables prevents manual entry of
those hold names that are automatically placed during approval.

3 Save your work.

Oracle Payables Release 11 12-5



Lesson 12: Processing Other Invoice Functions

Action Edit @uery Go o Folder  Special Help
Payment Currency USD Invoice Amount 1,250.00
Amount Paid 0.00 Gross Amount Total 1,250.00
— Scheduled Pay + [+
Due Date Gross Amount | Iethad Date Amount [ ]
= |l7 {13-9AN-1998 1,250.00[ 99(|Check
=
(™
(™
[~
2 I
Amount Remaining 1,250.00
Discount Amount Remaining 0.00
Holds | Payments Split Schedule | Pay... 1 |

Scheduled Payments
(N) Invoices—>Entry—>Invoices (B) Scheduled Payments

How to Apply Holds to Scheduled Payments

1 Find the invoice by using the Invoices window, and click the Scheduled
Payment button.

2 Select the Hold check box, to place a hold on a scheduled payment.

3 Place a hold on a scheduled payment to prevent payment for only a portion of an
invoice (create multiple scheduled payments if necessary).

4 Payment schedule holds prevent payment of only that portion of the invoice.
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Releasing Holds

Releasing Holds

Review the predefined release types that Oracle Payables provides.

Approval User
Release Types Predefined Definable

Acct Release Reason

Funds Release Reason

Sufficient Information

Invoice Release Reason

Matching Release Reason

Period Release Type

Variance Release Reason

Hold Quick Release Reason

Al A B ERA
SN

Invoice Quick Release Reason

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Overview

Release holds from invoices to resume payment and posting of the invoices. You
can view the holds on an invoicein either the Invoice Overview or the Holds
window of the Invoice Workbench. You can see the number of holds on an invoice
in the Display Only region of the Invoices Summary window. Identify invoices on
hold with the Invoice On Hold report and the Matching Hold Detail report. These
reports aid you in managing holds.
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Manually Releasing Holds

Manually Releasing Holds
Review the hold types that are manually releasable.
User Manually

Hold Types Predefined Definable Releasable
Acct Hold Reason Q/ No
Funds Hold Reason Q/ Mixed
Insufficient Information Q/ No
Invoice Hold Reason Q/ Q/ Yes
Matching Hold Reason Q/ Mixed
Period Hold Type q/ No

PO Req Hold Reason Q/ No
Variance Hold Reason q/ Mixed

ORACLE"
Copyright O Oracle Corporation, 1999. All rights reserved.

Overview

Oracle Payables applies some holds that you cannot release. You can usethelnvoice
Holds window to view invoices with these holds, but you cannot manually release
these holds. You must correct the exception that caused Approval to place the hold
on the invoice, then resubmit Approval to release the holds. You can correct
exceptions by updating the invoice or the purchase order or by changing your
invoice tolerances.

There are three types of holds you can manually release:
* Supplier Site Hold

* Invoice Hold

* Scheduled Payment Hold

If you release a manually releaseable hold that Oracle Payables applied during
approval, the next time you submit approval, Oracle Payables will not reapply the
same hold.
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Releasing Holds for One Invoice or Group of Invoices

Eg_{glnvoice Holds [Vision Operations] - 111, GE Plastics
Action  Edit Query Go  Folder Special Help

Hold Name Hold Reasan Release Name Release Reason []

L‘I[pist Variance ||Tota| of invoice distributiun4| || ” |

[ [<] :||:|

Releage Name |Invoice Quick Released ‘ :“:I

Release Reazon [Invoice Approved | %E

| Date 13-APR-1998 :||:|

Purchase Order By OPERATIONS —
Mumber

. Cancel | OK
Line
Ship To ‘ | ‘ ‘
Scheduled Payments ‘ Wiew PO | | Release... 1 |

Invoice Holds
(N) Invoices—>Entry—>Invoices (M) Query—>Find (B) Holds

How to Release Holds for One Invoice or Group of Invoices
1 Search for invoices of a selected supplier or for all invoices with a selected Hold
name or hold type.
2 Optionally, include invoices that are not on hold.
3 Review all invoices that meet the search criteria.

4 Select the Payment Schedule option to place or release any payment schedule
line holds.

5 Initiate a QuickRelease for invoices that meet search criteria. Select from all
invoice approvals defined with the type Hold Quick Release Reason. Oracle
Payables assigns the release name to all releasable holds for all invoices.

6 Optionally, enter a release name that will be displayed whenever hold
information is reviewed for any of the invoices; apply any release name to any
hold that can be released manually. Oracle Payables initiates a concurrent
request to release all invoices displayed in the Invoices zone.
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Approving Invoices

Approving Invoices: Overview

Batch invoices Enter invoice Match to PO
>  —
w‘&a’

Approve Invoice View Invoice

T — - (e,

Receive invoices
in the mail Post invoice
Pay invoice
\ File invoice

Copyright O Oracle Corporation, 1999. All rights reserved.

ORACLES

Overview

Before you can pay or post an invoice (including prepayments), you must submit
approval for theinvoice in one of three ways.

e Online by using the Actions window of the Invoice Workbench
e Online by using the Approve button in the Invoice Batches Summary

* Batch by submitting the Payables Approval program from the Submit Requests
window

Approval validates the matching, tax, period status, exchange rate, and distribution

information for invoices you enter and automatically applies holds to exception

Invoices.
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Submitting Batch Approval

Egj Submit Request

Action  Edit Query Go Folder Special Help

£pl ?

Submitting Batch Approval

— Run this Request...
Reguest Marme
Parameters

Language

American E|

— At these Times...
As Soon As Possible

— Upon Completion...

Motify
Print Ta

¥ Save all Output Fils

Payables Approval

Option

Invoice Batch Mame
Start Invoice Date
End Invoice Date
Supplier Name

Pay Group

Invoice Mumber
Entered By

All Process all matching lines

Clear

Cancel

Copy a Prior Request...

Submit Request

Submit Request

(N) Other—>Requests—>Run

How to Submit Batch Approval

You can automate your approval cycle through automatic approval resubmission.
Define your submission options for the Payables Approval program in the Submit
Requests window. You can specify the intervals in which you want to submit

Approval, and Payables will submit approval using the parameters you specify up

until the date you specify to end resubmission.

1 In the Submit Requests window, select Payables Approval, and enter the
parameters of your choice.

2 Enter All in the Option field to submit approval for all invoices; otherwise,
approval reviews only those invoice distributions that have not already been
reviewed by approval.

3 Optionally, define other criteria to submit approval for specific groups of

invoices.

4 Define resubmission options to resubmit approval automatically on a daily

basis.

5 Click Submit Request, to submit your request.
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Approving Invoices Online

[~ Approve Related Invoices
[~ Cancel Invoices
[ Apply/Unapply Prepayment. .
[~ Pay in Full .
[~ Release Haolds

Hold Mame

Release Mame

Release Reason
[ Print Motice

Printer

Sender Marme

Sender Title

Cancel | | oK

Invoice Actions
(N) Invoices—>Entry—>Invoices (M) Query—>Find (B) Actions

How to Approve Invoices Online

1 Submit online approval for individual invoices when an invoice must be
approved and paid immediately.

Enable the Payables option to allow online approval.

In the Invoices window, find the invoices for which you want to submit
approval.

Select the invoices.
Click Actions.
Select Approve.

If you are approving a credit or debit memo, select Approve Related Invoices to
submit online approval for invoices associated with the credit or debit memo.

N

~N o o1 b~
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Practice 12-1 Overview

Practice 12-1 Overview

Practice 12-1 Overview

Practice Contents
Adjusting invoice distributions

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Practice 12-2 Overview

Practice 12-2 Overview

Practice Contents
Changing payment schedules

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Practice 12-3 Overview

Practice 12-3 Overview

Practice 12-3 Overview

Practice Contents
Canceling an invoice

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Practice 12-4 Overview

Practice 12-4 Overview

Practice Contents
Approving an invoice at entry time

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Practice 12-5 Overview

Practice 12-5 Overview

Practice 12-5 Overview

Practice Contents
Placing a hold on an invoice

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix ,
“Practices and Solutions.”
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Practice 12-6 Overview

Practice 12-6 Overview

Practice Contents
Approving invoices

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”

12-18 Oracle Payables Release 11



Practice 12-7 Overview

Practice 12-7 Overview

Practice 12-7 Overview

Practice Contents
Releasing a hold from an invoice

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Approving Invoice Batches Online

Eg_;alnvoice Batches [Wision Operations]

Action Edit GQuery Go  Folder Special Help
J=]
Batch Mame Date Contral Count Control Amount [ ]
= [ s02041996 18-MAT-1998 20 z600.78][ |[
[] N
[] L
[] N
[] L
all LI
A 2
Approve 1 | Invoices |

Invoice Batches
(N) Invoices—>Entry—>Invoice Batches (M) Query—>Find (B) Approve

How to Approve Invoice Batches Online
1 Submit approval for entire batches from the Invoice Batches window.

2 Use the multirow selection feature to select several batches to approve at the
same time.
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Canceling Invoices

Eg‘,g Invoice Actions m
[ Approve

[ Approve Related Invoices

[ Apply/Unapply Prepayment. .
[ Pay in Full. .
I Release Holds

Hald Mame

Release Mame

Release Reason

I Print Motice

Printer

Sender Mame

Sender Title

Cancel | | oK

Invoice Actions
(N) Invoices—>Entry—>Invoices (M) Query—>Find (B) Actions

Canceling Invoices

You can cancel only unpaid invoices. You can cancel any unapproved invoice or an
approved invoice that does not have any effective payments or posting holds. If an
invoice has a hold that prevents posting, you must release the hold before you
cancel the invoice. You cannot cancel an invoice that has been selected for payment
in a payment batch.

How to Cancel an Invoice
1 In the Invoices window, select the invoice you want to cancel, and click Actions.

2 In the Invoice Actions window, select Cancel Invoices, and click OK to have
Oracle Payables cancel the invoice.

3 Save your work.
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Action  Edit Query Go  Folder Special Help
Batch Caontrol Tatal
Actual Total
=l r
Type Supplier Supplier Mum  Site Invoice Date Invoice Mum  Invoice Curr Invoice Amo
ﬂD Standard ||GE Plastics| (1000 GE PLAS|[31-MAR-1997 GE76 usD 6,167,
|:| Standard ||GE Plastics| (1000 GE PLAS (24 -APR-1997 15475475 usD 1,000,
|:| Standard ||GE Plastics| (1000 GE PLAS [10-MAY-1997 9391617 usD 19,100.
|:| Standard ||GE Plastics| (1000 GE PLAS||16-MAR-1998 1028 usD 8,800,
|:| Standard ||GE Plastics||1000 GE PLAS [11-FEB-1998 2828 usD 18,000.
Z‘. [standard |[GE Plastics||{1000 GE PLAS (13-APR-1998 KCB001 usD 1,000,
K1 [
A t Paid
Haolds 0 DistributionTatal 1,000.00
usp 0.00 Status Newver Approved Posted Mo
Desc
Actions... 1 Holds ‘ Payments ‘ Match ‘
Scheduled Payments | Overview | | Distributions |
Invoices

(N) Invoices—>Entry—>Invoices (M) Query—>Find

How to Adjust Invoice Amounts

There are two prerequisites for adjusting the invoice amount:

e The invoice is not fully paid.

e The invoice has at least one unposted or unapproved distribution.
1 Find the invoice in the Invoices window.
2 Change the invoice amount.
3 Click Distributions to navigate to the Distributions window.
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Eg_{a Invoices [Vision Dperations]

Action Edit Query Go  Folder Special Help
Batch Control Tatal
Actual Tatal
=l r
Type Supplier Supplier Mum  Site Invoice Date Invoice Mum  Invoice Curr Invoice Amuoi
=" Istandard||GE Plastics|[1000 GE PLAS [31-MAR-1997 GE9176 usD 6,167,
Standard ||GE Plastics||1000 GE PLAS [24-APR-1997 15475475 usD 1,000,
Standard ||GE Plastics||1000 GE PLAS |10-MAY-1997 9391617 usD 19,100,
Standard ||GE Plastics||1000 GE PLAS |[16-MAR-1998 1028 usD 8,800,
Standard ||GE Plastics{|1000 GE PLAS|11-FEB-1998 2828 usp 18,000,
Z‘iﬂStandard GE Plastics||1000 GE PLAS|13-APR-1998 KCB001 usp 1,000,
T 0
A t Paid
Holds 0 DistributionTatal 1,000.00
usp 0.00 Status MNewver Approved Posted Mo
Desc
Actions... 1 Holds ‘ Payments ‘ Match ‘
Scheduled Payments | Overview | | Distributions |

How to Adjust Invoice Amounts (continued)
4 Adjust the distributions to match the new invoice amount.

- If theinvoiceis not purchase order matched, you can add, reverse, and
adjust distributions. Choose OK.

- If theinvoiceis purchase-order matched, you can reverse, rematch, or match
distributions to purchase order shipments and purchase order distributions.
Click OK.

5 Click Scheduled Payments to navigate to the Scheduled Payments window.
6 Adjust the scheduled payments to match the new invoice amount. Click OK.
7 You must submit approval again before you can pay the invoice.
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Summary

Summary

In this lesson, you should have learned how to do the
following:

» Apply holds to a supplier site invoices

Apply holds to selected invoices

Apply holds to schedule payments
Release holds

« Approve invoices
» Cancel invoices

Adjust invoices

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Lesson 13: Performing Invoice Inquiry

Objectives

Objectives

After completing this lesson, you should be able to
do the following:

» Find invoices
 Find invoice distributions
« Calculate supplier balances

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Invoice Inquiry

Invoice Inquiry: Overview

Batch invoices Enter invoice Match to PO

Approve invoice View invoice

e,

in the mail Post invoice
\)File invoice

Copyright O Oracle Corporation, 1999. All rights reserved.

Receive invoices l
l Pay invoice

ORACLES

Overview

You can find invoices to respond to supplier inquiries including questions about
Invoice payment status, invoice payment date, reasons an invoice has not been paid,
and total balance due for a supplier or supplier site. You can also find invoices to
make adjustments to them or to perform actions on them such as approval or
cancellation.

You can find invoices in the Invoice Workbench either by using the Find Invoices
window or by entering query criteria directly into the Invoices Summary window or
the Invoices detailed window. In the Find Invoices window, you can enter a greater
variety of criteriaincluding invoice status and ranges for invoice amounts, invoice
dates, and voucher numbers. You then click Find to navigate to the Invoices
Summary window, where Payables displays all invoices that match your find
criteria.
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Finding Invoices

Eg_{aFind Invoices M= E3
Action  Edit Query Go  Folder Special Help
- Supplier
Mame |GE Plastit:| | Mumber
Site | Taxpayer [D
PO Num | |F'O Shipment: |-|
r Invoice
Mumber | | Terms: -
Type | |v| Pay Group: -
Arnounts - Batch Name
 Invoice Status - Holds
Paid - Status -
FPosted - MName
Status - Reason
~ Woucher Audit i Invoice Template
Category Murnber
Marme Period Type
MNumbers | - |
Calculate Balance Owed... | Clear | Hew | Find |

Find Invoices
(N) Invoices—>Inquiry—>Invoices (M) Query—>Find

How to Find Invoices Using the Find Invoices Window

1 Access the Find Invoices window either by choosing the Find icon from the
toolbar or by selecting Find from the Query menu.

2 Enter multiple search criteria by entering information in one or more fields.
3 Click Find. The Invoices window displays all invoices that fit your criteria.
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Finding Invoice Distributions Using the Find Invoice
Distributions Window

Eg_{aFind Invoice Distributions

Action Edit Query Go Folder Special Help

Type |v
Account |
GL Batch Mame Currency %
GL Dates | - | Pasted |All -
Supplier |GE Plastic |
Amounts | | - | |
— Project Accounting
Project | Task I:I
Exp liture
Type lterm Date :I
Organization Cluantity :I
Clear ‘ Find |

Find Invoice Distributions

(N) Invoices—>Inquiry—=>Invoice Distributions (M) Query—>Find

How to Find Invoice Distributions

1 Review invoice distributions either by finding the invoice and clicking
distributions or by using the Find Invoice Distributions window, where you can

search for distributions outside the context of their invoices.

2 Access the Find Invoices window from either the Invoices window or the
Invoice Overview window.

3 Search by any combination of the following criteria:

- Distribution type

- Currency

- GL batch name

- Posting status

- GL account range
- GL date range

- Amount range
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Reviewing High-Level Invoice Information

Eg_;alnvoice Overview [Vizion Operations)

Action Edit Query Go Folder Special Help

Supplier GE Plastics Site GE PLASTICS
Supplier Murm 1000 Taxpayer 1D
Invoice Mum  KCB-001 Batch Name
Type Standard Currency USD
Date 13-APR-1998 Arnount 1,000.00
“oucher Unpaid Amount 1,000.00
PO Number Unapplied Amount
Description Settlement Date
Invoice Status Active Hold Reason
Paid No =
Posted No
Status Mever Approved =

— Scheduled Payments

— Actual Payments

Curr Arnount Remaining Due Date Held Paid By Paid On
~ usD 600.00 600.00 13-APR-1998 I
usD 400.00 400.00 13-APR-1998 I
= [
Payment Ovenview, ‘ Yiew PO ‘ Supplier ‘ | Invoices

Invoice Overview
(N) Invoices—>Inquiry—>Invoice Overview

How to Review High-Level Invoice Information

1 Use the Invoice Overview window to review information quickly when a
supplier calls you to inquire about the status of an invoice.

2 This window is a summary of the following information:
- Supplier information
- Invoice information
- Active holds
- Scheduled payments
- Actual payments

3 Because this is a display-only window, navigate to the Invoices window to
adjust, approve, or see more information about the invoice.
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Calculating Supplier Balances

Qg Calculate Balance Dwed

Action Edit Query Go Folder Special Help

Default Exchange Rate | | ‘ Calculate |
[~ Take Discount

- Invoice Count and Balance

UsD
Unpaid Amount 11,649.62
Less Available Prepayments 0.00
Balance Owed 11,649.62
MNumber of Invaices
Mumber of Prepayments
Done ‘ Invoices ‘

Calculate Balance Owed
(N) Invoices—>Inquiry—>Invoice (M) Query—>Find (B) Calculate Balance Owed

How to Calculate Supplier Balances

1 Use the Calculate Balance Owed window to see how much you owe a supplier
and how many unpaid invoices you have in the system for the supplier. Oracle
Payables calculates the balance based on the combination of criteria you enter in
the Find Invoices window.

2 Enter a default exchange rate for Oracle Payables to use to convert (into your
functional currency) the foreign currency invoices that do not yet have an
exchange rate.

3 Click Invoices to have all supporting invoices displayed in the Invoices
Summary window.
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Practice 13-1 Overview

Practice 13-1 Overview

Practice Contents
Calculating the balance owed to a specific supplier

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Summary

Summary

Summary

In this lesson, you should have learned how to do the
following:

* Find invoices
» Find invoice distributions
« Calculate supplier balances

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Lesson 14: Loading Invoices Electronically

Objectives

Objectives

After completing this lesson, you should be able to
do the following:

« Electronically load supplier invoices from the
following sources:

— Oracle EDI Gateway

— Legacy Systems

— Other Electronic sources
« Initiate an electronic invoice status notification
* Submit an Open Interface Purge program

« Utilize Oracle Workflow to help automate
verification and validation of data in Open Interface
tables
ORACLE"’

Copyright O Oracle Corporation, 1999. All rights reserved.
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Integration with Oracle EDI Gateway and Oracle Workflow

Integration: Overview

Electronic
confirmation and

( payment
Supplier Oracle
Payables
L> -- ’_/9 _T
Electronic
invoices ORACLE"

Copyright O Oracle Corporation, 1999. All rights reserved.

Integration with Oracle EDI Gateway

You can use Oracle Payables and Oracle EDI Gateway to import invoice data from
your suppliers.

e Through the EDI translator of your choice, Oracle EDI Gateway receives
invoice information from suppliers and creates an inbound invoice data file
(ASC X12 810/EDIFACT INVOIC).

« Oracle EDI Gateway uploads the supplier’s invoice information directly into
Oracle Payables in the Payables Invoice Open Interface. You can then import
the invoices using the Payables Open Interface Import program. Invoices are
then ready for approval and payment.

* Oracle Payables and Oracle EDI Gateway notify your suppliers of problem
invoices. For example, if your supplier transmits a duplicate invoice or an
invoice that does not reference a valid purchase order, Oracle Payables and
Oracle EDI Gateway create an outbound application error acknowledgment that
notifies the supplier that you have not accepted the invoice.
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Electronic
confirmation and

( payment
Supplier Oracle
Payables
Electronic
invoices ORACLE"

Copyright O Oracle Corporation, 1999. All rights reserved.

Integration with Oracle Workflow

Oracle Payables has integrated Oracle Workflow into the Payables Open Interface
to help automate verification and validation of datain the Open Interface tables.

* Oracle Payables Open Interface Import workflow (a standard workflow) can be
used as needed for this purpose.

* You can modify this workflow to validate all accounting code combinations in
the Open Interface tables.

* You can send a notification for any invalid code combinations to a specified user

for correction.

* Optionally, you can set up the workflow to override any invalid code
combinations with a designated default value.

e Using Oracle Workflow, you can add workflow rules that meet the specific
requirements of your business.

e Once an invoice has successfully passed Oracle Workflow, you can import it
into the Oracle Payables application tables.
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Oracle EDI Gateway Prerequisites

Oracle EDI Gateway Prerequisites

Define the trading partner

Select the Inbound Invoice Transaction option

Select the Outbound Application Advice option
 Define any code conversions for the transaction

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Setting Up Oracle EDI Gateway

» Create arecord in the EDI Gateway for each supplier from which you want to
receive invoices.

» Link this record to the supplier record in Oracle Payables.
« Select all EDI transactions you want to use with a supplier.

