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Lesson 27: Unit IV Introduction

Unit Objectives

Unit Objectives

At the end of this unit, you should be able to do the
following:

» Set up and process sales tax requirements
« Prorate taxes and freight charges
» Use the Automatic Tax Calculation function

« Set up and process automatic tax withholding
requirements

» Set up and process VAT requirements
» Set up and process 1099 requirements

ORACLE"

Copyright O Oracle Corporation, 1999. All rights reserved.
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Tax Types

Tax Types

Tax Type Description

Sales Used to record sales tax charges on invoices
and taxable invoice distributions

Use

A tax you pay directly to a tax authority instead
of to a supplier (suppliers do not include use
taxes on invoices; and by assigning use taxes to
invoices, you can create a record of the taxes
you owe to tax authorities)

User Defined (VAT, GST)

In the Define Payables QuickCodes window,
you can define as many tax types as you
require

Offset

A negative-rate tax you use to offset a positive
tax to enable you to record and report on zero-
rated taxes

Automatic Withholding

A feature you use to withhold taxes from

expense reports and supplier invoices

ORACLE"
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Lesson 28: Setting Up Tax Requirements

Objectives

Objectives

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

« Assign the source and hierarchy for tax defaulting
 Define tax names
« Define withholding tax groups

ORACLE"

Copyright O Oracle Corporation, 1999. All rights reserved.
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Tax Types

Tax Types

Tax Type Description

Sales Used to record sales tax charges on invoices and
taxable invoice distributions

Use

A tax you pay directly to a tax authority instead of to a
supplier (suppliers do not include use taxes on invoices,
and by assigning use taxes to invoices, you can create
a record of the taxes you owe to tax authorities)

User Defined (VAT, GST)

In the Define Payables QuickCodes window you can
define as many tax types as you require

Offset

A negative-rate tax you use to offset a positive tax to
enables you to record and report on zero-rated taxes

Automatic Withholding

A feature you use to withhold taxes from expense
reports and supplier invoices

ORACLE"

Copyright O Oracle Corporation, 1999. All rights reserved.

Oracle Payables Release 11



Lesson 28: Setting Up Tax Requirements

Tax Defaulting

Tax Defaulting

You can select the default tax from the following
sources:

« Financial options

» Suppliers

» Supplier sites

« Invoice header

* Account

» PO for matched invoices
» Templates

ORACLES

Copyright O Oracle Corporation, 1999. All rights reserved.

Overview

Oracle Payables can default tax information from a variety of sources. You can
customi ze the source hierarchy that Oracle Payables uses to default the tax name
onto documents throughout the application.

Oracle Payables provides the following sources for tax defaulting:

Financials options
Supplier

Supplier site

Invoice header

Account

PO for matched invoices
Template

You select the sources you want to use in the above hierarchy and specify the
sequence of the hierarchy. When you create a document, for example, an invoice,
Oracle Payables searches the source hierarchy you have defined until a source value
Is found, at which point the search stops.
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Tax Defaulting

E%Payahles Options [Vizion Dperations]

Action Edit Cuery Go  Folder Special Help
Tax Name Defaults -|

[~ Enforce Tax From Account

ME

— Tax Name Defaults

Hierarchy
¥ PO far Matched Invaices 2 |
V¥ Supplier Site
[ Siipplier
[ Azcount
¥ Financial Options
¥ Invnice Header

v Template

==

Payables Options: Tax Name Defaults Region
(N) Setup—>Options—>Payables

Setting Up a Tax Defaulting Hierarchy

Use the Tax Name Defaults region to set a hierarchy for Oracle Payables to use
when it provides default tax names. Oracle Payables searches the sources you
select, in the order you designate until it finds a tax name. When it finds a tax name,
it stops the search and defaults the tax name to the document you are creating.

» Select the Enforce Tax From Account check box if you want to enforce the
relationship between the tax name and the expense or asset account for
distributions.

» Select the Enforce PO Tax Name check box if you want Oracle Payables to
verify that the tax name assigned to an invoice matches the tax name on the
purchase order to which you matched. If you enable this option, the primary tax
name default will be from the purchase order, if the purchase order has a tax
name.

« In the Tax Name Defaults segment, enable each source you want to use by
selecting its check box. For each source, enter a rank and give each source a
unique, consecutive number starting with number one.
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Lesson 28: Setting Up Tax Requirements

E%Financials Options [Vision Operations])

Action  Edit Cuery Go Folder Special Help
Tax -

Default Tax Mame |W3«—53|ES Tax |

VAT

Member State |Germany |
WAT Registration Number |3l]191| |

Financials Options: Tax Region
(N) Setup—>Options—>Financials

Setting Up the Tax Default in the Financials Options Window

* In the Default Tax Name field, you can set a default tax name that can be used
by Oracle Payables and Oracle Purchasing. The tax name that you enter in the
Financial options window, defaults to all new suppliers at the time of supplier
entry.

* Inthe Member State field, enter the location (country name) of your company or
organization. Oracle Payables uses the information to determine if your
company or organization is located in a member state of the European Union
(EV).

* In the VAT Registration Number field, enter the value-added tax (VAT)
registration number for your organization. Your organization is assigned a VAT
registration number if you register to pay VAT. The first two characters of a VAT
registration number are the country code for the country or state where the
registered company or organization is located. Oracle Payables prints this
number on the header of the Intra-EU VAT Audit Trail Report.
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Tax Defaulting

Eg_;aSuppliels [Vision Operations)

Action  Edit Query Go  Folder Special Help

Supplier Name |GE Plastics Humber
Alternate Name
Taxpayer D Tax Registration Number
Inactive After | [ :I 1
Invoice Tax «|

Inyoice Tax MName
Offset Tax MName

Automatic Calculation

Calculation Level |Hea|:ler |-|

[ Allow Calculation Level Override
Rounding Rule |Neares1 |,|

[ Distribution Amounts Include Tax

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

Setting Up the Tax Default in the Suppliers Window

* You can set an invoice tax name at the supplier level. The tax name defaults to
all new supplier sites that you enter for the supplier.

* You can rank this tax name in your default hierarchy.

Note: For a multiorg installation you cannot enter an invoice tax name in the Suppliers
window.
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E‘%Supplim Sites [Vizsion Operations] - GE Plastics, 1000
Action Edit Query Go Folder Special Help

Name |CHICAGO Alternate Marme | =
Country |United States
Address (499 Schuyler Ave #2089 Alternata
Address
City [Chicago State ||L Postal Code
Province County |USA
Language Inactive On [|:|]

Invoice Tax Mame [VA-Sales Tax

Offset Tax Mame

. tic Calculati
Calculation Level |Header |v|

[~ Allaw Calculation Level Override

Rounding Rule |Nearest |v|

[ Distribution Amounts Include Tax

Supplier Sites: Tax Region
(N) Suppliers—>Entry (B) New

Setting Up the Tax Default in the Supplier Sites Window

« The invoice tax name at a new supplier site defaults from the invoice tax name
set at the Suppliers window.

« If you have a multiorg installation, it defaults from the Financials Options
window.

* You can enter a different invoice tax name for a supplier site and include it as
part of your default hierarchy.
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Tax Defaulting

Eg_;a Invoices [Vision Dperations)

Action  Edit Query Go  Folder Special Help
Batch Cantral Tatal
Actual Total
= r
ment PO Mumber Criginal Prepayment Amount Tax Name Tax Amount Withholding Tax Group
:{.7 VA Sales Ta 344.50

Kl [
— A t Paid
0.00 Holds DistributionTatal 0.00
uso .
Status Newver Approved Posted Mo
Desc
Actions... 1 Holds ‘ Payments ‘ Match ‘
Scheduled Payments ‘ Overview ‘ | Distributions |
Invoices

(N) Invoices—>Entry—>Invoices

Setting Up the Tax Default in the Invoices Window

* The invoice tax name on the invoice header defaults from the invoice tax name
set at the Supplier Site.

« In the Invoices window, you can enter a different invoice tax name and include
it as part of your default hierarchy.
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E%Tax Options [Vision Operations, Yision Operations])

Action Edit Query Go  Folder Special Help

— Tax Calculation Options

Reporting Currency Precision I:

Minimum Accountable Unit I:I Calculation Level
¥ Allow Rounding Rule Override [ [ |

Account Level .
Amaount Includes Tax
Allow Tax Code Override

Account Description Tax Type Tax Code ‘ [1]
2lh540 ||Furniture |Input ~|'VA-Sales Tax ¥ [I

| I | . T[]

- O[]

— - O[]

Tax Options

(N) Setup—>Tax—>GL Tax Adjustments

Setting Up the Tax Default in the Tax Options Window

You can assign tax names to your accounts in the Tax Options window. This Oracle
General Ledger window was added to the Oracle Payables menu.

* In the Tax Type field, select Input.
* In the Tax Code field, enter the appropriate tax name.
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Tax Defaulting

‘giDishihulion Sets [Vision Dperations]

Action Edit Query Go Folder Special Help

Mame |Equipment Expense {Full) Type Full

Description [Full Distribution Set, creates distributions with set percentage amounts. |

Inactive On [ |:| ]

. Income Invaice
Project Related Ta Tax
Mum % Account Description Type Mame [1]
L{I1 5 [ |I]1-11I]-?53I]-I]I]I]I]-l]l]l] WAT-15%
Mz 5 [ |I]1-12I]-?53I]-I]I]I]I]-l]l]l]
3 3 (I |I]1-13I]-?53I]-I]I]I]I]-I]I]I]
4 5 [ |I]1-14I]-?53I]-I]I]I]I]-l]l]l]
] 5 [ |I]14I]2-?53I]-I]I]I]I]-l]l]l]
= 5 [ |I]14I]4-?53I]-I]I]I]I]-l]l]l]

Account Description Operations-Facilities Resources-Equipment Expense-No Sub Account-No

Project Accounting

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

Setting Up the Tax Default in the Distribution Sets Window

You can enter tax names in the Invoice Tax Name field for each distribution line you
create in a distribution set template.

The tax name defaults based on the Tax Name Defaults hierarchy you defined in the
Payables Options window. You can change the tax name for each line you create.
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Defining Tax Names

E‘%Tax Mames [¥ision Operations) =] 3
Action Edit Query Go Folder Special Help
Enable for Self-Service Users
Tax MName Tax Type Rate Description | Inactive Date []
- . ICA-Sales Tax Sales 8.25 California Sales Tax - 8.25% (I
D WA Sales Tax Sales 4.5 Virginia Sales Tax - 4.5% [
D VAT 9% Sales ] Value Added Tax - 5% [
D WAT-15% Sales 15 Value Added Tax - 13% [
[] r
all r
GL Account |I]142I]-??1I]J]I]I]I]J]I]I] |
Account Description  Operations-Consulting-Sales Tax-No Sub Account-No Product
WAT Transaction Type | |
Withholding Taz Details |
Tax Names

(N) Setup—>Tax—>Names

How to Define Tax Names

In

the Tax Names window, you define the tax names you use on invoices to record

invoice taxes you pay to your suppliers and to your tax authorities. Each tax name
has a tax type, tax rate, and account to which you charge tax amounts.

To define tax names for sales, use, offset, and user-defined invoice taxes:

1
2
3

In the Tax Names window, enter a unique tax name.
Select the tax type from the list of values in the Tax Type field.

Enter the tax rate percentage. For example, for a 5% tax rate, enter 5. For a 5%
offset tax, enter -5.

Enter a description for the tax name.

Select the Enable for Self-Service Users check box if you have installed Oracle
Self-Service Web Applications and you want this tax name to appear on the Tax
Name list of values in the Enter Receipts page for Oracle Web Employees.

Enter the account to which you will charge this tax.

7 To inactivate this tax on a certain date, enter an inactive date.
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Defining Tax Names for Withholding Taxes

E‘%Tax Mames [Vizion Dperations]

Action Edit Query Go Folder Special Help

Enable for Self-Service Users

Tax MNarme Tax Type Rate Description Inactive Date [ ]
|1I]99 - Backup Withholding T 1099 Backup Withholding

3

LI L e

i N A B

4

GL Account |I]1-I]I]I]-1332-I]I]I]I]-I]I]I] |
Account Description  Operations-Balance Sheet-Witholding Tax-No Sub Account-No Product
WAT Transaction Type | |

Withholding Tax Details |

Tax Names
(N) Setup—>Tax—>Names

How to Define Tax Names for Withholding Taxes

In the Tax Names window, enter a unique tax nhame.

Select Withholding Tax as the tax type.

Enter a Description of the tax name.

Do not enter a rate.

Enter the account to which you will charge this tax.

To inactivate this tax on a certain date, enter an inactive date.

Click the Withholding Tax Details button to navigate to the Withholding Tax
Details window.

N o o0k WON P
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F24 Withholding Tax Details [Vision Operations) - 1099 - Backup
Action Edit Query Go Folder Special Help

Tax Authority 'nternal Revenue Servi Mumber (1012 Site WASHINGTON
Armount Basis |Gross Amount Period Basis (Period
Calendar [Month Currency Period Limit {993,995 999,00
[¥ Create Tax Group
— Tax Rates
— Effective Dates ————————— — Amount Range
Type Fram To Fram To Rate Comments
= ll[standard Jjo1uAN-1996 31-DEC199%6 |0 30
|:| Standard 01-JAN-1997 0 31

Withholding Tax Details
(N) Setup—>Tax—>Names (B) Withholding Tax details

How to Define Tax Names for Withholding Taxes (continued)

8 Enter a withholding tax period basis if you want to be able to review online the
period-to-date withheld amounts for this tax name. The period basis is also used
by the period limit to determine which invoices to include in its calculation.

9 To limit the amount withheld for each period, enter a period limit.

10 To enter amount limit ranges in the Tax Rates region, define an amount basis
(Gross or Net) and a period basis (Invoice or Period).

11 To automatically create a tax withholding group for this tax name, select the
Create Tax Group check box.

12 In the Tax Rates region, enter the rate type, and enter any effective dates for the

rate.

13 Enter one or both Amount Range fields if you want to set upper and lower
amount limits for taxable amounts.

14 Enter the rate percentage for the tax name you are defining.
15 Enter any comments for your future reference.
16 Save you work.
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Practice 28-1 Overview

Practice 28-1 Overview

Practice Contents
Defining tax names

ORACLE"

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 Withholding Tax Groups

‘ga\ld’ilhholding Tax Groups [Vizion Operations]

Action  Edit Query Go Faolder Special Help

Name [1099 |
Description [1099 Withholding

—— Tax Names

Rank —— Tax Authority
| Tax Mame Description Marme Site
L{Il1 1099 - Backup 1099 Backup Withholding Internal Revenue SenWASHINGTON

Withholding Tax Groups
(N) Setup—>Tax—>Withholding—>Groups

How to Define Withholding Tax Groups

Use the Withholding Tax Groups window to define withholding tax groups that
include multiple withholding tax type tax names. You can assign the same tax name
to more than one group. When you assign a withholding tax group to an invoice or
distribution, Oracle Payables calculates invoice withholding tax based on every tax
name in the withholding tax group.

1 In the Withholding Tax Groups window, enter a uniqgue name for your
withholding tax group, and enter a description of the group. The name and
description will appear on a list of values whenever you need to select a
withholding tax group.

2 To inactivate this withholding tax group on a certain date, enter an inactive date.

3 Assign a rank to each tax name in the tax group. The highest rank is 1. You can
assign the same rank to more than one tax name.

4 Enter each withholding tax type tax name that you want to assign to this group.
5 Save your work.
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Summary

Summary

Summary

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

« Assign the source and hierarchy for tax defaulting
 Define tax names
« Define withholding tax groups

ORACLE"

Copyright O Oracle Corporation, 1999. All rights reserved.
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Lesson 29: Prorating Freight, Sales Tax, and Miscellaneous Charges

Objectives

Objectives

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

» Automatically create freight distributions

« Prorate freight charges across invoice
distributions

« Enter freight distributions manually

» Automatically prorate sales tax across invoice
distributions

ORACLE"

Copyright O Oracle Corporation, 1999. All rights reserved.
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Recording Freight Charges

Recording Freight Charges

Recording Freight Charges

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

« Enable the Automatically Create Freight
Distribution option

« Prorate freight across invoice distributions
« Enter freight distributions manually

ORACLE"

Copyright O Oracle Corporation, 1999. All rights reserved.
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Enabling Automatically Create Freight Distribution

E%Payables Options [Yision Dperations]

Action Edit Guery Go  Folder Special Help

_

— Main

[ Use Batch Contrals

[ Confirm Date as Invoice Number

¥ Allow Online Approval

[¥ Allow Adjustments to Paid Invoices

[ Allow Document Categary Override

¥ Automatically Create Freight Distribution

Freight Account [01-450-7220-0000-000

Operations-Support-Freight-No *

— GL Date Basis

&

¢ Receipt-lnvoice

¢ Receipt-Systam

Payables Options: Invoice Region

(N) Setup—>Options—>Payables

Enabling 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 is created using the
Freight Amount and Freight Account you enter for an invoice.

e 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. 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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Prorating Freight and Miscellaneous Charges

EgiPmlale
Action Edit Query Go Folder Special Help

[ Tax

Tax Marme
Arnount

Description Prefix

Tax Mame
Armount 100.00

Description Prefix [Created By Proration :

™ Miscellaneous

Tax Mame
Armount

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 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 the Freight or Miscellaneous check box, 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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Action Edit Query Go  Folder Special Help
Batch Control Tatal
Actual Tatal

= .
Freight Amount Create Freight Distribution  Distribution Set Description Transaction Code

:{. 100.00 ~

-

m

-

m

= I
K| | i

A t Paid
0.00 Holds DistributionTatal 0.00
usD .
Status Mever Approved Posted No
Desc
Actions... 1 Holds ‘ Payments ‘ Match ‘
Scheduled Payments ‘ Overview ‘ | Distributions |
Invoices

(N) Invoices—>Entry—>Invoices

How to Enter Freight Distribution for an Invoice

1 In the Invoices window, enter all basic invoice information, but do not enter the
distributions yet.

2 Enter the freight amount.

3 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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Eg_{a Invoices [Vision Dperations]

Action Edit Query Go  Folder Special Help
Batch Control Tatal
Actual Tatal
=] =
Freight Amount Create Freight Distribution  Distribution Set Description Transaction Code
O |
Account |01-470-72200000-000 | Operations-Training-Freight-No Sub A
Tax MNarme | |
Description |
A Cancel ‘ 0K
Amount Paid
0.00 Holds DistributionTatal 0.00
usp .
Status Mever Approved Posted No
Desc
Actions... 1 Holds ‘ Payments ‘ Match ‘
Scheduled Payments ‘ Overview ‘ | Distributions |

How to Enter Freight Distribution for an Invoice (continued)

4 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.

5 Alternatively, you can manually enter afreight distribution directly in the
Distributions window.

6 Complete the invoice entry.
7 Saveyour work.
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Prorating Taxes Across Invoice Distributions

Eg_aPmlale [ %}
Action  Edit Query Go Folder Special Help
[ Tax
Tax Name [VA-Sales Tai
Amount 100]
Description Prefix |Created By Proration :
™ Freight
Tax Mame
Amount |
Description Prefix
™ Mizcellaneaus
Tax Mame
Amount

Description Prefix |

Cancel | 0K

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

How to Prorate Taxes Across Invoice Distributions

To automatically prorate taxes, the Use Automatic Tax Calculation Payables option
must not be selected, and the Require Tax Entry at Header Payables option must not
be selected.

1 In the Invoices window, enter all basic invoice information.
2 Do not enter a tax name or tax amount in the tax region.

3 Enter invoice distributions using the method of your choice: Purchase Order
Match, Distribution Set, or manual entry. Do not enter tax names for the
distributions, and do not enter tax type distributions.

- Purchase Order Match: If you are matching to a purchase order shipment,
you have the option of prorating directly in the Match to PO window,
without navigating to the Distributions window. In the Match to PO window,
select the Prorate check box for the shipments to which you want to prorate
tax. When you select the check box, Oracle Payables displays the Prorate
window. Oracle Payables does not create the proration distributions until
you choose Match. If you are matching to a purchase order distribution,
prorate tax directly in the Distributions window.
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Ega Prorate

Action Edit Query Go Folder Special Help

v Tax
Tax Mame
Amaount
Description Prefix
™ Freight
Tax Mame
Armount

Description Prefix

I~ Miscellaneous
Tax Mame
Armaount

Description Prefix

VA-Sales Tai

100

Created By Proration :

I
[ ]

How to Prorate Taxes Across Invoice Distributions (continued)

- Didribution Set or manual entry: Choose Distributions to navigate to the
Distributions window. Select all distributions you want to prorate. Click
Prorate. Oracle Payables displays the Prorate window.

4 IntheProrate window, select Tax, and enter atax name and amount. Optionaly,
enter a description prefix if you want to prefix the tax distribution descriptions
with text of your choice. Oracle Payables constructs the descriptions of the tax
distributions by applying the prefix to the description of each distribution you
prorated to. The default description prefix is Created by Proration.

Click OK to have Payables prorate the tax amount you entered to the

distributions. Oracle Payables automatically creates tax distributions for you
and assigns the tax name to the invoice distributions to which you prorated the

tax.
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Practice 29-1 Overview

Practice 29-1 Overview

Practice Contents
 Entering an invoice
« Prorating taxes

ORACLE"

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:

« Automatically create freight distributions

« Prorate freight charges across invoice
distributions

« Enter freight distribution manually

» Automatically prorate sales tax across invoice
distributions

ORACLE"

Copyright O Oracle Corporation, 1999. All rights reserved.
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Lesson 30: Automatic Tax Calculation

Objectives

Objectives

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

« Set up Automatic Tax Calculation
» Use Automatic Tax Calculation

ORACLE"

Copyright O Oracle Corporation, 1999. All rights reserved.
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E%Payahles Options [Vision Operations]

I~ Require Tax Entry at Header

—I¥ Use Automatic Tax Calculation
Calculation Level
¢ Header
@ Line

Minirmum Accountable Unit

Founding Rule

Frecision

¥ Exclude Tax from Discount Calculation

Setting Up Automatic Tax Calculation

Action Edit Guery Go  Folder Special Help

W Allow Calculation Level Override

Hearest |v|
2|
[ ]

[~ Distribution Amounts Include Tax
[ Allow Override

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

How to Set Up Automatic Tax Calculation

» Select the Exclude Tax From Discount Calculation check box, if you want
Oracle Payables to subtract the tax amount from the invoice amount when
calculating the default for the invoice amount applicable to discount. If you
enable this option, you cannot select Prorate Tax or Prorate Expense for your

Discount Distribution Method Payables option.

* To use Automatic Tax Calculation, the Use Automatic Tax Calculation check
box must be selected. The Calculation Level can be either at the header or line

level.

- Header: Oracle Payables calculates the tax, inclusively, based on the gross
invoice amount and the tax rate implied by the tax name entered in the
Invoices window. It creates a single tax type distribution line automatically
with a GL tax account specific to the associated tax name. Only one tax
name may be applied to an invoice.
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Exclude Tax from Discount Caleulation

I~ Require Tax Entry at Header

—I" Use Automatic Tax Calculation

Calculation Level
¢ Header W Allow Calculation Level Override
@ Line
Rounding Rule |Nearest |,|
Precision |2

Minirmum Accountable Unit

[~ Distribution Amounts Include Tax
[ Allow Override

How to Set Up Automatic Tax Calculation (continued)

- Line: Oracle Payables calculates at |east one tax type distribution line per
tax name entered in the Distributions window. It can calcul ate the tax either
inclusively or exclusively, based on whether the distribution amounts
include tax options.

« If the calculation level is to be allowed overridden at the supplier level, the
Allow Calculation Level Override check box must be selected. This applies to
both new and existing suppliers.

* Rounding Rule: Enter Up, Down, or Nearest.

* Precision: Optionally, enter the number of decimal figures you want the
calculations rounded to, up to the default precession associated with the
functional currency. Entering 2 will result in a precision of two places after the
decimal point.
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Setting Up Automatic Tax Calculation

E%Payahles Options [Vision Operations]

Acti (2T Bolder  Speci
e

Exclude Tax from Discount Caleulation

I~ Require Tax Entry at Header

—I" Use Automatic Tax Calculation

Calculation Level
¢ Header W Allow Calculation Level Override
@ Line

Rounding Rule |Nearest |,|

Precision |2
Minirmum Accountable Unit

[~ Distribution Amounts Include Tax
[ Allow Override

How to Set Up Automatic Tax Calculation (continued)

e Minimum Accountable Unit: Optionally, enter the smallest unit which you use
for your accounting. Entering 1 will result in rounding based on a whole
currency unit. Entering .01 will round based on hundredths of the currency unit.
If a minimum accountable unit is entered, the precision is set based on the
number of digits entered after the decimal, and the Precision field is
disregarded.

« Select the Distribution Amounts Include Tax check box, if you want Oracle
Payables to make an inclusive tax calculation where the calculated tax amount is
subtracted from the Item distribution lines. The calculation level must be set at
line level in order to enable Distribution Amounts Include Tax. The value of this
check box is defaulted to the supplier level, but may be overridden there if the
Allow Override check box is enabled. The Distribution Amounts Includes Tax
defaults to new suppliers, but the Allow Override applies to all existing
suppliers as well.
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Setting Up Suppliers and Supplier Sites to Use Automatic
Tax Calculation

Eg_;a Suppliers [Vizion Dperations)

Action  Edit Query Go Folder Special Help

Supplier Mame [GE Plastics Murnber
Alternate MName
Taxpayer D Tax Registration Number :I
Inactive After [ :I ]

Irvoice Tax Mame

Offset Tax Mame

Automatic Calculation
Calculation Level |Header |v|

[~ Allow Calculation Level Override
Rounding Rule |Near981 |-|

[ Distribution Amounts Include Tax

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

How to Set Up Suppliers and Supplier Site to Use Automatic Tax
Calculation

If the Allow Calculation Level Override check box was selected at the Payables
Option level, you can, optionally, adjust the calculation level at the supplier
level. If the Calculation Level Allow Override check box is selected at the
Supplier level, you will be able to adjust the calculation level at the site level. If
the Calculation Level Allow Override option is selected at the Site level, you
will be able to adjust the calculation level at the invoice level.

At the supplier level, you can, optionally, adjust the default rounding rule for
new sites created for the supplier. At the site level you can, optionally, adjust the
rounding rule to be used on new invoices.

If the Allow Override for Distribution Amounts Include Tax check box at the

Payables Option level was selected, you can, optionally, adjust the Distribution
Amounts Include Tax check box at the supplier and the site levels.
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Using Automatic Tax Calculation

Action Edit Query Go  Folder Special Help
Batch Control Tatal
Actual Tatal
=] =
Prepayment PO Number Qriginal Prepayment Amount Tax Name Tax Amount Withholding Tax G
- | I
|:|| Eg_;gDecision
%I @ Tax Calculation Level
%I Hone ‘ Line ‘
K| [ i
Amount Paid
0.00 Holds DistributionTatal 0.00
UsD J
Status Mever Approved Posted No
Desc
Actions... 1 Holds ‘ Payments ‘ Match ‘
Scheduled Payments ‘ Overview ‘ | Distributions |
Invoices

(N) Invoices—>Entry—>Invoices

How to Use Automatic Tax Calculation

If Calculation Level Allow Override is on at the supplier site level, a window will

be displayed when you enter the Tax Name field in the Invoices window. You have
the option to choose Header or Line automatic tax calculation or to choose None, in
which case no automatic tax calculation will be done; and you have the option of
entering taxes manually or entering no taxes.

Oracle Payables automatically calculates tax at one of two levels, header or line.

« Atthe header level, Oracle Payables calculates the tax, inclusively, based on the
gross invoice amount and the tax rate implied by the tax name entered in the
Invoices window. It creates a single Tax type distribution line automatically.

Only one tax name may be applied to an invoice.

« Atthe line level, Oracle Payables calculates at least one tax type distribution
line per tax name entered in the Distributions window. It can calculate the tax
either inclusively or exclusively based on whether the Includes Tax check box is
selected.
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E;i Invoices [Vision Dperations)

Action Edit Query Go Folder Special Help
Batch Contral Tatal
Actual Total
=1 [
Prepayment PO Mumber Original Prepayment Amount Tax Mame Tax Amount WWithholding Tax G
= .| E‘%Decision
%I @ Tax Calculation Level
|:|| None ‘ Line ‘ éHeaderé‘
Kl I 2+
Amount Paid ———————————— L
0.00 Holds DistributionTaotal 0.00
usp L
Status Never Approved Posted Mo
Desc
Actions... 1 Holds | Payments | Match |
Scheduled Payments | Overview | | Distributions |

How to Use Automatic Tax Calculation (continued)

Oracle Payables calculates taxes inclusively or exclusively at the line level.

If the Includes Tax check box is not selected, Oracle Payables will do an
exclusive calculation. It will multiply that distribution line’s amount by the tax
rate implied by the tax name and create a tax type distribution line for that
amount. For example, if you have an invoice for a total of $100 comprised of
one item of $90.91 and tax of $9.09, you can enter the Item distribution of
$90.91 using PO Matching or manual entry, and then click the Calculate Tax
button. Oracle Payables will automatically multiply $90.91 by 10 percent and
create a tax type distribution line for $9.09.

If the Includes Tax check box is selected, Oracle Payables will do an inclusive
calculation. It will multiply that distribution line’s amount by the tax rate

implied by the tax name and create a tax type distribution line for that amount.
For example, if you have an invoice for a total of $100 but do not have the tax
broken out on the invoice, you can enter the item distribution of $100 using a
distribution set or manual entry, and then click the Calculate Tax button. Oracle
Payables will automatically multiply $100 by 100/(100 plus the 10% tax rate)
and create a tax type distribution line for $9.09. It will then decrease the original
item distribution by the amount of the tax type distribution line.
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Eg_{a Invoices [Vision Dperations]

Action Edit Query Go  Folder Special Help
Batch Control Tatal
Actual Tatal
=] =
Prepayment PO Number Qriginal Prepayment Amount Tax Name Tax Amount Withholding Tax G
- .| | | E‘%Decision
Ei B @ Tax Calculation Level
|:|| : None ‘ Line ‘ éHeaderé‘
x |:|| TT T
K| | i
Amount Paid -
0.00 Holds DistributionTatal 0.00
UsD J
Status Mever Approved Posted No
Desc
Actions... 1 Holds ‘ Payments ‘ Match ‘
Scheduled Payments ‘ Overview ‘ | Distributions |

How to Use Automatic Tax Calculation (continued)

You can include both inclusive and exclusive line cal culations on the same invoice.
The tax amounts calculated automatically are subject to tax variance limitsjust asa
manually entered tax amount would be. If you do not click the Calculate Tax button
to immediately view the results of the tax calculation, Payables will initiate the
calculations automatically upon approval. Once the calculation is done on any
distribution line, it will never be redone automatically, even if you make manual
changesto the line or click the Calculate Tax button again. However, if you enter a
new distribution line after having calculated the tax, the new distribution line will be
subject to automatic tax calculation. If you have Use Automatic Tax Calculation
selected, never enter atax type line manually.
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Practice 30-1 Overview

Practice 30-1 Overview

Practice Contents
 Entering an invoice
« Calculating taxes automatically

ORACLE"

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 30-2 Overview

Practice 30-2 Overview

Practice 30-2 Overview

Practice Contents
Updating distribution lines at the invoice level

ORACLE"
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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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Lesson 30: Automatic Tax Calculation

Practice 30-3 Overview

Practice 30-3 Overview

Practice Contents
Entering the invoice in Oracle Payables

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 30-4 Overview

Practice 30-4 Overview

Practice 30-4 Overview

Practice Contents
 Entering an invoice
« Prorating the tax and freight

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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Lesson 30: Automatic Tax Calculation

Summary

Summary

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

» Set up Automatic Tax Calculation
» Use Automatic Tax Calculation

ORACLE"
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Lesson 31: Setting Up VAT Requirements

Objectives

Objectives

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

» Define VAT tax names
« Define EU suppliers

» Record VAT charges

» Review VAT charges

ORACLE"
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Tax Types

Tax Types

Tax Types

Tax Type Description

Sales Used to record sales tax charges on invoices and
taxable invoice distributions

Use A tax you pay directly to a tax authority instead of to a

supplier (suppliers do not include use taxes on invoices
and by assigning use taxes to invoices, you can create
a record of the taxes you owe to tax authorities)

User Defined (VAT, GST)

In the Define Payables QuickCodes window, you can
define as many tax types as you require

Offset

A negative-rate tax you use to offset a positive tax to
enable you to record and report on zero-rated taxes

Automatic Withholding Tax

A feature you use to withhold taxes from expense
reports and supplier invoices

ORACLE"

Copyright O Oracle Corporation, 1999. All rights reserved.
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Setting Up VAT

Setting Up VAT: Overview

Tax type _
Tax name
Tax rate > {

1

Define tax names Define EU suppliers
and
assign tax names

'
®\ ) Q

\'\;’jg?y”

Review VAT charges Enter VAT charges
for invoice

ORACLE"
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Overview

When you enter a supplier that is registered to pay Value-Added Tax (VAT)
charges, you should enter the VAT registration number and related information
during supplier entry. Specify a country as a European Union (EU) member
state.

If your organization is VAT-registered and you receive an invoice from a
VAT-registered supplier site, you are required to pay VAT charges to the
supplier. However, if your organization is located in an EU member state and
the VAT-registered supplier site is located in a different EU member state, you
are not required to pay VAT charges on invoices from the supplier, but you are
required to report the charges to your tax authorities. You can use offset tax
distributions to eliminate your VAT liability while maintaining a record of the
charges.

You can use the Intra-EU VAT Audit Trail Report to review the original
VAT charges for your Intra-EU invoices. Oracle Payables includes in this report
any charges from supplier sites located in other EU member states.

If you assign a default VAT tax name and an offsetting tax name to a
VAT-registered supplier in a EU member state different from yours, then Oracle
Payables can automatically create VAT and offsetting tax distributions for you
when you enter invoices for that supplier.
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Defining VAT Tax Names

Defining VAT Tax Names

E‘%Tax M amesz [Vision Dperations] M= E3
Action Edit Query Go Folder Special Help

Enable for Self-Service Users

Tax Mame Tax Type Rate Description | Inactive Date [ ]

= |:| WAT- 9% Sales ] WValue Added Tax - 3% [ |:|
. WVAT-15% Sales 15 Value Added Tax - 15% I |:|
] r []
] r []
] r []
=L | | | | ]

GL Account |I]142I]-??1I]-I]I]I]I]-I]I]I]
Account Description  Operations-Consulting-Sales Tax-No Sub Account-No Product

WAT Transaction Type |

Withholding Tax Details |

Tax Names
(N) Setup—>Tax—>Names

How to Define Tax Names
* Use the Tax Names window to enter all relevant information.
« Establish a tax name, tax type, and a rate for each type of tax.
« Enter the appropriate GL account to charge for each tax type.
VAT Transaction Type field is used only for Belgian VAT tax reporting.
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Defining EU Suppliers

Eg_;gSuppliel Sites [Vision Operations] - GE Plastics. 1000
Action  Edit Query Go  Folder Special Help

MName |[LONDON | Alternate Name | 7

Country |United Kingdom |
Address [123 Main St

City |London State
Province County |United Kingdom
Language Inactive On
Invoice Tax |

Alternate
Address

Paostal Code l:l
i1

Invaice Tax Mame [VAT-15%
Offzet Tax Name [EC Offset VAT]|

Aut tic Calcul

Calculation Level |Header |v|

I Allow Calculation Level Override
Rounding Rule |Nearest |v|

I Distribution Amounts Include Tax

Supplier Sites
(N) Suppliers—>Entry (B) Open (B) Open

How to Define EU Suppliers

* In the Suppliers window or Supplier Sites window, enter the VAT registration
number in the Tax Registration Number field. Oracle Payables automatically
assigns the supplier’s VAT numbers to each new supplier site and to all invoices

you enter for those supplier sites.

* In the Invoice Tax Name field, select a VAT default tax name for supplier sites

to pay VAT charges on invoices.

« In the Offset Tax Name field, select a tax name that will be used in conjunction
with a VAT invoice tax name for reporting intra-EU VAT charges on invoices.
Oracle Payables uses the offset tax name for a supplier site to create a default
offsetting tax distribution for each default tax distribution on an invoice. The tax
distribution and the offset tax distribution net to zero.
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Recording VAT Charges for an Invoice

Recording VAT Charges

Tax type _
Tax name
Tax rate > {

|

Define tax names

Define EU suppliers
and
assign tax names

l

\/

\'\;’jg?y”

Review VAT charges Record VAT
charges for invoice

ORACLE"
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How to Record VAT Charges for an Invoice

» Use a default VAT tax name for a supplier site to automatically assign the VAT
tax name to all invoice distributions.

e Manually create a tax distribution with the VAT tax name, or have Oracle
Payables automatically calculate the tax amount and create a tax distribution for
the VAT charge.

» Approval verifies the total of the tax distribution based on the total of taxable
distributions and the defined rate for the VAT tax name.

Recording Zero-Rated VAT Charges for Intra-EU Invoices

» Use a default VAT tax name and offset tax name for a supplier site to create a tax

distribution for the VAT charges and an offset tax distribution to net the VAT
charges to zero.

* Manually create a tax distribution with the VAT tax name and a tax distribution
for the offset tax, or have Oracle Payables automatically calculate the tax
amount and create both a tax distribution for the VAT tax and a tax distribution
for the offset tax.

» Approval does not verify the tax amounts for offset tax distributions.
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Reviewing VAT Charges

Reviewing VAT Charges

Tax type ﬁ

Tax name )
Tax rate > {
|

Define tax names Define EU suppliers
and
assign tax names

y
®\ ) Q

w‘ﬁ%’
Review VAT charges Record VAT
charges for invoice

ORACLE"
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How to Review VAT Charges
Use the Tax Declaration Report to review VAT charges.

» Oracle Payables prints the Tax Declaration Report for all tax types for a
reporting period.

* Review VAT charges for one balancing segment or all balancing segments.

* Review detailed information including supplier name, invoice number, and tax
amount.

Use the Intra-EU VAT Audit Trail to review invoice and tax information for
Intra-EU invoices.

* Review summary or detailed information for all Intra-EU invoices for a range of
invoice dates.

* Oracle Payables automatically converts foreign-currency amounts into
functional currency.
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Summary

Summary

Summary

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

» Define VAT names

« Define EU suppliers
» Record VAT charges
» Review VAT charges

ORACLE"
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Oracle Payables Release 11 31-9



Lesson 31: Setting Up VAT Requirements

31-10 Oracle Payables Release 11



Setting Up Automatic Tax
Withholding Requirements



Lesson 32: Setting Up Automatic Tax Withholding Requirements

Objectives

Objectives

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

» Enable the Withholding Tax Payable option
« Automatically withhold taxes

Create Withholding Tax invoices

» Review withheld amounts online

» Review projected withholding taxes online
Submit withholding tax reports

ORACLE"

Copyright O Oracle Corporation, 1999. All rights reserved.
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Automatic Withholding Tax

Automatic Withholding Tax

Automatic Withholding Tax: Overview

Tax Type Description

Sales Used to record sales tax charges on invoices and
taxable invoice distributions

Use A tax you pay directly to a tax authority instead of to a
supplier (suppliers do not include use taxes on invoices;
and by assigning use taxes to invoices, you can create
a record of the taxes you owe to tax authorities)

User Defined (VAT, GST) In the Define Payables QuickCodes window, you can
define as many tax types as you require

Offset A negative-rate tax you use to offset a positive tax to
enable you to record and report on zero-rated taxes

Automatic Withholding Tax A feature you use to withhold taxes from expense
reports and supplier invoices

ORACLE"

Copyright O Oracle Corporation, 1999. All rights reserved.

Overview

You may be required to withhold taxes from your employee expense reports and
supplier invoices. Once you set up Oracle Payables to automatically withhold tax,
you can withhold tax either during approval or during payment processing.

* You can control all withholding tax options in the Withholding Tax region of the
Payables Options window.

* To perform automatic withholding, assign a withholding tax group to an invoice
or invoice distribution. Accept the default withholding tax group from the
supplier site, or select another from a list of values.

« To withhold tax, Oracle Payables creates one Withholding Tax type invoice
distribution per Withholding Tax type tax name per withholding tax group.

* For eachinvoice, Oracle Payables automatically updates the invoice amount and
scheduled payments to reflect the withholding.

* Review withheld amounts online, or submit standard reports.

* You can also automatically create withholding tax invoices to remit withheld
taxes to the appropriate tax authorities.
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Enabling the Use Withholding Tax Function

Eg_;,apa_vahles Options [Wision Operations)

Action Edit Cuery Go  Folder Special Help

Withholding Tax «|
¥ Use WWithholding Tax — Withholding Amount Basis
™ Allow hanual Withholding [+ include Discount Amount:
Tax Group |CIT [ Include Tax Amaount
Apply Withholding Tax ———————————————— — Create Withholding | ice
< Mever & Never
& At Invoice Appraval Time @ At Invoice Appraval Time
< At Payment Time At Payment Time

Payables Options: Withholding Tax Region
(N) Setup—>Options—>Payables

How to Enable the Use Withholding Tax Function

1 Use Withholding Tax: Select this option to enable the automatic withholding tax
feature. You cannot enable this option if you use either of the Automatic Offsets
Payables options.

2 Allow Manual Withholding: Enable this option to allow manual creation and
adjustments of Withholding Tax type distributions for your invoices.

3 Tax Group: Enter the name of the withholding tax group that you want to use as
the default withholding tax group for the new suppliers you enter.

4 Apply Withholding Tax: Select the time at which you want Oracle Payables to
apply withholding taxes to your invoices: Never, At Invoice Approval Time, or
At Payment Time.
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Enabling the Use Withholding Tax Function

Eg_;,apa_vahles Options [Wision Operations)

Action Edit Cuery Go  Folder Special Help
Withholding Tax -|

¥ Use Withhaolding Tax
[ Allow Manual Withhalding
Tax Group |CIT

Apply Withholding Tax
 Mever

& At Invoice Approval Time
< At Payment Time

— Withholding Amount Basis

¥ Include Discount Amount:
[ Include Tax Amount

— Create Withholding Invoice
& Mewver
@ At Invoice Approval Time
At Payment Time

How to Enable the Use Withholding Tax Function (continued)

5 Withholding Amount Basis: Select the Include Discount Amount option if you
want Oracle Payables to include the invoice discount amount when it calculates
withholding tax amounts for the invoice. Select the Include Tax Amount option
if you want Oracle Payablesto include the invoice tax amount when it cal culates
withholding tax amounts for the invoice.

6 Create Withholding Invoice: Select the time at which you want Oracle Payables
to automatically create withholding tax invoices. Never, At Invoice Approva

Time, or At Payment Time.
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Creating Withholding Tax Invoices

Eg_;,apa_vahles Options [Wision Operations)

Action Edit Cuery Go  Folder Special Help
Withholding Tax -

¥ Use WWithholding Tax — Withholding Amount Basis
™ Allow hanual Withholding [+ include Discount Amount:
Tax Group |CIT [ Include Tax Amaount
Apply Withholding Tax ———————————————— — Create Withholding | ice
< Mever & Mever
& At Invoice Appraval Time @ At Invoice Appraval Time
< At Payment Time At Payment Time

Payables Options: Withholding Tax Region
(N) Setup—>Options—>Payables

How to Create Withholding Tax Invoices

Oracle Payables can automatically create withholding tax invoices, or you can
perform this task manually.

1 To automatically create withholding tax invoices, you must choose whether to
do this during approval or during payment processing. Indicate this choice in the
Withholding Tax region of the Payables Options window.

2 If you choose to create withholding tax invoices during Approval, Oracle
Payables creates unapproved withholding tax invoices for tax authority
suppliers assigned to tax names.

3 If you choose to create withholding tax invoices during payment processing,
Oracle Payables creates unapproved withholding tax invoices (for those
invoices where you have applied withholding tax) during the Confirm program
of payment batch processing or during processing of a quick payment.

4 To create withholding tax invoices manually, create an invoice for each
Withholding Tax type invoice distribution on an invoice. Create the invoice for
the tax authority supplier and site assigned to the Withholding Tax type tax
name and for the amount of the Withholding Tax type invoice distribution.
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Review Withheld Amounts Online

Egg\fiew Period-To-Date Withheld Amounts [UK Org)
Action  Edit  Query Go  Falder Special Help

Currency
Code
_ — Supplier _
Tax Period Armount Subject Arrourt
Marne Marne Marne Murmber to Withholding Withheld
;‘I|CIT 0495 [John Woodma54 [eBP ][1,000.00 [3oo.00
aT Q196 [Mortel Ltd.  |lo0 GBP |[11,914.90 3,574.47
ar Q196 [warren Consulja1 GBP |[1,700.00 510.00

<]

View Period-To-Date Withheld Amounts
(N) Invoices—>Inquiry—>Withheld Amounts

How to Review Withheld Amounts Online

Use this window to review period-to-date withheld amounts for a Withholding Tax
type tax name for a supplier. You can review the amount subject to withholding and
the period-to-date withheld amount. To view period-to-date withheld amounts.

1 Open the Period-To-Date Withheld Amounts window.
2 Enter query criteria directly into the window.
3 Execute the query by selecting Run from the Query menu.
Oracle Payables displays the period-to-date withheld amounts.
The information in this window is display only.
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Reviewing Projected Withholding Tax

g Projected Withholding Tax [¥ision Dperations: USD] - 9090, ABC

Action Edit Query Go Folder Specizl Help

Withheld
Date Group Marme Rate Gross Arnount Arnount
= IDB-MAR-1993 Withholding_Tax Withholding_Tax |10 600,000.00 60,000.00
- Current Accounting Flexfield
Account 01-000-1332-0000.000
Description Operations-Balance SheetWitholding Tax-No
Close |

Projected Withholding Tax
(N) Invoices—>Entry—>Invoices (M) Special—>Projected Withholding Tax

How to Review Projected Withholding Tax

Use the Projected Withholding Tax window to review projected withholding tax
invoice distributions for an invoice. Oracle Payables creates one Withholding Tax
type invoice distribution for each Withholding Tax type tax hame per withholding
tax group assigned to an invoice distribution.

Prerequisites
The Use Withholding Tax Payables option is enabled.
The Apply Withholding Tax Payables option is set to At Payment Time.
The invoice is approved and completely unpaid.
The invoice has not been selected for payment.
The invoice has at least one Withholding Tax group assigned.
To use the Projected Withholding Tax window:
1 Select an invoice in the Invoices Summary window.

2 Choose View Projected Withholding from the Special menu. Oracle Payables
displays projected withholding tax invoice distributions for the selected invoice.
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Submitting Withholding Tax Reports

Action Edit Query Go Folder Special Help

Epl 2

— Run this Request...

Request Narme |Withhu|ding Tax by Invoice Report |
Parameters |l]1d.AN-1998...0riginal |

Language |American English

— At these Times...

As Soon As Possible Schedule... ‘

— Upon Completion...
¥ Save all Output Files

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

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

Submitting Withholding Tax Reports

Use the Submit Requests window to process the following standard reports to
satisfy tax authority, supplier, and management reporting requirements.

« Withholding Tax by Invoice Report

« Withholding Tax by Payment Report

« Withholding Tax by Vendor Report

« Withholding Tax by Tax Authority Report
« Withholding Tax Certificate Listing Report
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Summary

Summary

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

» Enable the Withholding Tax Payable option
« Automatically withhold taxes

Create Withholding Tax invoices

» Review withheld amounts online

» Review projected withholding taxes online
Submit withholding tax reports

ORACLE"
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Lesson 33: Setting Up 1099 Requirements

Objectives

Objectives

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

» Set up 1099 reporting
Enter 1099 details for suppliers

Enter and pay 1099 invoices

Identify and resolve 1099 exceptions
Submit 1099 forms

Submit 1099 tapes

Submit 1096 forms

ORACLE"

Copyright O Oracle Corporation, 1999. All rights reserved.
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1099 Reporting: Overview

1099 Reporting: Overview

In the United States, you must report to the Internal
Revenue Service certain types of payments you make
to your suppliers.

« In the Supplier window, you can designate
suppliers as federally reportable.

» When you enter invoices for the supplier, you
classify invoice distributions by type 1099 MISC
using the Income Tax Type field.

At year end, you can then report, in standard
formats, your accumulated 1099 payment
information to the Internal Revenue Service, other
tax agencies, and your suppliers.

ORACLE"

Copyright O Oracle Corporation, 1999. All rights reserved.
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Setting Up Oracle Payables for 1099 Reporting

Setting Up Oracle Payables for
1099 Reporting

» Enable the Combined Filing Program
« Define tax regions

« Define the reporting entities that produce 1099
reports

ORACLE"

Copyright O Oracle Corporation, 1999. All rights reserved.

Overview

* To use combined federal and state 1099 filing, and to produce K-Records and
B-Records, select the Combined Filing Program Payables option.

- K-Records: A summary record of all 1099 payments made to a supplier for a
single tax region that participates in Combined Filing Program

- B-Records: A summary record of all 1099 payments made to a supplier for
one tax region

« If you use combined federal and state filing, define your tax regions.
« Define your tax reporting entities that produce 1099 reports.
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Enabling the Combined Filing Program

Eg_;,aPayables Options [Vizsion Operations)
Action Edit Guery Go  Folder Special Help

soupter ]

Pay Date Basis Due hd
Terms Date Basis (Invoice hd

PayGroup |Standard |

Bank Charge Bearer | |v|

Invoice Currency FJSD

Tax Reporting

[v Carnbined Filing Pragrarm
[V Use Pay Site's Tax Region

Incorme Tax Region l:l

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

How to Enable the Combined Filing Program

« 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.

« Use Pay Site’s Tax Region: You can select this option only if you select the
Combined Filing Program option. Select this option if you want to use a 1099
supplier's tax region as the default tax region. You can override this default
region for each invoice distribution in the Distributions window. 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 Income Tax Region Name field.

* Income Tax Region: You can enter information in this field only if you select the
Combined Filing Program option and do not select the Use Pay Site’s Tax
Region option. Enter the tax region you want to use as the default for the invoice
distributions of your 1099 suppliers. You can override this default region for
each invoice distribution.
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E%Income Tax Regions [Yision Dperations: USD)
Action  Edit  Query Go  Falder Special Help
Abbreviation — Reporting Limit
‘ Code Ciescription Amount Method
Lﬂ ||AK || ||A|aska || | Same As Federal -
I|AL 1 Alahama 1,500.00|{Compare Individually -
IENE Arkansas 2,500.00| Compare Individually -
| ||AS ” ||American Samoa || |Same As Federal -
A7 |4 Arizona Same As Federal =
+[[CA |6 California Same As Federal -
Effective | . |

Income Tax Regions
(N) Setup—>Tax—>Regions

How to Define Income Tax Regions

Enter tax regions only if you are participating in the Combined Filing Program.
Consult tax publications for the reporting requirements of each tax region.

1 Enter the region abbreviation you are defining, or locate the region abbreviation
you are updating.

2 Enter the region's Internal Revenue Service code.
3 Enter a description for the region if it is not predefined.

4 For the reporting limit amount enter the minimum amount Oracle Payables uses
to determine whether to report on a supplier’s payments. If you do not enter an
amount, Oracle Payables assumes the limit is zero.

5 Select one of the following three methods that Oracle Payables uses to compare
actual payments to the reporting limit amount:

- Compare Individually
- Compare Sum
- Same as Federal
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Eggﬂepolling Entity [Vision Operations]
Action Edit Query Go Folder Special Help

Marme [Vision Operations |
Location [V1- New York City |

Description NYC, Vision Operations HQ
Tax ID Number [15918265-1253108 |

— Bal ing S t Values

Walue Description
L{I||]1 Operations (Vision USA)

Reporting Entity
(N) Setup—>Tax—>Reporting Entities

How to Define Reporting Entities That Produce 1099 Reports

Use the Reporting Entity window to define reporting entities for your 1099 tax
reporting. A reporting entity is any person or organization that has a unique tax
identification number (TIN).

1 Enter the name of the entity you are defining.

2 Select the location of the entity you are defining.

3 Enter the tax ID number.

4 Enter one or more balancing segment values that comprise the reporting entity.
5 Save your work.
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Entering 1099 Suppliers

Egaﬁuppliem [Wizion Dperations: USD)

Action Edit Query Go Folder Specizl Help

Supplier Name |ABC CORPORATION Mumber
Alternate Name
Taxpayer [D Tax Registration Murmber :I
Inactive After [ :I ]

Tax Reporting

Reportable
[~ Federal
Income Tax Type |:|
[T State
Reporting Site | %
Reporting Mame | Werification Date I:I
Mame Caontrol l:l Organization Type | |

Suppliers: Tax Reporting Region
(N) Suppliers—>Entry (B) New

How to Enter 1099 Suppliers
1 Identify a 1099 supplier as federal and state reportable.

2 In the Income Tax Type field, select from a list of 1099 miscellaneous tax types.

3 In the Verification Date field, enter the date you received tax verification from
the supplier. In Oracle Payables you can submit Tax Information Verification
Letters for your suppliers. Oracle Payables prevents the generation of any
further letters to a supplier after the verification date.
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Creating 1099 Payment Information

Eg_;’,i'Dishihulions [¥ision Operations: USD] - 10002, ABC CORPORATION

Action  Edit Query Bo Folder Specizl Help

Invoice Tatal

Distribution Total

Income Tax Type

1,500.78
1,500.78

Incorme Tax Fegion

|[miscz

Jica

=
‘ax  Track as Asset Description
= I r [Consulting |
I
1 r
1 r
1 r
al C
1
!

Account Description

Status  Never Approved

Posted No

Prorate... 1 ‘ Reverse 1

PO Mumber

Yiew PO

Calculate Tax

Distributions

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

How to Create Payment Information

1 Assign, or accept the default for income tax type and income tax region for
invoice distributions entered for a 1099 supplier.

- If you are entering distributions by using a distribution set that does not
include an Income tax type for any distribution, Oracle Payables
automatically enters the supplier’s default Income tax type.

- Inthe Income Tax Region field, enter a region to identify a distribution as
applicable to the United States state 1099 reporting requirements. If you
select the Use Pay Site’s Tax Region Payable option, the default for the
Region is the state in the address for the supplier site.

2 Approve and pay invoices assigned with 1099 payment information.
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Identifying and Correcting 1099 Exceptions

Identifying 1099 Exceptions

Submit the following reports to review, identify, and
correct 1099 exceptions:

» 1099 Invoice Exceptions Report
» 1099 Supplier Exceptions Report

ORACLE"
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How to Identify and Correct 1099 Exceptions
Submit the following reports to review, identify, and correct 1099 exceptions:
e 1099 Invoice Exception Reports

- Use the 1099 Invoice Exceptions Report to review paid invoice distributions
with inaccurate or missing 1099 income tax information. Before you run
your 1099 reports, run the 1099 Invoice Exceptions Report for each tax
entity to identify any invoice distributions that Oracle Payables will treat as
exceptions in your 1099 reports.

- You can use the Update Income Tax Details Utility to correct incorrect or
missing income tax types or income tax regions. If the supplier's 1099 status
IS incorrect, you can correct it in the Tax region of the Suppliers window.

- The 1099 Invoice Exceptions Report is divided into three sections:
Invoice distribution lines for 1099 suppliers with no income tax type
Invoice distribution lines for non-1099 suppliers with an income tax type
Invoice distribution lines with null or invalid income tax regions

- For each exception, the report lists invoice and distribution information.
This report is sorted by supplier, invoice, and invoice distribution number.
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Identifying 1099 Exceptions

Submit the following reports to review, identify, and
correct 1099 exceptions:

» 1099 Invoice Exceptions Report
» 1099 Supplier Exceptions Report

ORACLE"
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How to Identify and Correct 1099 Exceptions (continued)
e 1099 Supplier Exception Reports

Use the 1099 Supplier Exceptions Report to review 1099 suppliers with
inaccurate or outdated 1099 income tax information.

Run the 1099 Supplier Exceptions Report before you submit your 1099
reports to identify suppliers that Oracle Payables will treat as exceptions in
your 1099 reports.

You can correct these supplier exceptions in the Suppliers window.
Submit the 1099 Supplier Exceptions Report for each of your tax reporting
entities.

For each exception, Oracle Payables lists the supplier name, supplier
number, taxidentification number, tax reporting site, state, and exception
condition. The report includes a brief description of each exception type
condition it finds.

Oracle Payables sorts this report by exception condition and supplier name.
A supplier is listed once for each exception condition it meets.
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Submitting the Update Income Tax Details Utility

| ABltmn Edit Query Go FEolder Special Help
N
— Run this Rey

Reguest Mame [Update Income Tax Details Utility
Parameters [:01-JAN-98:31-MAR-98:Report:Report:No Change

Language [American English |

— At these Times...

As Soon As Possible Schedule... ‘

— Upon Completion...
Save all Output Files
Motify Completion Options... ‘

Print To 30P407

Copy a Prior Request... Cancel Submit Request ‘

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

How to Submit the Update Income Tax Detail Utility

Submit this utility to report on or update the Income Tax Type and Income Tax
Region fields on invoice distributions. These fields are required for all invoice
distributions of United States federally reportable suppliers, because the fields are
necessary for 1099 reporting.

To correct inaccurate or missing Income Tax Type or Income Tax Region fields for
1099 suppliers:

1 Ensure that the supplier site has accurate 1099 information.

2 Submit the utility.
You can also use this utility to correct invoice distributions of non-1099 suppliers

that haveincome tax types assigned. If the supplier is a non-1099 supplier but you
have inadvertently assigned Income Tax Types:

1 Ensure that the supplier is not federally reportable in the Suppliers window and
that the site Income Tax Type field is blank.
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Ega Submit Request E
Action Edit Query Go Folder Special Help

=

£ 2

— Run this Req

Reguest Mame |Update Income Tax Details Utility |
Parameters |-01-JAN-98:31-MAR-98:Report:Report:No Change |

Language [American English |

— At these Times...

As Soon As Possible Schedule... |

— Upon Completion...

Save all Output Files
Motify Completion Options... |

Print To 30P407

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

How to Submit the Update Income Tax Detail Utility (continued)
2 Submit the Update Income Tax Details utility.

If the supplier should be a 1099 supplier, update the supplier asfederally reportable
in the Suppliers window. In this case, the invoice distributions are accurate, so you
need not submit the Update Income Tax Details Utility. Oracle Payables will then
include the invoices for the supplier in 1099 reports.

The report is divided into two sections and ordered by supplier within each section:

* Income Tax Type: The Income Tax Type section lists the supplier name and

number of invoice distributions that do not have income tax types for your 1099

suppliers. It also lists the invoice distributions that have income tax types for
non-1099 suppliers.

* Income Tax Region: The Income Tax Region section lists the supplier name and

number of invoice distributions with incorrect or missing income tax regions.
You can choose to run this utility in one of two modes:
* Report mode: If you submit the utility in report mode, for each section, the

report lists the number of distributions that will be updated when you submit the

utility in Update mode.

« Update mode: If you run the utility in Update mode, the report lists the number
of distributions updated by the utility.
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Submitting 1099 Forms

.Actlmn Edit Guery Go Folder Special Help
=2
— Run this Rey

Ragquest Mame (1099 Forms
Parameters [01-JAN98:31-DEC98:Vision Distribution:::

Language [American English

— At these Times...

As Soon As Possible Schedule... ‘

— Upon Completion...
Save all Output Files
Motify Completion Options... ‘

Print To 30P407

Copy a Prior Request... Cancel Submit Request ‘

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

How to Submit 1099 Forms

Use the 1099 Forms report to print, on preformatted forms from the Internal
Revenue Service, the total 1099 MISC payments for a particular 1099 supplier.
Submit the 1099 Forms report for each tax reporting entity in your organization.

In accordance with the Internal Revenue Service rules, Oracle Payables does not
print a 1099 Form for a supplier unless you paid the supplier at least $600 for the

calendar year. However, Oracle Payables prints a 1099 form for the supplier if you
pay a 1099 supplier at least $10 in royalties (Box 2), substitute payments in lieu of
dividends or interest (Box 8), or if you pay any fishing boat proceeds (Box 5).

Oracle Payables does not identify a 1099 payment by any criterion other than
income tax type. Oracle Payables supports 1099 MISC types 1-10, except MISC4.
For Golden Parachute payments (MISC9), Oracle Payables provides a separate
total, appended with EPP, in Box 7.

Oracle Payables prints the 1099 Forms in order by state code and then
alphabetically by supplier name.
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1

Action Edit Query Go Folder Special Help

=

) ?

— Run this Request...

Submitting 1099 Forms

Request MName |hl]99 Forms |
Parameters |U1JAN-98:31-DEC-98:Visiun Distribution::: |

Language |American English

— At these Times...

As Soon As Possible Schedule... |

— Upon Completi

Save all Output Files
Motify Completion Options... |

Frint To 30P407

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

How to Submit 1099 Forms (continued)

g b~ WO DN PP

Insert and align the 1099 formsin your printer.
Navigate to the Submit Requests window.

In the Name field, select 1099 Form.

Navigate to the Report Parameters window.

In the Tax Reporting Entity field, select the name of the tax reporting entity for
which you want to submit the 1099 Forms report.

In the Format for Laser Printer field, enter Yesif you want to format the print
setting for alaser printer. Enter No or leave the field blank if you do not want to
format the print setting for alaser printer. The default print setting for Oracle
Payablesis defined for a dot matrix printer.

In the Payer Name Source field, select the source from which Oracle Payables
obtains the payer name for the report. The sources are:

- Address: Addressline 1 for the address entered in the Location window
- Location: Location Name entered in the L ocation window

- Tax Entity: Entity Name entered in the Reporting Entity window
Submit the request.

Oracle Payables Release 11 33-15



Lesson 33: Setting Up 1099 Requirements

Submitting 1099 Tape

E;a Submit Request
]

Action Edit Query Go Folder Special Help

1=

2

— Run this Request...
Request Marme ||1I]99 Tape
Parameters E‘%Pﬁ““’“

Language IE £

— At these Times...

Cantral Narme
Control Code

As Soon As Possible Begin Payrment Date
End Payrnent Date

Tax Reporting Entity ‘

— Upon Completion... Media Type [Magnetic Tape ‘

Save all O

Test Submission [No

Foreign Corporation [No
Mlotify Last Year Filing |No

Print To 30P407 Payer Name Source ‘
T 2

Clear | Cancel | OK

Copy a Prior Reque

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

How to Submit 1099 Tapes

Submit the 1099 Tape report to generate your summarized 1099 and 1096
information on a magnetic media file, in the format required by the Internal
Revenue Service. The IRS requires that you send them a tape of your 1099
information if you need to submit 250 or more 1099 forms for your suppliers.

Report submission as follows:

Navigate to the Submit Requests window.

In the Name field, select 1099 Tape.

Navigate to the Report Parameters window.

In the Control Name field, enter your payer name control.

In the Control Code field, enter your five-digit transmitter control code (TCC).

In the Tax Reporting Entity field, enter the name of the tax reporting entity for
which you want to submit the 1099 Tape.

7 In the Media Type field, select 5 1/4" and 3 1/2" Diskette or Magnetic Tape.

o O~ WN P
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E;a Submit Request
actilon Edit Guery Go Folder Snecial Help

1=

2

— Run this Request...
Request Marme hl]99 Tape

Egg Parameters

Parameters
—= g ?
Language I@ j’
Contral Narne

— At these Times... Contral Code

As Soon As Possible B (Pl Dtz
End Payrnent Date

Tax Reporting Entity |

— Upon Completion... Media Type [Magnetic Tape |

Save all O

Test Submission [No

Foreign Corporation [Ho
Motify Last Year Filing |No

Print To  30P407 Payer Name Source ‘
| 2

Clear ‘ Cancel | OK

Copy a Prior Reque

How to Submit 1099 Tapes (continued)

8 Inthe Test Submission field, enter Yesonly if you are submitting a test 1099
tape to the Internal Revenue Service.

9 Inthe Foreign Corporation field, enter Yesif your organization is aforeign tax
reporting entity as recognized by the Internal Revenue Service.

10 IntheLast Year Filing field, enter Yesif (due to merger, bankruptcy, or other
reasons) thisisthe last year that thistax reporting entity will be filing.

11 In the Payer Name Source field, select the source from which Oracle Payables
obtains the payer name for the report. The sources are:

- Address: Addressline 1 for the address entered in the L ocation window
- Location: Location Name entered in the L ocation window
- Tax Entity: Entity Name entered in the Reporting Entity window
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Submitting 1096 Forms

[=3 Submit Request [ x|
1
Action Edit Guery Go Folder Special Help

— Run this Request...

Reguest MNarme |1I]9Ei Form

Farameters [SiirED [<]
Language

L LD

— At these Times... Tax Reporting Entity [Vision Distribution | 19369163!;1.1231897
Payer Mame Source |Tax Entity Vision Distribution
As Soon As Possible
1| ‘ ﬂ
Clear | Cancel ok_|

— Upon Completion... —
Save all Qutput Files
Maotify Completion Options...

Print Ta 30P407

Copy a Prior Request... | Cancel Submit Request

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

How to Submit 1096 Forms

Submit the 1096 Form report to print an annual summary of total 1099 payments for
a particular 1099 MISC type for all 1099 suppliers. The United States Internal
Revenue Service requires that you send one 1096 form for each type of 1099
payment you use. Oracle Payables prints the report on preformatted forms from the
Internal Revenue Service. To submit the request:

1 Navigate to the Submit Requests window.

2 In the Name field, select 1096 Form.

3 Navigate to the Report Parameters window.

4 In the Tax Reporting Entity field, enter the name of the reporting entity for

which you want to submit the 1096 Form report.

5 In the Payer Name Source field, select Address, or Location, or Tax Entity as the
source from which Oracle Payables obtains the payer name for the report.
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Summary

Summary

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

» Set up 1099 reporting
Enter 1099 details for suppliers

Enter and pay 1099 invoices

Identify and resolve 1099 exceptions
Submit 1099 forms

Submit 1099 tapes

Submit 1096 forms

ORACLE"
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Lesson 34: Unit IV Setup

Taxes Setup

Taxes Setup

To set up taxes, you must define reporting entities
(1099 Reporting).

ORACLE"
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Defining Reporting Entities (1099 Reporting)

E%Hepolling Entity [Vision Dperations: USD]
Action  Edit Query Go Folder Special Help

MName |Vision Distribution |
Location [Mew York City |
Diescription New York City Office, Vision Opera
Tax ID Mumber [1936916391-1231897 |

— Bal ing S t Values

4 4

Yalue Description
L{I[’]Z Distribution (Vision Singapore)

Reporting Entity
(N) Setup—>Tax—>Reporting Entities

How to Define Reporting Entities (1099 Reporting)

Use the Reporting Entity window to define reporting entities for your 1099 tax
reporting. A reporting entity is any person or organization that has a unique tax
identification number (TIN).

For each reporting entity, you assign one or more balancing segment values. For
example, you define a reporting entity called Headquarters, which is comprised of
Company 1, Company 2, and Company 3 (three balancing segment values). When
you submit a 1099 report, you specify Headquarters as the reporting entity for

which you want to submit the report. Oracle Payables prints on the 1099 report the
accumulated payments for Companies 1, 2, and 3. Oracle Payables sums up the paid
invoice distributions that have these company balancing segment values in their
accounts. To define tax entities in the Reporting Entity window:

1 Enter the name, location, and tax ID number of the reporting entity you are
defining.
2 Enter one or more balancing segment values that comprise the reporting entity.
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Lesson 35: Unit IV Summary

Unit Summary

Unit Summary

In this unit you should have learned how to set up,
record, withhold, review, and pay different taxes
using Oracle Payables.

ORACLE"
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Summary

In this unit you learned the stages of setting up Oracle Payables to record
and pay different kinds of taxes set by tax authorities. You learned how to set
up Oracle Payables to meet 1099, Salestax, and VAT requirements. You
learned how to enable and use the Automatic Tax Withholding function.
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Lesson 36: Unit V Introduction

Unit Objectives

Unit Objectives

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

» Submit standard reports

« Define, submit, and modify report sets

 Transfer fixed assets detail to Oracle Assets
 Transfer accounting detail to general ledger

« Close and reconcile the period in Oracle Payables
 Purge records

 Balance entries for intercompany transactions

 Pay invoices in a currency other than the invoice
currency (Euro Settlements)

« Enter and pay multiple-currency invoices

ORACLE"
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Lesson 37: Reporting

Objectives

Objectives

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

e Submit reports
« Submit request sets

ORACLE"
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Reports and Request Sets

Reports and Request Sets

A report is an organized presentation of specific Oracle Applications
information. You can view a report online or send it to a printer. The
content of a report can range from summary information to a complete
listing of values. Reports are run as concurrent programs in Oracle
Applications.

Reports

Request sets | A request setis a collection of reports and programs that you group
together. You can submit the reports and programs in a request set all at
once using a single transaction.

ORACLE"
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Submitting Requests (Reports or Programs)

E;g Submit Request
]

Action Edit Query Go Folder Special Help

=

) ?

— Run this Rey

Reguest Name [Recurring Invoices Report
Parameters [01-JUN-98.30-JUN98.Yes.Recurring Payment Number

Language [American English

— At these Times...

As Soon As Possible Schedule... ‘

— Upon Completion...

Save all Output Files %
Motify Completion Options... ‘
Print To
Copy a Prior Request... Cancel ‘ Submit Request ‘

Submit Request
(N) Other—>Requests—>Submit a New Request—>Single Request (B) OK

How to Submit Requests
There are three elements to submitting a request:
1 Select the request or request set to be submitted.

Selecting the request or request set may require you to provide request
parameters and the output language.

2 Define a submission schedule.
Defining a schedule can be as simple as submitting as soon as possible or using

a more complex schedule that you define when you first submit your request
and may be used for other requests in the future.

3 Provide completion options.

Completion options allow you to deliver request output to others and specify
which printers and how many copies of the output you want to produce for each
request.
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E%Suhmil Request E
1
. Action Edit Query Go Folder Special Help
1=
5?2

— Run this Request...
Reguest Mame [Recurring Invoices Report
Parameters [01-JUN-98.30-.JUN-98.¥es.Recurring Payment Number

Language [American English

— At these Times...

As Soon As Possible Schedule... ‘
— Upon Compl
Save all Output Files [}3
Motify Completion Options... ‘
Print To
Copy a Prior Request... ‘ Cancel ‘ Submit Request ‘

How to Submit a Single Request

Navigate to the Submit a New Request window.
Select the Single Request check box.

Click OK.

Use the Copy a Prior Request... button to take advantage of previoudy entered
request submissions, or in the Request Namesfield, select the name of the report
or program you want to run from the list of available requests.

5 A Parameters window is displayed if you select arequest that requires
parameter values. The prompts in the Parameters window are specific to the
request you select. Some requests require you to enter parameter values so that
you can specify the scope of information you want in the request output. Some
requests do not have parametersat all.

6 Once you enter the values in the required parameter fields and click OK, the
Parameters window closes, and your parameter values are concatenated and
displayed in the Parametersfield.

7 If your site supports multiple languages, in the Language field, you can select
which language is used for your request output.

A W N P
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Egaﬁchedule
Action Edit Query Go Folder Special Help

]2

Apply a Saved Schedule... ‘

— Run the Job...
" As Soon As Possgible Run At |2?-FEB-1998 12:37:33| |
# Once
" Periodically
" On Specific Days
i Advariced

[T Save this schedule for use again later Cancel 0K

Schedule
(N) Other—>Requests—>Submit Request (B) Schedule

How to Define a Submission Schedule

The Scheduling window provides you with several scheduling options. You can
choose to reuse a schedule you previously defined and saved, or define a new
schedule. Choose a type of schedule from the following:

e As Soon as Possible: Submits your request as soon as possible
e Once: Submits your request once at the time and date you specify
« Periodically: Submits your request repeatedly at the interval you specify

* On Specific Days: Submits your request repeatedly on specific days of the week
or month

« Advanced: This option is reserved for future releases

To save your schedule, select the “Save this schedule for use again later” check box.
You must also provide a unique name and optionally a description for each schedule
you save.
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E;a Upon Completion.... [ x|

ﬁction Edit Query Go Folder Special Help

2

— Hotify the following pq‘}ple:

Save all Output Files

~IMGR502.TAX MANAGER |

bl | |

Print the Output To:
Printer Copies

Style |Landscape | |

Cancel | OK |

Upon Completion...
(N) Other—>Requests—>Submit Request (B) Completion Options

How to Define Completion Options

1

g b~ W N

In the Upon Completion segment, select the Save all Output Files check box, if
you want to write your request output to a file. To view your output online, you
must select this check box.

Choose Completion Options.
In the Notify the following people field, specify additional people to be notified.
In the Style field, select a print style.

Select the printers you want to produce a hard copy of your report. Each printer
produces at least one copy of the report. If you need more than one copy for a
particular printer, use the Copies field to indicate the number of copies.

6 Click OK.
7 When you specified the scheduling and completion options, click Submit

Request.

Once you submit your request, the Requests window opens and provides the
current status of your request and the request ID number.
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Action Edit Query Go Folder Special Help
1=

2

— Run this Req

Reguest Set |Period End

Prograrm Stage Parameters Language
= IAccoums Payable Trial Balance All Requests in the Set American English
|:|Posted Invoice Register All Requests in the Set American English
DPosted Payment Register All Requests in the Set American English
d I bl

Completion Options... |

— At these Times...

As Soon As Possible Schedule... |

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

Submit Request Set
(N) Other—>Requests—>Submit a New Request—>Request Set (B) OK

How to Submit a Request Set

The steps for submitting a request set are very similar to those for submitting a
single request.
1 In the Request Set field, select the name of the set you want to run from the list
of available sets. Alternatively, click the Copy a Prior Request button to use a
previously defined request set submission.

2 Oracle Payables displays the requests assigned to the request set. You can
modify them for this request set submission. In the Parameters field for a

request, Oracle Payables displays a Parameters window specific to that request.

3 To define completion options, open the Upon Completion... window for each
request and enter your completion options.

4 Choose the Schedule window to define a schedule for this request set
submission.

5 Submit your request set. When you submit a request set, Oracle Payables
assigns a request ID to the request set and to each request in the request set.
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Summary

Summary

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

e Submit reports
« Submit request sets

ORACLE"
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Lesson 38: Completing the AP Cycle

Objectives

Objectives

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

 Transfer fixed assets detail to Oracle Fixed Assets
 Transfer accounting detail to general ledger

Close the period in Oracle Payables
» Reconcile accounts payable activity for the period
 Purge records

ORACLE"
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AP Close Cycle

AP Close Cycle: Overview

Zr—f0—A

Review and Transfer to Review transfer
resolve AP Oracle results, and resolve
issues General Ledger posting issues

v

—u @
- =

Reconcile AP Close the Post journal Move unresolved
activity for period in AP entriesto GL issues to the next
the period period

ORACLE"
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Overview

Oracle Payables prevents you from closing an accounting period until you post all
transactions with an accounting date in that period. If there are unposted invoices or
payments that you want to move forward into the next accounting period, you can
submit the Unposted Invoice Sweep program to move them forward. You should
close a period when no one is entering any invoices or payments. Thisway you
avoid the possibility of someone entering (without saving) a transaction, while you
are closing the period.

To complete the close process in Payables:
1 Approve al invoices and confirm all payment batches.
2 Review the amounts you will transfer to the general ledger.
- Submit the Expense Distribution Detail Report for unposted invoices.
- Submit the Posting Hold Report, and resolve holds before posting.
- Review the Payment Register.

3 Transfer invoices and payments to the general ledger, and create journal entries
by submitting the Transfer to General L edger program.
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AP Close Cycle: Overview

Z—fo—A

Review and Transfer to Review transfer
resolve AP Oracle results and resolve
issues General Ledger posting issues

v

8
- =

Reconcile AP Close the Post journal Move unresolved
activity for period in AP entriesto GL issues to the next
the period period
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Overview (continued)

4

Review transfer results, and resolve posting exceptions by submitting the
following reports:

- Accounts Payable Journal Entry Exception Report
- Accounts Payable Journal Entry Audit Report
- Posting Hold Report

Submit the Unposted Invoice Sweep program to transfer any unresolved posting
exceptions to the next period (optional).

Post journal entries to the general ledger, and reconcile the trial balance to the
general ledger.

Close the period in Oracle Payables.

Reconcile Oracle Payables activity for the period by submitting the following
reports:

- Accounts Payable Trial Balance Report (current and prior periods)
- Posted Invoice Register

- Posted Payment Register

If you use Oracle Purchasing, accrue uninvoiced receipts.
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Submitting Mass Additions

Submitting Mass Additions: Overview

Enter asset
information in
Oracle Payables

Y

Submit
Mass Additions
Create program

v

Post
additions to
Oracle Assets

Y

Review the
results

ORACLE"
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Overview

The Mass Additions create program selects invoice lines from Oracle Payables,
copies them to atable in Oracle Assets (FA_MASS_ADDITIONS), and marks
invoice lines as having been considered for selection. These invoice lines are then
used to create assets or to cost adjust existing assets. Invoice lines not used by
Oracle Assets can be deleted by the Asset personnel; however, an invoice

distribution adjustment must be performed in Oracle Payables to clear these items
from the clearing account.
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Submitting Mass Additions: Overview

Enter asset
information in
Oracle Payables

Y

Submit
Mass Additions
Create program
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Oracle Assets
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Review the
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Overview (continued)

In this process datais only sent; no datais received by Oracle Payables from Oracle
Assets. Data sent by the Mass Additions create program includes the following
items:. invoice number, invoice line number, supplier number, supplier name,
concurrent request ID number of the mass additions create process, invoice date,
invoice distribution line description, invoice distribution line Accounting Flexfield,
number of units, and invoice distribution line amount as cost

If the invoice was matched to a Purchase Order, the Purchase Order Number and
Purchase Order Batch Number will be sent. Additionally, if the Purchase Order used
an Item for which the Item Attribute called Asset Category was defined, the Asset
Category will aso be sent to Oracle Assets.