* |n the case of the inbound invoice, select that transaction as well as the outbound
application advice (824/APERAK) to notify suppliers of invoice status.
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Importing Invoices to Oracle EDI Gateway

s."z'\%Flun EDI Inbound D atafile Import Process E

Action  Edit Query Go foder Specsl Help

2

— Run this R t

Request Mame |EDI Invoice Inbound

Parameters |ECEINI.dat:Y

Language |American English

— At these Times...

As Soon As Possible Schedule...

— Upon Completion...

Save all Output Files

Motify | Completion Options...
Print Ta
Copy a Prior Request... ‘ Cancel ‘ Submit Request

Run EDI Inbound Datafile Import Process
Oracle EDI Gateway: (N) Import Programs—>Single Request

Importing Invoices to Oracle EDI Gateway

1 From the Oracle EDI Gateway main menu, navigate to the Import Programs

window.

2 In the Name field, select EDI Invoice Inbound.

3 In the Parameters window, enter the input file name. The EDI Gateway program
uses the default input file name &CEI NI . dat . You can override the default.

4 Schedule the import request for processing.
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Importing Invoices from Oracle EDI Gateway

Eg,i Submit Request
Action  Edit Query Go Folder Special Help

— Run this Request...

Request Mame [Payables Open Interface Import

Parareters

Language |American English

— At these Times...
As Soon As Possible

Schedule... ‘
— Upon Completion...
[v Save all Output Files
Matify Completion Options... ‘
Print To
Copy a Prior Request... Cancel ‘ ‘ Submit Request |

Submit Request
(N) Other—>Requests—>Run—>Single Request

Importing Invoices from Oracle EDI Gateway

Use the Payables Open Interface Import program to import supplier invoices from
the EDI Gateway.

* The Payables Open Interface Import program validates the data and populates
the Oracle Payables database tables with the valid data.

« \Validation is based on the same business rules that are applied to the data
entered interactively. Validation is done at the transaction, header, and detail

levels to ensure document integrity before importing the data into the Oracle
Payables system.

« If no value is provided in the flat file, the Payables Open Interface Import

program adds the default values based on standard value rule sets established for
required fields.
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Kgﬁ Parameters

Source |ED| Gateway L\\x |Create invoices from EDI Gateway

Group | |
Batch Mame |NfA |

Hold Marme m |

Huld Reason |Hu|d EDI Invoices for verification

GL Date [31-JAN-98

Furge |Nﬂ
dl | 2
Clear ‘ Cancel| 0K ‘

Parameters
(N) Other—>Requests—>Run—>Single Request—>Source

Importing Invoices from Oracle EDI Gateway (continued)
Identify the Payables Open Interface Import program parameters:

* In the Source field, select EDI Gateway for EDI invoices or another source
name you have populated for your data.

e If you are importing data from another source, enter the appropriate value in the

Group field.
* The batch name is required if you are using Batch Control.

« Enter a hold name if you want to place all invoices on hold. Oracle Payables
displays the hold name description.

« If you want to assign a specific GL date to all invoices, enter it in the GL Date
field.

* Enter Yes in the Purge field if you want Oracle Payables to delete all
successfully imported invoices.

¢ Click Submit.

« Oracle Payables generates the Payables Open Interface report with two sections:
- Payables Open Interface Audit Report: Shows all data successfully imported

- Payables Open Interface Rejections Report: Shows all data import errors
and the reason codes
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Correcting Importing Errors

Eg_{al]pen Interface Invoices [Vizsion Operations)

Action  Edit Query Go  Folder Special Help
=]
Irwaice D Inyoice Murm  Invoice Type Irvoice Date PO Mumber “endor D
= . 1510EDI Standard 31-JAN-1998 3041
K1 [
Lines |

Open Interface Invoices
(N) Invoices—>Entry—>Open Interface Invoices

Correcting Importing Errors

Use the Open Interface Invoices window to correct the data that failed the Payables
Open Interface Import process. The window has a field for each column in the open
interface tables.

1 Query the data you want to correct.
2 Make the necessary changes.

3 Resubmit the Payables Open Interface Import program to load the corrected
data.
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Source |EURSEVEY |Create invoices from EDI Gateway
Group ‘ ‘
Ivoice Status ‘AII |ﬂ|l invoices
Commit Batch Size |1000
| | M
Clear | Cancel‘ 0K |
Parameters

(N) Other—>Requests—>Run—>Single Request—>Source

Notifying Suppliers of the Status of Their Invoices

Use the Payables Open Interface Outbound Advice program to notify your
suppliers, who are set up as EDI trading partners, of the status of invoices they sent
to you. This program supports the (ASC X12 824/EDIFACT APERAK) standards.

e Submit this process from Oracle Payables for the source of EDI Gateway.

* Inthe Invoice Status field, you can choose to create notification for invoices that
were:

- Accepted (successfully imported into Oracle Payables)
- Rejected (failed import: supplier needs to take corrective action and resend)
- All (all Invoices)

» After this process is completed, navigate to the Extract Programs window of
Oracle EDI Gateway and submit the Application Advice Outbound program to
send the data to your EDI translator.
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Summary

Summary

In this lesson, you should have learned how to do the
following:

« Electronically load supplier invoices from:

— EDI Gateway

— Legacy systems

— Other electronic sources
« Initiate an electronic invoice status notification
« Submit an Open Interface Purge program

« Utilize Oracle Workflow to help automate
verification and validation of data in Open Interface
tables

ORACLES
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Lesson 15: Processing Procurement Card Transactions

Objectives

Objectives

After completing this lesson, you should be able to
do the following:

» Set up an Oracle Payables Credit Card program
* Import procurement card transactions

Validate procurement card transactions

Notify employees and managers of procurement
card transactions

» Create card issuer invoices

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Overview

Overview

You can streamline your procure-to-pay process by
implementing a procurement card program:

» Your employees purchase items directly from suppliers
using a credit card.

» The credit card issuer sends a detailed transactions file
directly to you (the employer).

« Import the transactions file from your card issuer
directly into Oracle Payables.

« Validate and automatically generate accounting
distributions for transactions.

 Notify employees and managers of transactions, and
request verification and approval.

* Automatically create invoices to pay the credit card
issuer.

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Setting Up Credit Card Programs in Oracle Payables

Setting Up Credit Card Programs in
Oracle Payables

« Define credit card code sets

« Define your credit card program

« Define credit card GL account sets
« Define credit card profiles

« Assign credit cards to card holders

 Set up the Credit Card Transaction Employee
Workflow

 Set up the Credit Card Transaction Manager
Workflow

 Assign Web Employees Credit Cards responsibility

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Creating Credit Card Code Sets

Eggl:ledil Card Code Sets [UK Org) [_ (O] =]
Action Edit Query Go Folder Special Help
Code Set Mame |FNBC MasterCard Purchasing Card |
Description ([FNBC MasterCard Purchasing Card | [ |:| ]
— Card Codes
Blocking
Group
» Walue Description Account Inactive Date !
=1 1000 Office Equipment 7520
I [ 1001 Test Lab Equipment 7430 ]
1 [ooo Lab Equipment 7420 B
I [ 3000 Computer Equipment 7930 ]
1 [0 Advertising Services 7540 B
I [ 3000 Magazine Subscriptions 7310 ]
1~  [so00 Printing Services 7630 B
i |x F2E Travel and Entertainment |
= ]
= | | | I | []

Credit Card Code Sets
(N) Setup—>Credit Cards—>Credit Card Code Sets

How to Create Credit Card Code Sets

Use this window to define sets of credit card codes that can be used to create default
accounting distributions for transactions that you import from your credit card

issuer.

* Your card issuer maintains card codes, for example, Standard Industry

Classification (SIC) codes or Merchant Category Codes (MCC), to identify
suppliers and supplier types for the transactions that your employees incur when
using a procurement card. The credit card provider sends you the list of card
codes it uses.

* You can assign a default account to a card code so that when you import a
transaction for that card code, you can create a default accounting distribution

for the transaction based on the card code for the transaction.

» Assign credit card code sets to credit card profiles. You then assign credit card
profiles to credit cards.
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Eggl:ledil Card Code Sets [UK Org) [_ (O] =]
Action Edit Query Go Folder Special Help
Code Set Mame |FNBC MasterCard Purchasing Card |
Description ([FNBC MasterCard Purchasing Card | [ |:| ]
— Card Codes
Blocking
Group
» Walue Description Account Inactive Date !
=1 1000 Office Equipment 7520
I [ 1001 Test Lab Equipment 7430 ]
1 [ooo Lab Equipment 7420 B
I [ 3000 Computer Equipment 7930 ]
1 [0 Advertising Services 7540 B
I [ 3000 Magazine Subscriptions 7310 ]
1~  [so00 Printing Services 7630 B
i |x F2E Travel and Entertainment |
= ]
= | | | I | []

How to Create Credit Card Code Sets (continued)
In the Code Set Name field, enter the code set name.
In the Description field, enter the description for the code set name.

3 Select the Blocking Group check box, if the card code value is a group card
code.

4 IntheVauefield, enter the card code value.
In the Description field, enter a description for the card code.

6 Inthe Account field, if you want to assign a default account to the card code
value, enter the account. You cannot enter an account if you select the Blocking
Group check box.

7 Enter aninactive date if you want to limit the time during which the card code
appears on the list of values.

8 Saveyour work.
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Defining a Credit Card Program

:a Credit Card Programs [UK. Org) A==
Action  Edit Query Go foder Specsl Help

Card Program hame |FNBC MasterCard Purchasing| Inactive Date

Description |FNBC MasterCard Purchasing Card Card Type |Procurement |v|
Supplier [FNBC | Supplier Site [CHICAGO |
Card Code Set [FNBC MasterCard Purchasing| Administrator |Baker, Mr. George
Card Program Currency % Exposure Limit [5,000,000.00

Exception Clearing Acct

— Do Hot Pay If Status Is
[ Unverified [¥ Persanal
[~ Unapproved [% Disputed
[~ Account Exception ™ Hald
([t.]1

Credit Card Programs
(N) Setup—>Credit Cards—>Credit Card Programs

How to Define a Credit Card Program

In the Card Program Name field, enter the name of credit card program.

In the Description field, enter the description of the credit card program.

In the Supplier field, select the name of card issuer from the list of values.

In the Card Code Set, select a card code set that you defined in the Credit Card
Code Sets window.

In the Card Program Currency field, Oracle Payables displays the currency in
which the card issuer invoice is created. This defaults from the supplier
currency.

5 In the Exception Clearing Account field, enter the account to which Oracle
Payables charges exceptions when the Credit Card Transaction Validation and
Exception Report tries to create a transaction distribution for an invalid GL
account.

6 In the Inactive Date field, enter the date after which you can no longer create a
credit card profile with this credit card program.

A WODN P
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:a Credit Card Programs [UK. Org) A==

Action  Edit Query Go folder Sosozl Help

Card Program hame |FNBC MasterCard Purchasing| Inactive Date

Description |FNBC MasterCard Purchasing Card Card Type |Procurement |v|
Supplier [FNBC | Supplier Site [CHICAGO |
Card Code Set [FNBC MasterCard Purchasing| Administrator |Baker, Mr. George
Card Program Currency % Exposure Limit [5,000,000.00

Exception Clearing Acct | |

— Do Hot Pay If Status Is
[ Unverified [¥ Persanal
[~ Unapproved [% Disputed
[~ Account Exception ™ Hald
([t.]1

How to Define a Credit Card Program (continued)

7 Inthe Card Type field, select the card type for your reference. You can select
Procurement or Travel and Entertainment.

8 Inthe Supplier Sitefield, select the card issuer’s payment supplier site.

9 Inthe Adminigtrator field, select the employee name of the administrator for the
credit card program.

The Exposure Limit field will be used by a future version of Oracle Payables.
You can use thisfield for your reference to record the program’s credit limit.

10 Do Not Pay If Status|s: If you want the Credit Card Invoice Interface Summary
program to exclude any transaction accounting distributions with the following
statuses, select each check box status you want to exclude from invoice creation.
For example, if you do not want to pay transactions with a status of Unverified
or Hold, select those check boxes. If you select the Unapproved check box, the
Credit Card Invoice Interface Summary program does not select those
transactions for which manager approval is required and manager approval has
not yet been obtained, or for those transactions that managers have rejected.
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&3 Credit Card GL Account Sets (US HQ (West): USD)

Action  Edit Query Go  oder Specsl Help
GL Account Set Mame |[Travel |
Description [Travel Expenses | [ |:| I
— GL Accounts
Account Description [ [
~lls410 Airfare [ ]
|5420 Hotel [ ]
[[6430 [Meals ]
Il | |
=l | | [

Credit Card GL Account Sets
(N) Setup—>Credit Cards—>Credit Card GL Account Sets

How to Define Credit Card GL Account Sets

Use the Credit Card GL Account Sets window to create a list of values of GL
accounts that your employees can use to correct account information for their credit
card transactions, if your credit card holders update transaction accounts. Each card
holder’s credit card is assigned a credit card profile. Each credit card profile can be
assigned one credit card GL set. This list is displayed for the users who have access
to the Credit Card responsibility in Oracle Web Employees.

1 In the GL Account Set Name field, enter a set name.

2 In the Description field, enter the description for the set name.

3 In the Accounts fields, enter the GL accounts that are included in the set.
4

In the Description field, enter the account name that credit card holders see
when they use Oracle Web Employees to change the account for a transaction.

5 Save your work.
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Defining Credit Card Profiles

E‘%Ciedil Card Profiles [¥ision DOperations: USD)

Action  Edit Query Go foder Specsl Help

Profile Marme |Corporate Marketing Inactive Date
Description |
Card Program Name |GE Capital MasterCard Pul Program Currency USD
Administrator |Adams, Mr. Brian Acct Set Name
Default Acct Template |-6100-- —-Miscellaneous Employee Ex--
Enception Clearing Acct
Allow Status "Persanal” Build Acct From Caode
[ Allows Direct Account Entry
Manager Notification J— Employee Notification
" Mo Motifications < Mo Motifications
& Matifications Only ¢ Maotifications Only
& Approval Reguired & “arification Reguired
([ ]
Exclusion
— Card Code : .
haxirmurm faximurm
From To Tire Unit Transactions Amount [ ]

i '
I =
=~ -

Credit Card Profiles
(N) Setup—>Credit Cards—>Credit Card GL Account Sets

How to Define Credit Card Profiles

Use this window to define how to build detailed accounting distributions for
transactions and to define the level of notification you require for managers and
employees.

1 In the Profile Name field, enter the name of the credit card profile.

2 In the Description field, enter a description of the credit card profile. This value
appears on the list of values when you select a profile in the Credit Cards
window.

3 In the Administrator field, select the employee name of the administrator for the
credit card profile.

4 In the Default Acct Template field, if you want to default account segments to

the transactions you import for this card program, enter the account segments. If
you want to skip an account segment, then leave the segment blank.

The Default Acct Template can contain a skeleton GL account.
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Defining Credit Card Profiles

E‘gjl:[edil Card Profiles [¥ision DOperations: USD)

Action  Edit Query Go  oder Specsl Help

Profile Marme |Corporate Marketing Inactive Date
Description |
Card Pragram Mame |GE Capital MasterCard Pun Program Currency USD
Administrator |Adams, Mr. Brian Acct Set Name
Default Acct Template |-6100-- --Miscellaneous Employee Ex--
Exception Clearing Acct
Allow Status "Personal” Build Acct From Code
[ Allowr Direct Account Entry
Manager Hotification J— Employee Notification
¢ Mo Motifications <" Mo Motifications
& MNotifications Only < Motifications Only
" Approval Reguired & Yerification Reguired
([ ]
Exclusion
— Card Code : .
Mairmurn Maxirmum

j From To Tirne Unit Transactions Arnount [ ]

How to Define Credit Card Profiles (continued)

5 In the Exception Clearing Acct field, enter the account to which you charge
exceptions that occur when the Oracle Payables Credit Card Transaction
Validation Exception Report executes.

In the Program Currency field, Oracle Payables displays the currency of the
credit card program (defaults from supplier site).

6 Inthe Acct Set Namefield, select the credit card GL accounts set you are
assigning to the credit card profile.

7 Select the Allow Status “Personal” check box if you want to allow employees to
change the status of their transactions to Personal during verification. If you do
not enable this option, then the Personal status does not appear as an option in
Oracle Web Employees.

8 Select the Allow Direct Account Entry check box if you want to allow Oracle
Web Employees users to enter account numbers directly in the Account field of
the Credit Card Transaction Verification page of Oracle Web Employees during
transaction verification. This allows users to enter account numbers in Oracle
Web Employees rather than selecting the GL account description you defined in
the Credit Card GL Account Sets window.
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E‘gjl:[edil Card Profiles [¥ision DOperations: USD)

Action  Edit Query Go  oder Specsl Help

Profile Marme |Corporate Marketing Inactive Date ’—|
Description |
Card Pragram Mame |GE Capital MasterCard Pun Program Currency USD
Administrator |Adams, Mr. Brian Acct Set Name
Default Acct Template |-6100-- --Miscellaneous Employee Ex--
Exception Clearing Acct

Allow Status "Personal” Build Acct From Code
[ Al Direit Account Entry
Manager Hotification Employee Notification
¢ Mo Motifications <" Mo Motifications
& MNotifications Only < Motifications Only
" Approval Reguired & Yerification Reguired
([ ]
Exclusion
— Card Code : .
Mairmurn Maxirmum
From To Tirne Unit Transactions Arnount [ ]

AI_ -

|:|— =
- -
How to Define Credit Card Profiles (continued)

9 If you select the Build Acct From Code check box, when Oracle Payables builds
the default accounting distribution for a transaction, it uses the account
associated with the card code to overlay the account values from the default
employee expense GL account and the profile Default Account Template. You
associate accounts with card codes in the Credit Card Code Sets window.

10 Inthe Manager Notifications field, select the level of notification or approval
that you want Oracle Workflow to enforce for transactions to which this profile
has been assigned when Workflow processes atransaction for amanager’s direct
reports.

11 Inthe Employee Notifications field, select the level of card holder notification
or verification that you want Workflow to enforce for transactionsto which this
profile has been assigned when Workflow processes a transaction for the card
holder.

12 Vauesin the Card Code region will be used in afuture release of Oracle
Payables.
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Assigning Credit Cards to Card Holders

f&3 Credit Cards (UK Drg) M= E
Action  Edit Query Go Folder Specizl Help
Card Program FMNBC MasterCard Purchasin Profile |Engineering
Card Member Mame |[Rice, Miss Mary Card Number [990066007 7008800
Employee Mame |Rice, Miss Mary Employes Nurmber 57
Department Name |Corporate Marketing Date of Bith 31-DEC-1958
Mother's Maiden Name Mational ldentifier NG309283C
Card Description | Inactive Date

Maximum Amounts

Per Transaction [% Physical Card Issued
Per Period [ Paper Staternent Wanted [ D ]

Credit Cards
(N) Credit Cards—>Credit Cards

How to Assign Credit Cards to Card Holders

In the Credit Cards window, assign a card to a card holder and assign a credit card
profile to the card.

1 In the Card Program field, select the credit card program you want to assign to
the credit card.

2 In the Card Member Name field, enter the card holder’'s name, as it appears on
the credit card.

3 In the Employee Name field, select the employee’s hame from the list of values.

4 In the Profile field, assign a profile to each credit card to control creation of
default accounting distributions and the notification level for employees and
managers.

5 In the Card Number field, enter the number on the credit card.

6 The remaining fields are for your reference only. Optionally, enter the relevant
information in these fields.

7 Save your work.
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Importing Transactions from the Credit Card Issuer

Importing Transactions from the Credit
Card Issuer

* Load the AP_EXPENSE_FEED_LINES table.

* Submit the Credit Card Transaction Validation and
Exception Report.

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Importing Transactions from the Credit Card Issuer
The card issuer sends you afile with the card transactions and charges.
* Load this data into the AP_EXPENSE_FEED_LINES table.

« Submit the Credit Card Transaction Validation and Exception Report from the
Submit Requests window. This report creates default accounting distributions
for transactions. This report also validates imported transactions and identifies
exceptions. Exceptions include:

- Transaction loaded for an employee who is not defined in Oracle Payables
- Transaction loaded for a card number that is not defined in Oracle Payables

- Duplicate reference numbers of transactions posted by your card issuer (the
reference number is the uniqgue number assigned to each transaction by the
card issuer)
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Verifying Transactions by Employees and Managers

Verifying and Approving Transactions

Submit the following programs for verification and
approval:

« Distribute Employee Card Transaction Verifications
« Distribute Manager Card Transactions Approvals

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Notification and Verification of Transactions by Employees

Submit the Distribute Employee Card Transaction Verifications program from the
Submit Requests window. This program initiates the Employee Verification
Workflow program and runs based on the level of notification you define at the card
profile level. If verification isrequired at the profile level, the employeeis able to
verify transactions directly from the workflow notification (for all or none).
Alternatively, the employee can use Oracle Web Employees to verify transactions
individually. With Oracle Web Employees, you can also verify transactions using
different statuses, update the default cost center, account for a transaction, and split
atransaction. If verification is not required at the profile level, the employee
receives a notification that requires no action (unless notification level is set to
None).
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Verifying and Approving Transactions

Submit the following programs for verification and
approval:

« Distribute Employee Card Transaction Verifications
« Distribute Manager Card Transactions Approvals

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Notification and Approval of Transactions by Managers

Submit the Distribute Manager Card Transactions Approvals program from the
Submit Requests window. This program initiates the Manager Approval Workflow
program and runs based on the level of notification you define at the card profile
level. If approval isrequired at the profile level, the manager can only approve or
reject transactions directly from the workflow notification. If approval is not
required, the manager receives a notification that requires no action (unless
notification level is set to None).

15-16 Oracle Payables Release 11



Setting Up the Credit Card Transaction Employee Workflow

Setting Up the Credit Card Transaction Employee
Workflow

Setting Up the Credit Card Transaction
Employee Workflow

« In the Credit Card Profiles window, select the
employee notification method.

* Install Oracle Workflow.
« Install and set up Oracle Web Employees.