Supplier tables are shared between Oracle Payables and Oracle Assets. Oracle
Assets only uses Supplier Number and Supplier Name. Also, Asset Categories must
be defined in Oracle Assets before you can define this Attribute for an Itemin
Oracle Payables.

All posted invoice distribution lines are reviewed by the Mass Additions
create program. Once reviewed, they are marked as being reviewed and will
never be considered again by the Mass Additions Create process. If aninvoice
line did not come over due to a set-up issue, that Invoice Distribution Line
must be reversed in Oracle Payables, reentered, approved, and posted before
the Mass Additions Create process will select it.
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Submitting Mass Additions: Overview
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Overview (continued)

Oracle Assetsreviews all posted invoice distribution lines, but only considers those
with the “Track as an Asset” flag set to Yes. The flag is set to Yes by one of the
following actions:

* Coding an invoice distribution line to any asset account causes the Track flag to
automatically be set to Yes and the field to be protected against update.

« When coding an invoice distribution line to an expense account, the Track flag
defaults to No, but can be manually set to Yes. These items will always transfer
to Oracle Assets as Expensed Asset type. This is done to use the asset tracking
functionality in Oracle Assets without affecting depreciation.

For invoice distribution lines coded to Asset accounts, Mass Additions only selects
those lines where the asset account used is the same account as an asset clearing or
CIP clearing account in setup of any of the asset categories. All invoice distribution
lines coded t@ny other asset accounts wibt be sent to Oracle Assets. To avoid

the situation where invoice distribution lines get posted to the asset cost account
instead of the asset clearing account, define segment security rules for all Oracle
Payables responsibilities that bar input to all fixed asset account except the asset
clearing and CIP clearing accounts.
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Action  Edit Query Bo Folder Special Help

Invoice Total 1,000.00
Distribution Total 1,000.00
=l
Amount Tax Name GL Date Account [1 Includes Tax Track as Asset
= 43.48|(Standard VA||27-FEB-1998 |I]1-12I]-153I]4]I]I]I]4]I]I] |:| [
43.48|(Standard VA|[27-FEB-1998 |l]1-12l]-153l]4]l]l]l]4]l]l] |:| [
43.48|(Standard VA|[27-FEB-1998 |I]1-13I]-153I]4]I]I]I]4]I]I] D [
43.48|(Standard VA|[27-FEB-1998 |I]1-14I]-153I]4]I]I]I]4]I]I] |:| [
43.48||Standard VA||27-FEB-1998 |I]14I]2-153I]4]I]I]I]4]I]I] D [
ﬂl 43.48|(Standard VA|[27-FEB-1998 |I]14I]4-153I]4]I]I]I]4]I]I] |:| [
44 0000 | 2+
Account Description  Operations-West Region Sales-Machinery & Equipment-No Sub Account-No Pro
Status  Newver Approved PO Number
Posted Mo
Prorate... 1 ‘ Reverse 1 ‘ Hiew B Lalculate Tiax

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

How to Record Asset Information in Oracle Payables

* Oracle Payables automatically selects the Track as Asset check box if the
account segment for the GL account is assigned to an asset category.

« Optionally, select the Track as Asset check box if that is not the default value.

« Enter additional asset information in the distribution description; any text in this
field is displayed in the Mass Additions Summary window in Oracle Assets.

 When you make a payment for an invoice with distributions that have been (or
will be) transferred to Oracle Assets, Oracle Payables automatically transfers
any information about discounts taken through the Mass Additions create
process. Once the discount is in Oracle Assets, you can perform a manual cost
adjustment for the discount amount on the appropriate asset. This enables you to
depreciate the actual cost of the asset.
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Submitting Mass Additions Create Program

‘ﬁction Edit Query Go Folder Zpecial Help

B2
— Run this Request... —%

Request Mame |Mass Additions Create |
Parameters |3UJUN—1993.0PS CORP |

Language |American English

— At these Times...

As Soon As Possible Schedule... ‘
— Upon Compl
Save all Output Files
Motify | Completion Options... ‘
Print To
Copy a Prior Request... Cancel Submit Request ‘

Submit Request
(N) Other—>Requests—>Submit a New Request—>Single Request (B) OK

How to Submit Mass Addition Create Program

1 Toimport asset information (including discounts taken) from Oracle Payables to
Oracle Assets, navigate to the Submit Requests form.

2 Choose Mass Additions Create from the Request Name list of values.
3 In the Parameters window, enter a GL date and book.

- GL Date: Oracle Payables creates mass additions from invoice lines with
GL dates that are on or before the date you enter in this field. You must enter
a date on or before the current date.

- Book: Enter the name of the Oracle Assets corporate book for which you
want to create mass additions.

4 Click Submit Request to submit the concurrent request.

5 Oracle Payables automatically runs the Mass Additions Create report so you can
review a list of the mass additions created.

6 Review the log files and report after the request is completed.
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Transferring Accounting Details to General Ledger

E"g’,j'SUhmil Request ]
ﬁcti'nn Edit Query Go Folder Special Help

)2

T

— Run this Request...
Reguest Marme |Payah|es Transfer to General Ledger |
Parameters |Visiun Operations (USA).Jun96-AP Close.30-JUN-98.All.Yes.Audit.No Audit.Audit.q

Language |American English

— At these Times...

As Soon As Possible Schedule... ‘
— Upon Completi
Save all Output Files
Matify | Completion Options... ‘
Print Ta
Copy a Prior Request... ‘ Cancel Submit Reguest ‘

How to Transfer Accounting Details to General Ledger

Submit the Payables Transfer to General Ledger program to transfer invoice and
payment accounting information to the Payables General Ledger Interface table.
You can then use your general ledger to create and post journal entries.

To create journal entries for Oracle General Ledger:

1 Inthe Submit Requests window, Choose Payables Transfer to General Ledger
from the Request Name list of values.

2 Enter the report parameters, and click OK. The parameters you enter determine
how Oracle Payables transfersinvoice and payment information to your general
ledger. You also specify if you want to maintain audit information and, if you
use General Ledger with Oracle Payables, you can also specify your journal
entry creation method.

3 In the Submit Requests window, click Submit.

4 Resolve posting issues by reviewing the following reports:
- Accounts Payable Journal Entry Audit Report
- Accounts Payable Journal Entry Exception Report
- Posting Hold report

38-10 Oracle Payables Release 11



Moving Unresolved Exceptions to the Next Period

Moving Unresolved Exceptions to the Next Period

giSuhmil Request E
Action  Edit Query Go Folder Special Help

1=

£p 2

— Run this Req

Request Name |Unpos‘ted Invoice and Payment Sweep Program |

Parameters |S{ianay

Language i

— At these Times...
As Soon As Possible

Frorm Period |Jun-98 |
. Schedule... ‘

To Period [Jun-98| | chedule
Detail [Yes

— Upon Completion... ——
Save
Maotify Completion Options... ‘

Sweep Now |[No

Frint To Clear ‘ Cancel‘ 0K ‘

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

How to Move Unresolved Exceptions to the Next Period

Oracle Payables does not alow you to close a period with unposted invoices and
payments. Use the Unposted I nvoice Sweep program to transfer all unposted
invoices and payments from one accounting period to another.

1 Choose Unposted Invoice Sweep from the Request Name list of values. Oracle
Payables opens the Report Parameters window.

2 Inthe From Period field, enter the accounting period in Oracle Payables from
which you want to transfer all unposted invoice distributions or payments.

3 IntheTo Period field, enter the accounting period in Oracle Payables to which
you want to transfer all unposted invoice distributions or payments.

4 IntheDetail field, select the level of detail in the Invoice Sweep report.
- Select Yesto include individual distributions and payments.
- Select No to include only a summary of distributions and payments.
5 Inthe Sweep Now field, select one of following options:
- Yes: Submit the program now, and print the Actual Invoice Sweep report

- No: Defer submission of the sweep program, but print the Preliminary
Invoice Sweep report
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A e Foller Sl R Period Mumber
Fiscal Year
Feriod Status | Feriod Marme Eegin Date End Date
21 Hever Opened 5 |[z000 |[May-00 lo1-mAaY-z000  [[31-mAv-2000
Never Opened 4 |[zo00  |[Aproo 01-APR-2000 30-APR-2000
Future 3 |[z000 |maroo 01-MAR-2000 31-MAR-Z000
Open z  |[z000 |Feboo 01-FEB-2000 29-FEB-2000
fopen 1 2000 |Jan-00 01-JAN-2000 31-JAN-2000
Open 12 |[1999 |[Decss 01-DEC-1999 31-DEC-1999
Open 11 |[1999 |[Nov99 01-NOV-1999 30-NOV-1999
—||open 10 1999 |[oct99 01-0CT-1999 31-0CT-1999
Open o |[1999 ||Sepao 01-SEP-1999 30-SEP-1999
Open 8 |[1999 ][Augas 01-AUG-1999 31-AUG-1999
Open 7 |[1999  |lJuloes 01-JUL-1999 31-JUL-1999
- |open 6 |[1999 |Juna9 01-JUN-1999 30-JUN-1999
s

AP Accounting Periods
(N) Setup—>Calendar—>Accounting—>AP Accounting Periods

How to Close Accounting Periods

Oracle Payables allows invoice entry, payment entry, and payment voiding in open
accounting periods. You can enter invoices in future accounting periods, but you
cannot post any invoices in Future accounting periods until you change the status of
the period to Open. You can open and close accounts payable periods independently
of your General Ledger periods.

To change the status of an accounting period, in the AP Accounting Periods
window, update the period status to one of the following:

* Never Opened: Payables does not allow invoice entry, payment entry, or
payment voiding in a period that has never been opened.

* Future: Oracle Payables allows invoice entry in a future period. Approval places
a posting and payment hold on any invoice you enter in a future period.
Approval releases the hold when you open the period and resubmit approval.

e Open: Oracle Payables allows invoice entry, payment entry, payment voiding,
and posting in an Open period.

e Closed: Oracle Payables does not allow any entry in a Closed period.
* Permanently Closed: You cannot reopen a Permanently Closed period.
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Reconciling Accounts Payable Activity for the Period

Reconciling Accounts Payable Activity
for the Period

Use the following reports to reconcile your posted
invoices and payments to your Accounts Payable
Trial Balance:

 Posted Invoice Register
» Posted Payment Register
» Accounts Payable Trial Balance

ORACLE"

Copyright O Oracle Corporation, 1999. All rights reserved.

How to Record Accounts Payable Activity for the Period

Use the following Oracle Payables reports to reconcile your posted invoices and
paymentsto your Accounts Payable Trial Balance to ensure that your Trial Balance
accurately reflects your accounts payable liability:

» Posted Invoice Register

* Posted Payment Register

* Accounts Payable Trial Balance (last period and current period)

To reconcile your Accounts Payable Trial Balance for a given period add the current
period’s posted invoices (total invoice amount from the Posted Invoice Register),
and subtract the current period’s posted payments (total cash plus discounts taken
from the Posted Payments Register) from the prior period’s Accounts Payable Trial
Balance. This amount should equal the current period’s Accounts Payable Trial
Balance.
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Purging Records

Purge Records: Overview
_— . —
. Y
Back up and Submit purge Review purge
archive the & candidates listings
database 'ﬁ
Abort purge l
«
=) <—Er—lﬁ
Recreate tables Review purge Confirm
and indexes results purge
ORACLE"
Copyright O Oracle Corporation, 1999. All rights reserved.

How to Purge Records

You can delete Oracle Payables or Oracle Purchasing records that you no longer
need to access online to free up space in your database. You can purge invoices,
purchase orders, suppliers, and related records such as invoice payments and
purchase receipts. After arecord is purged, it is no longer queryable and the record
will no longer appear on standard reports. However, the system maintains summary
information of deleted records to prevent you from entering duplicate invoices or
purchase orders. Create a special responsibility called Payables Purge Administrator
for purging information from Oracle Payables and Oracle Purchasing, and assign
thisresponsibility only to the person responsible for purging information from the
database. After initiating a purge, you can abort the purge except during the
Initiating, Revaildating, and Summarizing phases.

Use the following steps for purging records:
1 Back up and archive the Oracle Payables database.
2 Confirm the integrity of the backup for safety.
3 Initiate apurge.
4 Based on thereview of purge candidates listings, abort or confirm the purge.
5 Review the purge results. Drop and recreate the database tables and indexes.
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Summary

Summary

Summary

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

 Transfer fixed assets detail to Oracle Fixed Assets
 Transfer accounting detail to general ledger

Close the period in Oracle Payables
» Reconcile accounts payable activity for the period
 Purge records

ORACLE"

Copyright O Oracle Corporation, 1999. All rights reserved.
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Lesson 39: Using Optional Accounting Features

Objectives

Objectives

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

 Balance entries for intercompany transactions

» Pay invoices in a currency other than the invoice
currency

Enter and pay multiple currency invoices
» Review unrealized gains or losses

» Use automatic offsets

» Use sequential numbering

ORACLE"

Copyright O Oracle Corporation, 1999. All rights reserved.
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Using Intercompany Accounting

Using Intercompany Accounting
Step 1
Company 01 Company 02  Company 03
Expenses AP Expenses Expenses
Invoice for $150 50 150 50 50
Step 2
Company 01 Company 02  Company 03
Intercompany Intercompany Intercompany
Receivable Payable Payable
Intercompany 100 50 50
Balancing Entry
ORACLES
Copyright O Oracle Corporation, 1999. All rights reserved.

Using Intercompany Accounting

When you use Oracle General Ledger, you can perform accounting for
multiple companies within one set of books. When you post journal entries,
if ajournal entry isout of balance for a balancing segment or company,
Oracle Genera Ledger automatically posts any difference against the
intercompany account you defined for the combination of source and
category. The following example explains the process further. An
organization owns three companies. A, B, and C. Company A receives a
$150 invoice for supplies that all three companies use. Company A enters
theinvoice in Oracle Payables and splits the expense three ways, creating
three distributions, one for each company. At this point, the journal entries
for this transaction are out of balance, because company A has aliability of
$150 and an expense of $50. Companies B and C are aso out of balance
with expenses of $50 and no liability. The T-accountsin Step 1 on the slide
illustrate this situation. During the posting process, Oracle General Ledger
identifies unbalanced entries and automatically creates additional
intercompany balancing entries. Then it posts both the invoice and balancing
entries. The T-accounts in Step 2 illustrate the intercompany balancing
entries that Oracle General Ledger creates to resolve the imbalance
presented in Step 1.
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Euro Settlements

Setting Up Euro Settlements
in Oracle Payables

Set up fixed rate currencies in the Define Currency
window.

« Set up the rounding account in the Payables
Options window.

Set up the Rounding Account Journal Entry
Creation Audit option the Payables Options
window.

Set up default currencies for suppliers in the
Suppliers window.

ORACLE"

Copyright O Oracle Corporation, 1999. All rights reserved.

Overview

Oracle Payables supports businesses operating in the European Monetary
Union (EMU) during their transition from national currenciesto the
common euro currency. With Oracle Payables you can pay an invoicein a
currency other than the invoice currency aslong asthe currencies are rel ated
to each other by afixed rate.
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Euro Settlements

Egj Currencies =]
Action  Edit Query Go Folder Specizl Help
—— Currency Derivation — Effective Date
Code MName Type Factor Effective Fram
-|_||EUR |Euro Euro Currency - (s 01-JAN-1998
[Fim Markka -
[[Fs0 [Fiii Dollar -
FKP Falkland Islands Po - | I
FRF French Franc Euro Derived ~[25 01-JAN-1999 01-JAN-1900
GBP Pound Sterling -
GEK Georgian Coupon -
l| GHC Cedi -
[ Gibraltar Pound -
-| GMD Dalasi -
K| i

Currencies
(N) Setup—>Currency—>Define

Setting Up Fixed Rate Currencies

All standard 1SO currencies, including the EMU currencies and euro, are
predefined in Oracle Payables.

» The Precision and Extended Precision fields, are predefined. However,
the precision data may change for the euro-derived currencies at the time
of rate determination. In this case, update the precision fields
accordingly.

* In the Currency Derivation Type field, you can select one of the
following options:

- Blank: For nonfixed currencies, leave this field blank.

- Euro Currency: Only one currency code can be assigned to the euro
current type.

- Euro Derived: Should be assigned to all currencies fixed to the euro
currency.
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Egj Curmrencies H=]
Action  Edit Query Go Folder Specizl Help
—— Currency Derivati — Effective Date
Code Mame Type Factor Effective Fram
-|_||EUR |Euro Euro Currency v h 01-JAN-1998
[Fim [Markka -
[[Fo0 [Fiji Dollar -
|Fep Falkland Islands Po v I I
FRF French Franc Euro Derived ~|2.5 01-JAN-1999 01-JAN-1900
GBP Pound Sterling -
GEK Georgian Coupon -
l| GHC Cedi =
[[err Gibraltar Pound -
-| GMD Dalasi v
Al I

Setting Up Fixed Rate Currencies (continued)

* In the Factor field, enter the fixed currency rate for euro derived
currencies.

* In the Effective field, enter the date on which the fixed currency rate
(Factor) will become effective.

* In the Effective Dates fields, enter the date range which the currency is
available for transaction processing.

For example, the French franc may be effective for use in transaction
processing from January 1, 1983 to January 1, 2999. However, the fixed
currency (Factor) will be effective only as of May 15, 1998.

* Enable check box is used by the system for verification during
transaction entry and committal. If you want to quickly disable a

currency, use this check box to disable that currency from use in
transaction processing.
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Euro Settlements

E"’_%Daily Rates M=l
Action Edit Query Go Folder Special Help
Currency ——— ——— Conversion
From To Date Type USD To EUR EUR To USD [l
~lusp [Eur [30-NOV-1998  |[Reporting |lo14 ||1.0940919037 |l
lusp [Eur [29-HOV-1998  |[Corporate |lo14 ||1.0940919037 | |
usp [Eur 29-NOV-1998 Reporting 914 1.0940919037
usp [Eur 28-NOV-1998 Corporate a4 1.0940919037
usp [Eur 28-NOV-1998 Reporting a4 1.0940919037
— |usb [Eur 27-NOV-1998 Corporate 914 1.0940919037
usp [Eur 27-NOV-1998 Reporting 914 1.0940919037
usp [Eur 26-HOV-1998 Corporate a4 1.0940919037
usp [Eur 26-HOV-1998 Reporting 914 1.0940919037
usD) [Eur 25-NOV-1998 Corporate 914 1.0940919037
Daily Rates

(N) Setup—>Currency—>Define

Entering Daily Rates

* You cannot enter any rates for active euro derived currencies in the euro-
derived Daily Rates window.

« All euro-derived rates are calculated by the system at the time of
transaction entry. The rates cannot be modified.
* In the Daily Rates window, you only need to enter rates if:
- Functional currency is a nonfixed currency: Enter daily rate between
the functional currency and the euro.

- Functional currency is a nonfixed currency and you have defined
other nonfixed currencies: Enter daily rates between the functional
currency and all other nonfixed currencies.
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[3 Conversion Rate Types M=] E3
Marme Description [ ]
L|Curpurate ||Curpurate Exchange Rate ||:|
EMU Fixed EMU Fixed Rate [ ]
|Repurting ||Default Reporting Rate ||:|
|Spnt ||Spnt Exchange Rate ||:|
|User ||User Specified Rate ||:|

= | | ]

Conversion Rate Types
(N) Setup—>Currency—>Rates—>Types
Oracle Payables supports conversion and exchange rate types as follows:

« Several exchange rate types are predefined in the system, including the
EMU Fixed exchange rate type.

 EMU Fixed exchange rate type is automatically assigned at the time of
transaction entry if:

- The invoice currency is not the same as payment currency and

- The relationship between the two currencies has been defined as
Fixed
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Euro Settlements

T}Use Multiple Currencies
Require Exchange Rate Entry

Exchange Rate Type |Curpnrate

GL Accounts
Realized Gain |l]1-?4l]-?8424]l]l]l]4]l]l] Operations-Corporate Finance
Realized Loss |I]1-T4I]-T344-I]I]I]I]-I]I]I] Operations-Corporate Finance
Rounding [01-740-7844-0000-000 | |Operations-Corporate Financy

Payables Options
(N) Setup—>Options—>Payables

Setting Up a Rounding Account

Oracle Payables creates journal entries in the transaction currency and your
functional currency for all invoices and payments. Oracle Payables
continues to record gains and losses in the Gain/Loss Accounts you assign.

* When you pay invoices in a different currency than the payment
currency, Oracle Payables uses the Rounding Errors account you define
in the Currencies region of the Payables Options window to record the
rounding error.

For example, your functional currency is French franc (FRF) and you
enter an invoice in 1000 FRF and enter Euro as the payment currency.
The payment amount converts to 152.53917 euros, at the fixed
conversion rate of 6.555693, and is rounded to 152.54 euros. The
payment, converted back to your functional currency is 1000.0054,
which is rounded to 1000.01. The .01 FRF difference is recorded in the
rounding account.

Oracle Payables Release 11 39-9



Lesson 39: Using Optional Accounting Features

Eg;a Payablesz Options [Yision Operations]

Action Edit @uery Go  Folder Speciall Help

Fccounting T

— Automatic Offset Method Cash Clearing
& Mane v Allow Reconciliation Accounting
 Account [V Allow Future Payment Method
¢ Balancing

— Accounting Methods

Primary Accounting Method Set of Books

Secondary Accounting Method Set of Books

— Journal Entry Creation

Liahility |Audit - Discount Taken [Audit -
Gain or Loss  [Audit - Cash Clearing [Audit -
Rounding |Audit -

[ Create Summarized Journal Entries

Setting Up a Rounding Account (continued)

Oracle Payables uses the rounding errors account you define in the
Currencies region of the Payables Options window to record the rounding
error. In the Accounting region of the Payables Options window, select one
of the following audit information options:

« Audit: Oracle Payables maintains audit information and detail
accounting records for your rounding errors account.

* No Audit: Oracle Payables maintains only summary records of the
transactions for each unique rounding errors account, when you post
payments to set of books.
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E%'Suppliel Sites [Vision Dperations] - Star Gate Litd, 1004

Action Edit Query Go Folder Special Help
Mame |LYON Alternate Name | [
Country |France
Address 89034 Rue de Caille Alternate
Address
City |Lyon State Postal Code [7654J2
Pravince County |France
Language Inactive On [|:|]
Payment =
Terms |15 Net {terms date + 15) Imwoice Currency  [FRF
PayGroup Payment Currency FRF
Payment Priarity (99
Terms Date Basis (Invoice »| T Always Take Discount
Pay Date Basis |Due >| I Exclude Freight Fram Discount
Payment Method [Check ~| [ Pay Alone
[T Attention AR

Supplier Sites
(N) Suppliers—>Entry—>0pen

How to Set Up Default Currencies for Suppliers

In the Suppliers or Suppliers Sites window, you can set different default
currencies for invoices and payments.

* In the Invoice Currency field, select the default currency for recording
supplier invoices.

* In the Payment Currency field, select the default currency for invoice
payments.

* The default currencies cascade down to new supplier sites.

» At the supplier site level, the default from the parent supplier can be
changed.
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Processing Invoices: Euro Settlements

Eg_;glnvoices [¥izion Dperations: USD]

Action  Edit Query Go Folder Special Help Batch Contral Total
Actual Total
b= C
Type Supplier Supplier Mum  Site Irvaice Date Irvoice Nurm Irwaice Curr Irvoice Arnol
= W[standard|[star Gate L|[1004 [Lyon | I |[FrF
K1 I 2l
Amount Paid
Holds DistributionTatal 0.00
FRF 0.00
Status Mewver Approved Posted Mo
EUR 0.00
Desc
Actions... 1 Holds ‘ Payments ‘ Match ‘
Scheduled Payments ‘ Overview ‘ Distributions ‘

Invoices
(N) Invoices—>Entry

Processing Invoices: Euro Settlements

When you enter invoice information, enter an associated fixed rate currency
as the payment currency. For example, you can enter FRF as the invoice
currency, and another EMU currency as the payment currency. Enter the
cross rate date or accept the default. Oracle Payables provides the fixed rate,

the rate type of EMU Fixed, and the default rate date. You can override the
rate date.

Invoice currency defaults from supplier or supplier site.The invoice
currency can be any curreneyabled in the Currencies window. You
can only modify the invoice currency during the invoice entry.
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Eg_;glnvoices [¥izion Dperations: USD]

Action Edit Query Go Folder Special Help Batch Contral Tatal
Actual Total
b= C
Payrnent Curr Payrent Rate Datr Payment Rate Type  Payment Rate Payment Armount
= HED I I I | I
| 2l
Amount Paid
Holds DistributionTatal 0.00
FRF 0.00
Status Mewver Approved Posted Mo
EUR 0.00
Desc
Actions... 1 Holds ‘ Payments ‘ Match ‘
Scheduled Payments ‘ Overview ‘ Distributions ‘

Processing Invoices: Euro Settlements (continued)

In the Payment Currency field, enter the currency in which you want to
pay the invoice. You must first define a fixed relationship between the
invoice currency and the payment currency.

In the Payment Rate Date field, the date that system validates the
payment currency by verifying that there is a fixed relationship defined
in the Currencies window.

For example, based on the following assumptions:
- Invoice currency is FRF and the payment currency is euro.
- The FRF is defined as a fixed rate currency as of May 1, 1998.

- A nonfixed rate for the FRF is defined in the Daily Rates window,
effective from January 1, 1960 to April 1, 1998.

The transaction is rejected if the Payment Rate is before May 1, 1998
and it is accepted if the payment rate is on or after May 1, 1998.
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Eg_;glnvoices [¥izion Dperations: USD]

Action  Edit Query Go Folder Special Help Batch Control Tatal
Actual Total
= =
Organization Rate Type Exchange Date Exchange Rate Functional Currency  Functional Amaount
L{. Corporate usD
b
Kl 2l
Amount Paid o
0.00 Holds DistributionTatal 0.00
FRF .
Status Mewer Approved Posted Mo
EUR 0.00
Desc
Actions... 1 Holds ‘ Payments ‘ Match ‘
Scheduled Payments ‘ Overview ‘ Distributions ‘

Processing Invoices: Euro Settlements (continued)

« Payment Rate Type and Payment Rate: Oracle Payables displays the
information in these fields only when the invoice and payment
currencies are different.

- Oracle Payables verifies that the two currencies have a fixed rate
relationship.

- Assigns a Payment Rate Type of EMU Fixed.

- If the two currencies have a defined rate, Oracle Payables retrieves
that rate.

- If the two currencies have a defined relationship through a fixed rate,
Oracle Payables calculates the rate.

« Rate Type, Exchange Date, and Exchange Rate: The information in these
fields, pertain to the relation between the functional currency and the
invoice currency. Oracle Payables retrieves or calculates the rates from
the Daily Rates, Period Rates, or Currencies windows.
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Using Multiple Currencies: Overview

Using Multiple Currencies: Overview
" - '

1
Set up payable Set up multiple Define supplier
options to use currency bank currency default
multiple currencies accounts

\9‘_ //‘_E)\‘—

Post Pay Review unrealized Enter foreign
invoice  gain or loss report currency invoice

ORACLE"

Copyright O Oracle Corporation, 1999. All rights reserved.
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Entering Exchange Rate Information for Invoices

Eg_;glnvoices [¥izion Dperations: USD]

Action  Edit Query Bo Folder Special Help Batch Control Total
Actual Total
= -
Rate Type Exchange Date Exchange Rate Functional Currency  Functional Amount Terms Date
28] [Corporate |[10-mAY-1997  ||588235294117647| USD 13,346.19 [10.mAY-1997
Kl | 2l
Amount Paid
Halds 0 DistributionTatal 22.688.52
NLG 0.00 =
Status Approved Posted Partial
Desc
Actions... 1 Holds ‘ Payments ‘ Match ‘
Scheduled Payments ‘ Overview ‘ Distributions ‘
Invoices

(N) Invoices—>Entry—>Invoices

How to Enter Exchange Rate Information for Invoices

1 Rate Type: For Spot or Corporate rate types, Oracle Payables
automatically enters an exchange rate if the rate exists in the Daily Rates
table. For a User rate type, enter your own exchange rate.

- Spot rate type: A daily exchange rate that is a quoted market rate
- Corporate rate type: A standard market rate determined by senior
management for use throughout the organization

- User rate type: Used to manually enter your own exchange rate
during invoice entry or at payment time

If you select Spot or Corporate rate type, Oracle Payables automatically
enters the invoice exchange rate from the Daily Rates table.
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Eg_;glnvoices [¥izion Dperations: USD]

Action Edit Query Go Folder Special Help Batch Control Total
Actual Total
. -
Rate Type Exchange Date Exchange Rate Functional Currency  Functional Amount Terms Date

-

|Corparate |[10-MAY-1997 ||-588235294117647| USD 13,346.19 [10-MmAY_1997

I |

] | | |
2

Kl |
Amount Paid
Holds 0 DistributionTatal 22 ,686.52
NLG 0.00 =
Status Approved Posted Partial
Desc
Actions... 1 Holds ‘ Payments ‘ Match ‘
Scheduled Payments ‘ Overview ‘ Distributions ‘

How to Enter Exchange Rate Information for Invoices (continued)
2 Exchange Date: For the User Rate type, enter the exchange rate date.

3 Exchange Rate: Enter the corresponding exchange rate for the exchange
date.

4 Oracle Payables places a No Rate hold on foreign-currency invoices that
do not have a defined exchange rate.
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Paying Foreign-Currency Invoices

Eg_;gPaymenls [¥izion Operations: USD] - Pay Scheduled Payment

Action  Edit Query Bo Folder Special Help
=]

Type  Bank Account Docurnent Mame  Document Mum Fayment Date Payment Amount  Curr
L{.|0uick Barclay's-NL  ||[Cheque 8900015 NLG |[
= I I I | | Il

1 2+

Actions... 1 ‘ Viewl Invoices | Enter/Adjust invoices ‘
Payments

(N) Payments—>Entry—>Payments

How to Pay Foreign-Currency Invoices
To pay an invoice in the same currency as the invoice currency:
1 Select a foreign-currency bank account.
2 Use any payment method to pay foreign-currency invoices.
3 Enter exchange rate information for the payment.
To enter exchange rate information for foreign-currency payments:

1 If exchange rate information exists in the Daily Rates table, Oracle
Payables automatically enters exchange rate information for Spot and
Corporate rate types.

2 Enter exchange rate information manually for the User exchange rate.

3 To enter exchange rate information for payments that are missing
exchange rates, click Submit Autorate from the Submit Request window.
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Reviewing Unrealized Gains and Losses

Reviewing Unrealized Gains and Losses

E;g Submit Request
Action Edit Guery Go Folder Special Help

02

— Run this R t

Request Mame |Unrea|ized Gain/Loss Report |
Parameters |Curporate.l]ﬁ-MAR38.No. |

Language |American English

— At these Times...
As Soon As Possible Schedule... ‘

— Upon Completion...

Save all Output Files
Naotify Completion Options... ‘

Print Ta 30P407

Copy a Prior Request... Cancel Submit Request ‘

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

Reviewing Unrealized Gains and Losses

* Submit Unrealized Gain/Loss report to review unrealized gains and
losses on foreign currency invoices.

* Anunrealized gain or loss occurs on an unpaid foreign currency invoice
when the exchange rate changes.

* Oracle Payables runs this report by currency and supplier.

* The report provides you with a total for each currency and a total for all
the currencies. Oracle Payables prints supplier names alphabetically
within each currency.

e Use the Submit Requests window to submit this report.
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Using Automatic Offsets

Using Automatic Offsets

 Consider using automatic offsets if you enter
invoices for expenses or assets for more than one
balancing segment.

« By enabling automatic offsets, Oracle Payables
allocates the liability, discount taken, and gain or
loss entries across multiple balancing segments.

« If you do not enable automatic offsets, Oracle
Payables records the liability, discount, and gain or
loss entries in the accounts you specify in the
Payables Options and Bank windows.

ORACLE"

Copyright O Oracle Corporation, 1999. All rights reserved.

Overview

If you enter invoices for expenses or asset purchases for more than one
balancing segment, consider using automatic offsets to keep Oracle
Payables transaction entries balanced at the balancing segment level.

For an invoice, Oracle Payables creates offsetting liability distributions. For
a payment, Oracle Payables creates offsetting cash and discount taken
distributions. This helpsto ensure that each set of accounts remains balanced
by balancing segment. Otherwise, Oracle Payables records offsetting entries
using the liability account from the supplier site, the cash account associated
with the bank account used for payment, and the discount account specified
in the Payables Options window.

Alternatively, you can set up intercompany accounting in Oracle General
Ledger so that General Ledger automatically creates the intercompany
accounting entries necessary to balance atransaction at the balancing
segment level. If you choose to use intercompany accounting instead of
automatic offsets, Oracle Payables transactions that cross multiple balancing
segments will not balance at the balancing segment level until you transfer
them to Oracle General Ledger and submit the Journal Import program.
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Using Automatic Offsets

E%Payahles Options [Vision Operations]

Action  Edit  Cuers Go Folder SpeciEl Help

Accounting |
— Automatic Offset Method Cash Clearing
& Mone IV Allow Reconciliation Accounting
< Account ¥ Allow Future Payment Methard
< Balancing

— Accounting Methods

Primary Accounting Method Set of Books

Secondary Accounting Method Set of Books

A

— Journal Entry Cr
Liability |[Audit - Discount Taken |Audit -
Gain or Logs [Audit - Cash Clearing |[Audit -
Rounding (Audit -

™ Create Summarized Journal Entries

Payables Options
(N) Setup—>Options—>Payables

Enabling Automatic Offsets

« In the Accounting region of the Payables Options window, choose
Account or Balancing as your automatic offset method.

- Account: Oracle Payables retains all segments except the
distribution's account segment when it builds an offsetting account.
Use this option if you want all of your accounts to preserve the same
level of distribution detail.

- Balancing: Oracle Payables retains only the distribution’s balancing
segment when it builds an offsetting account. Companies typically
find this level of detail sufficient.

« Select Audit as the Journal Entry Creation default for liability, discount
taken, gain or loss, and cash clearing transactions. This enables Oracle
Payables to supply General Ledger with the information needed to create
detail balancing journal entries when you run Journal Import.
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E%Payahles Options [Vision Operations]
Action Edit Guery Go  Folder Special Help

Payment -]

Bank Account |Bufﬂ
Payment Batch Limit (1000000
EFT User Number [13651875
Discount Distribution Methad |System Account |v|
Additional Fay Thraugh Days l?_l
[ Allow Document Category Override

— Single Payment
v Allow Print v Allow “oid and Reissue
v Allow Pre-Date ¥ Allow Address Change
— Remit-To Bank Bank Charges
¥ Allow Remit-To Account Override ’7|_ Lise Bank Charges

Enabling Automatic Offsets (continued)

* Optionally, leave the Create Summarized Journal Entries check box
cleared. Oracle Payables can then create journal entries with invoice and
cash distributions in detail.

* In the Payment region of the Payables Options window, choose System
Account as the discount distribution method if you want Oracle Payables
to prorate discounts across the invoice distributions when you pay an
invoice that crosses multiple balancing segments. The balancing
segment from the offsetting invoice distribution replaces the balancing
segment of the system discount taken account when Oracle Payables
builds the accounts for these entries.
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Using Automatic Offsets

ggﬂank Accounts [¥ision Operations] M=l E3
Action  Edit Query Go  Folder Special Help
Bank Name Bank of America Branch Name Mew York
— Bank A t bl —
Mame |BofA Alternate Mame |
MNumber |10271-17621619 Account Type |Corporate
Account Use [Internal |'| Check Digits
Currency |USD Inactive Date
Dascription | [ |:|]
Maxirmum Outlay |[1,000,000.00 ¥ tultiple Currency Payments
Maximum Payment [300,000.00 ¥ Allow Zero Payments
Minimum Payment |10.00 ™ Pooled Account
GL Account Description
Realized Gain |l]1-?4l]-7342-l]l]l]l]-l]l]l] Operations-Corporate Finance-E
Realized Loss |l]1-?4l]-7344-l]l]l]l]-l]l]l] Operations-Corporate Finance-E
Payables Documents | | Bank Codes

Bank Accounts
(N) Setup—>Payment—>Banks (B) Bank Accounts

Enabling Automatic Offsets (continued)
» To create a pooled account, select the Pooled Account check box in the
Payables Options region of the Bank Accounts window.
- The cash in a pooled bank account is shared by multiple balancing
segments.
- The cash in a nonpooled bank account is associated with a single
balancing segment.
When you create a payment from a pooled bank account by using automatic
Offsets, Oracle Payables automatically builds the cash account for each
payment distribution on the basis of the bank account’s associated cash
account by using the chosen automatic offset method.
When you make a payment using a nonpooled bank account, Oracle
Payables generates only a single cash offset even if automatic offsets is
enabled. For payment distributions that cross balancing segments, you can
either enter balancing entries manually or set up Oracle General Ledger to
create them automatically on posting.
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Implementing Sequential Numbering

Implementing Sequential Numbering

 Select the Sequential Numbering check box in the
System Profile Values window.

« Optionally, define additional document categories
in the Document Categories window.

« Define document sequences in the Document
Sequences window.

 Assign document sequences to categories in the
Sequence Assignments window.

» Optionally, enable document category override in
the Payables Options window in either the Invoice
or the Payment region.

ORACLE"
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How to Implement Sequential Numbering

1 Select Sequential Numbering Profile check box. In the System
Administrator responsibility, set the Sequential Numbering Profile
option to Always Used, Not Used, or Partialy Used for the site level.

2 Define document categories. In the System Administrator responsibility,
define additional document categories. Oracle Payables predefines
document categories for invoices and payments.

3 Define document sequences. In the system administrator responsibility,
define sequence names.

4 Assign document sequences to document categories. In the system
Administrator responsibility, associate a document sequence to one or
more combinations of applications, set of books, document categories,
creation method (manual or automatic), and arange of transaction dates.

5 Optionally, enable document category override.

- AsaPayables Option, override the default document category
assigned to invoice and payment documents.

- Optionally, override the default document category for invoices.
- Optionally, override the predefined payment document category.
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Using Sequential Numbering

Using Sequential Numbering

» Enter sequential numbers manually or
automatically for invoices and payments.

« Enter voucher details for invoices and payments.

« Create journal entries with sequential number
details.

ORACLE"
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How to Use Sequential Numbering

You can assign sequential voucher numbers to each invoice and payment in
the Oracle Payables system to ensure that you have a unique number for
each document. You can also maintain an audit trail if you post detail journal
entriesin your genera ledger, because you can trace ajournal entry back to
the original document.

For the following documents you manually create, you can manually enter a
voucher number in the Voucher Number field of the Invoices or Payments
window, or have Oracle Payables enter it automatically:

e Manually entered invoices
e Manual payments
e Quick payments
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Using Sequential Numbering

» Enter sequential numbers manually or
automatically for invoices and payments.

« Enter voucher details for invoices and payments.

« Create journal entries with sequential number
details.

ORACLE"
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How to Use Sequential Numbering (continued)

For the following documents that Oracle Payables automatically creates,
you can have Oracle Payables automatically assign automatic sequential
voucher numbers, but you cannot manually enter voucher numbers:

* Invoices created during Payables Invoice Import
* Invoices created from recurring invoice templates
« Payments created in a payment batch

* Interest invoices
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Summary

Summary

Summary

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

 Balance entries for intercompany transactions

» Pay invoices in a currency other than the invoice
currency

Enter and pay multiple currencies invoices
» Review unrealized gains or losses

» Use automatic offsets

» Use sequential numbering

ORACLE"
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Lesson 40: Reporting, Accounting, and Auditing Setup

Reporting, Accounting, and Auditing Setup

Reporting, Accounting, and Auditing
Setup

Selecting a set of books
Setting up multiple currencies

Setting up foreign-currency bank accounts
« Defining accounting and audit levels

ORACLE"

Copyright O Oracle Corporation, 1999. All rights reserved.
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Selecting a Set of Books

Selecting a Set of Books

E"Eﬁﬁet of Books [Yizion Operations: USD]

Action  Edit Query Bo Folder Special Help

oet of Books |‘Jisiun Operations {USA) |

Calendar Accounting

Functional Currency USD

5L Account Structure pperatiuns Accounting Flex

Set of Books
(N) Setup—>Set of Books—>Choose

How to Select a Set of Books

A set of books defines the account structure, accounting calendar, and functional
currency that the organization uses to record transactions in Oracle Payables. You
can choose one primary set of books for each installation of Oracle Payables. You
can choose a secondary set of books in the Accounting Methods region of the
Payables Options window if you are keeping both an accrual and a cash set of
books.

Your responsibility determines with which set of books you are working.
To select the primary set of books:

1 Open the Set of Books window.

2 Enter the name of the set of books.

3 Save your work.
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GL Accounts
Realized Gain (01-740-7842 0000000 Operations-Corporate Financg
Realized Losg |01-740-7844 0000000 Operations-Corporate Financy
Rounding [01-740-7826-0000-000 | |Operations-Corporate Financy

[v Use hultiple Currencies
" Require Exchange Rate Entry

Exchange Rate Type |C0rpurate

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

Enable the Use Multiple Currencies option if you want to enter and pay invoices
in a currency different from your functional currency. Oracle Payables also
enables you to define a multiple currency payment format and bank account if
you enable this option.

Enable the Require Exchange Rate Entry to require entry of an exchange rate
whenever you enter an invoice or a payment in a currency other than your
functional currency. If you maintain daily rates in the Daily Rates window,

Oracle Payables defaults the rate automatically, based on the date and the rate
type you enter. Oracle Payables always requires you to enter an exchange rate
when you use the User exchange rate type, even if you do not enable this option.

Select the default exchange rate type for entering invoice and creating
payments.

Enter the GL exchange gain and loss accounts. Oracle Payables uses these
accounts as the default realized gain or loss account for payments from the bank
accounts.

Enter the Rounding account. Oracle Payables uses this account when you use
multiple currencies.
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Setting Up Foreign-Currency Bank Accounts

EgaBank Accounts [Vision Operations]
Action Edit Query Go  Folder Special Help

Bank Mame Bank of America Branch Mame MNew York
— Bank Accounts ol —
Name |BofA Alternate Marne |
Mumber |10271-17621619 Account Type |Corporate
Account Use |Internal |V| Check Digits :I
Currency [USD Inactive Date
Description | [|:|]
Maxirmurm Outlay |1,000,000.00 [ Multiple Currency Payments
Maximum Payment |[500,000.00 [V Allow Zero Payments
Minimum Payment |10.00 " Poaled Account
GL Account Description
Realized Gain |I]1-?4I]-?842-I]I]I]I]4]I]I] Operations-Corporate Finance-E
Realized Loss |l]1-?4l]-?344-l]l]l]l]-l]l]l] Operations-Corporate Finance-E
Payables Documents ‘ | Bank Codes

Bank Accounts
(N) Setup—>Payment—>Banks (B) Bank Accounts

How to Set Up Foreign-Currency Bank Accounts

To define a single-currency bank account:

» Define a bank account currency other than the functional currency to create a
single-currency bank account.

« Define payment documents that use single-currency payment formats or
multiple-currency payment formats.

* Use a bank account to pay invoices in one currency only by not selecting the
Multiple Currency Payments check box.

To define a multiple-currency bank account:

» Define the functional currency as the bank account currency, and select the
Multiple Currency Payments check box to use a bank account to pay invoices in
multiple currencies.

« Select a payment currency when paying all invoices in a batch. For example, use

the same multicurrency bank account to pay British pound sterling invoices in
one batch and French francs invoices in another batch.

Oracle Payables Release 11 40-5



Lesson 40: Reporting, Accounting, and Auditing Setup

Defining Accounting and Audit Levels

Eg; Payables Dptions [Vizion Operations]

Action Edit Guery Go Folder Special Help

Accounting |
— Automatic Offset Method Cash Clearing
& Mone [v Allow Reconciliation Accounting
" Account ¥ Allow Future Payment Method
¢ Balancing

— Accounting Methods

Primary Accounting Method Set of Books

Secondary Accounting Method Set of Books

— Journal Entry Cri
Liahility [Audit - Discount Taken |Audit -
Gain or Logs [Audit - Cash Clearing [Audit -
Rounding |[Audit -

[ Create Summarized Journal Entries

Payables Options: Accounting Region
(N) Setup—>Option—>Payables

How to Define Accounting and Audit Levels

Use the Accounting region of the Payables Options window to control accounting
information for your Oracle Payables system.

* Enable automatic offsets by selecting Account or Balancing as the offset method
if you want Oracle Payables to automatically create balancing entries for the
invoice and payment transactions. If you enable automatic offsets, for invoice
transactions, Oracle Payables creates one offsetting liability distribution for
each invoice distribution, according to the offset method you choose. You can
select one of following options:

- None: Do not use automatic offsets. For invoice transactions, Oracle
Payables creates one liability distribution; and for payment transactions,
Oracle Payables creates one cash type payment distribution.

- Account: When creating the offsetting liability account, Oracle Payables
uses the expense GL account from the invoice distribution and overwrites
the account segment with the default liability account from the supplier site.
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Defining Accounting and Audit Levels

E%Payables Optionz [Vizion Operations]

Action Edit Guery Go o Folder Special Help

Accounting |
— Automatic Offset Method Cash Clearing
& Mone ¥ Allow Reconciliation Accounting
¢ Account Iv Allow Future Payment hiethod
" Balancing

— Accounting Methods

Prirmary Accounting Method Set of Books

Secondary Accounting hMethod Set of Books

— Journal Entry Creation

Liability [Audit - Discount Taken |Audit -
Gain or Loss [Audit - Cash Clearing [Audit -
Rounding [Audit -

[ Create Summarized Journal Entries

How to Define Accounting and Audit Levels (continued)

- Baancing: Oracle Payables uses the supplier site’s default liability account
and overwrites the balancing segment (usually the cost center code) with the
balancing segment from the expense distribution GL account.

e Cash Clearing: You can enable only one of the following two options:

- Allow Reconciliation Accounting: Select this option 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.

- Allow Future Payment Method: Select this option if you want to use the
future dated and manual future dated payment methods in Oracle Payables.
If you use the future payment method, you can create a payment document
with a future date (maturity date). The payment document instructs your
bank to disburse funds to your supplier's bank on the maturity date.

You cannot use reconciliation accounting if automatic offsets are used.
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E%Payables Optionz [Vizion Operations]
Action Edit Guery Go o Folder Special Help

Accounting |
— Automatic Offset Method Cash Clearing
& Mone ¥ Allow Reconciliation Accounting
¢ Account Iv Allow Future Payment hiethod
" Balancing

— Accounting Methods

Prirmary Accounting Method Set of Books

Secondary Accounting hMethod Set of Books

— Journal Entry Creation

Liahility |[Audit - Discount Taken |Audit -
Gain or Loss [Audit - Cash Clearing [Audit -
Rounding [Audit -

[ Create Summarized Journal Entries

How to Define Accounting and Audit Levels (continued)

« Accounting Methods: Methods used to create accounting entries for transactions
in accordance with cash basis, accrual basis, or both (combined basis)
accounting methods.

Primary Accounting Method: Accounting method you use for your primary set
of books. Although the Primary Accounting Method is not a required field, you
cannot transfer invoice and payment information to your general ledger until
you have entered a primary accounting method.

» Set of Books (Primary/Secondary): Oracle Payables displays the primary set of
books you selected in the Choose Set of Books window. If you use a secondary
set of books, select its name from the list of values. Your secondary set of books
must have the same currency, chart of accounts, and calendar as your primary
set of books.
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Defining Accounting and Audit Levels

E%Payables Optionz [Vizion Operations]

Action Edit Guery Go o Folder Special Help

Accounting |
— Automatic Offset Method Cash Clearing
& Mone ¥ Allow Reconciliation Accounting
¢ Account Iv Allow Future Payment hiethod
" Balancing

— Accounting Methods

Prirmary Accounting Method Set of Books

Secondary Accounting hMethod Set of Books

— Journal Entry Creation

Liahility |[Audit - Discount Taken |Audit -
Gain or Loss [Audit - Cash Clearing [Audit -
Rounding [Audit -

[ Create Summarized Journal Entries

How to Define Accounting and Audit Levels (continued)

« Journal Entry Creation: These are default audit information options for your
invoice and payment transactions. You can override these defaults each time you
initiate the Oracle Payables Transfer to General Ledger program. Oracle
Payables automatically maintains audit information for all expense and cash
transactions.

» Liability: Select the method for maintaining audit information:

- Audit: Oracle Payables maintains detail audit information for your liability
transactions when you post to your accrual set of books.

- Partial Audit: Oracle Payables maintains audit information and invoice-level
accounting records for your liability transactions when you post to your
accrual set of books. This option groups liability lines by invoice and does
not include the distribution level detail that the Audit option includes.

- No Audit: Oracle Payables maintains summary records of the invoice and

payment transactions for each unique liability account when you post to
your accrual set of books.
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E%Payables Optionz [Vizion Operations]

Action Edit Guery Go o Folder Special Help
Accounting |

— Automatic Offset Method

& Mone
¢ Account
" Balancing

Cash Clearing

¥ Allow Reconciliation Accounting
Iv Allow Future Payment hiethod

— Accounting Methods

Prirmary Accounting Method

Set of Books

Secondary Accounting hMethod

Set of Books

— Journal Entry Creation

Liahility |[Audit

Gain or Loss [Audit

Rounding |[Audit

Discount Taken

Cash Clearing

[ Create Summarized Journal Entries

Audit -
Audit -

How to Define Accounting and Audit Levels (continued)

e Gain or Loss: Select the method for maintaining audit information for the
foreign currency gains and losses if you use multiple currencies.
- Audit: Oracle Payables maintains detail audit information for your gain or
loss transactions when you post payments to your accrual set of books.

- No Audit: Oracle Payables maintains summary records of the invoice and
payment transactions for each unique foreign currency gain or loss account
when you post payments to your accrual set of books.

« Discount Taken: Select the method for maintaining audit information for your

discount distributions.

- Audit: Oracle Payables maintains detail audit information for the invoice
discount transactions, when you post payments to your accrual and cash sets

of books.

- No Audit: Oracle Payables maintains summary records of the invoice and
payment transactions for each unique discount taken account when you post
payments to your accrual and cash sets of books
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E%Payables Optionz [Vizion Operations]

Action Edit Guery Go o Folder Special Help

Accounting |
— Automatic Offset Method Cash Clearing
& Mone ¥ Allow Reconciliation Accounting
¢ Account Iv Allow Future Payment hiethod
" Balancing

— Accounting Methods

Prirmary Accounting Method Set of Books

Secondary Accounting hMethod Set of Books

— Journal Entry Creation

Liahility |[Audit - Discount Taken |Audit -
Gain or Loss [Audit - Cash Clearing [Audit -
Rounding [Audit -

[ Create Summarized Journal Entries

How to Define Accounting and Audit Levels (continued)

e Cash Clearing: You need only enter a value in this field if you select either the
Allow Future Payment Method Payables option or the Allow Reconciliation
Accounting Payables option.

- Audit: Oracle Payables maintains audit information and detail accounting
records for future payment and cash-clearing transactions when you post
payments to your accrual and cash sets of books.

- No Audit: Oracle Payables maintains only summary records of the
transactions for each unique future payment or cash clearing account when
you post payments to your accrual and cash sets of books.

» Create Summarized Journal Entries: If Oracle Payables creates summarized
journal entries, it combines all the invoice or payment transactions for a
particular account into a single journal entry line when you submit the Payables
Transfer to General Ledger program. If you do not create summarized journal
entries, Oracle Payables creates a journal entry line for each invoice or payment
distribution. You cannot enter a value in this field if General Ledger is not
installed. If General Ledger is not installed, Oracle Payables transfers the
accounting information to your general ledger but does not create journal entry
batches, headers, or lines.
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Lesson 41: Unit V Summary

Unit Summary

Unit Summary

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

» Submit standard reports

« Define, submit, and modify report sets

 Transfer fixed assets detail to Oracle Assets
 Transfer accounting detail to general ledger

« Close and reconcile the period in Oracle Payables
 Purge records

 Balance entries for intercompany transactions

 Pay invoices in a currency other than the invoice
currency (euro settlements)

« Enter and pay multiple-currency invoices

ORACLE"
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Lesson 42: Course Summary

Course Summary

Course Summary

In this course, you should have learned how 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

ORACLE"
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Appendix A: System and Profile Options

Profile Options in Oracle Payables

During your implementation, you set values for profile optionsin Oracle Financials
to specify how Oracle Payables controls access to and processes data. In addition to
the Oracle Payables profile options, Oracle Payables uses profile options from other
Oracle Financials applications to control features, such as Budgetary Control and
Sequential Numbering, which affect more than one application.

If you have installed Oracle Self-Service Web Applications and your organization

uses Oracle Web Employees to enter expense reports, you can also enter

WebEXxpense profile options to control expense report entry by your organization’s
employees. If your organization does not use Oracle Web Employees to enter
expense reports, ignore the WebExpense profile options.

In addition to profile options, Oracle Payables provides you with Financials and
Payables options that you use to enable the invoice, payment, currency, tax, and
accounting controls in Payables.

Your System Administrator sets many of these user profile options at one or more of
the following levels:

» Site

« Application

* Responsibility
e User

Use the Personal Profile Options window to view or set your profile options at the
user level. Consult yoracle Applications System Administrator’s Guidealist
of profile options common to all Oracle Applications.
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.Supplier Payment History Report
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_Supplier Paid Invoice History
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.Supplier Merge Report

pabueys siuauhkeq Bu1i1inday |e10l O
S8d% I10AU| @1ed1|dng |el0l T
pabueys sadloAu| |el10l §

xxxx P90JAU 1JOU SBD10AUT 81D 1|ANd  ON INIWWA xxxx

sjuauked Bu 11inosy a1ed 1 |dng 0o
pabueys siuauhed Bu1iinday 0
S8d I10AU| @1ed1|dng T

pabueys sadloAu| §

000 86 '6€9€ dasn 104 Jelol
000 c9 'ece V6 NV(-TT 0T8TE asn ON
Jo11ddns syl Joj @1ed1|dnp ® 8q p|noM 11 82U IS 82 10AU | S 1Yyl pabiau lou sey sa |qehed 3 |90 xx«x yEELE8C asn SOA
000 00 '85¥ 76 NV -G0 066€68SC asn ON
000 65 902 76 NV -20 L66€68SC asn ON
000 LLTIST'T 76 NV -80 2eov68sr asn ON
000 00000 ‘T 6 NVC-TT ZLShyLr asn ON
p led 1lunauy junauy 99 I0AU | uo 11d 119S3g 81eg 99 I0AU | JaqunN 89 10Au | Adua1in) a1ed | |dng
99 10AU |
WVHON WY 19 - @9 14J0 19 jeydss :1a1|ddns p D IWVHON WY 19 - 99 1}4J0 pue auod 19 }9eydss :1a | |ddng maN
1loday abign Jo1|ddns
¢ 0T :abed
0S 16T ¥66T UWA-¢T :dleq }Joday suo 1jeladd ‘SN

110day abia Ja1jddnsg

Oracle Payables Release 11

B-11



Appendix B: REPOI SAMDIES oo

0 Jddy
uaua

76 NVC-TT  Beugn

xPasesd |3« V6V
pas

ea |8y

19 1D

76 NVC-TT Sp |0H
xpasesd |3d« '1G¢
ERIER!

CEFR ¢

76 NVC-TT xel
P BHx 'SV

9legd snlels
UyolaN  yolan

pe1dsddy pa||ig

snlejls 8d IOAU |

T j0 T
TG LT ¥66T NV -6¢

junauy 99 I0AU |

9 leg

:abed
1J0day

0°09 00 0°09 ‘8.¢€ ‘8.¢€
3A1/1SOS 9N0ES -9A 1Ip pJleH %x
ov
76 NVC-TT
0°'S 0°'S 0°'S 911 9TT
auoyd Jed ¥
79
76 NVC-TT
0 '0S 00 0 '0S ‘029 ‘029
S92 118S ,00G. -pJeoqiayign
00
76 NV -CT Japlo Aiouaau |
paA 1803y palep D 92 I0AU | 0 'd
....... Arrwen -----------><---------901Jd 1lUN ---------
uo 11d 119s8Qg JaqunN wal |
91eg 99 IOAU | aueN Yo reg uo 11d 119saq

140434 1 IV13d dOH ON HOLWA

yoses  adsn asn L-ulisny
OJNOVS T 9€09
A |ddns
¢06 -199 SO 1uol1109 3 J8nduo)
yoses  adsn asn L-ulisny
SATVSOVS T 97109
A |ddns
S09..-6€ SO 1uol1109 3 J8nduo)
yoses  asn asn id @11y Id @1 1WA
OJNOVS 4 T 8209
ou |
¥£688Y ‘S uauoduo) 8A Isuaysiduo)
1N AU O'dadioaul 0Od
--> <-Adus 1D -> <-- 8apoy Xel --->
uo 118907 8SEd |3y du I JagqunN O 'd
J1aqunN 89 10AU | aueN Ja 1 |ddns

suo11el1add s N

1oday |rera@ p|oH Buiyorep

Oracle Payables Release 11

B-12



. Matching Hold Detail Report
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_Prepayments Status Report

SpIoH JO snhieis
1aqunN

|eao iddy Bu 1u rauay

SpIoH JO snieis
1aqunN

BN 821440 |[9IUgN  aueN J8 | |ddns

(00 "000 ‘o) asn ul dnop sauoyl B Joxeg o) |elOL
(00 000 ‘ot7) siaufedsid Jo}) [e101gng
panoiddy 00 ‘000 ‘Ot 00 '000 ‘Ot €6 -INC-6T €6-1NC-6T Z00T  ININAVLIAM OININVHOVS
|eao iddy Bu 1u ausy junouy  unauy jeu 1b 1. 9 1eq 91eg JaqunN 89 10AU | 8dAl 89 I0AU | 911S
luaua | 118S
asn :Adusium
dnox sauoy] B Jaxeg :aueN Ja | |ddns
(00 '059 ‘¥T) asn ul ou| ‘s|d10H dllue |y 10} |elol
00 '0G¢€ S82 I0AU| 10} |elo1lgns
panoiddy 00 ‘0S€ 00 "0S€ 76 NV [ -80 8vEY. QHIVANVLS AL 1D YHOA M3aN
(00 000 ‘ST) siaufedsid Jo}) [e101gng

:pug a81eg 82 I0AU |
11Jei1s aleg 89 I0AU |

T 0T
OT ‘€T ¥66T -dWA -GS0

:abed
9 1eg

1J0day

unauy

00 ‘000 ‘ST €6-INC-6T €6-1NC-6T T00T IINENVNZCEC] AL 1D MHOA MaN
wunauy Jeu b 1o 9 1eq 91eg JaqunN 89 10AU | 8dAl 89 I0AU | 911S
juaua |118s

asn :Adus1um
Ju| ‘s|8104 olue |y :aueN Js | |ddng
S3A 1S9 I0AU | Bpn [dU |

SOA 1SQUaN 11gag/11Ipa D 8pn |ou | |Iv :aueN Jo1|ddng
SO\ :Suauhkeda ld apn |ou | | v :9dAl Ja1|ddns
1Joday snieis juaudeds id suo11el1add SN

11oday snieis sjuswAedaid

Oracle Payables Release 11

B-15



Appendix B: REPOI SAMDIES oo

Oracle Payables Release 11

LG '89¢€ ‘6 dsn ul JulBN 92140 |[91UBN 10} [elol
15898 ‘TT S99 10AU| IO} [eloIgns
0 pano iddy Bwow: ........ Bw@w: .............. ¥6 NV[ -TO 76 NVC -T QHVANY LS NOOSNL
(00 "00S ‘2) sjuaukedaid 1o} [eloiqns
0 pano iddy .&..&m“.,m. ......... &..&m“.,m. .......... m.mr.:.?mﬂ €6-INC -6T 000T  ININAVLIAd NOOSNL
SDI0H Jo Snieis [eroiddy Buju muay Junawy  unawy feuBio swd  owa isquny soloau| odAL 8o oMMl -
JagquNN uaus |118s

B-16

asn :Adus1um



Invoice Aging Report

18 191 000 000 000 T8 191 0°00T Ve T ¥6 NVC-TT 0T8TE
68 'G.S 000 000 000 68 'G.G 0°00T /2 T ¥6 NV[ -80 2e0v68Se
0€ "€S€ 000 000 000 0€ "€S€ 0°00T 8¢ T ¥6 NVC-L0 1/66E68SI
00 '62¢ 000 000 000 00 '62¢ 0°00T O0¢ T ¥6 NV[ -GS0 066E£68S(
22€.-G8.-T€ |lawod g weyBuwiig 2115 90 14J0 J94eyos :19||ddns
%00 "00T %00 0 %00 ‘0 %00 0
00 '0ST ‘v 000 000 000 00 '0ST ‘'t ‘leloL
00 '0ST ‘¥ 000 000 000 00 '0ST ‘v 0°'00T 6S¢ T ¥6 NVl -0T ¥6 NV[ -T0
9/6G-€G¥ 0001d o AN olejing @11 ‘ou| ‘salliadoud 8b11said 4ot |ddng
%00 "00T %00 0 %00 0 %00 0
12°G9/. ‘¢ 000 000 000 12°G9. '€ 140d3d ISNIdX3 8dAL @2 10AU|  :JO) [elOL
%00 "00T %00 0 %00 0 %00 0
€2 '6€8 000 000 000 €2 '6€8 ‘leloL
€2 '6€8 000 000 000 €2 '6€8 0°00T Ve T ¥6 NVC-TT 6 NVC -TO
Vo) oluaue loes :91IS 118904 N ‘49| |97 :l191|ddns
%00 "00T %00 0 %00 ‘0 %00 0
ST '9/5'T 000 000 000 GT '9/G'T ‘leloL
GT '9/G6'T 000 000 000 GT '9/GS'T 0°00T ¢ T 6 NV(C-TT 76 NVC-TT
Yo oluaueoes :811S IN ILS MHO  ‘AITVL -Je 1 jddng
%00 "00T %00 0 %00 0 %00 0
68 6V ‘T 000 000 000 68 6V ‘T [e101
68 6V ‘T 000 000 000 68 6V ‘T 0°00T Ve T ¥6 NVC-TT €6 -03d -80
AN N IOA MaN 811S yelsogag ‘S ‘|I1B :491|ddns
anp 180 anp 180 anp 180 anp a0 bBu 1u rauay p redun ang JagqunN 9 1eq JaqunN
SO\ € 18/0 S)O9\ € S)O\ ¢ oW T lunauy % w>.mn_ acmE\A.mn_ ang 990 IOAU |
T j0 T :abed | v :9dAl 82 10AU |

GE 'T0 ¥66T-d3d4 -¥0 :8leg 1.oday

11oday Bu 1By 82 10AU |

suo11el1add s N
110day Bulby adloAau|

Oracle Payables Release 11

B-17



Appendix B: REPOI SAMDIES oo

Oracle Payables Release 11

12 °SEL'6 000 000 000 12°SEL'6 adAL 8d10AU| |V (1O} |elol
%00 "00T %00 "0 %00 "0 %00 "0
00 0.6 'S 000 000 000 00 0.6 ‘S QYVANVLS ®dAL 8o 10AU| :JO) [elol
%00 "00T %00 "0 %00 "0 %00 "0
00028 ‘T 000 000 000 00028 'T lelol ©
........................................................................... |
00 ‘00§ 000 000 000 00 "00S 0°'00T V2 T ¥6 NVC-TT Z.SPPLIC i m



.Gash Requirement Report

0¥ '¥90 ‘€

0¥ ‘796 ‘¢

ST 926 'T

GT 9.6 'T

lelol
aA 11e jnunp

T 0T
0¢ ‘vT ¥66T NV -9¢

SOA

:abed
9 1eg

p Jepue 1S wn Wa id ddue Insu |

in10e [nugpn

p lepue 1

p lepue 1

9ako |dug

1J0day

panouddy dnok Aed

(M4
SOA

sabeyoed Jaquadsg

91 91ins swybiu z 00

uo 11d 119saq unauy

:uo 11do A sauuns
:dno B Aeyq
:S89 I0AU | paAo iddeun apn [du |

76 NV -0T

76 NV -20

76 NV -¢0

76 NV -80

76 NVl -TT

9 1ed
90 I0AU |

1loday siuaus s inbay ysed

6 -d34 -v¢

10} [elol

¥6-d34 -1¢

10} [elol

76 -d34 -91

10} [elol

¥6-d34 -20

10} [eiol

76 NVC-TT

9 1ed
unoss ig

:9oueINSU | 9} ITNuUYN 10} |elol
6008 -9O adueInsu| 8} IMnueN
6934 -1¢
pawu 11 NN Ain us) 1ST¢Z 10} |elol
¥6 NVC-L0 paw 1} |qN AInjusD 1sTe
6 -934 -9T
9P Mp [IQ\ THA 04 [eloL
€5556€84 ap Mp |1\ THA
6 -934-20
170U ‘s|@1oH O llue |y 04 [elOoL
8VEYL U ‘S[910H Jllue |
6 NVC-TT
AN IS MHO ‘A3TVL o4 |eloL
76 NVC -TT 3N LS [HO  ‘A3TTVL
oqury sotomu) aven Ja | ddng
asn :Asus1inp
¥6 -g34 -8Z @ 1ed X280
¥6-934 -82 :91eq ybnoiyl Aed

ON :ang usayn A w0 Aed

suo11el1add SN

11oday 1uawaliinbay yse)d

B-19

Oracle Payables Release 11



Appendix B: REPOI SAMDIES oo

ov '119 '8

0¥ ‘¥9€ ‘L

p lepue 1

oy '119 '8

00 "Lv2 T

76 NVl -TT

Oracle Payables Release 11

"[B101 DY} Ul P21D3|J3I 10U BJB S3JRI OU dARY Teyl SaJI0AU| ¢

asn 10} [e1ol Aous i

‘v6-934-G¢ 10} |elol

:Adopxo IO 104 [el0L

€918 Kdopo D +6 -g34 -5¢

B-20

‘v6-934-¥¢ 10} |elol



Posting Hold Report

unoooe aje |dua) ® S| UYdIyw JUNOIdJE UB S3SN U0 1INQ1J1SIP dUO 1SEd | I 9 1e |dusyl
Junoooe AJauuns ® S| UYdIYyw JUNODddB UB S3sSN U0 1INQ1J1SIPp dUO 1Sed | A rauuns
pawo | e jou s1 Buiisod |1eidp Yo Iyw 01 JUNODOE UB S3SN UO 1IN 1J1SIP dUO 1SBd | I 1s0d
po 11ad Bu 1j1unoooe paso |0 B Ul S| 8JI0AUI UOIINQ1J1SIP dUO 1SEd | po 11ad
9A110BU I S| Y2 Iyw IUNO22e Ue S3SN B2 I0AUI UO 1ING 11ISIpP BUO 1Sed | W aA 110eU |
pa |ges Ip uaag sey Yyd IYyw JunoddB UB S3SN 82 I0AU| UO 1INQ141SIP dUO 1Sed | I pa |ges
Bu 1ueapn uo 11deoxg
S92 I0AU | paing141s i
00 006 ‘v€S 'T 00 '006 ‘90T 'T € [S3J10AU 1 JO JBqunu |ejol
00 006 ‘v€S 'T 00 '006 ‘90T 'T
.................................. e 1S90 I0AU | JO Jaguny
91eyd ON

SaA adue lIeA 1sd N3A €6 -ONV -90 7€0T TT sa1bo jouysal NOC

ON doue 1JeA 1S 1d 00 '00S ‘TES'T 00 '00S ‘€0T 'T asn €6-1Nr-€¢ 66€08 9 UolJ108 3 J81nduo)
ON poliad @inind 00 00V ‘€ 00 00V ‘€ asn ¥6-g3d -9T 600T ¢T IjJIowmlaN padueApy vV N

918y uo 11de9x3 asn u | asn ui 1o 3 1eq Jaquny 1aquny
paaN uo1ing 111s ig unauy 39 10AU | "AU| 92 10AU | 99 I0AU | 19 1 |ddng

€6 ONV -60 :91eg P8 lepdn /pais iUl
S92 10AU | paiIng1lis g
T 0T :abed 11oday sp |oH Bu 11sod
0€ 'ST ¥66T UWA -TT :@leq 1Joday

aueN Ja 1 |ddns aueN Yo leg

ON INVAD :Ag pa1epdn /pa Js 1u3g

suo11el1add SN

11oday pjoH Bunsod

Oracle Payables Release 11

B-21



: 0 0000
: 0 0000
: 0 0000
: 0 0000
: 0 0000
: 0 0000
: 0 0000
: 0 0000
: 0 0000
: 00T 0000
: 00T 0000
: S 0000
: ot 0000
: 52 0000

0

@ 0z 0000

g

g sz 0000

v

5! oT 0000

Qi

r: xel adAl xel 9

E auoou |

Mwm T 0T :abed

Q: €T :6T ¥66T NV[-ET :91eg 1loday

Q:

<:

‘000

‘000

‘000

‘000

‘000

‘000

‘000

‘000

‘000

‘000

‘000

‘000

‘000

‘000

‘000

‘0¢9L

‘ovSsL

‘ovSsL

‘ovSsL

‘ovSsL

‘ovSsL

‘ovSsL

‘ovSsL

‘ovSsL

‘05€L

'09€9

‘0TTL

‘0TTL

‘0TTL

‘0TTL

pIa1ixa|d

‘0TL

ovy

‘0EY

‘0cy

0Ty

‘ovy

‘0EY

‘0cy

0Ty

0TT

‘0cy

08y

08y

08y

08y

0TT

‘0TS

‘0TS

‘0TS

‘0TS

0TT

0TT

0TT

0TT

0TT

‘0ce

0Ty

‘019

‘0TS

‘0ce

‘10

v0

v0

v0

v0

‘10

‘10

‘10

‘10

‘10

v0

v0

‘S0

v0

‘10

Bu 11unooay

saoInlas |eba| SN T abesn saoinlas |eba| sn  |eba1 OH SN
abesn xgpa4 8
abesn xgpa4 /
abesn xgpa4 9
abesn xgpa4 §
abesn xgpad ¥
abesn xgpa4 ¢
abesn xgpad ¢
abesn xgpa4 T abesn xgpa4 x3paod
Buiuea p 82140 AYyIuaN T Buiuea p 82110 A|YIUGN W IGN 321110
SWd asea] oIny A |YyIUaN T SWd asea] olny A|Yylugy  asea] olny
uo1Ing 141s 1p yoeasay 9
uo1Ing 141s 1p yoseasay g
uo1Ing 141s 1p yoseasay ¥
uo1Ing 141s 1p yoeasay ¢
uo1Ing 141s 1p yoeasay g
uo1Ing 141s 1p yoeasay T ol1ngiiisip yo reasay yo reasay
..... Uo1d1i0ssq wmoooy wnN  ered  uoiidiiosag 95 aueN 1eS
au 17 aAl1ldeu|
Buiis 17 189S uUO 1IN 111S I ylog :aA110®U | /AA 110V

aIn111su|

Bunsinies uonnguisia

Yo leasay 9ouad 198

Oracle Payables Release 11

B-22



Distribution Set Listing

01.110. 720. 7620. 000. 0000

services

2 US | egal

Oracle Payables Release 11 B-23



Appendix B: REPOI SAMDIES oo

¥ 9 000 89 'T¢E
cc’e 000 6, °09T €6 NV[ -60 6 -ddvV -0€ 8¢TOT HILSIHONWA
ou |
cc’e 000 6, 09T €6 NV[ -60 6 -ddV -8¢ 80TOT HILSIHONWA 9z ‘sal1lladoid 8b11sa.d
0 S1 91eJ ou yi1m siuauked jo taqunN
T9'T s1dSn ul 1S0| 1unodsiIp [eloL
000 s!Idsn ul usjel 1uUNoOdSIp [elol
6E£°08 S1 @SN Ul junaue 32 I0AU| [e10L
19T 000 6€ 08
fNON ) @oueus iu ey
19T 000 6€ 08 €6 NV[ -60 Z6 WA -8¢ 906 NOOSNL 0T 32 110 |9 1UEN
0 S1 91eJ ou yi1m siuauked o taqunN
000 s!Idsn ul 1s0| 1lunodsIp |eloL
2Z°€95‘c s1.@sn ul uaxel junodsip |eloL
9¢ 'T9T ‘84T sS! dSN U ! lunaue 8J |0AU | [e]OL
000 22 €95 '€ 92 "T9T ‘8.1
000 69 '€LT'T €S '¥89 ‘89 ¢6-03d -T€ ¢6-03d -0€ 9060/ OLINIANVHOVS
SJO 191U |
000 €5 '68€ ‘C €L 9.V ‘61T ¢6-03d -T€ ¢6-03d -0€ 9680/ OLINIANVHOVS yA4 pue Bu b in TV
uo 11d 119s8Qg
1507 uayel unauy 9 1eg 91eg WNN 82 10AU| aueN 31IS JagqunN aueN Ja 1 |ddns
unoos g unoas g 99 I0AU | Aed 1se 99 I0AU | 19 1|ddns
asn :Asual1inp
€6-g34-T0 Ppue ¢6-03A-TO Uudawmisag p led | Iv :8dAL Ja1|ddng
1 j0 T :abed 11oday 1S07 pue ua)el S1lunods g
Ly 2T ¥66T -UWN -¢T :@1eq 1loday suo 1jeladd 'S N

1oday 1S07 pue uayel sjunoosiq

Oracle Payables Release 11

B-24



Discounts Taken and Lost Report

L2 CEL ‘6E

S0 '69T ‘9¢

S0 '69T ‘9¢

2V '68L'280 ‘T

0 S1 91eJ ou yi1m siuauked jo taqunN
000 S! dSN Ul 1SO| 1UNOJSIp |elol

G0 69T ‘9€ S! dSN Ul Ud3E]1 UNOJSIp [eloL
6T '922 ‘Y06 S QSN Ul junauUe 82 I0AU | [e10L

6T "92¢ ‘06

6T "92¢ ‘06 €6 NV[C -GT ¢6-03d-8¢ 4,0, 1 10d13a

0 S1 91eJ ou yi1m siuauked o taqunN
9 S1 @SN Ul 1SO| 1uUNOJdSIp |el0L
00°0 S!1dSN Ul ua)yel luNOJSIp [elol
8G 'TZE S1 dSN Ul lunaue 8d |0AU | [el0]

STVIOL ANVEO

‘dJ1op 1uaud inb3z
® JUe |d [eSJaA IuUN

Oracle Payables Release 11

B-25



Appendix B: REPOI SAMDIES oo

papn |9X3 S92 I0AU |

J0 JaqunN

T 0T
LT :0¢ ¥66T -dWA -GS0

:abed
@ 1eg

1J0day

ze ey ‘L

$507 /U 1D

pas I |ea Jun

G8 '6€9 'TT
..................... I |elol puexn
G8 '6€9 'TT
..................... 1) JgN 8ydsinag J0) [|elol
G8 '6€9 'TT s 160 jouydal NOC ( aan dyssinea ) WA
Bu 1u rauay J9 1 |ddns Aoua 1unp
unauy 89 10AU |
J9 11ddns Aq 76 -dWA -GO 10 Se sso |/uleb paz | |eaiun
14043 SSOTN VO d3Z 1TV3dNN suo11el1add s N

1oday ssoT/ules pazijeaiun

Oracle Payables Release 11

B-26



.Mass Additions Create Report

¥T 86/ ‘9C ‘s |e1ol 1Joday
¥T '86Z ‘9¢ 'S [e10] @SN 8poy Asua i
¥T '86Z ‘9¢ 'se10l 10 Aueduo) dv
¥T '86. ‘92 'S |elol €¢9T WNnody 1assy
¥T '86Z ‘9¢ ‘s|elol 0TT 20
00 ‘000 ‘S¢ €66T NVC-TO ¢ 865595 |esJaAlun - ¢
¥T'86L T SATVS OINIANVHOVS €66T NVC-TO T 86559 jeslaniun - ¥¢ 0TT €¢8T 10
(@sn) wunauy (@sn) 1soo uo 11d 119s8g aueN Yo leg 8leg au I lagunN  aueN - JaqunN 20 1unooaY 00
Aaua 11 19SSy sa |qeAed 99 I0AU | 99 I0AU | 19 1 |ddns 19SSy dv
ub 19 104
asn :@po) Aousiiny ub 1904
€¥28T :p | 1sanbay
T j0 1 :abed dd400 sn  :oog
9¢ 12T V66T WA -¥0 :@1eq 1.oday 1Jodsy 81889 .ID SUO I11ppY SSEN ON | 'SY3INdA0D Va0 ®