« Install the Oracle Workflow Builder client
component program.

« Define the time-out value for the request Employee
to Review Incurred Transactions activity.

» Use the Workflow Builder program to customize
Procurement Card Transaction Employee
Verification Workflow messages.

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

How to Set Up Credit Card Transaction Employee Workflow

A predefined sample Credit Card Transaction Employee Workflow isincluded with
Oracle Applications.

In the Credit Card Profiles window, select the employee notification method.
Install Oracle Workflow.

Install and set up Oracle Web Employees to allow verification of transactions
using Oracle Web Employees.

Install the Oracle Workflow Builder client component program.

The Credit Card Transaction Employee Workflow definition file is

automatically loaded into the database under the APPS account when you install
Oracle Web Employees. Using the Oracle Workflow Builder program, you can
open the Credit Card Transaction Employee Workflow definition file.

Define the time-out value for the Request Employee To Review Incurred
Procurement Card Transactions activity.

Use the Workflow Builder program to customize Procurement Card Transaction
Employee Verification Workflow messages.
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Setting Up the Credit Card Transaction Manager Workflow

Setting Up the Credit Card Transaction
Manager Workflow

« In the Credit Card Profiles window, select the
Manager notification method.

« Install Oracle Workflow.

« Install the Oracle Workflow Builder client
Component program.

« Define the time-out value for the Request Manager
Approval of Employee Incurred Transactions
activites.

» Use the Workflow Builder program to customize
Procurement Card Transaction Manager
Verification, Approval, and Employee Notification
Workflow messages.

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

How to Set Up Credit Card Transaction Manager Workflow

In the Credit Card Profiles window, select the manager notification method.
Install and configure Oracle Workflow.

Employees verify credit card transactions. If at the Credit Card Profile level, the
Employee Notification Method is Notification Only or Verification Required,
verification can occur during the Credit Card Transaction Employee Workflow.
If at the Credit Card Profile level the Employee Notification Method is None,
the Credit Card Transaction Validation and Exception Report automatically sets
the status to Verified.

Install the Oracle Workflow Builder client component program.

The Credit Card Transaction Manager Workflow definition file is automatically
loaded into the database under the APPS account when you install Oracle Web
Employees.

Define the time-out value for the Request Manager Approval of Employee
Incurred Procurement Card Transactions activities.

Optionally (recommended), customize Workflow Messages.
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Reviewing and Updating Transaction Distributions

Reviewing and Updating Transaction Distributions

:g Credit Card Tranzactions [Vizsion Operationz: USD]
Action Edit Query Go Folder Special Help
Transaction CUTEIE
Card Mumber Date Refarence Mumber Amount [ ]
;‘. 550066007 7008800 | 10241 usD 20.00
|:| 550066007 7008800 10242 usp 30.00
[~ |s50066007 7008800 10244 I% usD 50.00
| 550066007 7008800 10243 usD 40.00
W 950066007 7008800 10247 usD 80.00
I: 550066007 7008800 10249 usD 100.00
[ ]5500660077008800 10240 usp 10.00
] 550066007 7008800 10248 usD 90.00
W 550066007 7008800 10246 usD 70.00
jlj 950066007 7008800 10245 usD 60.00
Card Program GE Capital MasterCard Purch Card Code 1001
Employee Mame Frost, Mr. Jamie Merchant Mame GE Plastics
Distributions

Credit Card Transactions
(N) Credit Cards—>Credit Card Transactions

Reviewing and Updating Transaction Distributions

You can use the Credit Card Transactions window and the Transaction Distributions
window to review or adjust transaction distributions and statuses prior to creating
the card issuer invoice.
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Creating Invoices

Creating Invoices

Submit the following programs for creating invoices
for card issuers:

« Credit Card Invoice Interface Summary
« Payables Open Interface Import

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

How to Create Invoices

1 Submit the Credit Card Invoice Interface Summary program to move the
transaction datafrom the AP_EXPENSE_FEED_DISTStable to the
AP_INVOICE_HEADERS and AP_INVOICE_DISTRIBUTIONS tables.

2 Submit the Payables Open Interface Import program, for the source Credit Card,
to create invoicesin Oracle Payables from the invoice datain the Payables Open
Interface tables.
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Practice 15-1 Overview

Practice 15-1 Overview

Practice Contents
Setting up a Procurement Card Program

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Summary

Summary

In this lesson, you should have learned how to do the
following:

» Set Up an Oracle Payables Credit Card program
* Import procurement card transactions

Validate procurement card transactions

Notify employees and managers of procurement
card transactions

» Create card issuer invoices

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Lesson 16: Unit Il Setup

Invoices Setup

Invoices Setup

* Define invoice tolerances

— PO matching

— Tax variances
 Set up expense reports
« Set up Oracle Payables invoice defaults
 Set up Oracle Payables invoice tax defaults
 Set up Oracle Payables matching defaults

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Defining Invoice Tolerances

Eg_{glnvoice Tolerances [Vizsion Operations)

Action Edit Query Go Folder Special Help

Defining Invoice Tolerances

— PO Matching
Tolerance Hald Mame
Quantity Ordered jl % Oty Ord [v
Maxirmum Quantity Ordered Max Oty Ord [
Quantity Received 50 % Oty Rec v
Maxirum Quantity Received :Ihl'lax Oty Rec [
Price 100 % Price 4l
Exchange Rate Amount :Ihl'lax Rate Amount [
Shiprent Armount Max Ship Amount (i
Total Amount Max Total Amount [
— Tax

Tax 0.0f % Tax Variance 4l
Tax Amount Range Tax Amount Range [

Invoice Tolerances

(N) Setup—>Invoice—>Tolerances

Defining Invoice Tolerances

* Use the Invoice Tolerances window to define the matching and tax tolerances
you want to enforce. Tolerances are variances between invoice, purchase order,
receipt, and tax information. You can define both percentage-based and
amount-based tolerances.

» Tolerances determine the margin of error Oracle Payables accepts before
placing matching or tax holds on an invoice. When you submit approval for an
invoice you have matched to a purchase order, Oracle Payables checks that the
invoice matches the purchase order within the matching tolerances you define.
When you submit approval for an invoice with a tax amount, Oracle Payables
checks that the actual invoice tax amount is equal to the calculated tax amount
within the tolerances you define.

« If the variance exceeds the tolerance you define, Oracle Payables displays the
name of the hold next to the tolerance field. Oracle Payables places the hold on
the invoice during approval.
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Setting Tolerance Levels for PO Matching

Eg_{glnvoice Tolerances [Vision Operations)

Action  Edit Query Go  Folder Special Help
— PO Matching
Tolerance Hald Mame
Quantity Ordered jl Y Oty Ord [v
Maximum Quantity Ordered Max Oty Ord [
Quantity Received 500 % Oty Rec v
Maximum Quantity Received :Ihllax Oty Rec ~
Price 100 % Price 4l
Exchange Rate Amount :Ihllax Rate Amount [
Shipment Armount Max Ship Amount (i
Total Amount Max Total Amount [
— Tax
Tax jl % Tax Variance 4l
Tax Amount Range Tax Amount Range [

Invoice Tolerances
(N) Setup—>Invoice—>Tolerances

How to Set Tolerance Levels for PO Matching

1 In the Invoice Tolerances window, enable the check box for each tolerance you
want to enforce.

2 Enter tolerance levels for your purchase order matching transactions and your
invoice taxes.

3 In the Maximum Quantity Ordered field, enter either the percent tolerance or the
allowed quantity difference between the quantity ordered and the suppliers’
invoice.

4 In the Maximum Quantity Received field, enter either the percent tolerance or
the allowed quantity difference between quantity received and the suppliers’
invoice.

5 In the Price field, enter the allowed percent tolerance between the purchase
order shipment line unit price and the shipment line unit price on the invoice.
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Setting Tolerance Levels for PO Matching

Eg_{glnvoice Tolerances [Vision Operations)

Action  Edit Query Go  Folder Special Help
— PO Matching
Tolerance Hald Mame
Quantity Ordered jl Y Oty Ord [v
Maximum Quantity Ordered Max Oty Ord [
Quantity Received 500 % Oty Rec v
Maximum Quantity Received —|Max Oty Rec ~
Price 100 % Price 4l
Exchange Rate Amount :Ihllax Rate Amount [
Shipment Armount Max Ship Amount (i
Total Amount Max Total Amount [
— Tax
Tax jl % Tax Variance 4l
Tax Amount Range Tax Amount Range [

How to Set Tolerance Levels for PO Matching (continued)

6 Inthe Exchange Rate Amount field, enter the amount of variance you alow
between an invoice amount and the amount of the purchase order shipment to
which itis matched. Enter avaluein thisfield only if you enter foreign currency
invoicesin Oracle Payables.

7 In the Shipment Amount field, enter the maximum allowable variance between
an invoiced amount and the amount of the purchase order shipment. Oracle
Payables will take this into account during the matching process.

8 Inthe Total Amount field, enter the total amount of variance you allow for both
the exchange rate amount variance and the shipment amount combined. If you
do not use foreign currency, do not enter avalue in thisfield. For the greatest
control over your foreign currency invoices, you may chooseto enter a Tota
amount tolerance that is less than the total of your shipment amount and
exchange rate amount tolerances. For example, if your foreign currency invoice
match is within the individual exchange rate amount and shipment amount
tolerances, you till may want Oracle Payables to prevent payment of the
Invoi ce because the exchange rate variance combined with the shipment amount
variance, while within their individual tolerances, exceed your desired total
amount tolerance.
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Setting Tolerance Levels for Invoice Taxes

Eg_{glnvoice Tolerances [Vision Operations)

Action  Edit Query Go  Folder Special Help
— PO Matching
Tolerance Hald Mame
Quantity Ordered jl Y Oty Ord [v
Maximum Quantity Ordered Max Oty Ord [
Quantity Received 500 % Oty Rec v
Maxirmum Quantity Received :Ihllax Oty Rec [
Price 100 % Price 4l
Exchange Rate Amount :Ihllax Rate Amount [
Shipment Armount Max Ship Amount (i
Total Amount Max Total Amount [
— Tax
Tax jl % Tax Variance 4l
Tax Amount Range Tax Amount Range [

Invoice Tolerances
(N) Setup—>Invoice—>Tolerances

How to Set Tolerance Levels for Invoice Taxes

1 Enter the tax rate in the Tax % field. Oracle Payables validates the tax amount
you enter on invoice distributions for a particular tax name against the sum of
the item distributions that have the same tax name. If the implied rate of the tax
distributions you enter is different from the rate you enter for a particular tax
name, including the tax tolerance you define, approval places a tax variance
hold on the invoice.

2 In the Tax Amount Range field, enter the amount of variance you allow between
the actual invoice tax amount and the invoice calculated tax amount.
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Setting Up Oracle Payables to Enter Expense Reports

Setting Up Oracle Payables to Enter Expense Reports

Setting Up Expense Report Entry

Enter employees Define employee
and locations as a supplier

o .

Define expense
report templates

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

How to Set Up Oracle Payables to Enter Expense Reports

1 Enter employees, their locations, and their expense addresses in the Enter
Person window or Oracle Human Resources. (If you do not have Oracle Human
Resources installed, enter the employees as suppliers in the Suppliers window.)

2 Define the employee as asupplier by using either of the following methods:

- Enable the Create Employee as Supplier Payables option to automatically
create suppliers from employees when you submit Invoice Import.

- Enter the employee as a supplier in the Suppliers window before submitting
Invoice Import for expense reports.

3 Define expense report templates that model the different expense report formats
you receive.
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Entering Employee and Locations

E%People [_ (O] =]
— Name
Last [Adams [Male 5| e [Employee |
First |Brian Hire Date [01-JAN-1997
Title Pruducthl'lanagerl Identification
Prefix Social Security
Suffix [Mr. Employes |43
tdiddle Applicant
Personal Information -
Bith Date [09-JUL-1955 | Age 42
Nationality |American Status |Married |
Mail To |Home Ermail |hadams |
Date Last Werified I~ Has Disability

From [01-JAN-1997 o ] [

Address ‘ Picture ‘ Assignment Special Info ‘ Others... ‘

’7 Effective Dates

People
Oracle Human Resources: (N) People—>Enter and Maintain

Entering Employee and Locations

In the People window of Oracle Human Resources, enter employees, their locations,
and their expense addresses.

16-8 Oracle Payables Release 11



Defining Expense Report Templates

Defining Expense Report Templates

EgaExpense Report Templates [Wizion Operations) |_ (O] x|
Action  Edit Query 5o Folder Special Help
Template Name Flelocation Expenses | Inactive Date

Description [Employee Relocation Expense Report Template |

[~ Enable for Self-Serice Users

Includes Tax
Expense ltem Type || Tax Mame GL Account
= {Jairtare |[Hem - C |[01-7640-0000 000
[car rental |[tem - C |[01-7650-0000-000
Lodging |ittem -~ |[01-7670-0000-000
Shipping |tem - |[01-7660-0000-000
Other [[em - O |[01--7699-0000-000
— | 4 |

GL Account Description Operations--Airfare No Sub Account-No Product

Self-Service Interface Attributes

Friendly Prampt |Airfare Image File Name |[FNDIAIR

Receipt Required Above Sequence
™ Jdustification Regquirad ™ Calculate Amount

™ “iewable Fram All Templates

Expense Report Templates
(N) Setup—>Invoice—>Expense Report Templates

How to Define Expense Report Templates

Use the Expense Report Templates window to define templates based on the
expense report forms you regularly use in your company. You can define default
values for expense items that can be chosen from a list of values when you or an
employee enters expense reports. During Invoice Import, Oracle Payables uses the
expense item information to create invoice distributions.

1 In the Expense Report Templates window, enter a template name and
description. You choose this template name when you enter an expense report.

2 Enter each expense item you want to have on the list of values when you enter
an expense report with this template. Use the name of an expense item as it
appears on an expense report; for example, Airfare or Meals.
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\:a Expenze Report Templates (Vision Operationz] |_ (O] x|
Action  Edit Query Go  Folder Special Help
Ternplate Name Relocation Expenses | Inactive Date

Description  |[Employee Relocation Expense Report Template |

[~ Enable for Seli-Sernice Users

Includes Tax
Expense ltem Type || Tax Mame GL Account
= {pirtare |[Hem - C |[11--7640-0000-000
[car rental |tem - C ||o1-7650 0000 000
Lodging |[1tem - C ||o1-7670-0000 000
Shipping [[ltem - |[01--7660-0000-000
Other [[em - C |[01-7699-0000-000
— | . = |

GL Account Description Operations.-Airfare-No Sub Account-No Product

Self-Service Interface Attributes

Friendly Prampt |Airfare Image File Mamea |FNDIAIR

Receipt Reguired Above Sequence
™ Justification Reguired ™ Caleulate Amount

™ “iewable Fram All Templates

How to Define Expense Report Templates (continued)

3 Select the type of invoice distribution associated with an expense item from the
list of valuesin the Type field. When you submit Invoice Import, Oracle
Payables enters this value in the invoice distribution Type field. For certain
types of tax reporting, such as Value Added Tax, Oracle Payables uses the type
to relate tax distributions to the invoice item lines which were taxed. You can
enter the following types:

- Freight

- Item: Goods or services

- Miscellaneous

- Tax: Tax amount associated with taxable expense items

4 Indicate whether the amount will be inclusive of tax by selecting the Includes
Tax check box.

Enter the tax name associated with the expense item.

6 Enter the GL account associated with an expense item. You can enter fewer
segments of an account than necessary for a complete GL account. The blank
segments will need to be entered when the expense report is enterd.

7 Saveyour work.
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Setting Up Oracle Web Employees Expense Reporting

Setting Up Oracle Web Employees
Expense Reporting in Oracle Payables

Set up the default expense address

Enable the currencies you plan to use
» Set up Oracle Payables expense report options
» Define employees as suppliers

Choose profile values
» Define expense report templates

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Overview

If you install Oracle Self-Service Web Applications, your organization’s employees
can enter their own expense reports in Oracle Web Employees using a Web browser.
The system automatically maintains the expense report data in Oracle Payables. You
can use Oracle Payables to view and audit these expense reports. You can then
create invoices from the expense reports and approve and pay the invoices.

This section, describes those steps that are required to be performed in Oracle
Payables to set up and use the Oracle Web Employees Expense Reporting feature.
The steps described in this section, comprise a partial list of all the steps required to
set up and use this feature. For a complete list and description of all steps to set up
and use the Oracle Web Employees Expense Reporting, please see Oracle Payables
user’s guide.
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Oracle Web Employees Expense
Reporting: Overview

« An employee submits an expense report

Oracle Workflow requests approval from the
employee’s manager

» Review, audit, adjust, and approve the expense
report

Submit Payables Invoice Import program
« Approve and pay the invoice

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Overview (continued)

1 Anemployee enters and submits an expense report using either the Create New
Expense Report function or the Upload Expense Spreadsheet function of Oracle
Web Employees. The system automatically populates the Payables Invoice
Import Interface tables.

2 Once the employee submits an expense report, the Workflow process begins.
Workflow requests approval from the employee’'s manager by the method
defined during Workflow setup, for example, e-mail. If the manager rejects the
expense report, the employee is notified and has the option to restore the
expense report, edit it, and resubmit the expense report.

3 Using the Expense Reports window in Oracle Payables, review, audit, adjust
and approve the expense report.

4 Submit the Payables Invoice Import program to import the expense report as an
invoice. A Web Employees-entered expense report is not eligible for Invoice
Import until both the manager approves and, if required, the accounts payable
department reviews and approves the expense report.

5 In Oracle Payables, approve and pay the invoice.
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Setting Up Oracle Web Employees Expense Reporting

E%_%Financials Optionz [Vizion Operationg]

Action Edit Cluery Go Folder  Special

Help

‘Human Resources

Business Group |Visiun Corporation

Expense Check Address ‘Ofﬁce |'|
¥ Use Approval Hierarchies

Employee Number

Method |Autumatic

Mext Automatic Mumber |1B1

Financials Options
(N) Setup—>Options—>Financials

Setting Up the Default Expense Address in the Financials Options
Window

1 Navigate to the Human Resources region of the Financials Options window.

2 In the Expense Check Address field, select the default mailing address for each
new employee you enter in the Enter Person window. This defines the default
expense check address for every new employee you enter.

3 Save your work.
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Eg_{a Currencies M= B3
Action Edit Query Go Folder Special Help
— Effective Dates
Code Mame Factor Effective Fram To Enable
EMaup Australian Dollar r
AWG Aruban Guilder [
AZM Azerbaijanian Mana I
BBD Barbados Dollar [
BDT Taka [
BEF Belgian Franc 40,7764 01-JAN-1999 [l
[[BGL Lev r
[ [BHD Bahraini Dinar r
|_BIF Burundi Franc [
lBmD Bermudian Dollar (B r
Kl | 2l
Currencies

(N) Setup—>Currency—>Define

Enabling the Currencies You Plan to Use

If you do not use multiple currencies with Oracle Applications, and you plan to use
multiple reimbursement currencies or multiple receipt currencies with expense
reporting, you must enable the currencies you plan to use with expense reporting.

Navigate to the Currencies window to enable the currencies that you plan to use.

To allow reimbursement in a currency other than your functional currency, you must
enable the Web Expense: Allow Non-Base Pay System Profile option in the System
Profile Values window.

To use multiple currencies, you must also enable the Use Multiple Currencies
Payables option.
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E%Payahles Options [Vizion Dperations]

Action Edit Cuery Go  Folder Special Help

- |

Terms |Immediate

PayGroup |Employee

Payment Priority |30

Settlement Days |

v Apply Advances
v Automatically Create Employee as Supplier
[~ Hold Unmatched Expense Report Invoices

Payables Options
(N) Setup—>Options—>Payables

Setting Up Expense Report Defaults

* In the Terms field, select the payment term you want to assign to any suppliers
that you create from employees during Invoice Import.

* In the Pay Group field, select the pay group you want to assign to any suppliers
that you create from employees during Invoice Import.

« In the Payment Priority field, assign a priority number, between 1 and 99, to any
suppliers that you create from employees during Invoice Import.

* Inthe Settlement Days field, enter the number of days you want Oracle Payables
to add to the system date to calculate a default settlement date for an employee
advance.

« If you select the Apply Advances option, Oracle Payables applies advances to
employee expense reports if the employee has any outstanding, paid advances.

* In the Automatically Create Employee as Supplier: If you select the
Automatically Create Employee as a Supplier option, when you import expense
reports, the system automatically creates a supplier for any employee that does
not already exist as a supplier.

* The Hold Unmatched Expense Report Invoices option defaults to the Hold

Unmatched Invoices option for the supplier and supplier site for any suppliers
that Oracle Payables creates during Invoice Import.
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Defining Employees as Suppliers

« Automatically
e Manually

ORACLES
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Defining Employees as Suppliers
Define the employee as a supplier by using either of the following methods:

« Enable the Create Employee as Supplier Payables option to automatically create
suppliers from employees when you submit Invoice Import.

* Enter the employee as a supplier in the Suppliers window before submitting
Invoice Import for expense reports. Link the employee number to the supplier
you define for the employee.

16-16 Oracle Payables Release 11



Setting Up Oracle Web Employees Expense Reporting

E‘%Expense Report Templates [Vigion Operationg) |_ (O] x|
Action  Edit Query Go Folder Special Help
Ternplate Name Relucation Expenses | Inactive Date

Diescription [Employee Relocation Expense Report Template |

[~ Enable for Self-Senice Users

Includes Tax

Expense ltem Type || Tax Mame GL Account
~fairtare |[tem - C |[01--7640-0000 000

[car rental |[ttem - C ||o1-7650-0000-000

Lodging |ttem - C |[o1-7670-0000-000

Shipping |[1tem -~ ||o1-7660-0000-000

Other |[ttem - C [[n1--7699-0000-000
= | 4 |

GL Account Descrigtion  Operations.-Airfare-No Sub Account-No Product

Self-Service Interface Attributes

Friendly Prampt |Airfare Image File Mame |FNDIAIR

Receipt Required Above Sequence
™ Justification Required ™ Calculate Amaunt

™ wiewable Fram Al Templates

Expense Report Templates
(N) Setup—>Invoices—>Expense Report Templates

Defining Expense Report Templates

Use this window to define templates based on the expense report forms you
regularly use in your company. You can define default values for expense items, and
you can then choose those items from a list of values when you enter expense
reports. During Invoice Import, Oracle Payables uses the expense item information
to create invoice distributions. If you install Oracle Web Employees, you can use

this window to define expense report templates and expense items that your
employees can use to enter their own expense reports using a standard Web browser.

* In the Expense Report Templates window, enter a template name and
description. You choose this template name when you enter an expense report.

e If you want to include this template on the list of values for Oracle Web
Employees, select the Enabled for Self-Service Users check box.

« Enter information for each expense item you want to have on the list of values
when you enter an expense report with this template.

« If you want to define a label for an expense item that will be displayed in Oracle
Web Employees in place of the value entered for an expense item, enter that
value in the Friendly Prompt field.
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Eg_{; Expense Heport Templates [Vision Operations]
Action Edit Query Go Folder Special Help

Template Name Felocation Expenses Inactive Date

Description |Employee Relocation Expense Report Template |

[~ Enable far SelfSarvice Usars

Includes Tax

Expense ltem Type || Tax Mame GL Account
L{||Airfare |[tem - ™ [01-7640.0000.000

[MTcar rental |[tem ~| ™ [01-7650-0000-000

Lodging |[tem ~ [01-7670-0000-000

Shipping |[tem ~| ™ [01-7660-0000-000

Other [[item - O [p1-7699-0000-000
= | A r |

GL Account Description  Operations--Airfare-No Sub Account-No Product

Self-Service Interface Attributes

Friendly Prampt |Airfare Image File Name |[FMDIAIR

Receipt Reguired Above Sequence
I Justification Required [~ Calculate Amount
I “iewable Fram All Templates

Defining Expense Report Templates (continued)

* Inthe Receipt Required Above field, to require employees to submit receipts for
this expense type, enter the amount above which a receipt is required.

* In the Image File Name field, if you want employees to automatically enter this
expense type by selecting an image, enter the file name of the binary image that
you want to appear in Oracle Web Employees.

* In the Sequence field, if you want to order expense type icons, enter a unique
sequence number to assign a location to the expense type icon.

« If you want the expense type item to appear for every Web Employees
Template, select the Viewable From All Templates check box.
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Setting Up Invoice Defaults

E%Payahles Options [Yision Operations)

Action  Edit Cuery Go  Folder Special Help
[

— Main
[ Use Batch Contrals

™ Canfirm Date as Invaice Number
IV Allow Online Appraval
V¥ Allow Adjustments to Paid Invoices
[ Allow Document Category Cwverride
v Automatically Create Freight Distribution
Freight Account [01-410-7220.0000-000 Operations-Sales Management-|

— GL Date Basis
& |nwoice

<" System

<" Receipt-Invoice

<" Receipt-System

Payables Options: Invoice Region
(N) Setup—>Options—>Payables

Setting Up Invoice Defaults

« Use Batch Controls: Select this option to enable use of the Invoice Batches
Summary or detailed windows, which you can use to specify batch defaults that
help speed and control invoice entry. If the batch controls are on, you cannot
enter individual invoices in the Invoices window.

« Confirm Date as Invoice Number: If you select this option, during invoice entry
when you accept the invoice date as the default for invoice number, Oracle
Payables displays a window that reads, “Use the Invoice Date as the Invoice
Number?”

« Allow Online Approval: Select this option if you want to allow users to submit
Payables Approval from the Actions window.
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Engayahles Options [Yision Operations]

it Guer: Go  Ealder Spec Help
|

— Main
[T Use Batch Controls

™ Canfirm Date as Invaice Number
[¥ Allow Online Approval
[¥ Allow Adjustments to Paid Invoices
™ Allow Document Categary Cwerride
IV Automatically Create Freight Distributiaon
Freight Account |01-410-7220.0000-000 Operations-Sales Management.|

— GL Date Basis
& |nvaoice
<" System
<" Receipt-Invoice

<" Receipt-System

Setting Up Invoice Defaults (continued)

» Allow Adjustments to Paid Invoices: Select this option if you want to allow
users to update the distributions of a paid invoice. This means you can create a
distribution variance on a paid invoice if you do not ensure the distributions
total is equal to the invoice amount when you do your invoice adjustments. You
would discover this possible error when you submitted approval, because
approval would place a distribution variance hold on the invoice and prevent
you from posting the invoice. You can select this option only if you use accrual
as your primary accounting method and you do not use automatic offsets.

« Allow Document Category Override: Select this option if you want to allow

users to override the default document category assigned to an invoice by
Oracle Payables.
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Engayahles Options [Yision Operations]

Action  Edit Cuery Go  Folder Special Help

— Main
[T Use Batch Controls

™ Canfirm Date as Invaice Number
[¥ Allow Online Approval
[¥ Allow Adjustments to Paid Invoices
™ Allow Document Categary Cwerride
IV Automatically Create Freight Distributiaon
Freight Account |01-410-7220.0000-000 Operations-Sales Management.|

— GL Date Basis
& |nwoice
<" System

<" Receipt-Invoice

<" Receipt-System

Setting Up Invoice Defaults (continued)

« Automatically Create Freight Distribution: If you select this option, Oracle
Payables selects the Create Freight Distribution check box in the Invoices

Summary and automatically creates a single freight distribution using the freight

amount you enter for an invoice and the Freight Account field, which is
defaulted from the Payables Options window. If you usually prorate freight to
invoice distributions or enter freight distributions manually, do not select this
option.

* Freight Account: If you select the Automatically Create Freight Distribution

Payables option, you must enter a freight account. Oracle Payables uses this
account as the default freight account for an invoice, but it can be overridden at
invoice entry.

GL Date Basis: Select the type of date you want Oracle Payables to use as the
default accounting date during invoice entry.
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Setting Up Invoice Tax Defaults

E%Payahles Options [Yision Operations)

Action  Edit Cuery Go  Folder Special Help
Invoice Tax -

v Exclude Tax from Discount Calculation

[ Reguire Tax Entry at Header

— Use Automatic Tax Calculation

Calculation Level
" Headar [V Allow Calculation Level Override

& Line

Rounding Rule [Mearest |v|

Precision |2
Minirmum Accountable Unit

[ Distribution Amounts Include Tax
[ Allow Owerride

Payables Options: Invoice Tax Region
(N) Setup—>Options—>Payables (Invoice Tax Region)

Setting Up Invoice Tax Defaults
You can control taxes at the system level in the Payables Options window.

e Exclude Tax from Discount Calculation: This option excludes amounts for tax
type distributions when the discountable amount of an invoice is calculated. If
you select this option, you cannot select Prorate Tax for the Discount
Distribution Method Payables option.

* Require Tax Entry at Header: If you select this option, you must enter a tax
name and tax amount for each invoice you enter. Do not enable this option if
you plan to enter use taxes or prorating taxes.

» Use Automatic Tax Calculation: If this option is selected, Oracle Payables
automatically calculates the invoice tax amount when you enter a sales tax name
on an invoice. Oracle Payables calculates the tax amount based on the gross
amount of the invoice and the tax rate you define for the tax name. This option is
useful for entering invoices without an itemized tax amount.
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IV Allow Final Matching

[V Allow Distribution Level Matching

IV Allow Matching Account Cverride

[V Transfer PO Descriptive Flexfield Infarmation

[v¥ Recalculate Scheduled Payment

Payables Options
(N) Setup—>Options—>Payables (Matching Region)

Setting Up Matching Defaults

« Allow Final Matching: Select this option to allow final matching of purchase
order matched invoices. You can indicate a final match when you match an
invoice to a purchase order during invoice entry or when you adjust a matched
invoice distribution. Select this option only if you want to allow the option of
permanently closing purchase orders. Once a purchase order is permanently
closed, you cannot reopen the purchase order.

« Allow Distribution Level Matching: Select this option if you want to allow
matching to purchase order distributions. If you select this option, you can
match an invoice to one or more purchase order distributions. If you do not
select this option, you can match an invoice to a purchase order shipment.
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IV Allow Final Matching

IV Allow Distribution Level Matching

IV Allow Matching Account Override

[V Transfer PO Descriptive Flexfield Information
[v¥ Recalculate Scheduled Payment

Setting Up Matching Defaults (continued)

Allow Matching Account Override: Select this option if you want to allow
override of the account for an invoice distribution created from matching to a
purchase order. You can override the account for a matched invoice distribution
in the Distributions window. You cannot override the account for a matched
invoice distribution if you use encumbrance accounting or perpetual receipt
accrual.

Transfer PO Descriptive Flexfield Information: Select this option if you want to
automatically transfer the descriptive flexfield information from the purchase
order distribution to the invoice distribution when you match an invoice to a
purchase order.

Recalculate Scheduled Payment: If you select this option Oracle Payables
calculates scheduled payments using a start date and payment terms. For
example, if the start date is 01-JAN-98 and the payment terms are Net 30, the
invoice will be payable in full on 30-JAN-98.
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Unit Summary

Unit Summary

In this unit, you learned how to enter, adjust, match to
PO, approve, and review invoices and invoice batches
by using Oracle Payables.

ORACLES
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Summary

In thisunit you learned the stages of entering new invoicesindividualy or in
abatch. You learned how to enter different kinds of invoicesincluding
Basic, Credit Memo, Debit Memo, Mixed, Purchased Order Matched,
Recurring, and Expense Report.

You learned how to apply different holds to invoices and how to release the
holds. You learned how to approve, adjust, or cancel invoices. You aso
learned how to find an invoice by using the Find Invoices window and the
Find Invoices Distributionswindow. You learned the steps required to define
Invoice tolerances and process expense reports. Finally, you learned how to
load invoices electronically and process procurement cards.
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Unit Objectives

Unit Objectives

After completing this unit, you should be able to do
the following:

» Enter manual payments

 Process computer-generated payments
» Process payment batches

 Process prepayments

* Process stop payments

« Void payments

 Set up cash control features

ORACLES
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Invoice Payment

Overview

Enter supplier Enter invoice Approve invoice
 —— >
Create PO Match to
PO Pay invoice
- &
Create journal ) +
entries 8
Reconcile payments
Enter requisition -
-
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Overview

Oracle Payables provides a variety of features for fast, controlled payment
processing.

With Oracle Payables you can do the following:

« Distribute funds by using multiple payment methods

« Ensure that duplicate invoice payments never occur

« Pay only invoices that are due, and automatically take the maximum discount

available

» Select invoices for payment, using a wide variety of criteria, and create
payments automatically

* Print checks online

e Choose from different payment method options including checks, EDI,
electronic funds transfer (EFT), and wire

* Record stop payments
* \oid payments
* Review information online on the result and status of every payment
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Oracle Payables Payment Methods

Oracle Payables Payment Methods

Payment Method | Definition

Check A paper check to print and send to a supplier

Clearing A payment for invoices transferred from another entity
within the company without creating a payment document

Electronic An electronic funds transfer to the bank of a supplier

Future dated A payment document that requests a bank to distribute
funds to asupplier on aspecified future date

Manual future dated | A supplier-generated payment document that requests a
bank to disburse funds to a supplier on a specified future date

Wire A funds transfer initiated by contacting the bank and
requesting wire payment to the bank of a supplier

ORACLES
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Oracle Payable Payment Disbursement Types

Oracle Payables Payment
Disbursement Types

Disbursement Type Description

Recorded Records payments made outside Oracle Payables, for
example, a handwritten check or a wire

Computer-generated 1. Creates immediate, single-check payments
2. Pays invoices in a payment batch, for example, a
check run or an electronic payment batch

Can be used for either manual or computer-generated
payments

Combined

ORACLES
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Using the Workbench Model

Using the Workbench Model: Overview
o pL
= Vv &

- —
Invoice Payment
Workbench Workbench
Invoice batches Payment batches
Invoice - Pavment Payment
(Workbench) - y (Workbench)

A
Y
Invoice P . Payment
. -« Invoices -
overview overview
A A
ORACLES
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Overview

Oracle Payablesincludestwo fully integrated workbenches: the Invoice Workbench
and the Payment Workbench. You enter, adjust, or review invoices in the Invoice
Workbench. You create, adjust, and review payments in the Payments Workbench.

Use the Invoice Overview and the Payment Overview windows to review
information from either workbench. These windows also act as bridges between the
two workbenches. For example, from the Invoices Overview, you can click
Payments to navigate to the Payments window.
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Using the Workbench Model
LS p L=
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Invoice Payment
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Invoice - Pavment Payment

(Workbench) - y (Workbench)
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Hierarchy of the Invoice Workbench
The window hierarchy in the Invoice Workbench is as follows:
* Find Invoice Batches

Invoice Batches Summary (folder)
* Find Invoices

Calculate Balance Owed
* Invoices Summary (folder)

- Invoice Holds

- Payments

- PO Match

- Scheduled Payments
e Distribution Summary (folder)

- Prorate

- Invoice Actions

- Apply/Unapply Prepayments

- Approve and Pay Invoices

- Release Holds

- Cancel Invoices
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Using the Workbench Model
3 -/\ b -}w‘
= Ww o« ;

- =
Invoice Payment
Workbench Workbench
Invoice batches Payment batches
Invoice - Pavment Payment
(Workbench) - y (Workbench)

A
Y
Invoice P . Payment
- - Invoices -
overview overview
A A
ORACLES
Copyright O Oracle Corporation, 1999. All rights reserved.

Hierarchy of the Payment Workbench
The window hierarchy in the Payment Workbench is as follows:
* Find Payment Batches
e Copy To
« Payment Batch Actions
- Modify Payment Batches
- Confirm Payment Batches
* Find Payments
» Select Invoices
* View Invoices
 Payment Actions
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Lesson 19: Entering Manual Payments

Objectives

Objectives

After completing this lesson, you should be able to
do the following:

 Select invoices to pay

« Pay from the Invoice Workbench

» Pay suppliers with future-dated payments
« Override payment controls

ORACLES
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What Is a Manual Payment?

Manual Payments

A manual payment is a payment that you create
outside of Oracle Payables. The following are two
examples of manual payments:

» Handwritten checks
* Wire

ORACLES
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Overview

When you create a payment outside of Oracle Payables, for example, using atyped
check or wire transfer, you can record the payment within Oracle Payables and
update the invoices that you paid. With amanual payment, you can override some
payment controls of Oracle Payables. You can record asingle payment for multiple
pay alone invoices. You can record payment for invoices that are associated with
any payment method type except EFT.

Prerequisites for processing manual paymentsin Oracle Payables are:
« Create the payment outside of Payables.

* The invoice you paid must be approved, uncancelled, without holds, and must
have the same currency as the payment.

* The bank account must have at least one payment document that uses the
recorded or combined disbursement type.
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Recording a Manual Payment

[} Payments [Vision D perations) == E
Action Edit Query Go Folder Special Help
[v!
=
Type  Bank Account Docurnent Mame  Docurnent Nurn Payrnent Date Payment Arnount Curr
;{.|Manua BofA Check 947 13.APR 1998 usD
1 — L
Actions... 1 ‘ Yiew Invoices ‘ ‘ Enter/Adjust Invoices |

Payments
(N) Payments—>Entry—>Payments

How to Initiate a Manual Payment

In the Type field, select Manual.

Select the bank account you use for the payment.
Select a payment document name.

Enter the payment document number.

Enter the payment date.

Enter the payment amount.

If you are using a multiple currency bank account with a multiple currency
payment document, optionally, change the payment currency.

Enter either the supplier name or number.
Enter the supplier site.
10 If necessary, enter or adjust other information.

N o ok~ 0N P

© o
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Selecting Invoices to Pay

E%%Selecl Invoices [Wision Operations] - 947, GE Capital
Action  Edit Query Go  Folder Special Help

Payment Amount 420,09
Tatal 420.09
[
Irvoice Payment Discount Unpaid Discount
MNurmber Arnount Arnount Arnount Available [
;|.|1 420.09 0.00 420.09 0.00 |
[ [ ]
[ ]
[ ]
[ ]
= []

Interest Inwvoice ——————————————
MNumber
Amount

| Invoice Overview

Select Invoices
(N) Payments—>Entry—>Payments (B) Enter/Adjust Invoices

How to Select Invoices to Pay
1 From the Payments window, click Enter/Adjust Invoices to select approved
invoices that are not on hold.
2 Select as many approved invoices as will fit on a single check stub.
3 To record a manual payment, save your work at this point and you are done.
4 To create a computer-generated payment, from the Payment window, click
Actions to navigate to the Payment Actions window; format and print the check.
Optionally, create a check, save it, and print it later.
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Action Edit Query Go Folder Special Help
Batch Control Taotal

Actual Total
= =
Type Supplier Supplier Mum  Site N e R EE3 | nvoice Actions E |
ﬂD Standard ||GE Plastics||1000 GE PLASY|[31-MAR-1997 I
D Standard ||GE Plastics|[1000 GE PLAS|[24-APR.1997 | | #pprove
[ |[Standara][GE Piastics|[1000 GE PLAS[10_MAY 1997 | | “Fprove Related Inioices
= ™ Cancel Invoices
|:| Standard ||GE Plastics||1000 GE PLASY|[16-MAR-1998
™ Apply/Unapply Prepayment...
|:| Standard |[GE Plastics||1000 GE PLAS||[11-FEB-1998 W : 7
v Pay in Full . :
= . Standard ||GE Plastics||1000 GE PLAS13-APR1998 |~ pojeace Holds -
4 Hald Name ]
Release Name
A t Paid
Haolds 1] Release Reason
0.00 ;
usp Status Approved [ Print Motice
Desc Printer
Sender Mame
Sender Title
Actions... 1 Holds | Pay J
Cancel | OK
Scheduled Payments | DOve ]

Invoice Actions
(N) Invoices—>Entry—>Invoices (B) Actions

How to Pay Invoices from the Invoice Workbench

You can initiate payment of one or more invoices by selecting the invoices in the
Invoices window and using the Pay in Full option in the Invoice Actions window.
When you pay using this method, you can generate a manual payment or a Quick
payment. Oracle Payables automatically enters most of the payment information for
you, and you omit the invoice selection step you would perform if you were to
create the payment in the Payment Workbench.

To pay an invoice or scheduled payment from the Invoice Workbench:
1 Make certain the invoices that you want to pay are fully approved.

2a To pay one or more invoices in full, select the relevant invoices from the
Invoices window; clickActions to navigate to the Actions window, and select
the Pay in Full check box to open the Payments—Pay in Full window.

2b To pay a portion of an invoice, select the invoice from the Invoices window;
click Scheduled Payments, and select one or more scheduled payments. Click
Pay to pay the selected payments.
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Eg_;’% Payments [Vision Operations] - Pay in Full

Action Edit Query Go Folder Special Help
v
El
Type  Bank Account Document Mame  Document Num Payment Date Payment Armount Curr
;{.|0uick BofA Checl{ 1005 13-APR-1998 usp J[
K1 i
Actions... 1 ‘ View Invoices ‘ | Enter/Adjust Invoices |

Payment—Pay in Full
(N) Invoices—>Entry—>Invoices (B) Actions

How to Pay Invoices from the Invoice Workbench (continued)

3 In the Payments window, choose Quick or Manual for the payment type. Enter
the bank account from which you want to make the payment, and enter the
payment document you want to use. Oracle Payables automatically enters the
remaining fields for you.

4 If necessary, enter or adjust other information in the Payments window.

5 If you are creating a manual payment, save your work to complete the payment.
Oracle Payables records the payment and updates the invoices as paid. If you are
creating a quick payment, continue with Step 6.

6 Click Actions to navigate to the Payment Actions window. Format and,
optionally, print the check.

7 Save your work.
Oracle Payables records the payment and updates the invoices as paid.
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giScheduled Payments [Vision Operations] - KCB-001, GE Plastics

Action Edit Query Go Folder Special Help
Payment Currency  USD Invaice Amount 1,000.00
Amount Paid 0.00 Gross Amount Total 1,000.00
— Scheduled P ¥ + [+
Due Date Gross Armount Method Date Arount [ ]
= ll— [13-APR-1998 1,000.00|| 99|[Electronic Payments
I
I
I
[~
2l
Amount Remaining 1,000.00
Discount Amount Remaining 0.00
Holds ‘ Payments Split Schedule ‘ Pay... 1 |

Scheduled Payments
(N) Invoices—>Entry—>Invoices (B) Scheduled Payments

How to Schedule Payments from the Invoice Workbench

Make certain the invoices that you want to pay are fully approved.

To pay a portion of an invoice, select the invoice from the Invoices window.
Click Scheduled Payments.

A W N P

payments.

5 To split a scheduled payment, update the amount, and then click Split Schedule.
Oracle Payables creates an additional scheduled payment with the net amount
due.

6 Adjust the dates as appropriate and, optionally, apply a hold to the scheduled
payment.

7 Save your work.
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Paying Suppliers with Future Dated Payments

Action Edit Query Go Folder Special Help
[v!
=
Type  Bank Account Docurnent Mame  Docurnent Nurn Payrnent Date Payment Arnount Curr
;{.|Manua BofA Check 947 13.APR 1998 usD
1 — L
Actions... 1 ‘ Yiew Invoices ‘ ‘ Enter/Adjust Invoices |
Payments

(N) Payments—>Entry—>Payments

How to Pay Suppliers with Future Dated Payments
1 Make certain the invoice that you want to pay is fully approved.
2 In the Payments window, record the invoice payment as a manual payment.

- If you use the payment document your supplier sent you and do not create a
payment document, enter Manual Future Dated in the Payment Method
field.

- If you manually created a future dated payment that you want to record,
enter Future Dated in the Payment Method field.

3 Enter a maturity date.
4 Return the payment notice to the supplier.
5 The supplier submits the payment request to the bank.