1oday 81eal) SUonIppyY SSen

B-27

Oracle Payables Release 11



Appendix B: Report Samples oo,

9T '218 ‘29 00 "L20 ‘v1¢ ‘T 00 "LgS ‘ove ‘T
00 '0S8 ‘8v 00 '000 ‘2.6 00 '00G ‘€0T ‘T
00 '0S8 ‘8v 00 '000 ‘2.6 00 '00S ‘€0T ‘T
Aripige wunauy wunauy
xe] 9 |gexe] 990 I0AU |
J9 11ddns :Ag paiap O
asn :Aodusiinp
| W :SNn1eIS 82 I0AU |
¢ 0 ¢ :abed
9€ ‘€T V66T -UWN -CT ‘9 1eq 1lJoday
9T '296 ‘8T 00 "L20 ‘.€2 00 "L20 ‘/€2
00 ‘868 ‘9 00 "Ge¢e ‘98 00 'S¢z ‘98
96 '880 ‘6 00 '2T9 ‘€TT 00 '2T9 ‘€TT
0¢ ‘€02 ‘¢ 00 "0¥S ‘L2 00 "0¥S ‘L2
00 '¢LL 00 ‘059 ‘6 00 ‘059 ‘6
Aripige wunauy wunauy
xe] 9 |gexe] 990 10AU |
J9 11ddns :Ag paiap O
asn :Aodusiinp
|V :SNn1eIS 82 I0AU |
2 0T :abed
9€ ‘€T V66T -UWN -CT ‘9 1eq 1lJoday

'S |ei1ol 1ioday

aleq Jaguny yo 1eq

90 10AU| 92 IOAU | 90 10AU |
1Joday xel asn

€6 ONV -TZ¢ 8-S¥ve

€6-INC-LT L-S¥ve

€6 DNV -ZT €6 9NV -¢T

€6 DNV -20 €6 9NV -20
9legq JSQUNN Yo leg

90 10AU| 92 IOAU | 90 10AU |

1Joday xel asn

3A0C NVS
211s
191 |ddns

1 10d13a
1 10d13a
0 acowa3d
OLINIAVHOVS
CREN

191 |ddns

< @)
Jlanduopy 00°'g -uoba O
aueN %3 1ed aueN
19 1 |ddns xe] xe|
€6 -d3S-T0 :@1eg bu ipu3g
€6-INC-TO :@leg bBuiliels
92 10AU | :Siseg aleg 1l.oday
suo 11esadd ‘SN
e |d |eslian iun
e |d |eslan iun
3p Mp I\ THA el

Butwbin v

00 '8 uliojl|ed

aueN %3 ey aueN
19 1 |ddns xe] xe|
€6-d3S -T0 :@1eq bBu ipug
€6-INC-TO :@leg Builiels
92 10AU | :Siseg aleg 1l.oday

suo11eladd s N

1oday Aujiqer xel asn

Oracle Payables Release 11

B-28



ntra-EY VAT Audit Trail

(o¥ '191) oY 'T9T 00 '2ST ‘2 118QUNN IVA 10} [eloL
wvao® (0L °S6) 0/, °S6 00°9/2'T d® €6 NV[ -T2 95t€ M
wvao® (0L °59) 0/ °S9 00 '9/8 dgo €6 NVl -€T LyvE M
Ag palea ) wnauy xel 18S4J0 lunauy Xe] S8 |eS  unauy 99 I0AU | 918y Adua 11 9 1eq J9QUNN 992 I0AU |
| | uoiIsiaAuc) 99 10AU | 99 I0AU |
||||||||||| sijunauy Aosualuny J|euo1ldound4 ~
HO INW  :®@11S Ja I |ddng LT :JaqunN J8 1 |ddng dno o sauoyl ® Jsixeg :aueN Ja | |ddng 0/68./9-3d :19QUNN 1VA
(00 '560 ‘'T) 00 'S60 ‘T 00 '009 ‘¥T 1lagunN IVA oy} [elol
vao® (00 °'S60 ‘T) 00 °'S60 'T 00 '009 ‘¥T d9 €6 NV[-20 €6 NV -20
Ag palea ) wnauy xel 18S4}J0 lunauy Xe] S8 |eS  unauy 989 I0AU | 218y Aaua 11 9 1eq J9QUNN 992 I0AU |
| | uoiIsiaAuo) 99 10AU | 99 I0AU |
||||||||||| sijunauy Adsualuny J|euo1ldoun4 ~
1M1INIS  :811S J8 1 |ddng T :JequnN Ja 1 |ddng sa 160 jouyosl NOr :aueN J8 | |ddng 6S6Y€2Z-3A [ J9QUNN LVA
(2T 'ev6) 2T 'EV6 00 '8.G ‘€2 1lagqunN IVA oy} [elol
vaoB® (2T 'ev6) 2T V6 00 '8.G ‘€T d® €6 NV[ -S0 €6 NV -S0
Ag palea ) wnauy xel 18S4J0 lunauy Xe] S8 |eS  unauy 989 I0AU | 918y Aaua 11 9 1eq J9QUNN 992 I0AU |
| | uoiIsiaAuc) 99 10AU | 99 I0AU |
||||||||||| sijunauy Aosualiny J|euo1ldound4 ~
STassndg @1is 181 |ddng 8 :iequnyN I | |ddns ap Mp |JQ\ THA :aueN Ja | |ddng ¥S0EEEZ -39 JBQUNN 1VA
Bu 14915 punod :Adualin) [euo 11dun4H ON :Allunop Ag J18p O
76 NV -TO 01 €6 NV(-TO :8buey 81eq 892 10AU | |1re1ag :uo 11dD
T jo T :abed [1ell 11pny IVA O3 -B11U| 18Y9.¥€C TIBQUNN 1WA
€€ 6T V66T -UWA -0T :8leg 1iodsy suo 11eJado ueado ing

[fedL 1PNy 1VA N3-eliu]

Oracle Payables Release 11

B-29



Appendix B: REPOI SAMDIES oo

(29 '96v ') 29 '96v ‘¢ 00 '9€T ‘TS ‘1Joday J0} [e1OL
(0T "262) 0T "162 00 '908 ‘0T JJaquUNN IVA 10} [elol
wvao® (0€°LTT) 0€ "L1T 00 ‘012 ‘L d9 €6 NV[ -€2 0zlEV
wvao® (0€°LTT) 0€ "L1T 00 ‘9v€ ‘¢ dg €6 NV[ -7 199¢t
vao® (06 29) 0S ‘29 00052 'T dg €6 NV -0 Z0Getr
Ag palea ) wnauy xel 18S4}J0 lunauy Xe] S8 |eS  unauy 99 I0AU | 218y Aaua 11 2 1eq J9QUNN 992 I0AU |
| | uoiIsiaAuc) 99 10AU | 99 I0AU |

sijunauy Adualun) [euo |1dun4

Svd :@1I1S J91|ddng L 1equnN 18 1 |ddng S|9104 dllue |ly :aueN J3||ddng 8689G7EZ U4 JIBQUNN LVA

Oracle Payables Release 11

B-30



Tax Information Verification Letter

1sA |[euy |e 1oueu 14 10 1UBS
OU IUUBN U3 P

‘Al@1dou s

‘uo 11e1adood InoA a1e 199 .idde
A\ ‘siluauked 1o} 1sanbai aininy) InoAk Buissasold u 1 sAe |ap
Aitessaosauun jusanaud || m 1sanbal syl o1 uoiiuaille 1duoid

juau lJedsg xel  NLLV

0,956 VO ‘O1luaue.loes
Kewmy red [eqo B 00V
‘ou | ‘siainduc) |eqo p

‘¥66T ‘TE Yo 48N Ag ssauppe Bumo |0} 8yl
01 11 UJN)aJ pue WIO} Paso |dud 8yl 1091102 1o A}11an asea |d

‘noA anp siwauAed aininy jo abeiusdiad

B ployyim o3 ‘ou| ‘sisainduo)y [eqo P 9SNed || W UO |18U IO Ju |
SIYl yi1m sn apiaoid 01 ain|le4 "12031J100 pue 918 |duod aq

uo 1jaUJOJU | S 1Y) Jeyl salJinbal 32 IAISS BnUBA3Y [eUJd U | Byl

‘abed Bumo | |0} 8yl U0 PaISI| S elpaull N
Ainjua) 1STZ 40} @Aey A|1usiind awm uo l1laU IO JUul Xel ayl

‘19 1|ddns Jeag

9T9GS VO e e |y
Agw uo 11eJO |dXT G2TE
' pau 11 TN AInjusD 1sTZ

66T ‘v Atenuer

1811977 UONBIIJIISA UoITeWw 0juUl Xe|

Oracle Payables Release 11

B-31



Appendix B: REPOI SAMDIES oo

00
00
00
00
00
00
00
00
00
00
LOS N S
LOS N 0§
LOS N 00
LOS N 00
LOS N 00
€S N 00

8883888

T

‘v9. T 00
‘029 T 00
‘v9. T 00
‘€69 14
vOT 'T €
Ve T 4
‘052 'T T 00
‘04S'T €
"0€e 4
‘059 'T T 00
6€ 4
€6 T G6
6TV €
‘vee 4
12T T 00
LES ¥ 00
8¢g¢C € 00
2Ie 'l T 00
0€9 ¢ 00
€0V 'T €
0cL 4
YA L4 T 00
€15 'C S
0eS ‘€ 1%
SZT 'V €
09S ‘€ 4
219 T 00
au I JagqunN lunauy
au 1
:abed
2 16

0€ ‘9T ¥6 dWA -TT

v9L 76 NV -6T €.¥00€ -1
‘029 76 NV -0T ¥T€E00E -1
v9L 76 NV -20 €2000€ -1 S suo 11n jos Auelodual
‘052 'S 76 NV -8¢2 87T00€
‘0Sv ‘e 76 NV -€0 129000¢€ 6T dno s Bulys1|gnd xoH
CET 6 NV -9¢ 76 NV -9¢
0Ly 76 NVC -L0 76 NV -20 Sv NYTV YV
‘289 ‘e 76 NV [ -GT 76 NV[ -ST 0z S99 INJ8S Bu 1)oed uds B
89/ 76 NV -2¢ T0Z M 8y  Buigun|d pue DN paiiun
2Te'T 76 NVC -€T T0SS8T
'G9¢ ‘v 76 NV [ -GS0 €C.LV8T
‘0L€ ‘e 76 NV [ -GT 76 NV[ -ST LT e IpaN 9 1xeg
‘002 ‘vT 76 NV -€0 76 NV -€0 €T dno o sauoylL ® laxeg
99 I0AU | 9 1eq JaqunN 89 10AU | Jjaquny 43 1 |ddns aueN 191 |ddns
99 IOAU |

adA] xe] auodu| ou yilm sial|ddns 60T 40} SduU 17 uO1INg 141S I 82 I0AU |

¥6-934 -T0 :91eg wauked pu3
76 NVC-TO :91eg 1uaulked 1Jeils

11oday suo 11dadoxg 82 10AU | 660T
( s48nducpy eqop :A111u3 Builioday xel ) suolleladd ‘SN

110day suondaoax3 a210AU| 660T

Oracle Payables Release 11

B-32



1099 Supplier Exceptions Report

ade] 660T @yl ul ub1aio4 se paleall aq || M Ssalippe lJa I |ddns 19 11ddns passaippy ub 19104

JaqunN uo 1ledlj1iuap| xel aledl|dnp e sey Ja1|ddns 660T S UL NIL @1e21|dng

19 1|ddns 660T ® 404 ||NU S| JSQUNN UO 13eD 1} 1luap | Xel NIL |IN

s1161p 6 UBY) SS3| IO 9JAU S| JOQUNN UO 11BI |} 1IUap | Xel N IL pJepuels-uoN

911s Builioday xe] sia1|ddns 404 ||nu S1 U0 Il IADIQQe B1BIS 91e1S | |NN

911s Builioday xe] sia1|ddns 10} plepuels-uou S| U0 llelAdiqge 31lels 91e 1S pJlepuels-uoN
J911ddns 660T 911S-11|jnu © JO} udsoyd alls Builiodal xe1 oN 911S Builioday xel ON

911s Builioday xe] sia1|ddns 10} |nu s1 diz 1o A110 ‘T 8u 1| SSaIppy diz 10 A1 D ‘ssaippvy | IPNN

911s Builioday xe] sia1|ddns ub18404 10} ||nUu S1 A1UNOD 10 T 8U | SS3IPpPY ssaippy ubiaio4 | |NN
:uo 11d 119s8q 1Uo 11 1puo) uo 11daox3g

1S9 10N uo 11deoxg
¥T  :suo 11dadoxg 18 1|ddnS 60T 10 JaqunN |e 10l

NIL 1IN AN HHOA MaN €C 11ed lunuucy [euo ljeuJsiu |
NIL 1IN w VINVILY ¥T  elpau 1} |qN Aunjuso 3isTe
19 11ddns passappy ub 18104 8¢ dnox |aABI] Bp MpP | IG\
19 11ddns passaippy ub 19104 NOANO T T9SY€2Z -€6 S suo 11in jos AJesodusl
19 11ddns passappy ub 18104 62 99140 J8jeyss
19 11ddns passappy ub 18104 TE€ 921}J0 pue auoH Ja}jaeyss
19 11ddns passaippy ub 18104 9z ‘ou| ‘salliadoud ab11said
19 11ddns passappy ub 18104 ST ou | ‘Augn
19 11ddns passappy ub 18104 12 aoueINSU | 3} ITnugyN
19 11ddns passaippy ub 18104 T sa 160 |jouydsal NOC
19 11ddns passappy ub 18104 6T dnox Buiysi|gnd xoH
19 11ddns passaippy ub 18104 12 Bu 1sea] pa e 190Ssy
91e1S plepuels-uoN AN MHOA MaN €Z 11ed |unuuc) |euo jeuJalu |
911s Builioday xel oN 6T dno s Bulys1|gnd xoH
uo 11 1puc) uo 11daaxg 91lels 911S Builioday xel JjeoqunN g | xel Jaquny 43 1 |ddns aueN Ja 1 |ddns
¥6 -d34 -¥0 ‘d1eg 8% 10AU| pud
€6-03d-T0 :®71eg 83 I0AU| }llIe]ls
T :abed 11oday suo 11daoxg Ja 1|ddns 660T
L€ :T0 v¥6-934-¥0 9 1eq (S :A111ug Buirlloday xel ) @Inllisu| Ydleasay 9oua I9S

11oday suondeox3 Ja11ddns 660T

B-33

Oracle Payables Release 11



Appendix B: REPOI SAMDIES oo

Oracle Payables Release 11

b4 :sJ9 11ddns 660T @nb iun jo JaqunN |e10l
16 'G/Z ‘9T (suoibas @) |e10L
16 'G/Z ‘9T uo 1bay 1o} |e10l
16 'G.2 ‘9T adAl xel 0] |elol
16 'S..L J91|ddns 10} |eiol
76 NVC-TT 96S¥1C 16 'SL.L 16 'S..L 00 '¥€C'T 76 NVC -TT 70.8¢
91eg JaqunN 1luaundsog adA] Xe] auoodu | adA] xe] auodu| JO 1lunauy 89 IOAU | 3 1eq J1aqunN 89 10AU |
uauled 1uauked pale|ay jo |elol 1uauhed |[e10]l uo1Ing141sig 99 I0AU |
Nvdd NvS :@11S Buirloday xel 2EV.888-9L :J9QUNN Q| Xel LT :laqunyN Ja 1 |ddns e IpaN J31ixeg :aueN J81|ddng
00 '00G ‘ST Ja1|ddns 10} |e101
V6 NVC-TT S6S¥TC 00 '00S ‘ST 00 '00G ‘ST 00 '00G ‘ST V6 NV(-TT V6 NV(-TT
91eg JaqunN 1luaundoq adA] Xe] auoodu | 9dA] xe] auodu| JO 1lunauy 89 IOAU | 9 1eq JaqunN 89 10AU |
uauled 1uauked pale|ay jo |elol 1uauhed |[e10]l uo1Ing141sig 99 I0AU |
NIAVHOVYS :911S Builioday xel 9E€¥G9/./ -¥6 :laqunN | Xel €T :JagunN J81|ddns dnox sauoyl ¥ Jaxeg :aueN Ja | |ddns

eDS IN :9dAl xe] auodu |
9 ::9p0oD uo 163y (vD) elulo1ED :UO IBaY

|1reieq :uo1ido
adA] :Ag dno b

1 :abed @sn) v66T ‘v Arenigs4 01 €66T ‘T J8Qua28Q WO I €¥6/955-€6 N IL
Z20:T0 ¥6-¥0-20 :@1eg 1Joday siuauked 660T KRemj Jed |eqo B 00vT

B-34

110day siuswAed 660T



Withholding Tax By Invoice Report

GZ '8¢e¢ [e101 1ioday
Gz '8€T [ejoL Ja1|ddns
Ge¢ '8€e elol Aousiino
G¢ ‘88T [elol
90 I0AU |
S66T-INC-€T 00 ‘OF 00 "00% 0T sbuy €L
99 I0AU |
G66T-INC-ET 00°S 00 00T S sbuy €L
%S
S66T-INC-E€T G.L '¢¢ 00 'SSv S [au JON 2L
%S
S66T-INC-€T 00 'S¢ 00 '00S S [auJON 21
%0T
S66T-INC-€T 0S 'S¥ 00 'SSv 0T [eUJON TL
%0T
G66T-INC-€T 00 '0S 00 '00S 0T [@uJoN TL 00 ‘00T GL°'T16 T00T
prled aleq unauy Xel A\ unauy Sso B a1eq xel apoy xel wnN 1180 1duaxg unauy unauy 1agunN 89 I0AU |
00 0§ [elol
%0T
S66T-INC-€T 00 0§ 00 '00S 0T [eUJON TL 00 '009 00050 ‘T 000T
prled aleq lunauy Xel A\ unauy Sso B a1ey xel apoy xel wnN 1180 1duaxg unauy unauy J1agunN 89 I0AU |
Jjejjop sn - asn :Asusium
0T0v6 'vO 09s [duelq ues
19911S UGN G :SS3IppY OH @11IS
€€G8EY000006 -TA :-J3quUNN 3 |14 Xel e IpgN 19 1xeg :l1a 1 |ddns
G66T-03A -T€ 0L
G66T NV(C-TO WoOlI4 polled
T jo 7 :abed 1loday a2 10Au| Ag xel Buip joyylm
0T :0T S66T-INC-¥T :d)eq }Joday suo11el1add SN

Oracle Payables Release 11

110day ao10Au| Ag xel Buipjoyyiipa

B-35



Appendix B: REPOI SAMDIES oo

87 '8€T 2. °196 |e1ol
99 I0AU |
00°S 00 '00T S sbuy €1  S6-INC-€T 2. °T96
99 I0AU |
00 ‘¥ 00 00T S sbuy €1  S6-INC-€T 2. °T96
89 '6¢ 00 "96% 8 %G |AUJION ZL S6-INC-ET 2. 196
99 I0AU |
00 ‘Ot 00 "00% 0T sbuy €1  S6-INC-€T 2. °T96
09 ‘6% 00 "96% 0T %0T |aulJoN TL S6-INC-ET 2L 'T96 1002
uunouy xejl M junauy Sso B 91ey xeJl apoD xeJl pled alegq lunouy wauked 1unauy 1unods i JaQUNN 389 I0AU |
00 "9€2 00 '¥98 |e1ol
00 0§ 00 00§ 0T %G |aUJION ZL  S6-INC-ET 00 ‘98
0S 'S¥ 00 "SS¥ 0T %G |aUJION ZL  S6-INC-ET 00 '+98
99 I0AU |
00°S 00 00T S sbuy €1  S6-INC-ET 00 ‘798
99 I0AU |
00 ‘Ot 00 "00% 0T sbuy €1  S6-INC-€T 00 ‘798
00 0§ 00 00§ 0T %0T |aulJoN TL S6-INC-ET 00 798
0S 'S¥ 00 "SS¥ 0T %0T |aulJoN TL S6-INC-ET 00 798 0002
uunouy xejl M junauy Sso B 91ey xeJl apoD xeJl pled @1egq lunouy wauked 1unauy 1unods i JaqUNN 389 I0AU |

Jjejjop sn - asn :Aosusium

TI0¥6 ‘WO 02S I1dueUH ues
9NUAAY UO IUN GG :SSdIppY OH :@1IS

9/€CTTS¥0000 -¢A :13QUNN 3 | I4 Xel ‘ou | ‘sijusuoduo) aA Isusaysiduoy :id | |ddng

G667 -03A -T€ :OL
S66T NV[ -TO0 WO .4 po lidd

T jo T :abed 1loday 1wauhked Ag xel Buip joyyilm
€2:0T G66T-INC-¥T :dleq }Joday suo11el1add s N

110day 1uswAed Ag xel Buipjoyylip

Oracle Payables Release 11

B-36



Practices and Solutions



Appendix C: Practices and Solutions

Practice 3-1

Instructions

Your supervisor has notified you that the company will be purchasing materials and
services from three new suppliers. Supplier #1 provides materials, Supplier #2
provides services, and Supplier #3 provides both materials and services.

XX = Unique Identifier

Supplier #1

Name = XX (You decide)

Type = Manufacturing

Payment Terms = Immediate

Payment Priority = Your termina 1D

Invoice Matching = 3 way

Site = Your home town and afictional address
Site Uses = Pay and purchasing site

Contact = Yourself

Terms Date Basis = Invoice

Supplier #2

Name = XX (You decide)

Type = Supplier

Invoice Amount Limit = $15,000.00

Payment Terms = Immediate

Payment Priority = Your termina 1D

Site 1 = Your favorite vacation spot

Site Uses = Pay and purchasing site

Contact = Your favorite person in the whole world
Site 2 = You make it up and enter contact information
Terms Date Basis = Invoice

C-2 Oracle Payables Release 11
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Supplier #3

Name = XX-FNBUS (Will be used in afuture practice)
Type = Subcontractor

Tax Reporting = Federal and state reportable
Taxpayer ID = XX1-22-1560

Income Tax Type = MISC7

Verification Date = Today

Organization Type = Individua

Terms Date Basis = Invoice

Payment Terms = 30 Net

Payment Priority = Your terminal 1D

Select Pay Alone.

Create two sites and add contacts for each site.
OneisaPay Only Site.

Change the Payment terms on one site to Immediate.
Make one site the Tax Reporting site.
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Practice 3-1 Solutions
1 Navigate to the Suppliers Summary window.
(N) Supplier—>Entry
2 Enter your supplier name and the payment term
3 Validate that your window appears similar to the one displayed below:

E.'E",%Suppliets Summary [Vision Operations: USD)

Ac‘t_\uoln Edit Query Go Folder Special Help
Supplier Mame Mumber Taxpayer D Tax Registration Murn  Terms
;|.|ABC CORPORATION| 2013 45 Net (terms date
4 |
New | Open

4 Choose Open. Oracle Payables displays the Suppliers window.
5 In the Classification region, enter the supplier type.
6 Validate that your window appears similar to the one displayed below:

E%Supplie[s [Wision Operations: USD]

Action Edit Query Go Folder Special Help

Supplier Mame |ABC CORPORATION Mumber |2013
Alternate Mame
Taxpayer 1D Tax Registration Mumber
Inactive After [ :| ]
Classification |

Type |Manufac1uring

Employee Name | Mumber I:l

[~ One Time

sic

Minarity Owned

[ Small Business

™ woman Owned

7 In the Payments region, enter the payment term for your supplier.
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8 Validate that your window appears similar to the one displayed bel ow:

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

Supplier Marme |ABC Corporation Mumber I:I

Alternate Matme

Taxpayer ID Tax Registration Number

Inactive After [ :|]

Terms |Immediate Invaice Currency
PayGroup |Standard Payment Currency

Payment Priority

Tetms Date Basis |Invoice »| [V Always Take Discount
Pay Date Basis |Due +| [T Exclude Freight From Discount
Payrent Mathod (Check »| [ Allow Interest Invoices
[ Pay Alone

9 In other alternate regions of the Suppliers window, enter all other information
about your supplier.

10 Navigate to the Supplier Sites window
(N) Sites—>New
11 Enter your supplier site name and address.
12 In the Contact region, enter the contact information.
13 Validate that your window appears similar to the one displayed below:

Egaﬁuppliel Sites [Vision Dperations: USD] - ABC CORPORATION. 2013

MName |CHICAGO Alternate Name
Country  [United States
Address [987 NewOld 5t. Alternate
Address
City |Chicago State [IL Postal Code [40444
Province County |
Language Inactive On [|:| ]
Contacts -|
— Name
[PEs Il ail Inactive
Last First Il | Title Telephone Stop Date
;|||5mith John CFO 408[[555-1114
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14 Saveyour work.
15 Repeat the above steps to create suppliers #2 and #3.

16 To set the Invoice limit amount for supplier #2, in the Control region of the
Suppliers window, enter the limit amount.

17 Validate that your window appears similar to the one displayed bel ow:

=
2 5 uppliers [Vision Dperations] =1
Action Edit Query Go Folder Special Help

Supplier MName [GE Plastics Murrber |1U|]U

Alternate Mame

Taxpayer ID Tax Registration Number
Inactive After [ 1

|
Invoice Amount Limit |15|]|]U

™ Haold All Payments
[ Hold Unmatched Invoices

[ Hold Future Invoices

Hold Reason

18 Set up thetax reporting requirementsfor supplier #3 inthe Tax Reporting region
of the Suppliers window.

19 Validate that your window appears similar to the one displayed bel ow:

B 5 uppliers [Vision Dperations) =] B3

Action  Edit Query Bo Folder Special Help

SUPRIIET MAME [MEALSEIGIauun GIa pma DA, Art W Nurmber |1|]11

Alternate Mame |NextGen.

Taxpayer D [553-88-5564 Tax Registration Mumber
Inactive After [ ]

Tax Reporting vh

Reportable
X Federal

Incame Tax Type |MISCY

X State

Reporting Site NGG
Reparting Mame |Cooke Clay “Yerification Date |03-MAR-1998

Name Cantral || Organization Type |Individual

20 You need to specify one of the sites for supplier #3 as the Income Tax Reporting
ste. From the Sites window, select the Tax Reporting region and select the
Income Tax Reporting Site check box.
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Eg_;gﬁupplim Sites [Vizion Operations) - Hext Generation Graphics, 2017

Action Edit Query Go Folder Special Help
Marme |CHICAGO Alternate Marme | [v'
Country |United States

Address |12 Main Street Alternate
Suite 1000 Address

City |Chicago State |IL Postal Code

Province County |[Cook
Language Inactive On I [D]
Tax Reporting -

Tax Registration Mum |

¥ income Tax Reporting Site:

22 Saveyour work.
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Practice 3-2

Instructions

You have just created three new suppliers and want to review and change some of
supplier and supplier site information:

« Search for your first supplier and add a second site.
» Search for your second supplier and inactivate the second site.

« Search for your third supplier and change the terms for both sites to Immediate
and add a contact name.

*  Submit the New Supplier/New Supplier Site Listing Report.
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Practice 3-2 Solutions

Step 1: Search for the First Supplier and Add a New Site
1 Navigate to the Suppliers Summary window.
(N) Supplier—>Entry
2 Click on the Find icon from the Toolbar or choose Find from the Query menu.

3 Enter your search criteria for the supplier name that you entered in Guided
Practice 1-1.

4 Validate that your window appears similar to the one displayed below:

[Ei Find Suppliers M=] E3
Action  Edit Query Go Folder Special Help
Supplier Name [ABC CORPORATION| Supplier Number l:l
Alternate MName
Taxpayer Id Tax Registration Number l:l
Inactive Dates - | COne Time I:Ij
Supplier Type
Employee Mame Employee Number
Parent Supplier Parent Number
Payment Pricrities | - | Reportable
Reparting Mame Federal I:Ij
Payment Terms Income Tax Type l:l
Pay Group State I:Ij

Clear ‘ New ‘ Find |

5 Choose the Find button in the Find Supplier window.
6 To add a new site, navigate to the Supplier Sites window
(N) Sites—>New
7 Enter your new supplier site name and address.
8 Validate that your window appears similar to the one displayed below:
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Eg_;gﬁupplim Sites [Vizion Operations) - ABC Corporation, [New]

Action Edit Query Go Folder Special Help

Name |ORLANDO Alternate Mame | v
Country |United States
Address |12 Main Street | Alternate
Suite 1000 Address
|
City |Orlando State |FL | Postal Code
Pravince County |0range
Language Inactive On [|:| ]
Hame Fref M ail Inactive
Last First hl | Title Telephone Stop Date
= IS mith |[Rusty | |Ims.  Jowner |[222]|2222222 I [

-

9 In the Contact region, enter the contact information.

10 Review the information in the other alternate regions of the Supplier Sites
window.

Step 2: Search for the Second Supplier and Inactivate the Second Site
1 Navigate to the Suppliers Summary window.
(N) Supplier—>Entry
2 Click on the Find icon from the Toolbar or choose Find from the Query menu.

3 Enter your search criteria for the second supplier that you entered in Guided
Practice 3-1.

4 Choose the Find button in the Find Supplier window.

5 To inactivate the second site, navigate the Sites region and the Supplier window,
select the site, and choose Open.

Oracle Payables opens the Supplier Sites window
6 In the Inactive On field, enter today’s date.
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B S upplier Sites [Vision Operations) - GE Plastics. 1000

Marne |GE PLASTICS Alternate Marme |GE PLASTICS "
Country [United States
Address |234 Industrial Way Alternate
Address
City |Atlanta State |GA Fuostal Code |55515
Province County
Language Inactive On Ihz.MARJ!}HB [|_]
Site Uses and Telephone vil
— Site Uses
X Pay Site X Purchasing Site [T RFQ Only Site
— Telept
Area Code MNumber
oica [404 5559176 Telex |—
Fax [404 555-1686

8 Saveyour work.

Step 3: Search for the Third Supplier and Change the Term for One of the
Sites and Add a Contact Name

1 Follow above steps to search for the third supplier.

2 Select one of the sites and open the Supplier Sites window.
3 Make the necessary changes.

4 Saveyour work.

Step 4: Submit the New Supplier/New Supplier Site Listing Report
1 Navigate to the Submit Requests window.

(N) Other—>Request—>Run

2 In the Name field, enter New Supplier/New Supplier Site Listing.

3 In the Parameters window, enter:
- Start Date: Today date (DD-MON-YR)
- List Suppliers or Sites: New Suppliers
- Order By: Supplier Name
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4 Validate that your window appears similar to the one displayed below:

Ei;",j'ﬁubmil Request E

Action Edit Query Go Folder Special Help

B ?

— Run this Regquest...
Reguest Name |Mew Supplier’New Supplier Site Listing

Parametars [13-MAR 98 New Suppliers.Supplier Name

Language [American English

— At these Times...

As Soon As Possible Schedule... |

— Upon Completion...
¥ Save all Output Files

Maotify Completion Options... |
Print Ta
Copy a Prior Request... Cancel | | Submit Request |
5 Choose OK.

6 Choose Submit Request
7 Review the report. Navigate to Help—>View My Request
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Practice 8-1

Instructions
You have received a number of transactions from “Your Supplier” (set up in
Practice 3-1) which you will be entering into the Oracle Payables system. All of
them are currency USD.
1 Enter a batch header for the transactions. There will be three transactions in this
batch for a total of $52,567.59.

2 Enter Invoice #1000.

INVOICE
Invoice# 1000
Date: Today
PO#: N/A
Terms. Immediate
Supplier Name: Your Supplier #1 From Practice 3-1
Description: Promotional Giveaway Items (Advertising Items)
Total Due: $10,000
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Practice 8-1 Solutions

Step 1: Enter a Batch Header for the Transactions
1 Navigate to the Invoice Batches window.
(N) Invoices—>Entry—>Invoice Batches (B) Open

2 In the Batch Name field, name your batch something meaningful. Use your
initials in the first positions to ensure the name is unique for this class.

3 In the Date field, accept the default.
4 In the Control Count field, enter the number of transactions which is 3.

5 In the Control Amount field, enter 52,567.59 in this batch for a total of
$52,567.59.

6 In the Payment Terms field, enter Inmediate.
7 Validate that your window appears similar to the one displayed below:

Eﬂ' Action Edit Query Go Folder Special Help

Batch Mame Date Control Count Control Amount [
= M ][xx031398 |[13-MAR-1998 || 3| 256759 |[
i I I I LI
i I I I LI
i I I I LI
i I I I LI
Gl I I I LI
d »]
Approve 1 ‘ ‘ Invoices |

8 Save your work.

Step 2: Enter Invoice #1000
1 From Invoice Batches window, choose Invoices.
Accept the default for Invoice Type. This invoice is a standard type invoice.
Enter your supplier name.
Select the second site for your supplier.
Since the invoice is dated today, use the Tab key to accept the default date.
Enter the invoice number.
Enter 10,000 (the total amount due) in the Invoice Amount field.
In the Description field, enter the description for this invoice.

0o N o o~ WD
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Action  Edit Query Go Folder Special Help Batch Contral Total 52567 .59
Actual Total 10000

=l °
Type Supplier Supplier Mum  Site Invoice Date Invoice Mum Invoice Curr Invoice Amor

Standard |[ABC CORPY{ 2013 CHICAG(|13-MAR-1998 1000 usp 10,000.

=

T [
Amount Paid

0.00 Halds DistributionTotal 0.00

usp .

Status MNewver Approved Posted HNo
Desc

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

10 Saveyour work.
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Practice 8-2

Instructions

The Invoice you entered for Practice 8-1 is to be distributed to two cost centersin
your company. You need to account for them at the cost center level. Charge $4,000
to account number 01-402-7110-0000-000 and $6000 to account number
01-404-7110-0000-000.

C-16 Oracle Payables Release 11



Practice 8-2 Solutions

Practice 8-2 Solutions

From the Invoice window, choose Distributions.

Asthese entries are for promotional items, accept the Items default.
Enter $4,000.00 in the Amount field.

As no taxes were charged on thisinvoice, leave the tax name blank.
The GL date defaults from the invoice and should be accepted.

In the Account field, enter the account number for thisline of purchase whichis
01-402-7110-0000-000.

Arrow down to enter the second distribution line manually.

8 Inthe Amount field, enter $6,000.00 which is allocated to the second cost
center.

9 Inthe Account field, enter 01-404-7110-0000-000.
10 Verify that the distribution total equals the invoice amount.
11 Validate that your window appears similar to the one displayed bel ow:

o OB~ W NP

~

E%Disllibulions [Wision Dperations: USD) - 1000. ABC CORPORATION

Action Edit Query Go Folder Special Help

Invoice Total 10.000.00
Distribution Total 10,000.00
= [v!
Murm  Type Armount Tax Name GL Date Account
L{I1 Item 4,000.00 13-MAR-1998 [p1-402 7110 0000000
[Tz Item 6,000.00 13-MAR-1998 01-404 71100000 000
| i
Account Description  Operations-East Region Sales-Advertising-No Sub Account-No Product
Status Newver Approved PO Number
Posted Ho
| Prorate... 1 | | Reverse 1 | | Wiew B | | Calculate Tax

12 Saveyour work.
13 Close the Distributions window.
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Practice 8-3

Instructions

You have received invoice #2000 for the purchase of fixed assets. Enter the invoice
into Oracle Payables.

INVOICE

I nvoice # 2000

Date: Today

PO#: N/A

Terms: Net 30

Supplier Name: Your Supplier #1 From Practice 3-1

Description: Purchased a Red Corvette - Convertible

Total Due: $40,000

Charge to GL Account # 01-110-1550-0000-000
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Practice 8-3 Solutions

1 Navigate to the Invoice Batches window and query the batch name that you
created in Practice 8-1.
(N) Invoices—>Entry—>Invoice Batches (B) Open
2 From Invoice Batches window, choose Invoices.
3 Accept the default for Invoice Type. This invoice is a standard type invoice.
4 Enter your supplier name.
5 Select the first site for your supplier.
6 Since the invoice is dated today, use the Tab key to accept the default date.
7 Enter the invoice number.
8 Enter 40,000 (the total amount due) in the Invoice Amount field.
9 In the Description field, enter the description for this invoice.
10 In the Terms field, select the appropriate terms (Net 30).
11 Validate that your window appears similar to the one displayed below:
Egalnvnices [Wision Operations: USD] - X2<X031398
Action Edit Query Go Folder Special Help Batch Cantral Total 52567.59
Actual Total 50000
[=! ~
Type Supplier Supplier Mum  Site Invoice Date Invoice Mum  Invoice Curr Invoice Amo
= |_||Stam:|ard ABC CORP{[2013 CHICAG((13-MAR-1998 1000 usp 10,000.
<‘!|Standard GE Plastics||1000 GE PLAY|[16-MAR-1998 2000 usp 40,000.
TR 2
A Paid
Holds DistributionTotal 0.00
uso 0.00 Status  Never Approved Posted No
Desc Red Corvette - Convertible
Actions... 1 Holds | Payments | Match |
Scheduled Payments | Overview | | Distributions |

12
13
14
15
16
17
18

Save your work.

Choose Distributions.

In the Distributions window, accept all the default fields.

In the Amount field, enter 40,000.

As no taxes were charged on this invoice, leave the tax name blank.
The GL date defaults from the invoice and should be accepted.

The accounting for this distribution line is 01-110-1550-0000-000. In the
Account field, enter the account number.
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19 Inthe Track as Asset field, note that because you entered an asset type account,
the check box is selected.

20 Validate that your window appears similar to the one displayed below:

& Distributions [Vision Operations: USD] - 2000. GE Plastics

Action  Edit Query Bo Folder Special Help

Invoice Total 40,000.00
Distribution Total 40,000.00
=] ~
Amount Tax MName GL Date Account [1 Includes Tax Track as Asset Des
L{I 40,000.00 16-MAR-1998 01-000-1550-0000-000 |:| | |7 E
] C r [
. = [
. = [
. = [
= [] O - [
K =

Account Description  Operations-Balance SheetVehicles-No Sub Account-No Product

Status Mewver Approved FO Mumber
Posted No
| Prorate... 1 | | Reverse 1 | | Yiew PO | | Calculate Tax

21 Saveyour work.
22 Close the Distributions window.
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Practice 8-4

Instructions

Often you receive invoices for which the accounting is generally the same. Your
controller has asked you to establish a distribution set to enable the accounting
entries for some invoices to be automatically generated.

Create a Full distribution set with the following breakdown:
e 25% to account number 01-402-7410-0000-000.
e 50% to account number 01-404-7410-0000-000.
e 25% to account number 01-410-7410-0000-000.

If you have enough time, create a Skeleton distribution set. Use the same account
numbers that you used for the Full distribution set.
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Practice 8-4 Solutions

Step 1: Create a Full Distribution Set

1

© 00 N O O b~ W

10
11
12
13
14

Navigate to the Distribution Sets window.
(N) Setup—>Invoices—>Distribution Sets

In the Name field, enter a name for your distribution set. Make the name with
your initials-FULL to ensure it is unique for this class. (Ex. SEK-FULL)

In the Description field, enter a description.