6 The bank disburses funds on the maturity date the supplier specified on the
payment notice.

7 Your bank sends you payment reconciliation information.
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Action Edit Query Go Folder Special Help
[v!
=
Type  Bank Account Docurnent Mame  Docurnent Nurn Payrnent Date Payment Arnount Curr
;{.|Manua BofA Check 947 13.APR 1998 usD
1 — L
Actions... 1 ‘ Yiew Invoices ‘ ‘ Enter/Adjust Invoices |
Payments

(N) Payments—>Entry—>Payments

Adjusting Selected Invoices for Manual Payments

You can change the invoices you select for a manual payment at any time before
posting:

1

Find the payment online by using the Payments Overview window, or by
opening the Payments window in entry mode and querying the payment.

In the Payments window, select the payment, and click the Enter/Adjust
Invoices button to navigate to the Select Invoices window.

Select the invoices you had associated with the payment by mistake, and click
the Reverse Payment button. Oracle Payables creates a negative line for each
invoice you selected.

Enter each invoice you want to pay with the manual payment in a new row. The
sum of the invoice payment amounts must equal the payment amount you
entered for the manual payment. To see detailed information about an invoice,
select the invoice, and choose Invoice Overview.

Save your work to have Oracle Payables reset the status of the reversed invoices
to Unpaid and set the selected invoices as Paid by the manual payment.
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Practice 19-1 Overview

Practice 19-1 Overview

Practice Contents
Establishing bank accounts

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Practice 19-2 Overview

Practice 19-2 Overview

Practice Contents
Recording a manual payment

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Summary

Summary

Summary

In this lesson, you should have learned how to do the
following:

 Select invoices to pay

» Pay from the Invoice Workbench

« Pay suppliers with future-dated payments
« Override payment controls

ORACLES
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Lesson 20: Processing Computer-Generated Single Payments

Objectives

Objectives

After completing this lesson, you should be able to
do the following:

 Select invoices to pay

Pay from the Invoice Workbench
 Specify computer-generated payment
» Change payment currency

Predate payments

ORACLES
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Computer-Generated Payments

Computer-Generated Payments

You can create and print a computer-generated
payment to pay a supplier for one or more invoices.

Examples of computer-generated payments are:
» Check run
« Electronic funds transfer (EFT)

ORACLES
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Selecting Invoices to Pay

E%i Select Invoices [Vision Dperations] - 947, GE Capital
Action Edit Query Go Folder Special Help

Payment Amount

Tatal 15,000.00
v
Invoice Fayment Discount Unpaid Discount
Number Arnount Arnount Arnount Available [
;{.|3523 15,000.00 0.00 15,000.00 0.00[ |

Interest Invoice ——————————————
Number
Amount

| Invoice Overview

Select Invoices
(N) Payments—>Entry—>Payments (B) Enter/Adjust Invoices

How to Select Invoices to Pay

1 From the Payments window, click Enter/Adjust Invoices to select approved
invoices that are not on hold.

2 Select the invoices that you want to pay. The invoices must have Check as their
payment method and must have the same currency as the payment.

3 To create a computer-generated payment, click Actions to navigate to the
Payment Actions window; format and print the check. Optionally, create a
check, save it, and print it later. The bank account must have at least one
payment document that uses computer-generated or combined disbursement

type.
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Paying Invoices from the Invoice Workbench

Eg_;a Invoices [Vizion Operations)

Action Edit Query Go Folder Special Help
Batch Control Taotal
Actual Total
= r
Type Supplier Supplier Mum  Site Invoice Date  [S]IiTa e E|
L Standard (|GE Plastics| 1000 GE PLASY [31-MAR-1997 .
Standard ||GE Plastics|[1000 GE PLAS|[24.APR.1987 | | Approve I
Standard ||GE Plastics|[1000 GE PLAS|[10-MAY1997 | APRIove Relsted Invoicss I
= " Cancel Invaices E
Standard (|GE Plastics| 1000 GE PLAS [16-MAR-1998
™ Apply/Unapply Prepaymeant.. E
Standard |GE Plastics||1000 GE PLAS [11-FEB-19938 ]
:‘_ ¥ Pay in Full.. £
= |Bl[Standard |[GE Plastics] [1000 GE PLAS|[13-APR1998 | [ pojoacs Holds 1
4 Hald Name I
Release Name
A Paid
Haolds 0 Release Reason
0.00 .
uso Status Approved [ Print Motice
Desc Printer
Sender Name
Sender Title
Actions... 1 Holds | Payi J
Cancel ‘ OK
Scheduled Payments | Dve ]

Invoice Actions
(N) Invoices—>Entry—>Invoices (B) Actions

How to Pay Invoices from the Invoice Workbench

You can initiate payment of one or more invoices by selecting the invoices in the
Invoices window and using the Pay in Full option in the Invoice Actions window.
When you pay using this method, you can generate a manual payment or a quick
payment. Oracle Payables automatically enters most of the payment information for
you, and you omit the invoice selection step you would perform if you were to
create the payment in the Payment Workbench.

To pay an invoice or scheduled payment from the Invoice Workbench:
1 Make certain the invoices that you want to pay are fully approved.

2 To pay one or more invoices in full, select the relevant invoices from the
Invoices window; click Actions to navigate to the Actions window, and select
the Pay in Full check box to open the Payments—Pay in Full window.
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Eg_;’% Payments [Vision Operations] - Pay in Full

Action Edit Query Go Folder Special Help
v
El
Type  Bank Account Document Mame  Document Num Payment Date Payment Armount Curr
;{.|0uick BofA Checl{ 1005 13-APR-1998 usp J[
K1 i
Actions... 1 ‘ View Invoices ‘ | Enter/Adjust Invoices |

How to Pay Invoices from the Invoice Workbench (continued)

3 To pay aportion of an invoice, select the invoice from the Invoices window;
click Scheduled Payments, and select one or more scheduled payments. Choose
Pay to pay the selected payments.

4 In the Payments window, select Quick or Manual for the payment type. Enter
the bank account from which you want to make the payment, and enter the
payment document you want to use. Oracle Payables automatically enters the
remaining fieldsfor you.

5 If necessary, enter or adjust other information in the Payments window.

6 If you are creating a manual payment, save your work to complete the payment.
Oracle Payables records the payment and updates the invoices as paid. If you are
creating a quick payment, continue with Step 7.

7 Click Actions to navigate to the Payment Actions window. Format and,
optionaly, print the check.

8 Saveyour work. Oracle Payables records the payment and updates the invoices
as pad.
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Creating and Maintaining Computer-Generated Payments

Eg_"% Payments [Vision Operations) - Pay in Full

Action Edit GQuery Go Folder Special Help

El
Type  Bank Account Document Mame  Document Mum Payrment Date Payment Amount Curr
;|.|0uick BofA ChecH] 1005 13.APR-1998 usp |[
K1 i
Actions... 1 ‘ Yiew Invoices ‘ | Enter/Adjust Invoices |
Payments

(N) Payments—>Entry—>Payments

Creating and Maintaining Computer-Generated Payments

To create a computer-generated check, you must enable the Allow Online Print
Payables option; the invoices must be approved, uncanceled, and without holds; the
invoices must have check as their payment method and have the same currency as
the payment; and the bank account must have at least one payment document that
uses computer-generatedcombined disbursement type.

In the Payments window:

* You can, optionally, change the payment document number, which defaults to
the next available number.

* You can, optionally, change the payment currency if you are using a
multicurrency bank account with a multicurrency payment document.

e The payment date must be in an open or future period.

* Unless you enable the Allow Pre-Date Payables option, you cannot predate a
computer-generated payment.
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Practice 20-1 Overview

Practice 20-1 Overview

Practice Contents
 Entering an invoice
» Recording a single payment (QuickCheck)

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Summary

Summary

Summary

In this lesson, you should have learned how to do the
following:

 Select Invoices to pay

Pay from the Invoice Workbench
 Specify computer-generated payment
» Change payment currency

Predate payments

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Lesson 21: Processing Payment Batches

Objectives

Objectives

After completing this lesson, you should be able to
do the following:

« Initiate new payment batches

 Create and find payment batch templates

« Modify payment batches

« Format payment batches

« Confirm payment batches

 Find payment information

* Process EDI payments

« Make electronic payments to different supplier
bank accounts (Flexible Payments)

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Payment Batches

Payment Batches: Overview

Select invoices

(Build payments)

Format
payments

Y

Print checks or
create electronic
payments

Y

Confirm
payments

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Overview

Use payment batches to create payments for multiple invoices that meet selection
criteriayou specify. In addition to controlling which invoices Oracle Payables
selectsfor payment in the batch, you can also set limits on payment amounts and
decide whether to take applicable discounts.

You follow a series of stepsto create your payment batch payments, and you initiate
each step from the Payment Batch Actions window.

1 Initiate the payment batch by entering criteria for invoices you want to pay.
Oracle Payables selects invoices and from the list builds the payments; it
determineswhich invoiceswill be paid on each payment document and liststhis
information for you on the Preliminary Payment Register.

2 Format payments to have Oracle Payables produce an output file.
3 Print checks from the output file, or create electronic payments.

4 Confirm the payment batch by recording the document numbers associated with
each payment. During this step, Oracle Payables updates the invoice status to
Paid and associates a payment number with the invoice and invoice payment.
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Initiating New Payment Batches

Ega Payment Batches [Vizion Operations]

Action Edit Query Go Folder Special Help
El
Batch Mame Template Payment Date Status Pay Group
-~ J5041498 [ 14-APR-1998 Unstarted
[
[
[
[
= [
] i
Actions... 1 Copy To... 1 ‘ | Payments

Payment Batches
(N) Payments—>Entry—>Payment Batches

How to Initiate New Payment Batches

1 In the Payment Batches window, enter a unique batch name. This name will
appear on your reports and will help you locate the batch online. Optionally,
change the bank account. Select a payment document. Enter a payment date.
This is the date that Payables will print on the payment or remittance advice.

2 To use this payment batch as a template for future payment batches, select the
Template check box. For example, if you regularly create payment batches with
the same criteria, you can save the payment batch as a template. You can then
later copy it, change the batch name, and use it with minor changes such as a
new payment date and pay through date.

3 Define your invoice selection criteria. Optionally, enter the pay group. Verify
the pay through date. Oracle Payables will select invoices with a discount or due
date on or before this date. Optionally, choose your payment Priorities.

4 To allow Oracle Payables to select zero amount invoices for payment, select
Allow Zero Invoices.
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Initiating New Payment Batches

Eg_{gPaymenl Batches [Vizion Operations] M= E3
Action  Edit Query Go  Folder Special Help
=]
Bank Account Daocument Payment Method Reference Mext Step
- BofA Check Check | Autoselect
K| I [
Actions... 1 ‘ Copy To... 1 ‘ | Bayments

How to Initiate New Payment Batches (continued)

5 To override the pay date basis for the supplier site and only pay invoices with
due dates on or before the pay through date, select Include Only Due.

6 Optionally, review or adjust payment limitsin the Limits region. The
Maximum/Minimum Payments field defines the range of payment amounts
allowed for asingle payment in apayment batch. If Payables selectsinvoicesfor
asupplier site and the total of the invoicesis more or less than the maximum/
minimum payment, Oracle Payables pays no invoices for that supplier site.

7 The maximum outlay is the maximum Oracle Payables will pay for this
payment batch. If the batch total exceeds this number, you will get a warning,
but you can continue processing the payment batch.

8 Optionally, review or adjust document information in the Document region.
Oracle Payables displays the first document number, including any setup
checks, to use for printing payments in a payment batch. Oracle Payables
displays the last available document number for the payment document.

9 If your Sequential Numbering profile option is not enabled, (optionally) enter a
beginning voucher number.
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Ega Payment Batches [Vizion Operations]

Action Edit Query Go Folder Special Help
El
Pay Through Date Hi Payment Priority  Low Payment Priarity  Allow Zero Invoice Include Only Due Account Cur
o 14-APR-1998 h 99 (I [ usD
(I [
(I [
[ I
(I [
= (I [
A I i
Actions... 1 ‘ Copy To... 1 ‘ | Payments

How to Initiate New Payment Batches (continued)

10 Inthe Document Order field, select the order in which you want to print your
payment documents and want to review your Preliminary Payment Register:
Ascending Postal Code, Descending Postal Code, Supplier Name, or Supplier
Number.

11 Click Actions. Depending on whether you want to be able to review and modify
the payment batch before formatting, complete one of the following options:

- Toformat the payments without modifying them, select Format Paymentsto
have Oracle Payables automatically select and perform the required
prerequisite actions, which are Select Invoices and build payments. Oracle
Payables then formats the payments. After formatting is complete, continue
with printing payment batch checks, or, if you are creating electronic
payments, proceed with confirming payment batches.

- Toreview and modify the invoices selected in the payment batch before you
format payments, choose Select Invoices and Build Paymentsto have Oracle
Payables select invoices and build payments. After the build processis
complete, you have the option to proceed with Modifying Payment Batches
or with formatting payments.

12 Click OK to save your work.
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Practice 21-1 Overview

Practice 21-1 Overview

Practice Contents
Paying invoices in a payment batch

ORACLES
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Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Finding Payment Batch Templates

Eg_"% Find Payment Batches [ (O] =]
Action Edit Query Go Folder Special Help

Batch Marme Termplate -
Bank Account Document

Payment Method |v| Currency
Status |'| Allow Zera Payments I:Ill

Mext Step |v|
|

Payment Amounts | - |

Payment Dates | = | |

Invoice Selection Criteria
Pay Group | Allow Zero Invoices |:|L|
Priarities . |:|

Clear HNew | Find |

Find Payment Batches
(N) Payments—>Entry—>Payment Batches (M) Query—>Find

How to Find Payment Batch Templates
1 In the Find Payment Batches window, enter criteria to find the payment batch
template you want to use. Click Find.
2 In the Payment Batches window, select the payment batch you want to copy, and
click Copy To.
3 In the Copy To window, enter either a prefix or suffix to precede or append to
the template payment batch name to create the new payment batch name. Enter
a Payment Date and a Pay Through Date for the new payment batch.
4 Click OK to save, and Oracle Payables automatically queries the new payment
batch in the Payment Batches window.

21-8 Oracle Payables Release 11



Modifying Payment Batches

Modifying Payment Batches

E%Mudify Payment Batch [Yision Operations] - J5041498, Advanced Hetwork Devices
Action Edit GQuery Go  Folder Special Help

Supplier [Advanced Network Devices Site [SANTA CLARA |
Pay |Yes - Mon-Payment Reason
Amaount 10,000.00 Remit-to Account
—Selected Invoices [v
) ) — Payment Amount
Invoice Discount
Murmber Pay Arnount haximurn Proposed |
= [jann1s8 Yes - 0.00 10,000.00 10,000.00 |
Due Date 20-JAN-1998 Amount Due 10,000.00
Amount ¥Withheld Interest Amaount 0.00

Invoice Overview | Done |

Modify Payment Batch
(N) Payments—>Entry—>Payment Batches (M) Query—>Find (B) Actions (OK)

How to Modify Payment Batches

After selecting invoices and building payments (and prior to formatting payments),
you can review and modify a payment batch.

1 In the Find Payment Batches window, enter criteria to find the payment batch
you want to use. Click Find.

2 In the Payment Batches window, select the payment batch, and click Actions.
Then modify the payment batch. You can:

- Modify the payment amount of an invoice

- Prevent payment to a supplier

- Prevent payment of a particular invoice

- Add an invoice that Oracle Payables did not originally select

3 If you change invoices to a payment batch, Oracle Payables automatically
rebuilds payments after you modify the payment batch. After you complete your
modifications, you can review your changes on a new Preliminary Payment
Register and modify the payment batch again or continue with formatting
payments.
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Practice 21-2 Overview

Practice 21-2 Overview

Practice Contents
Modifying invoice selection in a payment batch

ORACLES
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Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Formatting Payment Batches

E%Paymenl Batch Actions E3
Action Edit Cuery Go  Folder Special Help
[ 1 &elest [nynices
[ Euildl Eayments
Prograrm
I edify) Bayment Bateh..
[~ Print Preliminary Register

Printer |

[¥ Format Payments
Program Evergreen Format (Laser)
[ Print Mo

Printer |
i Canfitm Eayment Eate..
I | Createl Fasitive Fay File..
[ Efint Final Eenjster,

Printer

[ Efint Remittanee Adiice

Prograrm

[\ Cancel Fayment Eateh

Cancel ‘ (0],

Payment Batch Actions
(N) Payments—>Inquiry—>Payment Batches (B) Actions

How to Format Payment Batches

When Oracle Payables formats payments, it creates an output file that you can use
to print checks or handle electronic payments.

1 In the Find Payment Batches window, enter criteria to find the payment batch
you want to format. Click Find.

2 In the Payment Batches Summary window, select the payment batch you want
to format, and click Actions.

3 In the Payment Batch Actions window, select Format Payments.
4 Click OK.
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Practice 21-3 Overview

Practice 21-3 Overview

Practice Contents
Formatting a payment batch

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Confirming Payment Batches

Confirming Payment Batches: Overview

Select invoices

(Build payments)

Format
payments

Y

Print checks or
create electronic
payments

Confirm
payments

ORACLES
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Overview

Confirmation is the final step in processing a payment batch. During payment
confirmation, Oracle Payables performs the following tasks:

« Updates the payment history of invoices paid in a payment batch

« Creates one payment distribution for each invoice in the payment batch and
credits it to the asset account for the bank account

« Creates a single payment distribution for each balancing segment of an invoice,
if the Automatic Offsets Payables option is enabled and a pooled bank account
for the payment batch is used

During confirmation, you assign one of four status types to each document:

« Setup: Oracle Payables displays the setup checks used to align the printer.

« Printed: Either the checks printed properly or the electronic payments formatted
correctly.

« Skipped: The printer skipped over these checks and nothing printed on them.

e Spoiled: The printer malfunctioned and ruined these documents, so you cannot
reuse them. Oracle Payables automatically voids these documents and sets the
status of corresponding invoices to unpaid. To pay these invoices, include them
in a new batch.
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Confirming Complete Payment Batches

E%‘:Eonfilm Payment Batch [Vision Operationsg)

Action Edit Query Go Folder Special Help

Batch Mame:  JSp041498

— Payment Documents

Status Fram To
- |_||Skipped 947 047
[[Printed 948 948
Restart Batch... | Cancel Remainder ‘ ‘ Confirm |

Confirm Payment Batch
(N) Payments—>Entry—>Payment Batches (M) Query—>Find (B) Actions (B) OK

How to Confirm Complete Payment Batches

1 In the Find Payment Batches window, enter criteria to find the payment batch
you want to confirm.

2 Click Find.

3 In the Payment Batches window, select the payment batch, and click Actions.
Select Confirm Payment Batch, and click OK.

4 If you select Create Positive Pay File, Oracle Payables creates a flat file for
custom or third-party check verification.

5 In the Confirm Payment Batch window, enter the document number range of the
successfully printed checks or the successfully formatted electronic payments,
and select the status Printed. Enter the document number of the spoiled, skipped,
or setup checks and select the appropriate status.

6 Click Confirm. Oracle Payables updates the status of the invoices paid with the
Printed checks to Paid status and prints the Final Payment Register.
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Practice 21-4 Overview

Practice 21-4 Overview

Practice Contents
Confirming a payment batch

ORACLES
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Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Finding High-Level Payment Information

:a Payment Overview [Yision Operations)

Action Edit Query Bo Folder Special Help
— Supplier
Mumber P46 Mame Advanced Network Devices
Currency USD Taxpayer D
Arnount 500.00 Mumber 1013 Site SANTA CLARA
Date 07 -JAN-1996 Sent To 2000 Century Way -
Batch Quick Payment: ID=1000 Janta Clara, CA 336134365 ;]
“oucher -
Status Reconciled “Bank
Cleared Amount 500.00 Mame Bank of America
Clear Date 29-FEB-1996 Account BofA
“oid Date Document Check
Maturity Date Method Check
— Invoices
Mumber Amount Paid Date Paid Description
j.mﬁ' 500.00 07 JAN-1996
[]
2l
Invoice Overview Bank Supplier | | Payments

Payment Overview
(N) Payments—>Inquiry—>Payment Overview (B) Find

Finding High-Level Payment Information

Use the Payment Overview window to review the status of a payment and its related
high-level information. Review information quickly when a supplier calls to inquire
about the status of a payment. Since the Payment Overview window is a
display-only window, click Payments to navigate to the Payments window to view
additional details or to make any necessary adjustments. This window displays
summary information for:

* Payment status

e Payment information
e Supplier information
* Invoice information

e Bank information
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Finding Payments in the Payment Workbench

2 Find Payments M=l B3
Action  Edit Guery Go  Folder Special Help
— Pay
Murnbers [300 | - jso |
Dates |I]1-MAR-1993 | - [01-APR-1998
Amounts | | - | |
Currency :I
Bank Account Document MName | |
Method | - Batch | |
— Supplier Voucher Audit
Mame |Advanced Network [ Category
Mumber 1013 Sequence Mame
Taxpayer D Murnber Frorm
Site Mumber Ta
Paid-To Mame
— Status
Status | |V|
Dates | | = |
Clear | | Find |

Find Payments
(N) Payments—>Inquiry—>Payment (N) Query—>Find

Finding Payments in the Payment Workbench

* Find payments in the Payment Workbench either by using the Find Payments
window or by entering query criteria directly into the Payments window.

» Use the Payment Batches window to find the payment batch.

* Inthe Find Payments window, you can enter a variety of criteria including status
and ranges for payment amounts, payment dates, and payment numbers. Click
Find to navigate to the Payments Summary window, where all of the payments
that match your criteria are displayed. If your query retrieves more than one
payment, Oracle Payables orders and displays queried payments in numerical
order based on the payment number. To see the next queried payment, click

Next Screen.
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Processing EDI Payments

EDI Payments: Overview
Payments without EDI Payments with EDI
Select invoices Select invoices

Build Build

Format EDI 820

Confirm Confirm

ORACLE"
Copyright O Oracle Corporation, 1999. All rights reserved.