Leave the Type field blank; it will default automatically.

In the % field, enter 25.

In the Account field, enter 01-402-7410-0000-000.

Leave the Description, Income Tax Type, and Invoice Tax Name fields blank.
In the next line, enter 50 in the % field.

In the Account field, enter 01-404-7410-0000-000.

Leave the Description, Income Tax Type, and Invoice Tax Name fields blank.
In the next line, enter 25 in the % field.

In the Account field, enter 01-410-7410-0000-000.

Leave the Description, Income Tax Type, and Invoice Tax Name fields blank.
Validate that your window appears similar to the one displayed below:

‘%Dishibulion Sets [Vision Operations: USD]

Action  Edit Query Bo Folder Special Help

Mame [XX-Utility Expenses Type Full
Description |Full Distribution set for all ion of utilities ‘
Inactive On [ |:| |
. Income Invaice
Project Related Tax Tax
Mum % Account Description Type Mame []
1 25 |I]14I]2-?41I]-I]I]I]I]-I]I]I]
2 50 |l]14l]4-?41l].|]l]l]l].|]l]l]
I3 25 01-410-7410-0000-000

-
-
-
-
-
-

Account Description Operations-Sales Management-Utilities-No Sub Account-No Product

Eroject Accounting

15

Save your work.
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Step 2: Create a Skeleton Distribution Set

1

© 00 N O o b~ W

10
11
12
13
14

Navigate to the Distribution Sets window.
(N) Setup—>Invoices—>Distribution Sets

In the Name field, enter a name for your distribution set. Make the name with
your initials-SKELETON to ensure it is unique for this class. (Ex. SEK-
SKELETON)

In the Description field, enter a description.

Leave the Type field blank; it will default automatically.

In the % field, enter O.

In the Account field, enter 01-402-7410-0000-000.

Leave the Description, Income Tax Type, and Invoice Tax Name fields blank.
In the next line, enter O in the % field.

In the Account field, enter 01-404-7410-0000-000.

Leave the Description, Income Tax Type, and Invoice Tax Name fields blank.
In the next line, enter O in the % field.

In the Account field, enter 01-410-7410-0000-000.

Leave the Description, Income Tax Type, and Invoice Tax Name fields blank.
Validate that your window appears similar to the one displayed below:

gaDishihulinn Sets [Vizion Operations: USD)

Action  Edit Query Bo Folder Special Help

MName [XX Skeleton Utility Allocation | Type Skeleton
Description |Skeleton Distribution Set for Allocation of Utility Charges ‘
Inactive On [ I:I |
Project Related lP;fme !P:}?ice
MNum % | Account Description Type MName [ 1]
1 o ™ [01-402-7410.0000.000
2 o [ |I]14I]4-?41I]-l]l]l]l]-l]l]l]
o I~ [of1-410-7410-0000-000
[
[
[

Account Description Operations-Sales Management-Utilities-No Sub Account-No Product

Broject Accounting

15

Save your work.
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Practice 8-5

Instructions

You have received the following invoice. Enter it into the system and assignto it the
Full distribution set that you created in Practice 8-4.

INVOICE

I nvoice # 3000
Date: Today
PO#: N/A
Terms. Immediate
Supplier Name: Your Supplier From Practice 3-1
Description: Utility Charges
Total Due: $2,567.59
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Practice 8-5 Solutions

1 Navigate to the Invoice Batches window and query the batch name that you
created in Practice 8-1.

(N) Invoices—>Entry—>Invoice Batches

Query your invoice batch from Practice 8-1. Navigate to Query (M) Enter.
From Invoice Batches window, click Invoices.

Accept the default for invoice type. This invoice is a standard type invoice.
Enter your supplier name.

Select the first site for your supplier.

Enter the invoice number.
Enter 2,567.89 (the total amount due) in the Invoice Amount field.

© 00 N O 0o WDN

[EEN
o

Practice 8-4.
11 In the Description field, enter the description for this invoice.
12 In the Terms field, select the appropriate terms (Immediate).
13 Validate that your window appears similar to the one displayed below:

E2 Invoices [Vision Operations: USD] - }X031398

Action Edit Query Go Folder Special Help Batch Control Total 52567.59
Actual Total 52567.59
= ~
ent Armount Freight Armount Create Freight Distribution  Distribution Set Description
= 10,000.00 (. Promotional Giveaway Iltems
40,000.00 I~ Red Corvette - Convertible
. 2.567.59 (. XX-Utility Expd|Utility Charges
|
|
— I~
Kl JE— I
A Paid
Halds DistributionTotal 0.00
usp 0.00 Status Mever Approved Posted Mo
Desc Utility Charges
Actions... 1 Holds | Payments | Match |
Scheduled Payments | Overview | | Distributions |

14 Save your work.
15 Click Distributions.

16 In the Distributions window, verify that the distribution total is equal to the
invoice amount.

Since the invoice is dated today, use the [Tab] key to accept the default date.

In the Distribution Set field, enter the full distribution set name you defined in
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EﬁDisllibulions [Wision Dperations: USD) - 3000, ABC CORPORATION

Action  Edit Query Bo Folder Special Help

Inwoice Total 2.567.59
Distribution Total 2,567.99
= [v!
Mum  Type Armount Tax Mame GL Date Account
L{I1 Item 641.90 16-MAR-1998 01-402-7410-0000-000
[z Item 1,283.79|| {|16-MAR-1998 01-404-7410-0000-000
3 Item 641.90 {|16-MAR-1998 01-410-7410-0000-000
J ] I =
Account Description  Operations-East Region Sales-Utilities-No Sub Account-No Product
Status MNewver Approved FO Mumber
Posted Mo
| Prorate... 1 | | Rewverse 1 | | Yiew PO | | Calculate Tax

18 Saveyour work.
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Practice 8-6

Instructions
Verify that your batch control count and amount that you entered in Practice 8-1 are
equal to the actual invoices that you entered in subsequent practices.
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Practice 8-6 Solutions

1 Navigate to the Invoice Batches window and query the batch name that you

created in Practice 8-1.

(N) Invoices—>Entry—>Invoice Batches
2 Verify that the displayed number in the Invoice Count Difference field is zero
3 Verify that the displayed amount in the Invoice Total Difference field is zero.
4 Validate that your window appears similar to the one displayed below:

Eg,ilnvoice Batches [Vizion Operations: USD]

|
E Action Edit Query Go Folder Special Help

Actual Invoice Count  Actual Invoice Total  Invoice Count Difference Invoice Total Difference Invoice Curr

~H l 52567 59 0] 0] I
l I I I I H
|

l I I I I
| I I I I
| I I I I I
all I I I I I

4 | M

ol

Approve 1 ‘ Invoices
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Practice 9-1

Instructions

Your supervisor has asked you to create a purchase order for “your supplier” (set up
in Practice 3-1). Your company is planning to purchase 50 units of item # 10000 for
$100.00 each. The expected dates of delivery and locations are:

Promised
Organization Ship-To Quantity Date
M1 M1-Seattle 18 Today+ 5 days
M1 M1-Seattle 12 Today+10 days
M1 M1-Seattle 20 Today+15 days

The 20 units for the third shipment line have been ordered by two different
departments. The quantity ordered by each department and charge accounts are:

Destination Type Quantity Char ge Account
Expense 12 01-110-4120-0000-000
Expense 8 01-120-4120-0000-000
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Practice 9-1 Solutions

1

N o o b~ W

Change your responsibility to Oracle Purchasing.

(M) Special—>Switch Responsibility—>Purchasing

Navigate to the Enter Purchase Orders window.

(N) Purchase Orders—>Purchase Orders

Type of Purchase Order is Standard Purchase Order.

Select “your supplier” and one of its sites (defined in Practice 3-1).
The Ship To location should be M1-Seattle.

In the Alternative region select Items.

Use the [Tab] key to move to the Item field accepting the defaults for all other
fields. Enter the item number.

8 In the Quantity field enter 50.
9 In the Price field enter 100.

10

E%Purchase Orders [Vision Operations] - [New]

Validate that your window appears similar to the one displayed below:

Edit Query Go Folder Special Help

PO, Rev 0 Type [Standard Purchag Created 06-JAN-1999
Supplier [GE Plastics Site [GE PLASTICS Cotact [ ]
Ship-To |M1- Seattle Bill-Te |v1- Hew York City Currency USD
Buyer |Smith, Mr. Junatﬂ Statug Incomplete Total 5,000.00 [|:|]
Desctiption {50 iterns @& $100/item |

Mur  Type ltern Rev  Category Description LIOK Quantity [

h Goods 10000 MISC.MISC Capitalizable Servic|[Each|[50 D
1 | 2
ltern  f10000 Capitalizabhle Services - Capitalizable non-taxable item
Catalog... ‘ Currency... ‘ Terms Shipments ‘ ‘ Approve... |

11
12

Click Shipments.
Enter the three shipment lines.
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13 Validate that your window appears similar to the one displayed bel ow:

Eggshipmenls [¥izion Operations] - [New]
Action Edit Query Go Folder Special Help
[
Original

Mum  Qrg  Ship-To LIOM Qluantity Promised Date eed-By Promise []
=1 In |M1 M1- Seattle  |Each |18 11-JAN-1999 |:|
2 |M1 M1- Seattle  |Each [12 16-JAN-1999 D
|M1 M1- Seattle  |Each |20 21-JAN-1999 |:|

1 | i

[term  F10000 Capitalizable Services - Capitalizable non-taxable item

Beceiving Controls ‘ | Distributions |

14 After shipment line 3, choose Distribution.
15 Enter the distribution lines for this PO shipment.
16 Validate that your window appears similar to the one displayed bel ow:

Eg_;gDishihulions [¥izion Operations] - [Mew]

Action Edit Query Go Folder Special Help

[+
: iy
|
Mum Reqguestor Deliver-Ta Subinventary Quantity Charge &c [ ]
<M nse 12 [p1-1104120 []
2 nse I Jo1-1204121 [ ]
2l
Account Descrlptmn
Charge Operations-Balance Sheet-Asset Clearir Budget
Accrual Operations-Balance Sheet-Accounts Pa: “fariance Operations-Balance Sheet-Asset Clearir

| Outside Processing |

17 Saveyour work and close the windows until the Purchase Order Header is
displayed.
18 Choose the Approve button.
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il Edit Query Go Folder Special Help

[ Farward
Foreard From
Approval Path
Forward To |
Mote | |
[ Frirt

Cancel ‘ ‘ OK |

20 Inthe Approve Document window, select the Submit for Approval.
21 Choose OK.

22 Verify that the status of your purchase order displays Approved.

23 Validate that your window appears similar to the one displayed below:

E%Purchase Orders [Vision Operations] - 1033

g Edit Query Go Folder Special Help

PO, Rev [1033 0 Type |Standard Purchag Created 06-JAN-1999
Supplier [GE Plastics Site [GE PLASTICS Contact [ ]
Ship-To |M1- Seattle Bill-Ta [¥1- New York City Currency USD

Buyer |Smith, Mr.JunatH Statuz Approved Total 5,000.00 [|:|]

Desctiption |50 items @ $100/item |

Murm  Type ltern Rev Category Description UOM Cluantity [
=11 Goods 10000 MISC.MISC Capitalizable Servic||[Each (|50 D
1 | 2
[tern  f10000 Capitalizable Services - Capitalizable non-taxable item
Catalog... ‘ Currency... ‘ Terms ‘ Shipments ‘ ‘ Approve... |

24 Write down your purchase order number.
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Practice 9-2

Instructions

Your supplier has shipped 26 units of the item you ordered (Practice 9-1) and
therefore has billed you for them. The shipments were for the first and second
shipment lines. The rest of the purchase order is on back order and will be shipped
and billed at alater date. You have received the following invoice with notes written
on it indicating how it should be alocated against the PO. Enter the invoice using
the PO Default invoice type in the Accounts Payable system.

INVOICE

I nvoice # 5000
Date: Today
PO#. Your PO number from Practice 9-1
Terms. Immediate
Supplier Name: Your Supplier From Practice 3-1
Description: 26 items @ $100 each
Total Due: $2,600
Shipments:
18 units towards shipment 1
8 units towards shipment 2
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Practice 9-2 Solutions

1 Change your responsibility back to Oracle Payables.
(M) Special—>Switch Responsibility—>Payables

2 Navigate to the Invoices window
(N) Invoice—>Entry—>Invoices

3 In the Type field, select PO Default as the invoice type.

4 When the system prompts you for a PO number, enter your PO number from
Practice 9-1.

E%PD Mumber
Action Edit Query Go Folder Special

PO Number [1033] |

Cancel | 0K

Oracle Payables displays the supplier and supplier site.

5 As the invoice is dated Today, tab through the invoice date field allowing the
current date to be the default.

6 Enter the Invoice number.
7 In the Amount field, enter the total due of the invoice.

C-34 Oracle Payables Release 11



Practice 9-2 Solutions

8 Validate that your window appears similar to the one displayed bel ow:

Eg_;glnvoices [¥izion Operations]
Action Edit Query Go Folder Special Help
Batch Control Total
Actual Total
=] r
Type Supplier Supplier Mum  Site Invoice Date Invaice Num  Invoice Curr Invoice Amol
2P o Defau| |GE Piastics|[1000 GE PLAS||D6-JAN-1999  ||5000 uUsD 2,600,
1 2
Amount Paid -
Holds DistributionTotal 0.00
usD 0.00
Status Mewver Approved Posted Mo
Desc
Actions... 1 | Holds ‘ Payments ‘ Match ‘
Scheduled Payments ‘ Overview ‘ ‘ Distributions |

9 Choose Match.

10 Oracle Payables Displays the Find window. Enter your search criteria.
11 Validate that your window appears similar to the one displayed bel ow:

E%Find Purchase Orders to Match [_ (O] =]
Action Edit GQuery Go  Folder Special Help

PO Murnber |1033 |
Felease | |
Line |
Ship-To |
Clear | Find |

12 Choose Find.

13 In the Match to PO Shipments window, select the far left check box on the first
shipment line. Oracle Payables displays the Quantity Invoiced field.

14 Verify the appropriate Quantity (18) for shipment line 1.
15 In the next shipment line select the far left check box and enter the quantity

invoiced for the second line (8).

Oracle Payables Release 11



Appendix C: Practices and Solutions

16 Validate that your window appears similar to the one displayed bel ow:

&3 Match to PO (Vision Operations) - 5000, GE Plastics
Action Edit Query Go Folder Special Help
Invoice Amaount 2,600.00 Distribution Total
Price Correction Final Match Release
Cluantity Unit Match SO Ll
Invoiced Price Amount | PO Murnber | ltermn
S i [T I 100 1,800.00" [ 1033 1 0000
~ = P hoo|| 800.00J” [T 1033 1 10000
| 100] - 1033 1 fl0000
[ | -~
I | -~
= -~
Shipment Oty Proration Shipment
UOK  Each Tax Ship-To M1- Seattle
Ordered 12 Freight Shiprnent Nur 2
Billed 0 Misc Last Receipt
Received 0 -
Freight Due Buyer Smith, Mr. Jonathan
Accepted 0
Payment 30 Net {terms d Reguestor
I~ Taxable Tax Mame Desctiption Capitalizable Services - Ca
Yiew PO Distribute... ‘ ‘ Match

17 Choose Match.

18 Close the window.

19 Verify that the distribution total equals to the invoice amount.

20 Choose Distributions and note that the account numbers are from the Purchase
Order you entered in Practice 9-1.

21 Saveyour work.
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Practice 9-3

Instructions

Your supplier has shipped 5 more units of the item you ordered and therefore has
billed you for them. The shipments were for the second and third shipment lines.
The remainder of the purchase order ison back order and will be shipped and billed
at alater date. You have received the following invoice with notes written on it
indicating how it should be allocated against the PO. Enter the invoice in the
Accounts Payable system.

INVOICE
I nvoice # 6000
Date: Today
PO#. Your PO number from Practice 9-1
Terms. Immediate
Supplier Name: Your Supplier From Practice 3-1
Description: 5 items @ $100 each

Total Due: $500

Shipments:
2 units towards shipment 2

3 units towards shipment 3 (2 unitsto cost center 110 and 1 unit to cost
center 120)
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Practice 9-3 Solutions

1 Navigate to the Invoices window.
(N) Invoices—>Entry—>Invoices

2 This is a standard invoice. Accept the default invoice type.
3 Enter the supplier name.
4 Select the supplier site.
5 Accept the default current date.
6 Enter the invoice number.
7 Enter the total due of the invoice in the Amount field.
8 Validate that your window appears similar to the one displayed below:
Eg_;glnvoices [¥izion Operations]
Action Edit Query Go Folder Special Help
Batch Control Tatal
Actual Tatal
1=l r
Type Supplier Supplier Num  Site Invaice Date Invoice Num  Imvaice Curr Irvaice Ama
= |standard||GE Plastics|[1000 ||GE PLAS|D6-1AN-1999 | 600D |[usp || 500.
A |
Amount Paid
Holds DistributionTotal 0.00
usb 0.00 Statuz Never Approved Posted No
Desc
Actions... 1 ‘ Holds ‘ Payments ‘ Match ‘
Scheduled Payments ‘ Overview ‘ ‘ Distributions |
9 Click Match.

10 In the Find window enter your PO number and click Find.

11 Note that on the first shipment line you have been billed for the quantity
ordered.

12 In the second shipment line, select the far left check box.
13 Enter the Quantity Invoiced as 2.

14 In the third shipment line, select the far left check box.
15 Enter the Quantity Invoiced as 3.

C-38 Oracle Payables Release 11



Practice 9-3 Solutions

16 Note that the Distribute button is enabled, because the third shipment line has
multiple distributions.
17 Choose Distribute.

18 In the Match to PO Distributions window, select the first distribution line by
selecting the far left check box and enter the quantity invoiced as 2 (noted on the
invoice for cost center 110).

19 In the second distribution line, again select the appropriate check box. Enter the
quantity invoiced as 1 to cost center 120.

20 Validate that your window appears similar to the one displayed below:

Eg_;ghlalch to PO Distribution [Wision Operations] - 1033
Action Edit Query Go Folder Special Help

Control Qty 3 Contral Total 300.00
Actual Oty 3 Actual Total 300.00
Cuantity Unit Match Match Warlance
MNum  Invoiced Price Amount Account Account
v =N 2 100 200,00 |l]1-11l]412l]-l]l]l]l]4]l]l] 01-740-7530-0000-000
[v! ]2 1 100 100.00 |I]1-12I]412I]-I]I]I]I]J]I]I] 01-740-7530-0000-000
= | |
N |
= |
r= L] |
Distribution Oty Account Description
LIk Each Match Operations-Machine Resources-Support-No Sub Account-Nc
Ordered 8 “fariance Operations-Corporate Finance-Equipment Expense-No Sub
Eilled 0
Delivered 0 Reguestor

Cancel ‘ OK |

21 Choose OK. Thiswill save your work and update the quantity billed
information.

22 Close the windows and verify that the distribution total equals the invoice
amount.
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Practice 9-4

Instructions

Your supplier has finally shipped the remaining 19 units and therefore has billed
you for them. The shipment was for the balance of the second and third shipment
lines. You have received the following invoice with notes written on it indicating
how it should be allocated against the PO. Enter the invoice using the QuickMatch
invoice type in the accounts payable system.

INVOICE

I nvoice # 7000
Date: Today
PO#: Your PO number from Practice 9-1
Terms. Immediate
Supplier Name: Your Supplier From Practice 3-1
Description: 19 items @ $100 each
Total Due: $1,900
Shipments:
2 units towards shipment 2
17 units towards shipment 3
e 10 units to cost center 110
e 7 units to cost center 120
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Practice 9-4 Solutions

1

N

N o o1 b~ W

Navigate to the Invoices window.
(N) Invoices—>Entry—>Invoices
In the Type field, select QuickMatch as the invoice type.

When prompted for a PO number, enter your PO number from Practice 9-1.
Oracle Payables displays the supplier and supplier site.

Accept the default current date.

Enter the invoice number.

Enter the total amount of the invoice in the Amount field.
Click Match.

In the Match to PO Shipments window, notice how the system defaults the
match to be for the remaining quantity to be billed for the unit price on the
purchase order.

Verify the quantity invoiced agrees with the invoice you received.
Validate that your window appears similar to the one displayed below:
Eg_;ghlalch to PO [Vizsion Operations] - 7000, GE Plastics
Action Edit Query Go Folder Special Help
Ivoice Amount 1,900.00 Distribution Total
Price Correction Final Match Release
Quuantity Unit hlatch i Ll
Invoiced Price Amount | PO Murnber | ltermn
i = 100]| - 1033 1 f10000
FoC R 100] 20000 [ 1033 1 10000
v = |7 100 170000 [ 1033 1 10000
i T
- in (I
- =r -
Shipment Qty Proration Shipment
uor Each Tax Ship-To M1- Seattle
Ordered 18 Freight Shipment Num 1
Billed 18 Misc Last Receipt
Received 0 -
Freight Due Buyer Smith, Mr. Jonathan
Accepted 0
Payment 30 Net {terms d Reguestor
[~ Taxable Tax Mame Description Capitalizable Services - Ca
Yiew PO Distribute... ‘ ‘ Match

10 Click Match.
11 Save your work.
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Practice 9-5

Instructions

Your supplier has notified you that since you have been their best customer, they are
sending you a $1000.00 credit memo. Your controller has asked you to enter the
credit memo and use your Full distribution set (created in Practice 8-4) to apply this
credit accordingly.

Hint: The process for recording a credit memo is the same as entering an invoice
but the Type must be credit memo and the amount must be negative.

Credit Memo

I nvoice # CM 1000
Date: Today
PO#: N/A
Terms. Immediate
Supplier Name: Your Supplier From Practice 3-1
Description: Best Customer Reward
Total Due: ($1,000)
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Practice 9-5 Solutions
1 Navigate to the Invoices window.
(N) Invoices—>Entry—>Invoices
2 In the Type field, enter Credit Memo.
3 The note below is displayed. Click OK.

EiNote

APP-10115: Payahles defaults the payment
terms from the supplier site to the invoice.
Verify the payment terms for credit or dehit
Mmemos.

You may want to change the payment terms to
Immediate for credit and debit memos.

Enter your supplier name.

Select the first site for your supplier.

As the credit memo is dated today, accept the default date.
Enter the credit memo number.

Enter -1000.00 (the total amount) in the Invoice Amount field. Make sure to
enter the amount as a negative value.

9 In the Description field, enter the description for this invoice.

10 In the Distribution Set field, enter the full distribution set name you defined in
Practice 8-4.

11 In the Terms field, make sure the terms are immediate; if they are not, select
Immediate.

o N o o1 b
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Egj'lnvoices [Vision DOperations: USD]
Action Edit Query Go Help Batch Control Taotal
Actual Total
[ee] r
Type Supplier Supplier Mum  Site Imvoice Date Invoice Murn  Invoice Curr Invoice Armoun
L{.:redit Me|(ABC CORP{|2013 CHICAG([18-MAR-1998 CM1000 usD <1,000.00:=
T I [
Amount Paid o
0.00 Holds 0 DistributionTotal <1,000.00=>
usp i
Status Never Approved Posted Mo
Desc
Actions... 1 Holds | Payments Match
Scheduled Payments | Overview | | Distributions |

13 Choose Distributions.

14 Validate that your window appears similar to the one displayed bel ow:

E%Disllibulions [Wision Dperations: USD) - CM1000. ABC CORPORATION
Action  Edit Query Go Help
Invoice Total <1,000.00>
Distribution Total «1,000.00>
=
Murm  Type Armount Tax Mame GL Date Account
=1 Item <250.00> 18-MAR-1998 01-402 74100000000
2 Item <500.00= 18-MAR-1998 01-404 74100000000
ii Item <250.00> 18-MAR-1998 01-410-7410-0000-000
] i
Account Description Operations-Sales Management-Utilities-No Sub Account-No Product
Status  Newver Approved PO Mumber
Posted Mo
Prorate... 1 | | Reverse 1 | | | | Calculate Tax

15 Saveyour work.
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Practice 9-6

Instructions

Your Supplier has acknowledged overbilling you for the Advertising Promotiona
Giveaway items you purchased on invoice #1000 (Practice 8-1) and forwarded the
following credit. Enter the credit memo in the Accounts Payable system.

Hint: The accounting for this credit isto reverse the original accounting assigned to
theinvoice. Prorate the credit over both distribution lines that were entered on
Invoice #1000.

Credit Memo

I nvoice # CM2000
Date: Today
PO#: N/A
Terms. Immediate
Supplier Name: Your Supplier From Practice 3-1
Description: Supplier Overbill

Total Due: ($1,000)
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Practice 9-6 Solutions

1

2
3

E;‘,g Hote

Navigate to the Invoices window.

(N) Invoices—>Entry—>Invoices

In the Type field, enter Credit Memo.

The below note is displayed. Choose OK.

APP-10115: Payables defaults the payment
terms from the supplier site to the invoice.
Yerify the payment terms for credit or dehit
memos.

You may want to change the payment terms to
Immediate for credit and dehit memos.

o N o o1 b

10
11

12

E%Find Invoices to Match

Enter your supplier name.

Select the first site for your supplier.

As the credit memo is dated today, accept the default date.
Enter the credit memo number.

Enter -1000.00 (the total amount) in the Invoice Amount field. Make sure to
enter the amount as a negative value.

In the Terms field, make sure the terms are Immediate; if they are not, select
Immediate.

Choose Match.

To match this credit memo to the original invoice (Invoice #1000), enter the
invoice number.

Validate that your window appears similar to the one displayed below:

Invoice Mumber |1l]l]l]| |

Ihvoice Amounts | | = | |

Imvoice Dates | | = | |
FO Murmber | |

clear | | Eind |
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13 If you were unable to locate your invoice, verify your credit invoice supplier site
Is the same as the invoice you are matching to.

14 In the Match to Invoice window, select the check box on the left.
15 In the Credit Amount field, enter -1000.
16 Validate that your window appears similar to the one displayed bel ow:

vgahlalch to Invoice [¥ision Dperations: USD]) - CM2000. ABC CORPORATION

Action  Edit Query Bo Folder Special Help

Invoice Amount <1,Uuu.uu> Distribution Total 0.00
Credit Invoice
Amount Mumber Date Amount PO Mumber
L{I -1000| 1000 13-MAR-1998 10,000.00

L I A A

Description Promotional Giveaway ltems

Status Approved Unpaid Amount 10,000.00
Posted Mo
Invoice Overview | Match tol POL.. Distribute... | Match |

17 Choose Match.

18 Close the window.

19 In the Invoices window, verify that the distribution total is equal to the invoice
amount.

20 Choose Distributions to view the distribution line.
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21 Validate that your window appears similar to the one displayed below:

gi'Dishibulions [Vision Operations: USD) - CM2000, ABC CORPORATION

Action  Edit Query Go Folder Special Help

Invoice Total <1,000.00=
Distribution Total <1,000.00=
[ 4
Mum  Type Amount Tax Name GL Date Account
L{I1 Item <400.00> 19-MAR-1998 01-402-7110-0000-000
[z Item <600.00> 19-MAR-1998 01-404 71100000000
I — =
Account Description Operations-East Region Sales-Advertising-No Sub Account-No Product
Status Newver Approved PO Mumber
Posted Mo
| Prorate... 1 | | Reverse 1 | | Yiew PO | | Calculate Tax

22 Note how the distribution lines were prorated proportionately.
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Practice 9-7

Introduction

A buyer in Purchasing hasinformed you that your supplier overbilled you for the 19
items invoiced on invoice # 7000. The invoice price was $100.00 per item. Asyou

had purchased enough of the item to earn a price break, the price should have been
$95.00 per item. Enter the following debit memo and use a price correction to match
to the purchase order.

Debit Memo

I nvoice # DM 3000
Date: Today
PO#: From Practice 9-1
Terms: Immediate
Supplier Name: Your Supplier From Practice 3-1
Description: Supplier Overhill

Total Due: ($95.00)
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Practice 9-7 Solutions

1

0o N O O b WD

10
11
12

Navigate to the Invoices window.

(N) Invoices—>Entry—>Invoices

In the Type field, enter Debit Memo.

Choose OK in the Note dialog box.

Enter the Supplier from invoice number 7000.
Enter the Supplier Site.

Accept the default date.

Enter the debit memo number.

In the Amount field, enter the total amount of the debit memo. Be sure to enter it
as a negative number.

In the Terms field, make sure the terms are Immediate; if they are not, select
Immediate.

Choose Match.
In the Find Invoices to Match window, enter 7000 in the Invoice Number field.
Validate that your window appears similar to the one displayed below:

Eg_;gFind Invoices to Match 9= 3

Action Edit Query Go Folder Special Help

Inwaice Mumber [7000] |

Inwoice Armounts | | |

Irvnice Dates | -

PO Number |

13

Choose Find.
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14 Validate that your window appears similar to the one displayed bel ow:

Eg_;ghlalch to Invoice [¥ision Dperations] - DM3000, GE Plastics
Action Edit Query Go Folder Special Help
Invoice Amount <95.00> Distribution Total 0.00
Credit Invoice
Amount Number Date Amount PO Mumber
= 7000 06-JAN-1999 1,900.00 1033
r
r
I_ Ll
IR
r =
Description
Status Mever Approved Linpaid Amount 1,900.00
Fosted No
Invoice Overview ‘ Match to PO... ‘ Distribute... ‘ Match |

15 Select the far left check box and enter the debit memo amount in the Credit
Amount field.

16 Choose the Match to PO button.

17 In the Find Purchase Order to Match window, enter your PO number from
Practice 9-1 in the PO Number field.

18 Choose Find.
19 You are now in the Match to PO window.

20 Invoice number 7000 was for items from two shipments. We need to enter price
corrections for both those shipments.

21 Select the far left check box for the first shipment line.
22 Select the Price Correction check box.

23 Enter 2 in the Quantity Invoiced field and <5.00> in the Unit Pricefield. Be sure
to enter the price as a negative number.

24 Follow the same steps for the remaining 17 items on the second shipment line.
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25 Validate that your window appears similar to the one displayed below:

Eg_;ghlalch to PO [Vizsion Operations) - DM3000, GE Plastics

Action Edit Query Go Folder Special Help

Imvoice Amount <05.00> Distribution Total
Price Correction Final Match Release
Quuantity Unit hlatch i Ll
. Invoiced Price Amount | PO Murnber | ltermn

W =~ 2 ] <10.00=" [ 1033 1 f10000
[ = 17 ] <85.00=( [ 1033 1 f10000
I | -

I | (I

- in (I

- =r -

Shipment Qty Proration Shipment
Uon  Each Tax Ship-To M1. Seattle
Ordered 20 Freight Shipment Num 3
Billed 20 Misc Last Receipt
Received 0 -
Freight Due Buyer Smith, Mr. Jonathan
Accepted 0
Payment 30 Net {terms d Reguestor
[~ Taxable Tax Mame Description Capitalizable Services - Ca
Yiew PO ‘ Distribute... ‘ ‘ Match

26 Choose Match.
27 Close this window to return to the I nvoice window.
28 Verify the distributions are correct for this debit memo.
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Practice 10-1

Instructions

You have been informed by your manager that your company has started a new
travel expense policy and you need to enter in a new Expense Report Template. For
thistemplate you will only enter the natural account segment for each item. The
remaining segments will default from the employees GL account when you enter a
expense report for that employee.

The name of the template will be your initials. Enter the following items and GL
account codes on your templ ate:

Airfare 7640
Taxi 7680
Hotel 7670
Meals 7690
Car Rental 7650
Phone 7450
Misc. 7699
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Practice 10-1 Solutions

1 Navigate to the Expense Report Templates window

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

Enter the template name.

Enter a description.

In the Expense Item field, enter the first item in your template.

In the GL account field enter in the natural account for the first expense item. As
you are going to have the all segments except the natural account come from the
employees default GL account, you should use the segment separator, “-”, for all
segments other than the natural account segment. The airfare item would be
entered as --7640--.

6 Validate that your window appears similar to the one displayed below:

g b~ WN

Eg_;gExpense Report Templates [Vision Operations])
Action Edit Query Go Folder Special Help

Template Name |DJM Inactive Date

Description (Employee Expenses |

[” Enahble for Self-Service Users

Includes Tax
Expense ltem Type || Tax Mame GL Account
~Hairfare |[item - |[-7640--
-
=
-
= [
= -
GL Account Description —Airfare
Self-Service Interface Attributes
Friendly Prompt Image File Mame
Receipt Required Above Sequence
[ Justification Required [T Calculate Amount

[~ “iewable From &ll Termplates

7 Enter the remaining items in the same manner.
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Eg_;gExpense Report Templates [Vision Operations])
Action Edit Query Go Folder Special Help

Template Name |DJM Inactive Date

Description (Employee Expenses |

[” Enahble for Self-Service Users

Includes Tax
Expensze ltem Type || Tax Mame 5L Account
L| ||Airfare | ltem — | [m | ||__T54|]__
[Taxi Item - - 7680
[Hotel Item - -T670--
[Meals Item - - 7690
|Car Rental Item - _76450.--
= |Phune Item - _T7450.--
GL Account Description
Self-Service Interface Attributes
Friendly Prompt Image File Mame
Receipt Required Above Sequence
[ Justification Required [T Calculate Amount
[~ “iewable From &ll Termplates

9 Saveyour work.
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Practice 10-2

Instructions

One of your employees has just returned from a business trip to Colorado and com-

pleted the following expense report. Enter the expensesin the accounts payable system
using the template you entered in Practice 10-1.

Travel Expense Report
Employee Name: Black, Mr. Chris
Date: Today
Invoice # Today’s Date - terminal ID (Ex. 01-JAN-1998-13)
Description: Weekly Total
Airfare $1,805.78
Meals 194.22
Car Rental 185.00
Total Due Employee $2,185.00
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1 Navigate to the Expense Report window.

(N) Invoices—>Entry—>Expense Reports
Enter Chris Black in the Employee field.
In the Date field, enter today’s date.

Enter invoice number.
Enter the description.

0o N O O b WD

expense report.

Practice 10-2 Solutions

9 Accept the default accounting flexfield information.
10 Validate that your window appears similar to the one displayed below:

In the Amount field, enter the total amount to be reimbursed to the employee.
In the Template field, choose the template you created in Practice 10-1.
Choose the appropriate types of items and enter the amounts as noted on

Eg_;gExpense Report [Vizion Operations]
Action Edit Query Go Folder Specizl Help

Emplayee [Black, Mr. Chris

Murnber |25

GL Account |l]1 -830-7530-0000-000

| |Operatiuns-MIS-Equipment Expense-No Sub Accoun

Send to |0fﬁ99 |'|

Date |04-JAN-1999

Invoice Murm |I]4JAN-1999-13

Description |Weekly Total | Hald |
Irenice Currency I@I Amaount 2,185.I]I]|
Lines Total 2,185.00]
Currency Wyithholding Tax Group  |1099 |
Type | | Al Advatices Reviewed By
Date |I]4JAN-1999 | Mumber ™ Payables
Rate | | Amaount ™ Management
Template [|:|]
«|
Includes Tax Withholding
ltern Arnount GL Account Tax Mame | Tax Group [l
=1 [lnirfare 1,805.78| |01-830-7640-0000-000 ' {1099 [ ]
[ [Meals 194.22| [01-§30-7690-0000-000 1099 []
[ car Rental 185.00] [01-830-7650-0000.000 I [1099 [ ]
gl | r []

11 Save your expense report.
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Practice 11-1

Instructions

You have signed a six month lease for a total of $12,000 for the entire period with

“Your Supplier.” You are required to pay the same amount each month but do not
receive an invoice for the rent. Define a recurring payment to handle the creation of
all the invoices for $2,000 for this supplier starting with the first of the next month.

Hint: It is not necessary to create all invoices at once.
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Practice 11-1 Solutions

1 Navigate to the Recurring Invoices window.
(N) Invoices—>Entry—>Recurring Invoices

2 Enter the following supplier information:
Name: Your supplier name
Site: Second site

3 Enter the following calendar information:
Name: Monthly
Number of Periods: 6
First: Next Month

4 Enter the following Template Definition information:
Number: XXRent
Description: Monthly Rent
Payment Method: Check
Accept the default values for the remainder of the fields.

5 In the Distribution Origin section, select the Set check box.
Name: Enter the full distribution set that you created in Practice 8-4.

6 Validate that your window appears similar to the one displayed below:

&aﬁecuning Invoices [Wision Operations: USD]

Suppli Cal
Mame [ABC CORPORATION | Mame [Rent
Number (2013 | Mumber of Periods |6
Site |CHICAGO First |Mar98
Pay Group |Standard Mext Mar98
MNumber Remaining 6

Template Definition -|

Mumber |Rent Description |Monthly Rent

Currency |USD Liability Account (01-000-2210-0000-000

Haold Payment Method |Check
GL Date :I Expiration Date
Terms |45 Net {terms date + 41 Wyithholding Tax Group :I
[~ Pay Alone [ |:| 1
Distril Origin
i+ Set Mame |Rent Expense (Full)
Mumber of Invoices | Create Invoices...
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7 Inthe Amount region, enter the following information:
- First Month: 2,000
- Number of Invoices: 6
- Accept the default values for the remainder of the fields.
8 Validate that your window appears similar to the one displayed bel ow:

E%‘;'Hecuning Invoices [Vision Operations: USD)

Mame |ABC CORPORATION | Marme |Rent
MNumber (2013 | MNumber of Periods |6
Site |CHICAGO First |Mar98
Pay Group |Standard MNext Mar.98

Mumber Remaining 6

Mesxt Amount 2,000.00

First Amount 2,000.00
Change 0%

Mumber of Regular Invoices 6

Period
FPeriod

Special Invoice Amount]

Special lnvoice Amount2

Control Total 12,000.00

Released Total 0.00
12,000.00

Armount Remaining

Murnber of Invoices  [6] |

Create Invoices...

9 Saveyour work.
10 Choose Create Invoices. Oracle Payables displays the Create I nvoices window.
11 Validate that your window appears similar to the one displayed bel ow:

E%%Cleate Invoices [Vision Dperations: USD)
il Edit GQuery Go Folder Special Help

Invoice Mumber GL Date Amount Batch Marme
= 1| Rent Mar 98 D1 MAR-1998 2,000.00
|:| Rent-Apr98 01-APR-1998 2,000.00
[|Rent-May.98 2,000.00| |
< |[|RentJun-g8 2,000.00 |

Cancel ‘ ‘ 0K |

’—Exchange Rate

12 Choose OK.
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Practice 12-1

Instructions

You have discovered that Invoice #1000 was entered with incorrect accounting
information. $4,000 should have been charged to Department number 420 instead of
402. Adjust the accounting distribution on thisinvoice.