Overview

To create an electronic payment file that Oracle EDI Gateway formats and transfers

to your bank, you follow nearly the same steps as in creating checks in a payment

batch.

* Invoices are selected for payment based on the criteria you specify in the
Payment Workbench. Payments are then built based on other criteria such as pay
site.

* Instead of the format process which creates the check layout, the EDI 820
program runs and extracts the payment data to the Oracle EDI Gateway.

* The payment data is automatically sent to your EDI translator and then to the
bank.

* Once you have verified that the data has been received by your bank, you can
confirm your payments and Oracle Payables marks the invoices as paid.

Note: Refer to Lesson 3, “Setting Up Suppliers” (Unit 1), to learn how to set up
suppliers for EDI payments.
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Processing EDI Payments

Oracle Payables Prerequisites

Oracle Payables prerequisites for processing EDI
Payments are as follows:

« Set up suppliers for EDI transactions
— Assign Electronic as the method of payment
— Assign EDI payment formats

 Set up supplier bank accounts

« Define a unique pay group

 Create a bank account for your EDI payments

» Create a payment document with the Payment
format of EDI Outbound

ORACLES
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Oracle Payables Prerequisites
The prerequisites for processing EDI paymentsin Oracle Payables are asfollows:

Set up your suppliers and their bank data for EDI Transactions.
Approve invoices for payment for these suppliers.

Optionally, define a pay group unique to the outbound payment transaction.
When you submit a payment batch for EDI payments, Oracle Payables selects
all approved invoices which have the electronic payments as their payment
method.

Set up a bank account that you will use for EDI payments.

Create a payment document with the payment format of EDI Outbound for your
bank account.
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Oracle EDI Gateway Prerequisites

Oracle EDI Gateway prerequisites for processing EDI
Payments are as follows:

« Define the trading partners

« Enable the Outbound Payment Transaction order
for the bank branch

« Define any code conversions for transactions

ORACLES
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Oracle EDI Gateway Prerequisites

The prerequisites for processing EDI paymentsin Oracle EDI Gateway are as

follows:

e Create a record in the EDI Gateway for each supplier that you want to send EDI
payments.

» Link this record to the supplier record in Oracle Payables.
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Creating an EDI Outbound Format Payment Document

Creating an EDI Outbound Format Payment Document

Ega Payment Documents [Vision Dperations] - Bank of America. BofA

Action  Edit Query Go Folder Special Help

Disburserment Payment Payment Inactive
MNarne Type Format Method Date
L|I|EDI Computer Generat{EDI Outhound Prg Electronic Paymen

Document Information -

LTI =

Payment Documents
(N) Setup—>Payments—>Banks (B) Bank Accounts (B) Payables Documents

How to Create a Payment Document with the Payment Format of EDI
Outbound

A seeded payment format of EDI Outbound is provided to support the outbound
payment transaction. Define a payment document that uses the EDI Outbound
Program payment format, and assign this payment document to the bank account
from which you will disburse payment.

1

o OB~ WDN

In the Bank Accounts window, query a disbursement bank account for EDI
payments.

Click Payables Documents to navigate to the Payment Documents window.
Enter a name for the payment document that is unique for the bank account.
Select Computer Generated as the disbursement type.

Select the EDI Outbound Program as the payment format.

In the Document Number fields, enter the first and the last payment document
numbers.

Save your work.
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Creating EDI Payments

Eg_{gPaymenl Batches [Vizion Operations] M= E3
Action  Edit Query Go  Folder Special Help
=]
Batch MName Template  Payment Date Status Pay Group
o EDI04 1498 [ 14-APR-1998 Unstarted EDI|
[
[
[
[
= [
K [
Actions... 1 Copy To... 1 ‘ | Bayments

Payment Batches
(N) Payments—>Entry—>Payment Batches

How to Create EDI Payments

1 Initiate a payment batch using a payment document associated with the EDI
Outbound Program payment format.

2 Format the payment batch. During formatting, Oracle EDI Gateway
automatically formats the payment batch and creates a flat file in your EDI
Gateway output directory.

Oracle EDI Gateway sends the file to your EDI translator, then to your bank.
3 Verify that your bank has received the file.
4 Confirm the payment batch.
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Processing Flexible Payments

Flexible Payments

The prerequisites for making electronic payments to
different supplier bank accounts are as follows:

 Create supplier records
« Define supplier bank accounts
« Verify supplier bank account assignments

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Overview

For asingle invoice, you can make electronic payments to different bank accounts.
You specify which supplier bank account will receive payment for a scheduled
payment. At the supplier site level you can set a default primary bank account for a
supplier siteto use. This value defaults to the scheduled payment. You can change
this default any time before payment.

Oracle Payables Release 11 21-23



Lesson 21: Processing Payment Batches

Ega Supplier Sites [Vision Operations] - GE Plastics. 1000
Action Edit Query Go Folder Special Help

Mame [CHICAGO Alternate MName | [v!
Country |United States
Address 499 Schuyler Ave #2089 Blieriets
Address

City |Chicago State |IL Postal Code |:|

Province County |
Language Inactive On [|:| ]
Payment -
Terms |3|] Net (terms date + 30) | Invoice Currency
PayGroup [Standard | Payment Currency
Payment Priority 99
Terms Date Basis |Invoice v| [ Always Take Discount
Pay Date Basis |Due ~| [T Exclude Freight From Discount:
Payment Method |Electronic Payments | [ Pay Alone

[~ Attention AR M

Supplier Sites
(N) Suppliers—>Entry (B) Open—>0Open

How to Set Up Suppliers

Define the suppliers and supplier sites that use the bank account to receive
electronic payments.

* Enter the data about the supplier in the Suppliers and Supplier Sites windows.
* In the Payment region, choose Electronic Payments as the payment method.
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Eg_;a Bank Accounts [Vizion Dperations]

Action Edit Query Go Folder Special Help
Bank Mame Bank of America Branch Mame Mew York
— Bank Accounts [ —
Mame |GE Primary Account Alternate Name |
Mumber |F8787678 Account Type
Account Use [Supplier |V| Check Digits :I
Currency [USD | Inactive Date :I
Description | [|:| |
Supplier Assignments =
— Supplier — Effective Dates
Mame Number Site Fram To Primary
LHGE Plastics 1000 CHICAGO 14.APR-1998 C
1 r
m
= [
Payables Documents H Bank Codes

Bank Accounts
(N) Setup—>Payments—>Banks (B) Open

How to Define Supplier Bank Accounts

In the Bank Accounts window, enter information about the bank accounts for which
your supplier is the account holder and assign these accounts to the supplier or its
sites.

* In the Banks window query an existing Bank or create a bank record.

* Choose Bank Account. Oracle Payables displays the Bank Accounts window.
« Enter the bank account name, number, and currency.

* In the Account Use field, choose Supplier.

* In the Supplier Assignments region, enter the supplier, and, optionally, the
supplier site that use the bank account to receive electronic payments.

« Select the Primary check box, if the bank account is the primary bank account
for the supplier. For each supplier and supplier site that has bank account
assignments, you must designate one bank account as the primary bank account
per currency.

* Repeat the above process to define additional bank accounts for your supplier.
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Egjgﬁupplim Sites [Vision Operations] - GE Plastics. 1000
Action Edit Query Go Folder Special Help

Mame |CHICAGO Altermnate Name | =
Country |United States
Address 499 Schuyler Ave #2089 Alternate
Address
City |Chicago State |IL Postal Code |67890
Province County |USA
Language Inactive On [|:|]
[
Ptitnary ~— Effective Dates
MNarne Mumber Cur From To
:{.|GE Primary Account 78787678 usp [ [14-APR-1998
H| r
il | | | |
Bank Branch
MName Bank of America MName New York
Number 163281189 Number 7361982736

Supplier Sites
(N) Suppliers—>Entry (B) Open—> Open

How to Verify Supplier Bank Assignments

* In the Bank Accounts region of the Suppliers or Supplier Sites window, verify
that all appropriate bank accounts are listed.

* For suppliers and supplier sites with multiple bank accounts, verify that one
bank account is designated as the primary bank account.
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giScheduled Payments [Vision Operations] - 7000, GE Plastics

Action Edit Query Go Folder Special Help
Payment Currency  USD Invaice Amount 12,500.00
Amount Paid 0.00 Gross Amount Total 12,500.00
—_ Scheduled Pay " |7
Haold Payrment Priority = Remit-To Bank T
ayment
Due Date Gross Arnount Method Hame Murnber [1]
o |:||— 14-MAY-1998 2,500.00] 99|[Electronic Payments|GE Primary Accoun|78787678
Il— 14-MAY-1998 10,000.00( 99(|Electronic Paymenlsl FSE Secondary Accol
I
I
[~
2l
Amount Remaining 10,000.00
Discount Amount Remaining 0.00
Holds ‘ Payments Split Schedule ‘ Pay... 1 |

Scheduled Payments
(N) Invoices—>Entry—>Invoices (B) Scheduled Payments

How to Schedule Payments

* In the Invoices window, select the invoice that you want to pay. The invoice
must be approved, uncancelled, and without any holds.

* Click Schedule Payments. Oracle Payables displays the Schedule Payments
window.

* In the Remit To Bank region, Oracle Payables displays the invoice amount and
the primary bank account for the supplier or supplier site.

* In the Gross Amount field, overwrite the amount of payment to the primary
bank account.

e Click Split Schedule.

* In the next row, enter the payment amount to another bank account and select
the appropriate bank count.

e Save your work.
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Summary

Summary

In this lesson, you should have learned how to:
« Initiate new payment batches

 Create and find payment batch templates

» Modify payment batches

« Format payment batches

» Confirm payment batches

 Find payment information

* Process EDI payments

« Make electronic payments to different supplier
bank accounts (Flexible Payments)

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Lesson 22: Entering Prepayments

Objectives

Objectives

After completing this lesson, you should be able to
do the following:

« ldentify when to use prepayments

 Enter prepayments

« Enter prepayment distributions

« Apply and unapply a prepayment to an invoice
» Approve and pay a prepayment

» Apply advances against expense reports

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Prepayments

Prepayments
Process Prepayments: Overview
Enter prepayment Approve prepayment
Status = Unapproved Status = Unpaid
\5" Pay prepayment \5\
Qé‘fy/w% Status = Available \(,‘:"fﬁ&
Z e |
Select prepayment Select invoice and
and apply to one applyone or more
or more invoices prepayments
ORACLE"
Copyright O Oracle Corporation, 1999. All rights reserved.

Overview

A prepayment is atype of invoice you enter to pay an advance payment for

expensesto a supplier or employee. For example, you may need to pay a deposit on

alease, or you may need to pay an employee an advance for travel expenses.

You can later apply the prepayment to one or more invoices or expense reports you

receive from the supplier or employee to offset the amount paid to them.

You can enter either atemporary or a permanent prepayment type.

« Temporary prepayments can be applied to invoices or expense reports.

* Permanent prepayments cannot be applied to invoices. For example, you use a
permanent prepayment to pay a lease deposit for which you do not expect to be
invoiced.

To apply a temporary prepayment to one or more invoices, you must first approve

and pay the prepayment. You control when a prepayment is available by the

settlement date you enter and by, optionally, applying a hold to the prepayment.

When you enter an invoice for a supplier for whom you have outstanding temporary

prepayments, Oracle Payables notifies you that you have prepayments available that

you can, optionally, apply. You can also review the Prepayment Status Report to
check the status of all prepayments in your system.

If necessary, you can change the type from permanent to temporary.
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Action Edit Query Bo Folder Special Help
Batch Cantral Tatal
Actual Tatal
=] C
Type Supplier Supplier Mum  Site Irvoice Date Invaice Mum  |nvoice Curr Irwaice Arno
— . Prepaymg|GE Plastics||1000 CHICAG(|14-APR-1998 PP-100 usp 1,000,
IR |
A t Paid
0.00 Holds DistributionTatal 0.00
usp L
Status Never Approved Posted HNo
Desc
Actions... 1 Holds | Payments | Match |
Scheduled Payments | Overview | | Distributions |
Invoices

(N) Invoices—>Entry—>Invoices

How to Enter Prepayments

With the exception of choosing prepayment as the Invoice type and selecting either
temporary or permanent as the prepayment type, entry of a prepayment is identical
to the process for entering invoices.

1 Click Prepayment as the invoice type.
2 Choose a prepayment type as either temporary or permanent.

Oracle Payables calculates a default settlement date for employee advances by
adding the Settlement Days Payables option to the system date.

3 Optionally, associate a prepayment to a purchase order to restrict the
prepayment of an application to invoices matched to the associated purchase
order.
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Entering Prepayment Distributions

f24 Distributions [Yizion Operations) - PP-100. GE Plastics
Action Edit Gwery Go  Folder Special Help

Inwoice Total 1,000.00
Distribution Total 1,000.00
=] &
Mum  Type Amount Tax Name GL Date Account
L{Ih Item 1,000.00 14-APR-1998 01-000-1340 0000000
T i
Account Description Operations-Balance Sheet-Prepaid Expenses-No Sub Account-No Product
Status  Mever Approved PO Mumber
Posted Mo
| Promate... 1 | | Reverse 1 | | View PO | | Calculate Tax

Distributions
(N) Invoices—>Entry—>Invoices (B) Distribution

How to Enter Prepayment Distributions

1 Automatically create a prepayment distribution by using the default prepayment
account from the supplier site.

2 Optionally, enter other distribution details, including a description and 1099
information.

3 Automatically create, as an option, one tax distribution using the tax name
entered for the prepayment.

4 Review or modify the scheduled payments, and review or apply holds by
choosing the appropriate button.

5 Associate a prepayment with a specific purchase order to restrict the application
of the prepayment to invoices matched to that purchase order.
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T " "
EE’; Invoice Actions

™ Approve
[ Approve Related Invoices

[T Cancel Invoices

[ Applvinapply Prepayment. .
[ Pay in Full...
[T Release Holds

Hold Mame

Felease Mame

Felease Reason
[ Print Matice

Frinter

Sender Mame
Sender Title

Cancel | oK |

Invoice Actions
(N) Invoices—>Entry—>Invoices (B) Actions

How to Apply Prepayments to Invoices

The prepayment should be type Temporary, paid, approved, not canceled, and not
already fully applied. Also the invoice to which you want to apply the prepayment
should be approved, without active holds, and with an amount remaining for
payment.

1 Inthe Invoices window, query either the prepayment or the invoice to which you
want to match it.
2 Click Actions, and select Apply/Unapply Prepayments.

If you initially queried an invoice, Payables displays all available prepayments
that you can apply to the invoice. Select each prepayment you want to apply.
Enter the amount to apply to the invoice.

If you initially queried a prepayment, Payables displays all approved and not
fully-paid invoices to which you can apply the prepayment. Select each invoice
that you want to apply the prepayment. Enter the amount to apply to each
invoice.

3 Click the Apply/Unapply button to apply the prepayment amount to the invoice.
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T " "
EE’; Invoice Actions

™ Approve
[ Approve Related Invoices

[T Cancel Invoices

v ‘&pply/Unapply Prepayment. .
[ Pay in Full...
[T Release Halds

Hald Mame

Felease Mame

Felease Reason
[ Print Matice

Frinter

Sender Mame
Sender Title

Cancel | oK |

Invoice Actions
(N) Invoices—>Entry—>Invoices—>Actions

How to Unapply Prepayments from Invoices

If you mistakenly apply a prepayment to an invoice, you can unapply it. Oracle
Payables automatically creates a reversal distribution and a new scheduled payment
for the prepayment in the amount that you unapply. It also increases the amount
available for the prepayment by the unapplied amount and updates the status of the
invoice to Unpaid or Partially Paid.
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:%;Apply!Unappl_v FPrepayments [Vizion Operations) - PP-100. GE Plastics

Action Edit Query Go Folder Special Help
Amount 1.000.00
Brint Awailable Amount 1,000.00
Approve Arnount Amount Remaining
| To Apply GL Date Murnber | Site
[ L.l_ | 1000||14-APR-1998 Foo0 12,500.00 CHICAGO
— (o ¢
r [T —
— =
— (o ¢
i [
Description
— Existing Prepayment Applications
i
— =
i [
- Description
Invoice Overview | | Apply/Unapply

Apply/Unapply Prepayments
(N) Invoices—>Entry—>Invoices—>Actions (B) OK

How to Unapply Prepayments from Invoices (continued)

1 Inthe Invoices window, query either the prepayment or the invoice to which you
matched it.

2 Click Actions, and select Apply/Unapply Prepayments.

If you initially queried an invoice, Oracle Payables displays in the Existing
Applications region of the Apply Prepayments window all existing prepayments
that have been applied to it. Select each prepayment you want to unapply. You
cannot modify the amount, because you must unapply the complete amount that
you previously applied.

If you initially queried a prepayment, Oracle Payables displays in the Existing
Applications region of the Apply Prepayments window all invoices that have

had the prepayment applied. Select each invoice from which you want to
unapply the prepayment. You cannot modify the Amount, because you must
unapply the complete amount that you previously applied.

3 Click the Apply/Unapply button to unapply the prepayment amount to the
invoice.

4 Save your work.
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Approving and Paying Prepayments

Approving and Paying Prepayments
Enter prepayment Approve prepayment
Status = Unapproved Status = Unpaid
>
\ Pay prepayment \
Q@xﬁ‘ﬁ/wﬁ Status = Available \g‘g‘fﬁ P
?/ —

Select prepayment Select invoice and
and apply to one apply one or more
or more invoices prepayments

ORACLE"
Copyright O Oracle Corporation, 1999. All rights reserved.

Overview

You must fully pay a prepayment before you can apply it to an invoice.

Pay a prepayment just as you would any other invoice. You cannot partially pay
a prepayment.

Apply a prepayment on or after the settlement date.

Approve online in the Actions window, or submit approval in a batch from the
Submit Requests window.

Submit AutoApproval for the prepayment.

Apply a prepayment to an invoice by clicking Actions and selecting
Prepayments.
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Applying Advances to Expense Reports

\%Expense Report [Vizion Operations] M=] 3
Action Edit GQuery Go Folder Special Help
Employee |Frost, Mr. Jamie | Nurmber [31
GL Account |l]1-?4l]-?ﬁ!]9-l]l]l]l]-l]l]l] | |0peratiuns-Curpurate Finance-Miscellaneous Travel
Send to | |'| Date |IJ1JAN-1995 Invoice Mum |Frost 1
Description | Hald

Invaice Currency Amount 10,000.00
Lines Total 10,000.00
Withhaolding Tax Group

Currency

Type | Apply Advances Revi 1 By
Date | Murnber E‘ ¥ Payables
Rate | Amount j‘ [V hanagement
Template [|:|]
Accounting =
Includes Tax Withholding

lterm Amount GL Account Tax Name Tax Group [1
;‘||Airfare 3,500.00] [01-740-7640.0000-000 r [ ]
[[Car Rental 1,500.00| [01-740-7650-0000-000 - [ ]
Hotel 2,500.00| [01-740-7670-0000-000 - [ ]
< |Meals 2,000.00| [01-740-7690-0000-000 - [ ]

Expense Report
(N) Invoices—>Entry—>Expense Reports

How to Apply Advances to Expense Reports

1 Pay an employee advance and later apply the advance against an expense report
to reduce the amount you pay for an expense report.

2 Check that the Apply Advances Payables option is enabled and that the advance
has a settlement date on or before the system date, is fully paid, has the same
currency as the report, and has not been fully applied.

Oracle Payables notifies you if the employee has outstanding advances.

3 Apply an advance at any time before submitting Invoice Import for an expense
report.

4 To apply a single advance, enter the invoice number of the advance. If you do
not want to apply the full available advance to this expense report, reduce the
amount.
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:%Expense Report [Vizion Operations] M=] 3
Action Edit Query Go Folder Special  Help
Employee |Fr051, Mr. Jamie | Murnber ,3'1—
GL Account |l]1-?4l]-?ﬁ!]9-l]l]l]l]-l]l]l] | |0perations-Corporate Finance-Miscellaneous Travel
Send to | |v| Date |IJ1JAN-1998 Invoice Mum |Frost 1
Description | Hald
Invoice Currency Arnount 10,000.00

Lines Total 10,000.00
Withhalding Tax Group

Currency

Type | Apply Advances Revi 1 By
Date | Number E‘ ¥ Payables
Rate | Amount j‘ [ htanagement
Template [|:|]
Accounting =
Includes Tax Withhalding
lterm Amount GL Account Tax Name Tax Group []
;‘I|Airfare 3,500.00] [01-740-7640 0000000 r [ ]
[[car Rental 1,500.00| [01-740-7650-0000-000 - [ ]
Hotel 2,500.00| [01-740-7670-0000-000 - [ ]
< [Meals 2,000.00| [01-740-7690-0000-000 - [ ]

How to Apply Advances to Expense Reports (continued)

5 To apply multiple advances, leave the Number field empty. Oracle Payables
applies all outstanding advances in chronological order, starting with the oldest
advance first, up to the amount of the expense report, unless you specify a
maximum amount in the Amount field.

6 To apply multiple advances, starting with a specific advance, enter the number
of the advance in the Number field, then override the advance’s amount to a
greater number. Oracle Payables will first apply the specified advance, then
apply remaining advances (oldest first) up to the amount you specify.
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Identify and Review Available Prepayments

Identify and Review Available
Prepayments

» Use the Prepayment Status Report to review details
for outstanding prepayments.

« Include invoices to compare outstanding
prepayments to outstanding invoices for a supplier.

« Submit the report for prepayments only to obtain a
listing and a balance for all outstanding prepayments.

» Submit the report for a supplier type, a single
supplier, and a date range.

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Controlling Availability of Prepayments

Controlling When a Prepayment Is
Available to Apply to Invoices

» Enter a settlement date in the future.

 Place a hold on a prepayment to prevent payment.
» Place a hold on a prepayment payment schedule.

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Canceling Prepayments

Canceling Prepayments

« Cancel a prepayment, as you do any invoice, in the
Actions window of the Invoice Workbench.

- If a prepayment has been paid, the payment
document that paid the prepayment must be
voided before the prepayment can be canceled.

* You cannot void a payment document that paid a
prepayment unless the prepayment is fully
unapplied.

» Review cancellation information in the Invoices
Summary window.

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Practice 22-1 Overview

Practice 22-1 Overview
Practice Contents

* Processing a prepayment
» Generating a QuickCheck for the prepayemnt

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Practice 22-2 Overview

Practice 22-2 Overview

Practice Contents
« Entering an invoice with manual distribtion
» Applying a prepayment to the invoice

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Practice 22-3 Overview

Practice 22-3 Overview

Practice Contents
» Entering a prepayment for a employee
 Paying the prepayment

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Practice 22-4 Overview

Practice 22-4 Overview

Practice Contents
 Entering expense report
» Applying a prepayment to the expense report

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”

22-18 Oracle Payables Release 11



Summary

Summary

Summary

In this lesson, you should have learned how to do the
following:

« Identify when to use prepayments

 Enter prepayments

 Enter prepayment distributions

« Apply and unapply a prepayment to an invoice
» Approve and pay a prepayment

» Apply advances against expense reports

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Lesson 23: Recording Stop and Void Payments

Objectives

Objectives

After completing this lesson, you should be able to
do the following:

* Place stop payments

* Release stop payments

 Void payments

 Void unused payment documents

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Stop and Void Payments: Overview

Stop and Void Payments: Overview

Is payment
document in
possession?

Yes *

Is payment
document
recorded?

St ti
No op payment in

———— | payment summary
actions window

No Void unused

—_— documents in
banks window

Yes *

Void payments in
payments summary
actions window

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Recording Stop Payments

Eg_;gPaymenl Actions

| et

Praogram
I Bt

Printer

I~ Print Remittance Advice

Prograrm
[ Reissue

Payrment Date
FPayment Rate

Mew Check Murm

“oucher Num

Date [06-MAR-1998 09:20:40

™ “aid
Date
GL Date
Invoice Action |None =
Cancel ‘ OK |

Payment Actions
(N) Payments—>Entry—>Payments (B) Actions

How to Record Stop Payments

1 Find the payment online. In the Payments window, select the payment, and click
Actions.

In the Payment Actions window, select Initiate Stop.
Click OK to have Oracle Payables update the payment status to Stop Initiated.
Save your work.

Use the Stop Payments Report to review all current stop payments. Oracle
Payables does not list any stop payments that were initiated but then released or
voided at a later time. Oracle Payables sorts the report by bank, bank account,
payment document, and document number.

g b~ WN
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Releasing Stop Payments

Eg_;gPaymenl Actions
| et
Praogram
| T
Printer

i Brift: Remittance Advice

Prograrn
[ Bejesie

Payrent Rate

Mew Check MNum

“oucher Murn

Date | |

Invoice Action

Cancel ‘ OK |

Payment Actions
(N) Payments—>Entry—>Payments (B) Actions

How to Release Stop Payments

1 Find the payment online. In the Payments window, select the payment and click
Actions.

2 In the Payment Actions window, select Release Stop.

3 Click OK to have Oracle Payables release the stop on the payment and reset the
status to Negotiable.

4 Save your work.
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Voiding Payments

Eg_;gPaymenl Actions
[ Farrmat
Praogram
| T

Printer

[ Bfint Bermittance Adyice

Prograrm
[ Reissue

Payrment Date
FPayment Rate

Mew Check Murm
“oucher Num
[ Release Stop

Date | |

Date [06-MAR-1998

Yoid

Payment Actions
(N) Payments—>Entry—>Payments (B) Actions

How to Void Payments
When you void a payment, Oracle Payables automatically reverses the following:

« The accounting and payment records. Your general ledger will then have the
correct information, and the status of the paid invoices is then reset to Unpaid.

* Any realized gains or losses on foreign currency invoices recorded as paid by
the payment

« All related interest invoices when you void a past-due payment for the supplier
site (if you enable the Allow Interest Invoices option for a supplier site)

Because you cannot reverse a void payment, before recording it have the uncashed
payment document you want to void in your possession, or have proof that the
payment did not clear the bank and that the bank was able to stop payment

Review the invoices paid by that payment before you void it to make sure that you
are voiding the correct payment. You can review these invoices in the Invoice
Workbench.
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Voiding Payments

Eg_;gPaymenl Actions
| et
Praogram
| T
Printer

i Brift: Remittance Advice

[ Bejesie

" Release Stop

Yoid

Prograrn

Payrent Date

|

Payrent Rate
Mew Check MNum

“oucher Murn

Date | |

Date [06-MAR-1998
GL Date |05-MAR-1998

How to Void Payments (continued)
1 Find the payment online; and from the Payments window, select the payment,
and click Actions.
2 Inthe Payment Actionswindow, select Void. Review and, optionally, changethe
void date and the GL date you want Oracle Payables to use for the accounting
distributions.

To change to Unpaid the status of the related invoices, select None for the
ilnvoice action. Theinvoices will be available for payment on a new
payment document. Click OK to have Oracle Payables void the payment
document.

To apply a hold to the related invoices, select Hold for the invoice action,
and select aHold Name in the Hold window. Click Hold, then click OK to
have Oracle Payables void the payment document, reset the status of the
related invoices to Unpaid, and apply the hold you selected to the related
Invoices.

To cancel all related invoices and reset their amounts to zero, select Cancel
for the invoice action. Click OK to have Oracle Payables void the payment
document and cancel the related invoices.

3 Saveyour work.
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Voiding Unused Payment Documents

Ega Payment Documents [Vizion Dperations] - Barclay’s Bank. Barclay's - ATS

Action Edit Query Go  Folder Special Help

Additional Information -

— Document Humbers

Last Last Setup Clearing Daocument
MName Used Awailable Checks Days Categary
;{|| Cheque 100 9999 0]

I

| Void Unused Documents |

Payment Documents: Additional Information Region
(N) Setup—>Payment—>Banks (B) Bank Accounts (B) Payables Documents

How to Void Unused Payment Documents

You can do a mass void of unused check stock in the Document Information region
of the Payment Documents window.

Oracle Payables prevents you from voiding negotiable payments using this window.

1 To query the bank, choose Bank Accounts, and query the bank account in the
Bank Accounts window.

2 Click Payment Documents to navigate to the Payment Documents window.
3 In the Additional Information region, choose Void Unused Documents.

4 Enter the range of documents you want to void, and enter a void date. These
documents will no longer be available for use.

5 Save your work.
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Practice 23-1 Overview

Practice 23-1 Overview

Practice 23-1 Overview

Practice Contents
Issuing a stop payment

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Lesson 23: Recording Stop and Void Payments

Practice 23-2 Overview

Practice 23-2 Overview

Practice Contents
Voiding a payment

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Summary

Summary

Summary

In this lesson, you should have learned how to do the
following:

* Place stop payments

* Release stop payments

 Void payments

 Void unused payment documents

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Lesson 24: Setting Up Cash-Control Features

Objectives

Objectives

After completing this lesson, you should be able to
do the following:

 Define pay groups
 Assign payment priorities
+ Define payment terms
 Assign a pay date basis
» Take invoice discounts

Apply credit and debit invoices
 Assign Pay Alone

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

24-2 Oracle Payables Release 11



Oracle Payables Cash Control Features

Oracle Payables Cash Control Features

Oracle Payable Cash Control Features

Business Needs Features

Prioritize and categorize payments Pay Group

Payment Priority

AutoSelect

Reduce cash outlays Discount

Credit and debit invoices

Forecast cash needs Cash Requirements Report

Require special handling for an Pay Alone
invoice payment

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Defining Pay Groups

Eg-_guuick[:udes [¥ision Operations]

Action Edit Query Go  Folder Special  Help

Type Mame Description Active Inactive Date [
ﬂI|Pay Group ||BOE ||Bi||s of Exchange Paygruu| [v] |:|D
|||Pay Group ||Emp|uyee ||Emp|uyee Paygroup | [v |:|D
|||Pay Group ||Gwernment ||Gwernment Paygroup | v :ID
|||Pay Group ||Priurity ”Priurily Paygroup | [v I:lD

|| ||Pay Group ||Standard ||Standard Supplier Paygru+ [v |:|D

- || ||Pay Group ||thilities ||Uti|ities Paygroup | v |:|D

QuickCodes

(N) Setup—>QuickCodes—>Payables

How to Define Pay Groups
1 Select Pay Group in the Type field.
2 In the Name field, enter the name of the pay group that you are defining.

- Define a pay group name that is descriptive; for example, Utilities or
Employees.

- Define a default pay group for all suppliers, for an individual supplier, or for
a supplier site.

3 Enter a description for the pay group. The name and description will appear on a
list of values when you need to enter the name.

4 To inactivate this name on and after a certain date, enter an inactive date.
5 Save your work.
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Defining Payment Priorities

Defining Payment Priorities

Eg_;gSuppliels Vizion Operations)
Action  Edit Query Go  Folder Special Help

Supplier Mame |GE Plastics Murmber
Alternate MName
Taxpayer 1D Tax Registration Number :I
Inactive After [ :I 1

Terms |30 Net (terms date + 30) Invoice Currency
PayGroup |Standard Payment Currency
Payment Priority |99
Terms Date Basis |Invoice v| [T Always Take Discount
Pay Date Basis |Due >| I Exclude Freight Fram Discount
Payment Method Check v| [T Allow Interest Invoices
[ Pay Alone
Suppliers

(N) Supplier—>Entry (B) Open

How to Define Payment Priorities

Define and use default payment priorities to prioritize payments.

* In the Payment Priority field, assign a default payment priority, numbered from
1 (high) to 99 (low).

* Oracle Payables assigns a supplier site’s default payment priority to all of the

invoices for the supplier site, and the invoice assigns its default payment priority
to all of its payment schedule lines.
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Defining Payment Terms

B Payment Terms (Vision Operations) |_ (O] x|
Action Edit GQuery Go Folder Special Help

Payment Term 0% immediate, 50% Net 6 Effective Dates ——————
Description (30% due immediately, 50% is{ From I@
Cutoff Day :l To I:
Rank :I
i 1
— Payment Term Lines
N

Months Ahead
Day of Month

Days ‘
% Due Amount  Fixed Date | [1]
:{!\50 o
a0 60

I O

Payment Terms
(N) Setup—>Invoice—>Payment Terms

How to Define Payment Terms
Define discount payment terms to take discounts.

« Assign default payment terms to all suppliers, to individual suppliers, or to
supplier sites.

« Assign a payment term name that helps identify the term.
« Assign up to three discounts for each payment line.
To define payment terms:

1 In the Payment Terms window, enter a unique payment term name and a
description.

- If you are entering Day of Month terms, enter a cutoff day (the day of the
month after which the due and discount dates of the scheduled payment will
be in a future month).

- If you enable Automatic Interest, enter a unique value in the Rank field.

- Toinvalidate this payment term after a certain date, enter that date in the
Effective Dates To field.
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Defining Payment Terms

E%Paymenl Terms [Vision Operations]
Action Edit Query Go Folder Special Help

Payment Term [2/10 Net 30 | Effective Dates ——————————————
Description [2% discount deducted if paid { Fram [01-NOV-1992 |
Cutoff Day :I |7 To I:

Rank :I
[

— Payment Term Lines

Months Ahead
Day of Month
Days ‘

% Due Arnount % Discount |

:{||1uu B 10

I

How to Define Payment Terms (continued)
2 Enter information in each payment term line.
- Enter percent due or amount to determine the portion of an invoice due on
the scheduled payment date.
- Inthe Due region, enter one of the following to determine the due date on
the scheduled payment line:
Fixed date
Days
Day of month, and months ahead.
3 If you are using discount terms, define payment term lines in the First Discount,
and (optionally) Second Discount, and Third Discount regions. Define your

discounts so that the first discount has an earlier discount date than the second
and so on. You can realize only one discount on a payment term line.

4 Saveyour work.
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Practice 24-1 Overview

Practice 24-1 Overview

Practice Contents
Defining payment terms

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Defining Pay Date Basis

Defining Pay Date Basis

Eg_"iPayahles Options [Vision Dperations)

Action Edit Cuery Go  Folder Special Help

S -
Pay Date Basis |DUE -
Tettns Date Basis ||“\F0iCE -

Tax Reporting

PayGroup |Standard |

Bank Charge Bearer | |v|

Irvoice Currency [USD

[V Cornhined Filing Program
[V Use Pay Site's Tax Region

Incaorme Tax Region I:I

Payables Options
(N) Setup—>Options—>Payables (Supplier Region)

How to Define Pay Date Basis

The information in the Pay Date Basis field defaults to each new supplier you
enter. The Pay Date Basis for a supplier defaults to the new supplier sites you
enter for the supplier. You can override the default for each supplier and supplier
site.

Define the Pay Date Basis to determine whether invoices of a supplier are paid
on the discount date or the due date.

- Discount: Oracle Payables selects invoices for payment based on the
scheduled payment discount date, if any.

- Due: Oracle Payables selects invoices for payment based on the scheduled
payment due date, regardless of any available discounts.

Define the Pay Date Basis as discount to take discounts when a supplier offers
them.

Oracle Payables Release 11 24-9



Lesson 24: Setting Up Cash-Control Features

Taking Invoice Discounts

Eg_;gSuppliels Vizion Operations)

Action  Edit Query Go  Folder Special Help

Supplier Mame |GE Plastics Murmber

Alternate Name

Taxpayer ID Tax Registration Murnber

Inactive After [ :| ]

Terms |30 Net (terms date + 30) Invoice Currency
PayGroup |Standard Payment Currency
Payment Priority |99
Terms Date Basis |Invoice v| [T Always Take Discount
Pay Date Basis |Due >| I Exclude Freight Fram Discount
Payment Method Check v| [T Allow Interest Invoices
[ Pay Alone
Suppliers

(N) Suppliers—>Entry (B) Open

How to Take Invoice Discounts

« Enable the Always Take Discount option for all suppliers, for an individual
supplier, or for a supplier site.

« If this option is enabled, Oracle Payables will always take invoice discounts,
regardless of when invoice payments are made.
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Available Discount Reports

Available Discount Reports

Discount Reports

Oracle Payables Discount Reports

Name Description

Discounts Available Report Review invoice discount details for a supplier or
group of suppliers (you can define a minimum
discount amount and a minimum invoice amount
as report parameters)

Discounts Taken Review discounts taken and lost for a supplier or
and Lost Report a group of suppliers for a specified period of time

Review this report to determine whether to modify
system and supplier defaults to ensure that
discounts are taken

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Applying Credit and Debit Invoices

Applying Credit and Debit Invoices

» Enter credit and debit invoices with immediate
payment terms

« Match credit and debit invoices to specific invoice
distributions and specific purchase order
distributions, or prorate credit and debit invoices
across all purchase order distributions

 Oracle Payables automatically applies credit and
debit invoices against regular invoices to reduce or
eliminate the total payment due for a supplier site

« Allow zero amount payments in a payment batch to
pay credit and debit invoices and regular invoices
where no amount is due or an outstanding credit
remains for a supplier site

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Cash Requirements Report

Cash Requirements Report

Cash Requirements Report

Forecast cash needs for invoice payments by
submitting a Cash Requirements Report

» Determine cash requirements for unpaid and
partially paid invoices due to pay through a
specified date.

» Choose to include invoices on hold.

« Submit the report for one Pay Group or all Pay
Groups and a range of payment priorities.

» Review the total amount due for a supplier in
summary or detail. The detail report displays
invoice information.

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Assigning Pay Alone

Eg_;gSuppliels Vizion Operations)

Action  Edit Query Go  Folder Special Help

Supplier Mame |GE Plastics Murmber

Alternate Name

Taxpayer ID Tax Registration Murnber

Inactive After [ :| ]

Terms |30 Net (terms date + 30) Invoice Currency
PayGroup |Standard Payment Currency
Payment Priority |99
Terms Date Basis |Invoice v| [T Always Take Discount
Pay Date Basis |Due >| I Exclude Freight Fram Discount
Payment Method Check v| [T Allow Interest Invoices
[ Pay Alone
Suppliers

(N) Suppliers—>Entry (B) Open

How to Assign Pay Alone
Use Pay Alone for greater control over specific invoices.

« Select the Pay Alone option as a default for all suppliers, a single supplier, or a
supplier site.

« Use Pay Alone to pay an invoice on its own payment document.
* Override the Pay Alone default at the invoice level.
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Practice 24-2 Overview

Practice 24-2 Overview

Practice 24-2 Overview

Practice Contents
 Entering an invoice
» Updating the payment terms

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Performing This Practice

For detailed instructions on performing this practice, please refer to Appendix C,
“Practices and Solutions.”
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Lesson 24: Setting Up Cash-Control Features

Summary

Summary

In this lesson, you should have learned how to do the
following:

« Define pay group
 Assign payment priorities
+ Define payment terms
 Assign a pay date basis
» Take invoice discounts

Apply credit and debit invoices
 Assign Pay Alone

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Lesson 25: Unit Il Setup

Payments Setup

Payments Setup

 Set up Oracle Financials payment defaults.
 Set up Oracle Payables payment defaults.
 Set up Oracle Payables supplier defaults.
 Set up Banks and bank accounts.

« Define pay groups.

 Define payment terms.

 Set up future-dated payments.

 Set up Oracle Payables to work with Oracle Cash
Management.

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.
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Setting Up Oracle Financials Payment Defaults

Setting Up Oracle Financials Payment Defaults

E%%Financials Options [Yizion Operations)

Action  Edit Cluery Go Falder Special Help
Supplier - Payables v

Payment Terms |45 Net (terms date + 43) |

Payment Method ‘ChECk |-|
Receipt Acceptance Days D

I Always Take Discount
I Pay Alane

Financials Options: Supplier—Payables Region
(N) Setup—>Options—>Financials

How to Set Up Oracle Financial Payment Defaults

The options you define in the region, except for Receipt Acceptance Days, are used

as default values for the Payment region of the Suppliers window. The supplier

values default to new supplier sites for the supplier, which default to new invoices

for the supplier site. You can override these values during entry of the supplier,

supplier site, and invoice.

 Payment Terms: Oracle Payables uses payment terms to automatically calculate
due dates, discount dates, and discount amounts for each invoice you enter.

» Payment Method: Select of one following invoice payment methods that you
use most frequently:

- Check: You can pay with a manual payment, a Quick payment, or in a
payment batch.

- Electronic: You generate an electronic funds transfer file that you deliver to
your bank to create payments.

- Wire: Wire transfer of funds between your bank and your supplier’s bank.
- Clearing: Record invoice payments to internal suppliers.

- Future-Dated: Create payments with a future date that instructs your bank
when to disburse funds to your supplier’s bank (for example, a bill of
exchange).

- Manual Future-Dated: Used to disburse funds to a supplier who sends you
an invoice with a payment notice attached.
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E%% Financials Optionz [Vision Operations)

Action  Edit Cluery Go  Falder  Special Help
Supplier - Payahles .

Payment Terms |45 Net (terms date + 43) |

Payment Method |ChECk |"
Receipt Acceptance Days D

I Abways Take Discount
I Pay Alone

How to Set Up Oracle Financial Payment Defaults (continued)

* Receipt Acceptance Days: If you create interest invoices for late payments,
enter the number of days in your receipt acceptance period. If you select the
Recalculate Scheduled Payment Payables option, approval recalculates your
invoice due date based on this value.

« Always Take Discount: Select this option to have Oracle Payables always take
an available discount for a supplier, regardless of when you pay the invoice.

e Pay Alone: If an invoice has the Pay Alone option selected, Oracle Payables
creates a separate payment for that invoice. If the Pay Alone option is not
selected for an invoice, the invoice will be paid with other invoices for the same
supplier site on a single payment.
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Setting Up Payment Defaults

Bank Account |Bufﬁ |
Payment Batch Limit [1000000 |
EFT User Mumber |13651875 |
Discount Distribution Method |55‘5‘9m Account |v|
Additional Pay Through Days F’_I
[ Allow Document Category Cwverride

— Single Payment
IV Allgw Print [¥ Allow Woid and Reissue
[V Allow Pre-Date ¥ Allow Address Change
— Remit-To Bank Bank Charges
[¥ Allow Remit-To Account Override ’7|_ Use Bank Charges

Payables Options: Payment Region
(N) Setup—>Options—>Payables

Setting Up Payment Defaults

« Bank Account: Enter the bank account that Oracle Payables provides as a default
in the Payment Batches Summary window, Payment Summary window, or detail
window.

« Payment Batch Limit: Enter the default maximum outlay amount Oracle
Payables will pay for each payment batch. If a payment batch exceeds the
maximum outlay, Oracle Payables enables you to proceed with the payment
batch by allowing you to force the payment in the Modify Payments window.

e EFT User Number: Enter the number that identifies you as a user of electronic
funds transfer services to your bank or clearing organization. Oracle Payables
includes this information in some electronic payment formats.

« Discount Distribution Method: Select the method you want Oracle Payables to
use for distributing the discounts you take when making payments. If you leave
this field blank, Oracle Payables uses the System Account method for
distributing your discounts.

- Prorate Expense: Oracle Payables automatically prorates any discounts
across all the invoice distributions. You cannot select Prorate Expense if
the Exclude Tax For Discount Payables option is selected in the Invoice
Tax region of this window.
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Engayahles Options [Yision Operations]
Action  Edit Cuery Go  Folder Specizll Help

Bank Account |(BofA
FPayment Batch Limit |1000000
EFT User Mumber |13651875
Discount Distribution Method |System Account |v|

Additional Pay Through Days |7
™ Allow Document Categary Override

— Single Payment
IV Allow Print ¥ Allow “oid and Reissue
V¥ Allow Pre-Date ¥ Allow Address Change
— Remit-To Bank Bank Charges
v Allow Remit-To Account Override ’7|_ Use Bank Charges

Payables Options (continued)

- Prorate Tax: Oracle Payables automatically prorates a percentage of the
discount amount across the tax distributions. The remaining discount
amount is charged to the Discount Taken account as specified in Financials
Options window.

e Additional Pay Through Days: Enter the number of days between your regular
payment batches. Oracle Payables uses the additional pay through days to
determine the default Pay Through Date when you initiate a payment batch. For
example, if you define 5 as the value in this field, Oracle Payables adds five
days to the system date to calculate the default pay through date when you
initiate a payment batch.