Hint: You can change or reverse distribution lines before they have been posted to
the general ledger.
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Practice 12-1 Solutions
1 Navigate to the Find Invoices window.
(N) Invoices—>Entry—>Invoices (M) Query—>Find
2 Enter Your Supplier Name from Practice 3-1.
3 In the Invoice Number field, enter 1000.
4 Validate that your window appears similar to the one displayed below:

Eg_;gFind Invoices [_ (O] =]
Action Edit Query Go Folder Special Help
r Supplier
Mame [Next Generation Graphics | Number (2017
Site | Taxpayer ID [221221212
PO Murm | |F'O Shipment: |j
- Invoice
Murnber [1p00 | [Terms: -
Type |j Pay Group: -
Armounts | - | Batch Mame
Dates | - | Currency
- Invoice Status ~ Holds
Paid - Status -
Posted hd MName
Status hd Reason
r Voucher Audit - Invoice Template
Categary Mumber
Marne Period Type
Murnbers | - | |
Calculate Balance Owed... | Clear | Hiewr | Find |

5 Choose Find.
Oracle Payables displays the Invoices window for invoice number 1000.
6 Choose Distributions.
7 With your courser on the first line, Choose Reverse.
A third line is created to reverse line number one for the original amount.
8 Move your courser to the fourth line.
9 In the Amount field, enter 4,000.
10 In the Account field, enter 01-420-7110-0000-000.
11 Verify that the distribution total is equal to the invoice amount.

C-62 Oracle Payables Release 11



Practice 12-1 Solutions

gi'Dishibulions [Vision Operations: USD]) - 1000, ABC CORPORATION

Acti Edit & Go Faold i | Hel
SERen SCLSen e ORI SheRsl e Irvoice Total 10,000.00
Distribution Total 10,000.00
[ ~
Murm  Type Armount Tax Mame GL Date Account
=1 Item 4,000.00 13-MAR-1998 01-402-7110-0000-000
3 Item <4,000.00=> 13-MAR-1998 0140271100000 000
2 Item 6,000.00 13-MAR-1998 01-404 71100000000
s Jem 4,000.00 13-MAR-1998 01420-7110.0000-000
] i
Account Description Operations-Consulting-Advertising-No Sub Account-No Product
Status  Mewver Approved PO Number
Posted Mo
| Prorate... 1 | | Reverse 1 | | View PO | | Calculate Tax

13 Saveyour work.
14 Close the Distributions window.
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Practice 12-2

Instructions

Your supplier has sent you invoice # 8000. The AP supervisor has asked you to
record the invoice and amend the payment schedule as follows:

First scheduled payment = $600 on the default date.
Second scheduled payment = $400 one month after the first scheduled payment.

INVOICE

I nvoice # 8000
Date: Today
PO# N/A
Terms. Immediate
Supplier Name: Your Supplier From Practice 3-1
Description: 20 items @ $50 each
Total Due: $1,000
GL Account: 01-402-7410-0000-000
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Practice 12-2 Solutions

1 Enter Invoice # 8000 by following the steps 1 through 8 in Practice 9-3.
2 From the Invoices window, choose Scheduled Payment.
Oracle Payables displays Schedule Payments window.
3 Inthe Due Date field, accept the default date.
4 Amend the dollar amount in the Gross Amount field to 600.
5 Validate that your window appears similar to the one displayed below:

‘gaScheduled Payments [Vision Operations: USD]) - 8000, GE Plastics

Action  Edit Query Bo Folder Special Help
Payment Currency USD Invoice Amount 1,000.00
Amount Paid 0.00 Gross Amount Tatal 600.00
—— Scheduled Payments [v
Hald Payment Priority -
Due Date Gross Amount | Method Mame Mumber [1]
= Il_ 06-APR-1998 600.00) 99 Electronic Payments)|GE Primary Accoun]{/87878787 IE
s []
Iy []
Iy [
In [
aln []
Arnount Remaining 600.00
Discount Amount Remaining 0.00
Holds | Payments | Split Schedule | Bay... 1 |

6 Choose Split Schedule to create a second scheduled payment.

7 Inthe Due Date filed, change the date to 30 days after the first scheduled
payment.

8 Verify that the Gross Amount Total isequal to the Invoice Amount.
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9 Validate that your window appears similar to the one displayed bel ow:

E%Scheduled Payments [Yision Operations: USD] - 8000, GE FPlastics

Action  Edit Query Bo Folder Special Help

Payment Currency USD Invoice Amaunt 1,000.00
Amount Paid 0.00 Gross Amaunt Total 1,000.00
— Scheduled Payments [+
o Remit-To Bank -
Hald Payment Priority Payment
Due Date Gross Amount hethod Hame Mumber []
= |:|l_ [06-APR-1958 600.00] 99][Electronic Payments|GE Primary Accouni[787878787

Il_ E:I]&MAYJQQB 400.00|| 99||Electronic Payments|GE Primary Accounl(787878787

I%l
LI I ==

Amount Remaining 400.00
Discount Amaunt Rermaining 0.00
Holds | Payments Split Schedule | | Pay:.. 1

10 Saveyour work.
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Practice 12-3

Instructions
Your supplier just called you to let you know that Invoice # 8000 was issued in
error. Cancel Invoice # 8000 that you entered in Practice 12-2.
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Practice 12-3 Solutions
1 Navigate to the Find Invoices window.
(N) Invoices—>Entry—>Invoices (M) Query—>Find
2 Enter Your Supplier Name from Practice 12-3.
3 In the Invoice Number field, enter 8000.
4 Choose Find.
Oracle Payables displays Invoices window.
5 Choose Actions.
Oracle Payables displays Invoice Actions window.
6 Select the Cancel Invoices check box.
7 Validate that your window appears similar to the one displayed below:

oo > s
Egg Invoice Actions [ X]

I~ Approve

d Invoices

[~ Apply/Unapply Prepayment...
™ Pay in Full...
[ Release Holds

Hald Name

Release Mame

Release Reason
[~ Print Matice

Printer

Sender MNarme

Sender Title
Cancel | OK |
8 Choose OK.
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Practice 12-4

Instructions

Your system is set up to allow the approval of invoices at entry time. Request
approval for invoice number 1000 that you entered in Practice 8-1.
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Practice 12-4 Solutions

1 Navigate to the Find Invoices window.
(N) Invoices—>Entry—>Invoices (M) Query—>Find
2 Enter your supplier name from Practice 8-1.
3 In the Invoice Number field, enter 1000.
4 Validate that your window appears similar to the one displayed below:

Eg_;gFind Invoices = (O] %]
Action Edit Query Go Folder Special Help
- Supplier
Mame |Next Generation Graphics | MNumber (2017
Site | Taxpayer ID [221-22-1212
PO Murm | |F'O Shiprment: |j
- Invoice
MNumber [1p00 | [Terms: -
Type |j Pay Group: -
Arnounts | - | Batch Name
Dates | - | Currency
r Invoice Status ~ Holds
Paid - Status -
Paosted - MName
Status A Reason
 Youcher Audit - Invoice Template
Categary | MNumber |
Marne | Petiod Type |
Mumbers | - I |
Calculate Balance Owed... | Clear | Hew, | Find |
5 Click Find.

Oracle Payables displays the Invoices window for Invoice # 1000.
6 Choose Actions.

Oracle Payables displays the Invoice Actions window.
7 Select the Approve check box.
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8 Validate that your window appears similar to the one displayed bel ow:

o - "
ha Invoice Actions E

[~ Approve Related Invoices

[ Cancel Invoices

I~ Apply/Unapply Prepayment...
[~ Pay in Full...

[ Release Holds

Hold Marne

Release Name

Release Reason

[~ Print Motice

Printer

Sender Name

Sender Title

Cancel | 0K |

9 Choose OK

10 The below note is displayed. Choose OK.

Egj% Caution

APP-10318: Approve 1 invoice(s|?

Cancel ‘ 0K

11 In the Invoices window, verify that the status of the invoice is Approved with

zero Holds.
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Practice 12-5

Instructions

It isyour company policy that all car purchases over $35,000 requires management
approval. Place an Amount hold on the invoice # 2000 for purchase of ared
Corvette that you entered in Practice 8-3.
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Practice 12-5 Solutions

1 Navigate to the Find Invoices window.
(N) Invoices—>Entry—>Invoices (M) Query—>Find
2 Enter Your Supplier Name from Practice 3-1.
3 In the Invoice Number field, enter 2000.
4 Validate that your window appears similar to the one displayed below:

E%Find Invoices [_ O] =]
-5 PE li
Mame |GE Plastid | Murnber
Site | Taxpayer D
PO Mum | |F'O Shipment: |-|
 Invoice
Number [2000 | [rerms: ~
Type | |v| Pay Group: -
Amounts | | - | Batch Mame
Dates | | - | Currency :I
- Invoice Status - Holds
Paid - Status -
Posted - Mame
Status - Reason
'l her Audit - Inwvoice T
Category Mumber
Mame Period Type
Mumbers | - |
Calculate Balance Owed... | Clear | Hew | Find |

5 Choose Find.

Oracle Payables displays the Invoices window.
6 Choose Holds.

Oracle Payables displays the Invoice Holds window.
7 In the Hold Name filed, select Amount.

Oracle Payables displays the Hold Reason.

Oracle Payables Release 11 C-73



Appendix C: Practices and Solutions

Egalnvoice Holds [Vizion Operations: USD] - 2000, GE Plastics

Action  Edit Query Bo Folder Special Help

Hold Name

Release Name

Release Feason

;{I|Am ount

Invoice amount exceeded j

— Purchase Order

Current Hold

Current Release

Murnber Date  26-MAR-1998 Date
Line By By
Ship Ta
Scheduled Payments Yiew PO ‘ | Release... 1

9 Saveyour work.
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Practice 12-6

Instructions

You are required to approve all invoices you entered at end of the day. Submit
Payables Approval for your supplier invoices.
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Practice 12-6 Solutions
Instructions
1 Navigate to the Submit Request window.
(N) Other—>Requests—>Run—>Single Request (B) OK
2 In the Request Name field, enter Payables Approval.
Oracle Payables displays the Parameters window.
3 In the Option field, select All.
4 In the Supplier Name field, enter your supplier name.
5 Validate that your window appears similar to the one displayed below:

DOption F\II Process all matching lines

Invoice Batch Marme

Start Invoice Date I:I
End Inwoice Date

Supplier Name |ABC CORPORATION
Pay Group

Irvoice Murnber
Entered By | |

| | 2

Clear ‘ Cancel | OK

6 Choose OK.
Oracle Payables displays the Submit Request window.
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7 Validate that your window appears similar to the one displayed below:

=3 Submit Request

Action Edit Query Go  Folder

JEET s

Special Help

[x]

— Bun this Request...
Regquest Mame
Parameters

Language

Payables Approval

All....ABC CORPORATION...

Jumerican English

— At these Times...
As Soon As Possible

Schedule...

— Upon Completion...

Motify
Print Ta

¥ Save all Output Files

Completion Options...

Copy a Prior Request... ‘

Cancel

Submit Request

8 Choose Submit Request.
Oracle Payables displays below window that includes your Request ID number.

E.—%‘ Decision

Request submitted. (Request ID =
202982)

Submit another request?

No | IYes

9 Sinceyou do not want to submit another request, choose No.
10 Toview your request, navigate to Find Request window.

(M) Help—>View My Requests.
11 Select the Specific Request check box.

12 In the Request ID field, enter your Request ID number.

13 Choose Find.

Oracle Payables displays the status of your request in the Requests window.
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14 Validate that your window appears similar to the one displayed bel ow:

Egaﬂequesls [_ O] x]
Action Edit Query Go Folder Special Help
Refresh Data | Find Requests | Submit a New Request... |
Request ID Parent
Mame Phase Status Parameters
L{IPUZQBZ Payables Approval Completed Hormal All,,,,285,,,1, N
Iiold Regquest | View Details... | View Output |
Cancel Request | Diagnostics | Yiew Log... |

15 Choose View Output to review the report online.
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Practice 12-7

Instructions

You have received formal approval from the management to release invoice number
2000 that you placed an Amount hold in Practice 12-3.

When you have completed this Practice, please find and approve al the invoices
you have entered. If any of your invoices are on hold, please release the hold.
Remember you may need to correct the reason the invoice is on hold prior to being

able to approveit.
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Practice 12-7 Solutions
1 Navigate to the Find Invoices window.
(N) Invoices—>Entry—>Invoices (M) Query—>Find
2 Enter your supplier name from Practice 3-1.
3 In the Invoice Number field, enter 2000.
4 Validate that your window appears similar to the one displayed below:

Eg_"aFind Invoices M=l E3
-5 i
Name |GE Plasﬁd | Number
Site | Taxpayer 1D
PO Num | ‘F'O Shipment: |v‘
~ Invoice
Mumber [2000 | Terms: o
Type | Jj Pay Groug: -
Amounts | | - | Batch Mame
Dates | | - | Cutrency :l
 Invoice Status ~ Holds
Paid - Status —|'
Posted = MNarme
Status - Reason
~ Youcher Audit - Invoice T
Category Mumber
Mame Period Type
MNumbers | = |
Calculate Balance Owed... ‘ Clear ‘ New | Find |

5 Choose Find.

Oracle Payables displays the Invoices window.
6 Choose Holds.

Oracle Payables displays the Invoice Holds window.
7 In the Release Hold filed, select Approved.

Oracle Payables displays the Release Reason.
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2 Invoice Holds [Vision Dperations: USD] - 2000, GE Plastics

Action  Edit Query Bo Folder Special Help [v
Hold MName Hold Reason Release MName Release Reason []
L|I|Am|:|unt Invoice amount exceeded li|Approved Hold Approved
= = 5 !
Purchase Order —— CurrentHold ——— Current Release
Mumber Date  26-MAR-1998 Date
Line By VISION By
Ship Ta
Scheduled Payments | Yiew PO ‘ | Release... 1

9 Saveyour work.
10 Find and approve all invoices you have entered.
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Practice 13-1

Instructions

The director of corporate purchasing wantsto know how much is the balance due to
your supplier.
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Practice 13-1 Solutions

1 Navigate to the Find Invoices window.
(N) Invoices—>Entry—>Invoices (M) Query—>Find

2 In the Supplier Name field, enter your supplier name from Practice 3-1.
Choose Calculate Balance Owed.
Oracle Payables displays the Calculate Balance Owed window.

4 Choose Calculate.

5 Validate that your window appears similar to the one displayed below:

Egjl:alculate Balance Owed = W
Action  Edit Query Bo Folder Special Help

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

 Invoice Count and Balance

UsD
Unpaid Amount 152.658.07
Less Awailable Prepayments 0.00
Balance Cwed 152,658.07
Mumber of Invoices 15
Murmber of Prepayments 0
Done Invoices

6 Choose Done.
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Practice 15-1

Instructions

You have been assigned to set up a new Procurement Card program in Oracle
Payables. Your credit card bank is First National Bank of U.S. (FNBUS). You have
decided that you need to only allow certain card transactions to be accepted and
FNBUS has agreed to work with you on this. The set up of the Procurement card
program has to be completed in required steps. Please use the following instructions
to create your new program:

Stepl: Credit Card Code Sets

FNBUS has established codes for all of these transactions and you will charge al of
these to the account specified. Please name your Code Set XX-Your initials.

Value Description Account

1000 Purchase Computer Equipment 1560

2000 Purchase Small Tools for the Maintenance Shop 1530

3000 Purchase Postage 7510

4000 Purchase Printing Services 7540

3001 Purchase Subscriptions 7740

2001 Arrangement of Testing Equipment 7440

TE4 Block All Travel and Entertainment Charges N/A Check

Blocking Group

Step 2: Credit Card Programs

You now need to set up a Credit Card Program. Use the following information to
create the program:

Name: Your Initials

Description: Procurement Card Program

Card Type: Procurement

Supplier: XX-FNBUS

Site: The site you created

Card Code Set: From step 1

Exception Clearing Account: 01-000-2990-0000-000

Accept the defaults in the Do Not Pay If Status Is region of the window.
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Step 3: Credit Card GL Account Sets

The next step isto create alist of values your employees can use to correct account
information for their credit card transactions. Use the following information to
create a Credit card GL Account Set:

Name: XX-GL Set
Description: Credit Card GL Set

Account Description

1560 Computer Equipment
1530 Small Tools

7510 Postage

7540 Printing

7740 Subscriptions

7440 Equipment Testing

Step 4: Credit Card Profiles

You now will define how the system builds detailed accounting distributions for
transactions and define the level of notification you require for employees and
managers. Use the following information to create a credit card Profile:

Profile Name: XX-Corporate Card Program

Card Program Name: From Step 2 (Your initials)

Account Set Name: From Step 3 (XX-GL Set)

Default Account Template: 01-2990-0000-000 (leave department blank)
Exception Clearing: 01-000-2990-0000-000

Your managers should be have Notifications Only and employees should have
Verifications required. Accept al other defaults.

The Card Code region of thiswindow is for future releases.
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Step 5: Assigning Credit Cards to Card Holders

The last step in the set up of a Procurement Card Program, isto assign the credit
cardsto card holders. Your employeeswould need to be set up prior to this step, Use
the following information to assign the cards:

Card Program: Your program from Step 2

Profile: Your profile from Step 4

Card Member Name: Pat Stock

Card Number: Your imagination is needed here. 16 numbers please.
Employee Name: Stock, Ms. Pat

Department Name: Corporate Purchasing

Maximum Amounts: 1000 per transaction, 5000 per period

Accept al other defaults.
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Practice 15-1 Solutions

Step 1
1 Navigate to the Credit Card Code Sets window.
(N) Setup—>Credit Cards—>Credit Card Code Sets
2 Enter the Card Code Set name.
3 Enter your description.
4 In the Card Code region, enter the all the Values, Descriptions, and Accounts.
5 Validate that your window appears similar to the one displayed below:

Eggl:ledil Card Code Sets [Vizion Operations)
Action Edit Query Go Folder Special Help
Code Set Mame |13-SEK
Description [Procurment Card Program w/FNBUS | [ |:| ]
Card Codes
Blocking
Group
y | Walue Description Account Inactive Date !
;_ I 1000 ”chase Computer Equipment|| 1560 n
1~  [2o00 Jis for the Maintenence Shop[[1530 [ ]
1 oo Purchase Postage 7510 B
I [ 4000 Purchase Printing Services (7340 B
T r ot Purchase Subscriptions _ |[7740 B
I [ 2001 ange for Testing Equipment||7440 B
i v TE4 and Entertainment Charges i
Ny ]
N ]
=r | | | I | []

6 Save your work.

Step 2
1 Navigate to the Credit Card Programs window.
Setup—>Credit Cards—>Credit Card Programs
Enter the program name.
In the description field, enter your description.
Accept the default card Type.
Enter your Supplier and Supplier Site.
From the List of Values, select your card Code Set from Step 1.
Enter the Exception Clearing Acct.

N o ok 0N
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8 Validate that your window appears similar to the one displayed bel ow:

Eggl:redit Card Programs [Wision Operations])

Action Edit Query Go  Folder Special Help

Card Program Mame [SEK | Inactive Date |—|
Description |Procurement Card Program | Card Type Procurement |v
Supplier [13-FNBUS Supplier Site [FRANKLIN
Card Code Set [13-SEK Administrator
Card Prograr Currency Iﬁ‘ Exposure Limit |
Exception Clearing Acct |I]14]I]I]299I]-I]I]I]I]-I]I]I] | Operations-Balance Sheet-Suspense-No Sub A

Do Not Pay If Status Is

i i ¥ Persanal
¥ Unapprave [v Disputed
¥ Account Exception [v Hald
([ 1

9 Saveyour work.

Step 3
1 Navigate to the Credit Card GL Account Sets window.
Setup—>Credit Cards—>Credit Card GL Account Sets
Enter the set name.
Enter the description.
In the GL Accounts region, enter the Account and Description information.
Validate that your window appears similar to the one displayed below:

2
3
4
5

Eggl:redit Card GL Account Sets [Vision Operations]

Action Edit Query Go Folder Special Help

GL Account Set Mame |13-GL Set |

Description |Credit Card GL Set | 1 D I
GL Accounts
Account Description u
=1 [[1560 Computer Equipment

1530 Small Tools |
7510 Postage ]
7340 Printing |
7740 Subscriptions ]
7440 Equipment Testing i
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Step 4
1 Navigate to the Credit Card Profile window.
Setup—>Credit Cards—>Credit Card Profile
Enter the Profile Name.
Enter the description.
Enter your Card Program Name.
In the Acct Set name field, enter you account set
Enter the Default Acct Template and Exception Clearing Acct.
Select the correct notifications for Managers and Employees.
Validate that your window appears similar to the one displayed below:

0o N O 0o B~ WD

Eggl:redit Card Profiles [Vision Operations]
Action Edit Query Go  Folder Special Help

Profile Mame |13-Corporate Inactive Date
Description (Corporate Procurement Card Program |
Card Program MName |SEK Program Currency USD
Administrator Acct Set Name |13-GL Set |
Default Acct Template |01--29900000-000 Operations--Suspense-No Sub Account|
Exception Clearing Acct (01-000-2990-0000-000 pperatiuns-Balance Sheet-Suspense-Nc
¥ Allow Status "Personal” ¥ Build Acct Fram Code
¥ Allow Direct Account Entry
Manager Notification Employee Notification
< Mo Notifications < Mo Motifications
& Motifications Only ¢ Motifications Only
" Approval Required & Yerification Reguired
([ ]
Exclusion
Card Code _ _
faximum tlaximum
. I:I— |Fr0m ”To Tirne Unit Transactions || Amount|[ ]|
D_ =
= | -

9 Save your work.
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Step 5
1 Navigate to the Credit Cards window.
(N) Credit Cards—>Credit Cards
Enter the Card Program Name.
Select your profile in the Profile field.
Enter the Card Member Name.
Create your card number.
Enter the Employee Name.
In the Department Name enter Pat Stock’s department.
Enter the Maximum Amounts.
Validate that your window appears similar to the one displayed below:

© 00 N O 0o WD

:g Credit Cards [Vizion Operations)

Action Edit Query Go  Folder Special Help

Card Program [SEK Profile |13-Corporate
Card Member Name |Pat Stock Card Number [3396569821548798
Employee Name |Stock, Ms. Pat Ernployee Number 24
Department Name |Corporate Purchasing Date of Bith  15-MAY-1955
Maother's Maiden MName Mational [dentifier 561-77 8990
Card Description Inactive Date

Maximum Amounts
Per Transaction 1I]I]I]| [¥ Physical Card Issued
Par Period 5I]I]I]| [T Paper Statement Wanted [ |:| |

10 Save your work.
Congratulations on completing the Procurement Card Program setup.
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Practice 19-1

Instructions

Your instructor demonstrates how to establish a bank account to generate payments.
In Oracle Payables a bank account can only have one active payment activity at a
time. For single or batch payments, Oracle Payables reserves the payment document
when check processing begins.
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Practice 19-1 Solutions

1 Navigate to the Banks window.
(N) Setup—>Payment—>Banks

2 In the Bank Name field, name your bank something unique. Preface your bank
with your initials to ensure it is unique for this class.

3 In the Bank Branch Name field, enter the branch that you will do business with
for this bank.

4 In the Alternative Region, select Address.
5 Enter a Street Address, City, State and Postal Code for your bank.
6 Validate that your window appears similar to the one displayed below:

gi'ﬂanks [Vision Dperations: USD]

Bank Bank Branch
Mame |JS Bank of America Mame |New York
Alternate Mame Alternate Mame
Mumber Mumber
Type
Institution |Bank |v EDI ID Mumber
Description EDI Lacation
Inactive After | EFT Mumber | [D 1
Country [United States

Address [123 Main St State |NY

County
Postal Code |20021
City |Mew York Alternate
Province Address
Related Banks ‘ | Bank Accounts

7 In the Alternative Region, select Contact.

8 Enter the Last Name, First Name, Title, and Phone number of the person you do
business with at this bank.

9 Choose Bank Accounts.

10 Name your account something meaningful. This is the account name that you
will later see in your list of values.

11 Enter a Bank Account Number, which is your terminal ID.
12 In the Account Use field, select Internal.

13 Enter a Description for your Bank Account.

14 In the Alternative Region, select GL Accounts.
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E%Bank Accounts [Wision Dperations: USD)
Bank Mame JS5 Bank of America

Branch MName

— Bank A

Marme anA - Payables Alternate Mame | |

Mumber |99

Account Type

Account Use (Internal |'| Check Digits
Currency (USD | Inactive Date
Description |Bank of America Account for Oracle Payahles Labs | [ |:| ]
GL Accounts -

GL Account
01-000-1110-0000 000

01-000-11100000-000
01-720-7870-0000-000
01-720-7870.0000-000

Description
Operations-Balance Sheet-Cash-

Cash
Cash Clearing

Operations-Balance Sheet-Cash-
Operations-CFO Office-Bank Cha
Operations-CFO Office-Bank Cha

Bank Charges

Bank Errors

Confirmed Receipts

Payables Documents | | Bank Codes

16 In the Alternate region, select Payables Options.

17 Enter aMaximum Outlay for this Bank Account of $1,000,000.

18 Enter a Maximum Payment Amount for this Bank Account of $750,000.
19 Enter aMinimum Payment Amount of $5.

20 Because thisisaMultiple Currency Payment Account, select the appropriate
check box.

21 Validate that your window appears similar to the one displayed below:

EﬁBank Accounts [Wision Dperations: USD)

Bank Name JS Bank of America Branch Name MNew York
— Bank A ¥ —
Mame |BofA - Payables Alternate Mame | |
MNumber (99 Account Type

Account Use (Internal |V| Check Digits
Currency [(USD Inactive Date
Description |Bank of America Account for Oracle Payahles Labs | [ |:| ]

Maximum Outlay |[1,000,000.00 IV Multiple Currency Payments
Maximum Payment |750,000.00 I Allow Zero Payments
Minimum Payment [5.00 [~ Pooled Account
EFT Mumber
GL Account Description
Realized Gain |01-740-7842 0000000 Operations-Corporate Finance-E
Realized Logs (01-740-7844-0000-000 Operations-Corporate Finance-E

Payables Documents

|| Bank Codes

22 Click Payables Documents to enter your document information.
23 Enter the document name of Computer/Manual.
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24 In the Disbursement Type field, choose Combined from the list of values (as
these checks will be for both manual and computer-generated checks).

25 For the Payment Format field, select Evergreen Short Check.
26 Validate that your window appears similar to the one displayed below:

E%'Payment Documents [Vision Operations: USD] - JS Bank of America, BofA - Payables
Action  Edit Query Bo Folder Special Help

Disbursement Payment Payment Inactive
Mame Type Farrnat Iethod Date [ ]
L‘I|Cumputerf|\l'lanual | |Cumhined ”E\rergreen Shurt‘ Check

N

4

27 Inthe alternative region, select Additional Information.

28 Enter the last used check number of 99.

29 Enter 1000 asthe last available check number.

30 Validate that your window appears similar to the one displayed below:

E%Payment Documents [Yision Operations: USD] - JS Bank of America, BofA - Payables
Action Edit Query Go Folder Special Help

Additional Information -

— Document Numbers ——

Last Last Setup Clearing Dacurnent
Mame Used Available Checks Days Category [ ]

L‘I|ComputerfManual | |99 ||1I]l]l] || ||| ||

<

‘ Void Unused Documents |

31 Saveyour work.
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Practice 19-2

Instructions

It has been brought to your attention that “Your Supplier” required immediate
payment of invoice number 3000. The buyer is on the way to visit the supplier.
Record a manual check to pay this invoice as you have typed a check for the amount
due.
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Practice 19-2 Solutions

1 Navigate to the Payments window.

(N) Payments—>Entry—>Payments
2 In the Payment Type field, select Manual from the list of values.
3 Select your Bank Account from Practice 19-1.

4 In the Document Name field, select the Computer/Manual from the list of
values.

5 The System will provide you with a message that it is reserving the payment
document. Choose OK.

6 Accept the defaults for the remaining fields.
7 In the Supplier Name field, Enter “Your Supplier.”
8 Validate that your window appears similar to the one displayed below:

E%Paymenls [¥izion Operations]

Action  Edit Query Go  Folder Special Help
[
=]
Type  Bank Account Docurnent Mame — Document Mum Payment Date Payment Armount Curr
= . Manual [BofA Check 881 22.DEC-1998 2567.59||USD
1 I A
Actions... 1 | Yiew Invoices | | Enter/Adjust Invoices I

9 Choose Enter/Adjust Invoices, to open the Select Invoices window.

10 In the Invoice Number field, select 3000 from the List of Values. If you cannot
locate invoice number 3000, pay another one of your invoices.
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11 Validate that your window appears similar to the one displayed bel ow:

Egaﬁelecl Invoices [Wision Operations: USD]) - 100, ABC CORPORATION

Action  Edit Query Bo Folder Special Help

Payment Amount 2,967.89
Total 2,567.59
vl
Invaoice Payment Discount Unpaid Discount
Mumber Arnount Armount Armount Available [ ]
A{.|3uuu B,567.59 0.00 2,567.59 0.00] |

I

Interest Invoice ————————————————
Mumber
Arnount

| Invoice Overview

12 Saveyour payment.
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Practice 20-1

Instructions

Your Facilities Manager just realized that they did not pay the utility chargesfor a

remote storage facility. Enter Invoice # 9000 for “Your Supplier” in the system,
using the Full Distribution set you created in Practice 8-4, approve the invoice, and
pay the invoice from the Invoice Workbench.

INVOICE

I nvoice # 9000

Date: Today

PO#: N/A

Terms. Immediate

Supplier Name: Your Supplier From Practice 3-1

Description: Utility Charges for Storage Facility
Total Due: $10,000
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Practice 20-1 Solutions

1 Navigate to the Invoices window.

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

This is a standard invoice. Accept the default invoice type.
Enter the Supplier Name.

Select the supplier site.

As the invoice is dated today, accept the default date.
Enter the invoice number.

Enter the total due of the invoice in the amount field.

In the Distribution Set field, select your distribution set name that you defined in
Practice 8-4.

9 Save your work.
10 Validate that your window appears similar to the one displayed below:

0o N O O b~ WD

Eig"ilnvoices Mision Operations: USD]

Action  Edit Query Go Folder Special Help Batch Control Total
Actual Total
= I
Type Supplier Supplier Num  Site Invoice Date Invoice Murm  Invaice Curr Invoice Armaon
;|.|Standard ABC CORP{[2013 CHICAG([08-APR-1998  |[s000 usD 10,000,
I |
A Paid
0.00 Holds 1] DistributionTotal
usp . Status MNewver Approved Posted Ho
Desc
Actions... 1 Holds | Payments | Match |
Scheduled Payments | Overview | | Distributions |

11 Choose Distributions to review or modify the accounting distribution lines.
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12 Validate that your window appears similar to the one displayed bel ow:

:%Disllibulions [Wision Operations: USD] - 9000, ABC CORPORATION

Action  Edit Query Bo Folder Special Help

Invaice Total f0,000.00
Distribution Total 10,000.00
= I
Murm  Type Armount Tax Mame GL Date Accoumnt
L'I 1 Item 2.,500.00 08-APR-1998 01-402-7410 0000000
(= Item 5,000.00 08-APR-1998 01-404 7410 0000000
3 Itermn 2.,500.00 08-APR-1998 01-410-7410-0000-000
J T —| »l
Account Description  Operations-East Region Sales-Utilities-No Sub Account-No Product
Status  Mever Approved FO Mumber
Posted No
| Prorate... 1 | | Reverse 1 | | Wiew B | | Calculate Tax

13 Verify that the distribution total is equal to the invoice amount.
14 Saveyour work and close the Distributions window.

15 Approve the invoice online by choosing Actions and selecting Approve check
box.

16 Choose Actions again.
17 Thistime choose Pay in Full check box.
18 Choose OK. Oracle Payables displays the Payments window.

19 Sinceyou need to issue a Quick Check, accept the default for payment type
Quick.

20 Inthe Bank Account name, enter your bank account name.
21 Select the Document Name assigned by the instructor.

C-100 Oracle Payables Release 11



Practice 20-1 Solutions

Type  Bank Account Document Mame  Document Mum Fayment Date Fayment Amount Curr
4{.|Quick BofA - Payables ([Computer/Manual(100 |I]BAPR-1993 1I],I]I]I].I]I]| usD

[ |
| | |
| | |

T

Actions... 1 ‘ Yiew Invoices ‘ ‘ Enter/Adjustinvoices |

23 Click Actions.
24 Select the Format check box.
25 Validate that your window appears similar to the one displayed below:

Eg_{; Payment Actions E
[V Format

Frogram Evergreen Format {Form |

I Print Mows
Printer |
[ et Rermittanse Sdvice
Prograrm
[ Eeissie

Payment Date
Payment Rate

Mew Check Mum

Youcher Mum
[ itiate Stap

Date

I waid

Date
GL Date

Invoice Action L‘j
Cancel | ’T‘

26 Click OK. The system displays a Concurrent Request D number.
27 View your check online.
(M) Help—>View My Requests
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Practice 21-1

Instructions

You have the responsibility for your bank account and supplier to produce checks
each week. Rather than manually selecting all of the invoices and suppliers, you use
the Autoselect feature of Oracle Payables. Begin the selection process for a
Computer Check Run. Asyou only wish to pay your invoices, please enter your
Payment Priority in the appropriate fields. If you forget this step, you will pay al
approved invoices, resulting in frustrated fellow students. Please use the following
for the Payment Batch:

Name: Your initials

Bank Account: Your Bank Account from Practice 19-1

Pay Through Date: 45 days from today

Hi Payment Priority: Your terminal number

Low Payment Priority: Your termina number

Select Invoices, Build Payments and run the Preliminary Register.
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Practice 21-1 Solutions

1 Navigate to the Payment Batch window.

(N) Payments—>Entry—>Payment Batches

In the Batch Name field, use your initials to enter a unique batch name.
In the Payment Date field, accept the default date.

In the Bank Account field, select your bank account.

In the Pay Through Date field, enter the date for 45 days from today. (Just in
case you did not make the payment terms Immediate.)

6 In the Hi Payment Priority field, enter the payment priority that you assigned to
your supplier in Practice 3-1 (it should be the same as your terminal ID number).

7 In the Low Payment Priority field, enter the same terminal ID number, as you
want to only pay those invoices with your payment priority in this check run.

8 Validate that your window appears similar to the one displayed below:

g b~ WN

E;a Papment Batches [Vizion Operations)

Action Edit Query Go Folder Special Help
=]
3 Mext Step Pay Through Date Hi Payment Priority  Low Payment Priority  Allow Zero Invoic
;!:| Select Invoices (In Pr[28-APR-1998 | [92 |[o2 | |—
-
-
-
] ] [
— [
- ] 2l
Actions... 1 ‘ Copy To... 1 ‘ | Payments |

9 Accept the remaining defaults.

10 Click Actions.

11 In the Payment Batch Actions window select the following check boxes:
- Select Invoices
- Build Payments
- Print Preliminary Register
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12 Validate that your window appears similar to the one displayed bel ow:
E:_;EPaymenl Batch Actions

[V Select Imvaices
¥ Build Payments
Program Build Payments Program (1
I ledify) Fayrment Bateh
¥ Print Preliminary Register

Frograrn

Pier [ ]

[ Canfirm Fayrment Eateh..
| Create Fositive Fay File:..

[ Erint Sl Register

Prograrn

[~ Format Payments

| Bt

| Brint Remittance Advice

| Cancel Fayment Batch

Cancel | OK

13 Choose OK.

14 Oracle Payables displaysthree concurrent 1D numbers. Monitor your concurrent
requests until they have been successfully completed by choosing View My
Reguests from the Help menu.

C-104 Oracle Payables Release 11



Practice 21-2

Practice 21-2

Instructions
Review all the invoices and suppliers selected for a payment batch prior to

formatting your checks. After reviewing the Preliminary Register, you decide not to
pay invoice number 6000. Modify your payment batch to deselect thisinvoice.
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Practice 21-2 Solutions

1 Navigate to the Payment Batch window.
(N) Payments—>Entry—>Payment Batches
2 Open the Find Payment Batches window.
(M) Query—>Find
3 In the Batch Name field, enter your batch name from Practice 21-1.

4 Choose Find. In the Payment Batch window Oracle Payables displays your
batch.

5 Choose Actions to open the Payment Batch Actions window.

6 Note that the Format check box is already selected. You must uncheck this box
before selecting the Modify check box.

7 Select the Modify check box.
8 Validate that your window appears similar to the one displayed below:
B P ayment Batch Actions
[lgeleet voizes

[ Buildl Fayrments

Prograrn

¥ Hodify Paym ]
[~ Erint Ereliminany Eegister

Program

Pimer [ ]

| Confitm Fayment Sateh..
[ Greate Ensitive Eay) FilE
[ Brint: Final Fegister

| Format Fayrents

it oy

| Brint Remittznce Advice

Prograrn
[ Caneel Bayment Eatch

Cancel ‘ OK
9 Choose OK.

10 Oracle Payables displays the Modify Payment Batch window. Locate invoice
number 6000 that you do not want to pay. If you are unable to locate invoice
number 6000, please select a different invoice.

11 In the Pay field for invoice number 6000, select No.
12 Note how the total payment amount to the supplier is decreased.
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[%iﬂodily Payment Batch [Vision Operations] - J5100198, ABC CORPORATION
Action Edit Query Go Folder Special Help

Supplier [ABC CORPORATION Site [CALIFORNIA |
Pay Yes - Mon-Payment Reason
Amount 10,000.00 Rernit-ta Accaunt
— Selected Invoices V!
. . - P ¥ t A
Invoice Discount
Number Pay Armount Maxirnum Proposed |
= u 1000 Yes - 0.00 10,000.00| 1l],l]l]l].l]l]|:
000 0.00 5,000.00) 0.00 |

11

Due Date 24-FEB-1998 Amount Due 5,000.00
Amount Withheld Interest Amaunt

Invoice Overview | Done

14 Choose Done.

15 Oracle Payables displays a concurrent ID number. Monitor your concurrent

request until it is successfully completed by choosing View My Requests from
the Help menu.
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Practice 21-3

Instructions

Your payment batch that you entered in Practice 21-1 and modified it in Practice
21-2 is now ready to be formatted and printed.
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Practice 21-3 Solutions

1 Navigate to the Payment Batch window.
(N) Payments—>Entry—>Payment Batches
2 Open the Find Payment Batches window.
(M) Query—>Find
3 In the Batch Name field, enter your batch name from Practice 21-1.