« Allow Document Category Override: Select this option if you want to allow
users to override the default document category assigned to a payment
document by Oracle Payables. If your sequential numbering profile option is
Partially Used or Always Used, Oracle Payables automatically assigns a
document category to a payment document when you define a payment format
for the payment document. Oracle Payables predefines a document category for
each payment method. Your system administrator can define additional
document categories for a payment method. You can then use these additional
document categories to override the default document category for a payment
document if you select this Payables option.
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Setting Up Payment Defaults

) Papables Options [Vision Operations]

Bank Account [BofA
FPayment Batch Limit |1000000
EFT User Mumber |13651875
Discount Distribution Method |System Account |v|
Additional Pay Through Days |?_|
™ Allow Document Categary Override

— Single Payment
IV Allow Print ¥ Allow “oid and Reissue
V¥ Allow Pre-Date ¥ Allow Address Change
— Remit-To Bank Bank Charges
v Allow Remit-To Account Override ’7|_ Use Bank Charges

Payables Options (continued)

Allow Print: If you select this option, you can create quick payments. If you are
going to print quick payments, you may want to have a fast, dedicated
concurrent manager queue and a dedicated printer with checks ready to print.

Allow Pre-Date: If you select this option, Oracle Payables enables you to create
payments with a payment date before the system date for any payment except a
manual payment.

Allow Void and Reissue: You may need to reissue a check if it is spoiled during
printing. If you select this option, you can reissue a quick payment. When you
reissue a check, Oracle Payables voids the old check and creates a replacement
check. The checks are identical except that the new check has a new check
number, payment date, and payment exchange rate if you are using multiple
currencies.

Allow Address Change: Select this option if you want to allow users to address
a payment to an address other than the invoice’s supplier site address.

Allow Remit-To Account Override: Select this option if you want to allow users
to change the default primary supplier site bank account during quick payment
and payment batch creation.

Use Bank Charges: Select this option if you want to use the Bank Charge
feature.
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Setting Up Supplier Defaults

E%Payahles Options [Vizion Dperations]

Action Edit Cuery Go  Folder Special Help

_

Pay Date Basis (Due -
Terms Date Basis |Invoice -
PayGraup |Standard |

Bank Charge Bearer | |v|

Invoice Currency |USD

Tax Reporting

[ Combined Filing Program
¥ Use Pay Site's Tax Region

Incame Tax Region l:l

Payables Options: Supplier Region
(N) Setup—>Options—>Payables

Setting Up Supplier Defaults

Use the Supplier region of Payables Options window to enter defaults for the
Suppliers window. These values then default to the Supplier Site, and then to the
invoice. You can override these defaults at any time.

« Pay Date Basis: Select the type of date you want the system to use to decide
when to pay an invoice.

- Discount: Oracle Payables selects invoices for payment based on the
scheduled payment discount date.

- Due: Oracle Payables selects invoices for payment based on the scheduled
payment due date, regardless of any available discounts.

« Terms Date Basis: Select the type of date that Oracle Payables uses as the
payment terms start date when it calculates the due and discount date for invoice
scheduled payments. You can select System, Goods Received, Invoice, or
Invoice Received.
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Setting Up Supplier Defaults

E%Payahles Options [Vizion Dperations]

Action Edit Cuery Go  Folder Special Help

_

Pay Date Basis [Due -
Terms Date Basis |Invoice -

PayGraup |Standard |

Bank Charge Bearer | |v|

Invoice Currency |USD

Tax Reporting
[ Combined Filing Program
¥ Use Pay Site's Tax Region

Incorne Tax Region l:l

Setting Up Supplier Defaults (continued)

» PayGroup: Select the pay group you want to default to any new suppliers you
enter. You can use a PayGroup to select only certain types of invoices to pay or
query.

* Invoice Currency: Select the currency that you use as a default for each new
supplier you enter.

« Combined Filing Program: Select this option if you are using 1099 Combined
Filing Program reporting. When you submit the 1099 tape, Oracle Payables will
produce K records for all tax regions patrticipating in the Combined Filing
Program that have qualifying payments. If you use magnetic media to file your
tax information with the Internal Revenue Service and you are not participating
in the Combined Filing Program, do not select this option. The Internal Revenue
Service may return your 1099 magnetic tape if the tape contains K records.

« Use Pay Site’s Tax Region: You can select this option only if you select the
Combined Filing Program Payables option. Select this option if you want to use
a 1099 supplier's tax region as the default tax region. If you select this option,
Oracle Payables uses the 1099 supplier site’s region as the default tax region for
the invoice distributions. Do not select this option if you do not want to use a
supplier site’s tax region as the default tax region. You must then enter the
default tax region you want to use for all invoices in the next field, the Income
Tax Region field.
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Defining Banks

Eg_;gﬂanks [Vizion Operations) M=l B2
Action Edit Query Go Folder Special Help
Bank Bank Branch
MName |Bank of America MName |Mew York
Alternate Name Alternate Narme
MNumber |163281189 Mumber [7361982736
Type [ABA
Institution |Bank |v| EDI D Murnber (198763981
Description | EDI Location
Inactive After EFT Mumber 193761972 [|:| 1
Address 7|

Country [United States
Address 6788 Wall Street State |New York
County |Mew York

Postal Code 05443

City |Mew York Alternate
Province Address

Related|Banks | | Bank Accounts

Banks
(N) Setup—>Payment—>Banks

Overview

Use the Banks window to enter bank information for bank branches with which you
do business. Oracle Financial Applications, including Oracle Receivables and
Oracle Payables, share bank definitions, although not every application uses all
available bank information. Each bank branch can have multiple accounts, and each
account you define can be associated with Payables payment documents and
Receivables payment methods.

For Oracle Payables, use the Banks window to define your internal bank accounts

from which you disburse payments. For each internal bank account, you can define
payment documents for checks, electronic payments (EFT and EDI), wire transfers,
and other payment methods. You can also enter supplier bank information for your
suppliers to which you send electronic payments.
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Defining Banks

Eg_;gﬂanks [Vizion Operations) M=l B2
Action Edit Query Go Folder Special Help
Bank Bank Branch
MName |Bank of America MName |Mew York
Alternate Name Alternate Narme
MNumber |163281189 Mumber [7361982736
Type [ABA
Institution |Bank |v| EDI D Murnber (198763981
Description | EDI Location
Inactive After EFT Mumber 193761972 [|:| 1
Address =
Country [United States
Address |6788 Wall Street State |Mew York
County |Mew York
Postal Code 05443
City |Mew York Altarnate
Province Address
Related|Banks | | Bank Accounts

How to Enter Basic Bank Information

1 Inthe Bankswindow, enter all basic bank information: bank name, branch
name, bank number, branch number, and address. Use a bank account name that
indicates its usage, for example, “Main Disbursement—USD.”

2 Select Bank as the institution.

Optionally, enter the information related to electronic data interchange (EDI)
and electronic funds transfer (EFT).

4 Optionally, enter names and information for your bank contacts in the Contact
region.

5 Save your work.

6 Proceed with Defining Bank Accounts.
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Eg_;a Bank Accounts [Vizion Dperations]

Action Edit Query Go Folder Special Help
Bank Mame Bank of America Branch Mame Mew York
—— Bank Accounts [ —
Marne BofA Alternate Mame |
MNumber |10271-17621.619 Account Type |Corporate
Account Use (Internal |V| Check Digits
Currency [USD | Inactive Date
Description | [|:| |
Account Contacts -
Last |Jacobson First Middle
Title |Sr. Account Manager Prefix lEI
Phone (212 ||678-0989
Payables Documents H Bank Codes

Bank Accounts
(N) Setup—>Payment—>Banks (B) Bank Accounts

How to Define Internal Bank Accounts
Enter the bank accounts name and bank accounts number.

Optionally, enter an account type and description. The currency defaults from
your functional currency.

To use bank account validation, enter check digits.
Select internal account use.
In the GL Accounts region, enter a cash account.

In the Payables Options region, enter default information for your payment
batches. Record whether you allow zero-amount payments and whether this is a
pooled account.

7 Optionally, enter contact information in the Account Contacts region.
Proceed with Defining and Maintaining Payables Documents.

o 01 b~ W
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Defining Banks

Ega Payment Documents [Vizion Operations] - Bank of America. BofA
Action Edit Query Go Folder Special Help

Document Information -

Disbursement Payment Payment Inactive
MName Type Farmat Wethod Date

L{||Check1 Combined Check - USD Check

CLILICIE I 1=

Payment Documents
(N) Setup—>Payment—>Banks (B) Bank Accounts (B) Payment Documents

How to Define Payment Documents for Internal Bank Accounts
You must create at least one payment document before you can use a bank account
to create invoice payments.

When you define payment documents, you can only select payment formats that use
the same currency as the bank account currency. If the bank account is a multiple
currency bank account, you can choose foreign currency payment formats or
multiple currency payment formats.

1 Enter a name for the payment document that is unique for the bank account.
2 Select the appropriate disbursement type.

- Computer Generated: A payment document that you use for payment
batches or Quick payments.

- Recorded: A payment document that you use only for manual payments.

- Combined: A payment document that you use for both manual and computer
generated payments.
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Egapaymenl Documents [Wision Operations] - Bank of America. BofA

Action  Edit Query Go Falder Special Help

Document Information -

Disburserment FPayment Payment Inactive
MNarme Type Format Method Date
:{||Check1 Combined Check - USD Check

LTI

How to Define Payment Documents for Internal Bank Accounts
(continued)

3 Select the payment format you want Oracle Payablesto use to format payments
for a payment document.

If you enable the Use Multiple Currencies Payables option, select your
functional currency as your bank currency, and define your bank account as
multiple currency, you can select any of the payment formats you defined,
whether they are multiple currency or not. If you do not define your bank
account as multiple currency, you can only select formats that are defined in the
same currency as your bank account.
Oracle Payables displays the payment method for the payment format you
assigned to a payment document. You assign a payment format to a payment
document in the Payment Document window.

4 Enter the date to make a payment document invalid for any disbursementsin the
Inactive Date field.
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Defining Banks

Ega Payment Documents [Vizion Operations] - Bank of America. BofA

Action Edit Query Go Folder Special Help

—— Document HNumbers ——

Last Last Setup Clearing Document
Mame Used Available Checks Days Category

;{|| Check 946 8999 5

CLILICIE I 1=

| Yoid Unused Documents |

How to Define Payment Documents for Internal Bank Accounts
(continued)

Additional Information Region:

5 IntheLast Used field, enter the last payment number you used to create a
payment. If you are defining a new payment document, enter the number of the
first document less 1. Oracle Payables automatically updates this number when
you create payments.

6 IntheLast Available field, enter the last payment document number available
for a payment document.

7 Inthe Setup Checksfield, enter the number of setup checksyou want the system
to print at the beginning of each automatic payment batch or quick payment.

8 Inthe Clearing Daysfield, enter the number of daysit takes for the bank to clear
future dated payment documents.

9 If you enable your Sequential Numbering System Profile option, Oracle
Payables predefines a document category for each payment method for a
payment document. Oracle Payables uses the document category to assign a
unigque voucher number to a payment, if your system administrator assigns an
automatic sequential numbering sequence to the document category. You can
only update the document category for a payment document if you enable the
Allow Document Category Override Payables option.
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Ega Payment Documents [Vizion Operations] - Bank of America. BofA

Action Edit Query Go Folder Special Help

_m

Mame Cash Clearing Bank Charges Bank Errors
LH Check 01-000-1110-0000-000 01-740.-7870-0000-000  |01-740.-7870-0000-000

CLILICIE I 1=

How to Define Payment Documents for Internal Bank Accounts
(continued)

GL Accounts Region:

e Cash Clearing: If you enabled the Allow Reconciliation Accounting Payables
option, enter the cash clearing account you are associating with a payment
document. When you create a payment, Payables creates accounting entries for
your unreconciled invoice payments to credit your cash clearing account using
this account. When you reconcile your invoice payments using Oracle Cash
Management, Oracle Payables creates accounting entries to debit this cash
clearing account and credit this bank account’s cash account.

« Bank Charges: If you enabled the Allow Reconciliation Accounting Payables
option and you are using Oracle Cash Management to reconcile your payments,
enter the bank charges account you are associating with a payment document.
When you reconcile your invoice payments using Oracle Cash Management,
Oracle Payables creates accounting entries to record your bank charges using
this account.

e Bank Errors: If you have enabled the Allow Reconciliation Accounting
Payables option and you are using Oracle Cash Management to reconcile your
payments, enter the bank errors account you are associating with a payment
document. When you reconcile your invoice payments using Oracle Cash
Management, Oracle Payables creates accounting entries to record any bank
errors using this account.

The accounts you enter in this region override the accounts you entered in the GL
Accounts region of the Bank Accounts window.
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Defining Pay Groups

E\%ﬂuicktudes [Vision Operations] O]
Action Edit Query Go Folder Special Help

Type Marne Description Activa Inactive Date []
ﬂI|Paj,-' Group HEOE ||Bi||s of Exchange Paygruu‘ v I:ID
|||Pay' Group HEmpIuyee ||Emp|u:-,-'ee Paygroup ‘ v I:lD
|||Pay' Group HGuvernmem ||Gwernment Paygroup ‘ v I:ID
|||Pay' Group HFriurit}-‘ ||Priuri1y Paygroup ‘ v l:ID

!| ||Pay' Group HStandard ||Standard Supplier Pa}fgru* v I:ID

- || ||Pay' Group HLItiIities ||Uti|ities Paygroup ‘ v I:ID

QuickCodes

(N) Setup—>QuickCodes—>Payables

How to Define Pay Groups
1 Select Pay Group in the Type field.
2 In the Name field, enter a name for the pay group that you are defining.

- Define a pay group name that is descriptive; for example, Utilities or
Employees.

- Define a default pay group for all suppliers, for an individual supplier, or for
a supplier site.

3 Enter a description for the pay group. The name and description will appear on a
list of values when you need to enter the name.

4 To inactivate this name on and after a certain date, enter an inactive date.
5 Save your work.
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Defining Payment Terms

E’%Paymenl Terms [Vision Dperations) (- O] =]
Action Edit Guery Go Folder Special Help
Payment Term [50% immediate, 50% Net (] Effective Dates
Desctiption [30% due immediately, 50% is{ Frarn @
Cutoff Day :I To I:
Rank :I
([
— Payment Term Lines
B
tonths Ahead
Day of Morth
Days ‘
% Due Amount  Fixed Date | [
= |0 o [
50 50 [ ]
[
[
[
= [

Payment Terms
(N) Setup—>Invoices—>Payment Terms

How to Define Payment Terms

In the Payment Terms window, you define payment terms that you can assign to an
invoice to automatically create scheduled payments when you submit approval for
the invoice.

1 Enter a unique payment term name and a description which will appear on a list
of values whenever you select payment terms.

2 If you are entering Day of Month terms, enter a cutoff day.

3 If you select the Recalculate Scheduled Payment Payable option and you match
to a purchase order, enter a unique value in the Rank field.

4 To invalidate this payment term after a certain date, enter that date in the
Effective Dates To field.

5 Enter information into one or more payment term lines.

6 In the % Due or Amount field, enter the percentage or amount to determine the
portion of an invoice due on the scheduled payment.
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Defining Payment Terms

Eg% Payment Terms [Vision Dperations) HER
Action Edfit Query Go Folder Special Help

Payment Term (2/10 Net 30 | Effective Dates ————————————
Description 2% discount deducted ifpaid{ Fram I@
Cutaff Day :I |7 To I:

Rank :I
([

— Payment Term Lines

tanths Ahead
Day of Morith
Days ‘

% Due Amount % Discount |

:{!\mu 7 10

N O

How to Define Payment Terms (continued)

7 Inthe Dueregion, enter one of the following to determine the due date on the
scheduled payment line:

- Fixed date
- Days
- Day of month, and months ahead

8 If you are using discount terms, define payment termslinesin the First
Discount, Second Discount, and Third Discount regions. Define your discounts
so that the first discount has an earlier discount date than the second, and so on.
You can redlize only one discount on a payment term line. Enter one of the
following to determine the portion of the invoice to discount on the scheduled
payment:

- % Discount
- Amount

9 In the Discount region, enter the discount percent. Enter one of the following to
determine the due date on the scheduled payment line:

- Duedays
- Day of month, and months ahead
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Setting Up Future-Dated Payments

E%Payahles Options [Yision Operations)

Action  Edit Cuery Go  Folder Special Help

Accounting -
— Automatic Offset Method Cash Clearing
£ None [ Allow Reconciliation Accounting:
¢ Account [ Allow Future Payment Method
¢ Balancing

— Accounting Methods
Frimary Accounting Method  [Accrual Set of Books Wision Operations (USA)

Secondary Accounting Method (None Set of Books |

— Journal Entry Creati

Liahility |[Audit - Discount Taken |Audit -
Gain or Loss  [Audit - Cash Clearing |Audit -
Raunding -

[V Create Summarized Journal Entries

Payable Options: Accounting Region
(N) Setup—>Options—>Payables

How to Set Up Future-Dated Payments

You can use future-dated payments to control the timing of your payments and,
therefore, control your cash flow. A future-dated payment instructs your bank to
disburse funds to your supplier’s bank on a specific date (the maturity date).

Oracle Payables accounts for future-dated payments differently than for other
methods of payment. For future-dated payments, Oracle Payables creates journal
entries in two stages: the first to recognize the payment (reduction of liability), and
the second to recognize the clearing of the payment (reduction in cash). Oracle
Payables uses two kinds of future-dated payments:

* Future-Dated: You generate and send to your supplier a payment that includes
instructions to your bank to transfer funds to your supplier’s bank on the
maturity date you specify. A Bill of Exchange is an example of a future-dated
payment document. When you create a payment batch, create a quick payment,
or record a manual payment, you select a payment document that uses a
future-dated payment format.
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Setting Up Future-Dated Payments

E%Payahles Options [Yision Operations]

Action  Edit Cuery Go  Folder Speciall Help
Accounting -

— Automatic Offset Method Cash Clearing
£ None [¥ Allow Reconciliation Accounting
< Account [ Allow Future Payment Method
¢ Balancing

— Accounting Methods

Frimary Accounting Method  |Accrual Set of Books Vision Operations (USA)

Secondary Accounting Method [None Set of Books |

— Journal Entry Creation

Liability |[Audit - Discount Taken |Audit -
Gain or Loss  [Audit - Cash Clearing |Audit -
Rounding -

¥ Create Summarized Journal Entries

How to Set Up Future-Dated Payments (continued)

* Manual Future-Dated: This method is the same as the Future-Dated method
except that your supplier includes with an invoice a payment notice with a
maturity date specified by the supplier. You approve the payment notice and
return it to the supplier. Because you do not generate a payment document, you
use a manual payment with a manual future-dated payment document to record
the payment.

1 In the Payables Options window, select the Allow Future Payment Method
check box.

2 In the Automatic Payment Programs window, define payment programs to
format future-dated payments.

3 In the Payment Formats window, define payment formats for your future-dated
payments. Choose either the Future-Dated or Manual Future-Dated payment
method. In the Programs region, you can select future-dated payment programs
you defined in the Automatic Payment Programs window.

4 In the Payment Documents window, for the bank account from which you want
to disburse future-dated payments, define payment documents that use
future-dated payment formats you defined in the Payment Formats window.
Enter the cash clearing account you want to use.
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Setting Up Oracle Payables Options to Work with Oracle
Cash Management

E%Payahles Options [Yision Operations]

Action  Edit Cuery Go  Folder Speciall Help
Accounting -

— Automatic Offset Method Cash Clearing
£ None [¥ Allow Reconciliation Accounting
< Account [ Allow Future Payment Method
¢ Balancing

— Accounting Methods

Frimary Accounting Method  |Accrual Set of Books Vision Operations (USA)

Secondary Accounting Method [None Set of Books |

— Journal Entry Creation

Liability |[Audit - Discount Taken |Audit -
Gain or Loss  [Audit - Cash Clearing |Audit -
Rounding -

¥ Create Summarized Journal Entries

Payables Options: Accounting Region

(N) Setup—>Options—>Payables (Accounting Region)

Select the Allow Reconciliation Accounting check box if you want Oracle Payables
to create reconciliation accounting entries for cash clearing, bank charges, bank
errors, and exchange rate gain or loss when you reconcile payments using Oracle
Cash Management. When this option is selected, Oracle Payables posts each

payment you issue twice: once as an unreconciled payment, and again as a
reconciled payment.

 When you create a payment, Oracle Payables creates accounting entries for
unreconciled payments. These entries debit the AP Liability account and credit
the cash clearing account you specify.

* When you reconcile the payment using Oracle Cash Management, Oracle
Payables creates accounting entries to debit the Cash Clearing account and
credit the cash account. Oracle Payables also creates accounting entries to
record bank charges, bank errors, and exchange rate gains or losses that occur
between payment issuance and payment reconciliation.

If you do not select this option, you can still reconcile payments using Oracle Cash
Management. However, Oracle Payables creates no reconciliation entries.

25-22 Oracle Payables Release 11



Unit [l Summary



Lesson 26: Unit IIl Summary

Unit Summary

Unit Summary

In this unit, you learned how to create, adjust,
approve, and review payments and payment batches
by using Oracle Payables.

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Summary

In this unit you learned the stages of paying invoices individually or in a batch. You
learned how to pay invoices manually and how to process computer-generated
payments. You learned how to process prepayments. You learned how to stop and
void payments. You also learned how to find payment batches by using the Find
Payment Batches window, and you learned how to modify payment batches by using
the Payment Batch Actions window. Finally, you learned the steps required to set up
and use cash control features of Oracle Payables.
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