4 Choose Find. In the Payment Batch window Oracle Payables displays your
batch.

5 Choose Actions to open the Payment Batch Actions window.
6 Note that the Format check box is already selected.
7 Validate that your window appears similar to the one displayed below:

:%Payment Batch Actions

[ eelectaices
[ Bl Bayrments
Prograrm
[l adify) Bayrment Betch...
[ Print Preliminary Register

Printer ‘

[V Format Payments
Program Evergreen Format (Laser)

I~ Print Mow

Printer ‘
I o Fayment Btk
[ | GreatelFasitive Fay il
[ Brint Finall Register

F'rir%r |
[ Brint Rermittance Adyvce
Prograrm
[ Cancel Bayment Eatefi
Cancel ‘ 0K
8 Choose OK.

9 Oracle Payables displays a concurrent ID number. Monitor your concurrent
request until it is successfully completed by choosing View My Requests from
the Help menu.

10 View the checks online and write down the last check number. You will need
this number for confirming the payment.

11 Your last check number is
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Practice 21-4

Instructions

You have reviewed your checks and they all have been successfully printed. Record
them as printed, and complete the payment batch process.
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Practice 21-4 Solutions
1 Navigate to the Payment Batch window.
(N) Payments—>Entry—>Payment Batches
2 Open the Find Payment Batches window.
(M) Query—>Find
3 In the Batch Name field, enter your batch name from Practice 21-1.

Choose Find. In the Payment Batch window Oracle Payables displays your
batch.

Choose Actions to open the Payment Batch Actions window.
Note that the Confirm check box is already selected.
Validate that your window appears similar to the one displayed below:

N

~N O o1

E:j Payment Batch Actions

| Selest [rvoices.
| Bl Payrments
Prograrm
I edify Eayment Eztet
| Brint Brelminany Begister

Prograrm

¥ Confirm Payment Batch...
| Create Eagitive Fay He:
I™ Print Final Register

[ Earrmat Baymente

[ Bt i

[ Btint Remittance Advice

Prograrm
[ Ganeell Fayrment Bateh

Cancel | 0K
8 Choose OK.

9 Choose OK again to confirm the payment batch.
Oracle Payables displays the Confirm Payment Batch window.
10 In the Status field, select Printed.
11 In the To field, enter the last check number that printed successfully.

Oracle Payables Release 11 C-111



Appendix C: Practices and Solutions

12 Validate that your window appears similar to the one displayed bel ow:

Egal:onﬁrm Pavment Batch [Vizion Operations)

Action Edit Query Go Folder Special Help

Batch Mame:  Js100198

— Payment Documents

Status Fram To
;{||Primed 864 86|
Restart Batch... Cancel Remainder ‘ | Confirm

13 Choose Confirm.
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Practice 22-1

Instructions

You are required to pay $2,500, in advance, for a banquet your company is
planning. Your supplier has sent the following invoice for the deposit. Enter a
prepayment for the deposit required.

INVOICE

I nvoice # PP-11000

Date: Today

PO#: N/A

Terms. Immediate

Supplier Name: Your Supplier From Practice 3-1

Site: Site 2

Description: Deposit for Sales/Customer Banquet
Total Due: $2,500
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Practice 22-1 Solutions

1

© 00 N O OB~ WN

10

11

Navigate to the Invoices window.

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

This is a Prepayment type invoice. In the Type field, select Prepayment.
Enter the Supplier Name.

Select the supplier site.

As the invoice is dated today, accept the default date.

Enter the invoice number.

In the Amount field, enter the total due of the invoice.

In the Description field, enter the description for this invoice.

In the Prepayment Type field, since this prepayment will be applied to an
invoice, accept the default type of Temporary.

In the Settlement Date field, since the invoice for the balance of the banquet
could be received at any time, accept the default date of today’s date.

Validate that your window appears similar to the one displayed below:

g% Invoices [Wision Dperations]

Action Edit GQuery Go Folder Special Help
Batch Control Total
Actual Total
=l =
Type Supplier Supplier Mum  Site Invoice Date Imvaice Mum  Invoice Curr Imvoice Armoun
;|.|Pr paymd|GE Plastics|[1000 GE PLAS|[11-.JAN 1998 PP-11000 usp 2,500.00
I T I L=
A t Paid
000 Holds DistributionTotal 0.00
usD .
Status Mewver Approved Fosted Mo
Desc
Actions... 1 Holds | Payments | Match |
Scheduled Payments | Overview | | Distributions |
12 Save your work.

13
14

15
16
17

Choose Distributions.

Note how the distribution line is automatically generated to the Prepayment
account.

In the Invoices window, choose Actions.
Select Approve check box.
Choose OK.
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18 Note that the status of your invoice is Unpaid.
19 Choose Actions again.
20 Select Pay in Full check box.
21 Choose OK.

Oracle Payables displays the Payments window.
22 Accept the default for payment type Quick.

23 Inthe Bank Account field, enter your Bank Account Name and Document
Name.

24 Validate that your window appears similar to the one displayed below:

E%'Paymenls [¥ision Operations] - Pay in Full

Action Edit Query Go Folder Special Help
[+
=]
Type  Bank Account Document MName  Docurment Nurm Payment Date Payment Amount Curr
L{I|Quick Bofa Check B64 11.JAN 1998 [uso ][
T [ i
Actions... 1 | View Invoices | | Enter/Adjust Invoices |

25 Choose Actions.
26 In the Payment Actions window, select the Format check box.
27 Choose OK.

28 Oracle Payables displays a concurrent ID number. Monitor your concurrent
request until it is successfully completed by choosing View My Requests from
the Help menu.

29 Once your concurrent request is completed normally, view the check by
choosing Output File.
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Practice 22-2

Instructions

Your have received the final invoice for the banquet that you had planned. Enter the
invoice and apply the prepayment from Practice 22-1 to the invoice.

INVOICE

I nvoice # PP-12000
Date: Today
PO#: N/A
Terms. Immediate
Supplier Name: Your Supplier From Practice 3-1
Site: Site 2
Description: Banguet for Sales Promotion
Total Due: $6,001.59
Chargetheinvoice to: 01-402-7695-0000-000
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Practice 22-2 Solutions

1 Navigate to the Invoices window.

(N) Invoices—>Entry—>Invoices
2 This is a standard invoice. Accept the default invoice type.
3 Enter the Supplier Name.

4 Oracle Payables reminds you that there is a prepayment available for your
supplier. Choose OK.

Select the supplier site.

As the invoice is dated today, accept the default date.

Enter the invoice number.

Enter the total due of the invoice in the Amount field.

Validate that your window appears similar to the one displayed below:

© 00 N o O

Eg_;a Invoices [Wision Dperations]

Action Edit Query Go Folder Special Help
Batch Control Total
Actual Total
Jus] =
Type Supplier Supplier Mum  Site Invoice Date Invaice Mum  Invoice Curr Invoice Amount
L‘.Standard GE Plastics||1000 GE PLAS[11-JAN-1998 PP-12000 usp 6.001.59
J1 E— |
A, Paid o
0.00 Haolds 0 DistributionTotal 0.00
usp .
Status Never Approved Posted No
Desc
Actions... 1 Holds | Payments | Match |
Scheduled Payments | Overview | | Distributions |

10 Save your work.

11 To enter the distribution for this invoice, choose Distributions.

12 Accept the Items default.

13 In the Amount field, enter 6,001.59.

14 As no taxes were charged on this invoice, leave the Tax Name field blank.
15 Accept the GL Date default.

16 In the Account field, enter 01-402-7695-0000-000.

17 Verify that the Distribution Total is equal to the Invoice Amount.
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Invoice Total 6,001.59
Distribution Total 6,001.59
=l =
Mum  Type Amount Tax Mame GL Date Account
L‘I 1 Item 6,001.59 11-JAN-1998 01402 -7695-0000-000
« 2
Account Description Operations-East Region Sales-Entertai Ho Sub A No Product
Status Mewver Approved PO Number
Fosted Mo
| Prorate... 1 | | Reverse 1 | | View PO | | Calculate Tax

19 Close the Distributions window.

20 Approve the invoice online from the Invoices window. Choose Actions.

21 Inthe Invoice Actions window, select the Approve check box.

22 Choose OK.

23 To apply the prepayment to the invoice, from the Invoices window choose
Actions again.

24 In the Invoice Actions window, select Apply/Unapply check box.

25 Choose OK.
Oracle Payables displays the A pply/Unapply window.

26 On the left side of the window, select the appropriate check box.

27 Inthe Amount to Apply field, enter 2,500.
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Action Edit Query Go Folder Special Help
Amount 6,001.59
Print Armount Remaining 6,001.59
AR Amount Arnount Unapplied
| To Apply GL Date Mumber | Site
[+ ;|.|_ | 2,500.00((11-JAN-1998 PP-11000 2,500.00 GE PLASTICS
r [
— =
- Lo
- Lo
C=
- Description
— Existing Prepayment Applications
- =l
- -
C o=
- Description
Invoice Overview | | Apply'Unapply

29 Choose Apply/Unapply.

30 Close the Apply/Unapply window.

31 Notethat in the Invoices window the Amount Paid is updated.
32 Choose Payment Schedule to view the payment schedule.
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Practice 22-3

Instructions

Chris Black, one of your employees, has requested a travel advance for his
upcoming businesstrip to the semiannual Oracle Applications User Group (OAUG)
in Orlando, Florida. Chris has requested the advance to be $1500.00. Please enter
the following Prepayment invoice:

Invoice
Invoice #: XX-1000
Employee: Chris Black
PO#: N/A
Terms. Immediate
Description: Travel Advance for OAUG Meeting
Total Due: $1500.00

After entering the Prepayment, approve and Pay In Full.
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Practice 22-3 Solutions

1 Navigate to the Invoices window.

(N) Invoices—>Entry—>Invoices

This is a prepayment invoice. Change the Invoice Type to Prepayment.
Enter the Employee (Supplier) Name.

Select the Employee (Supplier) Site.

As the invoice is dated today, accept the default date.

Enter the invoice number.

Enter the total due of the invoice in the Amount field.

In the Description field, enter the description for this invoice.

In the Prepayment Type field, since this prepayment will be applied to an
expense report, accept the default type of Temporary.

10 In the Settlement Date field, change the default date to today’s date.
11 Validate that your window appears similar to the one displayed below:

© 00 N O OB~ WN

Eg_;glnvoices [¥izion Operations]
Action Edit Query Go Folder Special Help
Batch Caontrol Tatal
Actual Taotal
=] r
Type Supplier Supplier Num  Site Invaice Date Invoice Num  Imvaice Curr Irvaice Ama
=P repayms Black, Chrij[z006 ||OFFICE ||na-1aN-1999 | |13-1000 |[usp I 1,500.
K1 I 2+
Amount Paid
0.00 Holds DistributionTotal 0.00
usD L
Statuz Never Approved Posted No
Desc Travel Advance for OAUG Meeting
Actions... 1 ‘ Holds ‘ Payments ‘ Match ‘
Scheduled Payments ‘ Overview ‘ ‘ Distributions |

12 Save your work.

13 Choose Distributions and verify the distributions are correct. Close the
Distributions window.

14 Choose Actions and approve this Prepayment invoice.
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15 Choose Actions again and select the Pay In Full check box.

16 Choose OK and Oracle Payables displays the Payments-Pay In Full window.
17 Accept the default for payment type Quick.

18 Enter your Bank Account and Document Name.

19 Validate your window appears similar to the one displayed below.

Eg_;gPaymenls [¥izion Dperations] - Pay in Full

Action Edit Query Go Folder Special Help
[
=]
Type  Bank Account Document Mame  Document Num Payment Date Payrment Amount Curr
L‘l|0uick BofA Check G50 04 -JAN-1999 1,300.00(|USD
A | *
Actions... 1 ‘ Yiew Invoices | | Enter/fdjust Invoices |

20 Choose Actions.
21 Inthe Payment Actions window, select the Format check box.
22 Choose OK.

23 Oracle Payables displays a concurrent ID number. Monitor your concurrent
request until it is successfully completed by choosing View My Requests from
the Help menu.

24 Once your concurrent request is completed normally, view the check by
choosing Output File.
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Practice 22-4

Introduction

Chris Black has returned from a very successful trip to OAUG, and has forwarded
his expense report to you. Use the following to enter the expense report and apply
the prepayment from Practice 22-3:

Travel Expense Report
Employee Name: Black, Mr. Chris
Date: Today
Invoice #: Today’'s Date-XX
Description: Expenses from OAUG Meeting

Airfare: $ 1,000.00
Meals: 100.00
Hotel: 300.00
Misc.: 200.00
Phone: 50.00

Total Due: 1,650.00
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Practice 22-4 Solutions

1 Navigate to the Expense Report window.
(N) Invoices—>Entry—>Expense Reports
2 Enter Chris Black in the Employee field.
3 Oracle Payables alerts you this employee has a Prepayment available.
4 Validate that your window appears similar to the one displayed below:

[E3Mote

APP-10794: 1 advances exist for this
employee. 1 are available.

To apply or unapply advances, check the Apply
Advances box before importing.

5 In the Date field, enter today’s date.

6 Enter the invoice number.

7 Enter the description.

8 In the Amount field, enter the total amount to be reimbursed to the employee.

9 Note that the Apply Advances box is checked. In the Number field, sel#ct
prepayment from the List of Values.

10 Validate that your window appears similar to the one displayed below:

pzy Expense Report [Vision Operations]

(Wl Edit Query Go Folder Special Help

Employes |Black, Mr. Chris | Mumber [28 |
GL Account |I]1-33I]-?53I]-I]I]I]I]-I]I]I] | |Operatiuns-MIS-Equipment Expense-Ho Sub Accuun1
Sendto [Office |- Date [04-JAN-1999 Invaice Nurn [04 JAN-1999.14 |
Description |Expenses From OAUG Meeting | Hald |
|v| Ivaice Currency I@I Amaount 1,65I].I]I]|
Lines Tatal |
Currency ﬁ‘ Withholding Tax Group |1I]99 |

Type | [V Apply Advances Reviewed By

Date [04-JAN-1999 | Mumber [13-1000 I Payables
Rate | | Armount 1,500.00| || [ Management

S m—n

Includes Tax

Withholding
ltem Amount  GL Account Tax Mame Tax Group []
=1 | || | =8| | [
- [ ]
~ ]
= r []
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11 Inthe Template field, choose the template you created in Practice 10-1.

12 Choose the appropriate types of items and enter the amounts as noted on the
expense report.

13 Accept the default accounting flexfield information.
14 Saveyour work.
15 Run the Payables Invoice Import program.

16 When the import is complete, locate your expense report invoice in the Invoice
window, and verify the prepayment has been applied.
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Practice 23-1

Instructions

Your supplier has notified you that they have not received payment for invoice
number 3000. You have determined thisinvoice was paid and the check was mailed.

You have contacted the bank and asked them to place a stop payment on the check.
Record this information in the system.
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Practice 23-1 Solutions
1 Navigate to the Payments window.
(N) Payments—>Entry—>Payment
2 Open the Find Payment window
(M) Query—>Find
3 Enter the search criteria for the payment in appropriate fields.
4 Validate that your window appears similar to the one displayed below:

:a Find Payments | [O] ]
— Pay
MNurmbers | - |
Dates | -
Arnounts 2567.59 - | 2567.59|
Currency @I
Bank Account :I Document Mame | |
Method | - Batch | |
— Suppli WVoucher Audit
Mame |ABC CORPORATION Category
Mumber Seqguence Name
Taxpayer 1D Mumber From
Site MNumber Ta
Paid-To Name
— Status
Status | |V|
Dates | | - | |
Clear | New | Find |

5 Choose Find.

6 Oracle Payables displays the search result in the Payments window. Verify that
the information is related to your supplier and the payment.

7 Choose Actions.
8 In the Payment Actions window, select the Initiate Stop check box.
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9 Validate that your window appears similar to the one displayed bel ow:

E%’i Payment Actions [ %]
[ Earmmat

Frograrm

[~ Print Remittance Advce

(R e

Frogram

Payment Date
Payment Rate

Mew Check Murm

“oucher Num

Date |14-APR-1998 16:20:53

Date
GL Date

Irvaice Action (Mone -
Cancel | OK |

10 Choose OK.

™ Reissua

¥ Initiate Stop:

™ woid
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Practice 23-2

Instructions
Your bank has confirmed that the check related to invoice number 3000 has not
cleared and the stop payment has been issued. Void the check in the system.
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Practice 23-2 Solutions

1 Navigate to the Payments window.
(N) Payments—>Entry—>Payment
2 Open the Find Payment window
(M) Query—>Find
3 Enter the search criteria for the payment in appropriate fields.
4 Validate that your window appears similar to the one displayed below:

[&4 Find Payments H=] E3
— P ¥
MNumbers ‘ - |
Dates | -
Amounts 2567.59) . | 2967.59|
Currency @I
Bank Account :I Document Mame | |
Method | - Batch | |
) WVoucher Audit
Mame [ABC CORPORATION Category
MNumber Sequence Marme
Taxpayer ID MNumber From
Site MNumber To
Paid-To Name
— Status
Status | |'|
Dates | | - |
Clear | New | Find |

5 Choose Find.

6 Oracle Payables displays the search result in the Payments window. Verify that
the information is related to your supplier and the payment.

7 Choose Actions.
8 In the Payment Actions window, select the Void check box.

9 In the Invoice Action field, since you plan to generate another check, select the
No Action option.
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10 Validate that your window appears similar to the one displayed bel ow:

E’i Payment Actions | ]
[ Forrmat

Program

I~ Print Remittance Advice

LIt

Program

Payment Date
Payment Rate

Mew Check Num

“oucher Num

™ Releaze Stap

Date [14-APR-1998
GL Date |14-APR-1998

Irrenice Action [None =
Cancel | OK |

11 Choose OK.

[ \Reisene

2 o
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Practice 24-1

Instructions

Your supplier has just notified you that they are going to offer 5% discount if you
pay their invoices in 45 days. The entire invoice amount will be due in 60 days. Set
up the payment terms in the system.
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Practice 24-1 Solutions

1 Navigate to the Payment Terms window.
(N) Setup—>Invoice—>Payment Terms

2 In the Name field, enter a unique name for your payment terms (preface it with
your initials).

3 Inthe Description filed, enter a description for your payment terms (for example
5/45, Net 60).

4 In the % Due field, enter 100.

5 In the Days field, enter 60.

6 Validate that your window appears similar to the one displayed below:

gilPayment Temms [¥ision Operations: USD)
Action  Edit Query Bo Folder Special Help
Payment Term [5/45, Net 60 | Effactive Dates
Description [3% Discount if Paid in 45 Day# From |14-APR-1998
Cutoff Day :I To
Rank :l
i 1
— Payment Term Lines
L
Months Ahead
Day of Maonth
Days ‘
% Due Amount  Fixed Date | [1
:{l\mu 60 []
I [
[]
[]
[]
= []

7 From the Alternate region, select the First Discount region.
8 In the % Discount field, enter 5.
9 In the Days field, enter 45.
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10 Validate that your window appears similar to the one displayed bel ow:

\:a Payment Terms [Vizion Operations: USD)

Action  Edit Query Bo Folder Special Help

Payment Term [5/45, Net 60 | Effective Dates ——————————————
Description (3% Discount if Paid in 45 Dayq |7 From |14-APR-1998

Cutoff Day :I Ta
Rank :l

— Payment Term Lines

(]

Months Ahead
Day of Month
Days ‘

% Due Arnount % Discount |

;{!|1uu 5 45

I

11 Saveyour work.
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Practice 24-2

Instructions

You have received the following invoice from your supplier. It is your company
policy to take advantage of all discounts offered by suppliers. Enter theinvoicein
Oracle Payables, use the distribution set that you defined in Practice 8-4, and apply
the payment terms that you defined in Practice 24-1.

INVOICE

I nvoice # 10000
Date: Today
PO#: N/A
Terms: Discount 5% in 45 Days, Due 60 Days
Supplier Name: Your Supplier From Practice 3-1
Description: Utility Charges

Total Due: $15,000.00
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Practice 24-2 Solutions

1 Navigate to the Invoices window.

(N) Invoices—>Entry—>Invoices

This is a standard invoice. Accept the default invoice type.
Enter the Supplier Name.

Select the supplier site.

Accept the default current date.

Enter the invoice number.

Enter the total due of the invoice in the Amount field.

In the Distribution Set field, enter the distribution set name you defined in
Practice 8-4.

9 In the Terms field, enter the payment terms you defined in Practice 24-1.
10 Validate that your window appears similar to the one displayed below:

0o N O O b~ WD

E‘%Invoices [Vision Operations: USD]

Action Edit Query Go Folder Special Help Batch Contral Total
Actual Total
=] ~
ctional Amount Terms Date Terms Payment hethod Pay Group Pay Alone
= . 15-APR-1998 5/45, Net 60 Check Standard [
[] r
[] r
[] -
[] r
2l r
Kl I 2|
A Paid L
0.00 Holds 0 DistributionTotal
usp L
Status Never Approved Posted Mo
Desc
Actions... 1 Holds | Payments | Match |
Scheduled Payments | Overview | | Distributions |

11 Save your work.
12 Choose Scheduled Payment.

13 Review the schedule payment information. Note that if you pay the invoice in
45 days, you will receive $750 discount on this invoice.
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Egas::heduled Payments [¥ision Operations: USD] - 10000, ABC CORPORATION
Action  Edit Query Bo Folder Special Help

Payment Currency USD Invoice Amount 15,000.00

Amount Paid 0.00 Gross Amount Tatal 15,000.00
__ Scheduled Pay " =
| Due Date Gross Amaount Iethod Date Amount [ ]

= IF 5:14JUN—1993 15,000.00( 99||Check 30-MAY-1998 ¥50.00

Amount Remaining 15,000.00
Discount Amaunt Remaining 750.00

Holds | Payments Split Schedule | Pay... 1 |

15 Saveyour work.
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Practice 28-1

Instructions

The products and services you purchase from suppliers often have sales tax
recorded on the invoice. For those invoices that do not include sales tax, you often

need to record a use tax. Define a Sales tax with 10% tax rate in accounts payable
system.
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Practice 28-1 Solutions

1 Navigate to the Tax Names window.
(N) Setup—>Tax—>Names

2 In the Tax Name field, enter “Your Initials” as a prefix to a state name for
example, KAK New York).

In the Tax Type field, select Sales.

In the Rate field, enter 10.

In the Description field, enter a description.

In the GL Account field, enter 01-000-2520-0000-000.

7 Validate that your window appears similar to the one displayed below:

o 01 b~ W

E‘%Tax MNames [Vision Operations) [_[T]x]
Action Edit Query Go Folder Special Help

Enable for Sel-Senice Users

Tax Mame Tax Type Rate Description ‘ Inactive Date []
JS-NY Sales 10 New York State Sales Tax [

GL Account {01000-2520-0000-000 |
Account Description Operations-Balance Sheet-State Sales and Use Tax P-No Sub Account-No
WAT Trangaction Type || |

I N =

Withholding Tax Details. |

8 Save your work.
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Practice 29-1

Instructions

You have received the following invoice from your supplier. Your company has
decided, for these types of purchases, to prorate taxes across the expense and
distribution lines. Enter the invoice into the system.

INVOICE

I nvoice # 14000
Date: Today
PO#: N/A
Terms. Immediate
Supplier Name: Your Supplier From Practice 3-1
Description:
6 Laptop Computers $30,000.00
6 Laptop Cases 1,180.00
6 Boxes of Diskettes 72.00
Subtotal 31,252.00
Tax 10% 3125.20

Total Due:  $34,377.20
Distributions:
6 Laptop Computers 01-110-1560-0000-000
6 Laptop Cases 01-110-7530-0000-000
6 Boxes of Diskettes 01-110-7740-0000-000
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Practice 29-1 Solutions

1 Navigate to the Invoices window

(N) Invoices—>Entry—>Invoices

This is a standard invoice. Accept the default invoice type.

Enter the Supplier Name.

Select the supplier site.

Accept the default current date.

Enter the invoice number.

Enter the total due of the invoice in the Amount field.

In the Description field, enter the description for this invoice.

Save your work.

From Invoices window, choose Distributions.

As these entries are for computer items, accept the Items default.
Assign GL accounts to all three items purchased.

Verify that the distribution total is equal to the subtotal amount from the invoice.
14 Validate that your window appears similar to the one displayed below:

© 00 N O OB~ WN

S N el
w N P o

[ Distributions (Vision Operations: USD] - 14000, GE Plastics

Action  Edit Query Bo Folder Special Help
Invoice Total 34,377.20
Distribution Total 31,252.00
=) ~
Amount Tax Mame GL Date Account [] Includes Tax Track as Asset Descrip
—1 |,000.00 15.APR-1998 |l]1.11l].156l].|]l]l]l].|]l]l] |:| - [v! |
,180.00 15.APR-1998 |l]1 -110-7530.0000-000 |:| - I :
[[ 7z.00 15.APR1998 01-110-7740-0000-000] [] ©C r [
s 2 .
0 2 .
= [] O r [
Kl I 2|

Account Description
Status  Mever Approved PO Number

Posted HNo

| Prorate... 1 | | Reverse 1 | | Wiew, PO | | Calculate Tasx |

15 Note that at this point the Prorate button displays Prorate...1.
16 Select all three items.
(M) Edit—>Select All
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Invoice Total M377.20
Distribution Tatal 31,252.00
= [
Mum  Type Amount Tax Name GL Date Account
=11 Item 30,000.00 15-APR-1998 01-110-1560-0000-000
2 Item 1,180.00 15-APR-1998 01-110-7530-0000-000
B J[tem 72.00 15-APR-1998 01-110-7740-0000-000
| i
Account Description  Operations-Facilities R ces-M No Sub Acc -No Product
Status Newver Approved PO Mumber
Posted Ho
| Prorate... 3 | | Reverse 3 | | Wiew, B | | Calculate Tax |

18 Notethat all three items are selected and the Prorate button displays Prorate...3.
19 Choose Prorate...3.

20 Inthe Prorate window, select the Tax check box.

21 Inthe Namefield, select the Sales Tax Name that you defined in Practice 28-1.
22 Inthe Amount field, enter to total tax amount.
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23 Validate that your window appears similar to the one displayed below:

[ Prorate

[ Tax

Tax Mame [J5-NY
Amourt 3125.2I]I

Description Prefix [Created By Proration :

I~ Freight

Tax Mame
Amount

Description Prefix

™ miscellanenus

Tax Marme
Amourt

Desgcription Prefix |

Cancel | OK |

24 Choose OK.

25 Notethat in the Distributions window there are six distribution lines for this
invoice, and the sales tax is allocated over the three line items.

26 Verify that the Distribution total is equal to the invoice amount.
27 Validate that your window appears similar to the one displayed below:

[ Distributions (Vision Operations: USD) - 15000, GE Plastics

Action  Edit Query Go Help
Invoice Total 34,377.20
Distribution Total 34,377.20
=) ~
Mum  Type Amount Tax Mame GL Date Account
21 |[mem 30,000.00| 15.APR-1998 01-110-1560-0000-000
[ [rax 3,000.00][JS-NY 15.APR 1998 [01-110-1560-0000-000
2 ]em 1,180.00] 15-APR-1998 | [01-110-7530-0000-000
5 Tax 11B.I]I]| JS-NY 15-APR-1998 |I]1-11I]-?53I]-l]l]l]l]-l]l]l]
3 Item ?2.I]I]| 15-APR-1998 |I]1-11I]-??4I]-l]l]l]l]-l]l]l]
= Tax ?.2I]| JS-NY 15-APR-1998 Ik |I]1-11I]-??4I]-l]l]l]l]-l]l]l]
T 2|
Account Description Operations-Facilities Resources Computers & Software-No Sub Account-No Pro
Status  Never Approved PO Mumber
Posted Mo
| Prorate... 1 | | Reverse 1 | | | |

28 Saveyour work.
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Practice 30-1

Instructions

You have received the following invoice from your supplier. Enter the invoice
however have the system calculate the sales tax automatically. Use the sales tax
name that you defined in Practice 28-1.

INVOICE

I nvoice # 13000

Date: Today

PO#: N/A

Terms. Immediate

Supplier Name: Your Supplier From Practice 3-1

Description:
1 Perfect Sound Multimedia Monitor $3,800.00
2 Cases of Mouse Pads 200.00
Tax 10% 400.00
Total Due:  $4,400.00
Distributions:
Monitor 01-110-1560-0000-000
Mouse Pads 01-110-7530-0000-000
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Practice 30-1 Solutions

1

© 00 N O OB~ WN

e
N RO

13
14
15
16

Navigate to the Invoices window.

(N) Invoices—>Entry—>Invoices

This is a standard invoice. Accept the default invoice type.
Enter the supplier name.

Select the supplier site.

Accept the default current date.

Enter the invoice number.

Enter the total due of the invoice in the Amount field.

In the Description field, enter the description for this invoice.
Use the [Tab] key to move to the Tax Name field.

Select Header as the tax calculation level.

Enter the sales tax name that you defined in Practice 28-1.

From the Invoices window, click Distributions. In the Distributions window a
tax distribution line is generated and displayed.

As these entries are for computer items, accept the items default.
Assign GL accounts to the items purchased.

Verify that the distribution total is equal to the invoice amount.
Validate that your window appears similar to the one displayed below:

‘gaDishibulions [Wision Operations: USD] - 12000, General Electric

Action  Edit Query Bo Folder Special Help

Inwoice Total 4,400.00
Distribution Total 4,400.00
=] ~
Mum  Type Amount Tax Name GL Date Account
L{IE Tax 400.00][JS-NY 15.APR1998 [01-000-2520-0000-000
[Tz ][rtem 3,800.00] 15.APR-1998 [01-110-1560-0000-000
3 Item 200.00 15.APR-1998 01-110-7530-0000-000
I — [
Account Description Operations-Balance Sheet-State Sales and Use Tax P-No Sub Account-No Prod
Status  Newver Approved PO Mumber
Posted Mo

| Prorate... 1 | | Reverse 1 | | Yiew PO

| | Calculate lax

17 Save your work.
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Practice 30-2

Instructions

You have received below invoice from your supplier. Note that the price for the first
item include sales tax. Enter the invoice and update the distribution lines at the
invoice level.

INVOICE
I nvoice # 15000
Date: Today
PO#: N/A
Terms. Immediate
Supplier Name: Your Supplier From Practice 3-1

Description:
1 Laptop Case (Sales Tax Included) $100.00
1 Case of Diskettes 100.00
Tax 10% 10.00
Total Due: $210.00
Distributions:
Laptop Case (including sales tax) 01-110-7530-0000-000
Diskettes (excluding sales tax) 01-110-7740-0000-000
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Practice 30-2 Solutions

1 Navigate to the Invoices window.

(N) Invoices—>Entry—>Invoices

This is a standard invoice. Accept the default invoice type.

Enter the supplier name.

Select the supplier site.

Accept the default current date.

Enter the invoice number.

Enter the total due of the invoice in the Amount field.

In the Description field, enter the description for this invoice.

Use the [Tab] key to move to the Tax Name field.

Select Line as the tax calculation level.

Enter the sales tax name that you defined in Practice 28-1.

Save your work.

From the Invoices window, click Distributions.

As these entries are for computer items, accept the items default.
Assign GL accounts to the items purchased.

For the first item (Laptop Case) select the Includes Tax check box.
Validate that your window appears similar to the one displayed below:

© 00 N O OB~ WN

e e R Y S S S
o U~ W NP O

17

[ Distributions (Vision Operations: USD) - 16000, GE Plastics

Action  Edit Query Bo Folder Special Help

Invoice Total 210.00
Distribution Total 200.00
=l ~
Amount Tax Name GL Date Account []1 Includes Tax Track as Asset Descrif
= |_| 1l]l].l]l]| JS-NY 15.APR-1998 01-110-7530 0000000 |:| [V (Il
I 100.00(|JS-NY 15-APR-1998 01-110-7740-0000-000 |:| [ m T
[] O -
[] O - [
[] ©C - [
=] [] ™ - T
Kl 2+

Account Description Operations-Facilities Resources-Miscellaneous-No Sub Account-No Product
Status Newver Approved PO Mumber
Posted No

| Prorate... 1 | | Reverse 1 | | Yiew PO | | Calculate Tax

18 Click Calculate Tax.
19 Two tax distribution lines are displayed.
20 Verify the tax associated with line 1 is 9.09.
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21 Verify the tax associated with line 2 is 10.00.

22 Verify that line 1 was automatically reduced by the tax amount.

23 Verify that the distribution total is equal to the invoice total.

24 Validate that your window appears similar to the one displayed below:

[ Distributions [Vision Operations: USD) - 16000, GE Plastics

Action Edit Query Go Folder Special Help
Invoice Total 210.00
Distribution Total 210.00
=] ~
Mum  Type Amount Tax Name GL Date Account
;{IE Item 90.91|[JS-NY 15.APR.1998 [p1-110-7530-0000-000
[Tz ]fitem 100.00][JS-NY 15.APR1998 [01-1107740-0000-000
3 Tax 9.I]9| JS-NY 15-APR-1998 |I]1-l]l]l]252l]-l]l]l]l]-l]l]l]
4 Tax 10.00| [JS-NY 15-APR-1998 01-000-2520-0000-000
T =E\§
« 2
Account Description Operations-Facilities R ces-Equiy Exf Ho Sub A Ho Produ
Status  Newver Approved PO Mumber
Posted Mo
| Prorate... 1 | | Reverse 1 | | Yiew PO | | Calculate Tax

25 Saveyour work.
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Practice 30-3

Instructions

You have received below invoice from your supplier. Enter theinvoice in Oracle
Payables.

INVOICE
I nvoice # 16000
Date: Yesterday
PO#: N/A
Terms: 2/10 Net 45
Supplier Name: Your Supplier From Practice 3-1

Description:
1 Personal Computer $2,500.00
Freight 35.00

Total Due: $2,535.00
Distributions:
Personal Computer 01-120-7530-0000-000
Freight 01-110-7220-0000-000
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Practice 30-3 Solutions

1 Navigate to the Invoices window.

(N) Invoices—>Entry—>Invoices

This is a standard invoice. Accept the default invoice type.
Enter the supplier name.

Select the supplier site.

Enter the invoice date.

Enter the invoice number.

Enter the total due of the invoice in the Amount field.

In the Description field, enter the description for this invoice.
Enter the freight amount.

© 00 N O OB~ WN

[EEN
o

Freight window.
In the Account field, enter the freight account number.
Validate that your window appears similar to the one displayed below:

e
N B

E%g Invoices [Vision Dperations]

Action  Edit Query Go Eolder Special Help
Batch Control Total
Actual Total
= -
nent Amount Freight Amount Create Freight Distribution Distribution Set Description
q. 2,535.00 35.00 2
.
=
E‘%Fleighl E |:
— Account |01-110-7220-0000-000 | Operations-Facilities Resources-Freigl
Al Tax Mame | ]
Amount Paid DG |
0.00
usp
Cancel | 0K
Actions... 1 Holds | Payments | Match |
Scheduled Payments | Overview | | Distributions |
13 Click OK.

14 From the Invoices window, click Distributions.
15 Note the freight line has been entered.
16 Enter the GL account number for the item purchased.
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17 Validate that your window appears similar to the one displayed bel ow:

Eg_;gDisllihulions [Vision Operations] - 16000, Next Generation Graphix [DBA. Art Wilde]
Action Edit Query Go Folder Special Help

Iroice Total 2,535.00
Distribution Tatal 2,535.00
gl g
Mum  Type Amount Tax Mame GL Date Account
=1 Freight 35.00 22-DEC-1998 01-110-7220 0000000
2 Item 2,500.00 22-DEC-1998 01-120-7530-0000-000
| i
Account Description Operations-Machine Resources-Equipment Expense-No Sub Account-No Produrc
Status  Newver Approved PO Mumber
Posted No
| Prorate... 1 | | Reverse 1 | | Yiew PO | | Calculate Tax

18 Saveyour work.
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Practice 30-4

Instructions

You have received below invoice from your supplier. Your company policy is that
each department pays for all tax and freight charges it incurs. Enter the invoice and
prorate the tax and freight across the two departments that are being charged for the
vehicle.

INVOICE
I nvoice # 17000
Date: Yesterday
PO#: N/A
Terms. Immediate
Supplier Name: Your Supplier From Practice 3-1

Description:
1 Company Vehicle $20,000.00
Freight 500.00
Tax 2,000.00
Total Due: $22,500.00
Distributions:
$12,000 01-120-1550-0000-000
$8,000 01-110-1550-0000-000
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Practice 30-4 Solutions

1 Navigate to the Invoices window.

(N) Invoices—>Entry—>Invoices

This is a standard invoice. Accept the default invoice type.
Enter the supplier name.

Select the supplier site.

Enter the invoice date.

Enter the invoice number.

Enter the total due of the invoice in the Amount field.

In the Description field, enter the description for this invoice.
Click Distributions.

Enter the two lines of invoice distributions. Do not enter a tax name at this point.
From the Edit menu, choose Select All.

Note the distribution lines have been highlighted and the Prorate button has
changed to Prorate...2.

Validate that your window appears similar to the one displayed below:

© 00 N O OB~ WN

e
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&4 Distributions (Vision Operations) - 17000, GE Plastics

Action Edit Query Go Folder Special Help
Invoice Total 22.500.00
Distribution Total 20,000.00
= [
Mum  Type Amount Tax Name GL Date Account
L{Ih Item 12,000.00 22_MAY-1998 01-120-1550-0000-000
Mz Item 8,000.00 22-MAY-1990 01-110-1550-0000-000
| [
Account Description Operations-Machine Resources Vehicles-Ho Sub A t-No Product
Status  Mewver Approved PO Mumber
Posted Mo
| Prorate... 2 | | Reverse 2 | | Yiew PO | | Calculate Tax

14 Click Prorate...2.

15 From the Prorate window select the Tax check box and enter the tax name you
defined in Practice 28-1.

16 Enter the tax amount in the Amount field.
17 Select the Freight check box.
18 Enter the freight amount in the Amount field.
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19 Leavethe Freight Tax Name field blank.
20 Validate that your window appears similar to the one displayed below:

[& Prorate
Action  Edit Query Go Special Help
¥ Tax
Tax Name [JS-NY
Amaunt 2,000.00
Description Prefix |Created By Proration :
[¥ Freight

|
ST

Created By Proration :

Tax Name

Armourt

Description Prefix

[™ Mizcellaneous

[ ]

Amourt |

Tax Name

Description Prefix |

Cancel ‘ 0K

21 Click OK. Oracle Payables displays the Distributions window.
22 Validate that your window appears similar to the one displayed below:

=4 Distributions (Vision Operations) - 17000, GE Plastics
Action Edit Query Go Folder Special Help
Invoice Total 22,500.00
Distribution Total 22,500.00
= [
Mum  Type Armount Tax MName GL Date Account
=11 Item 12,l]l]l].l]l]| 22-MAY-1098 |I]1-12I]-155I]-I]I]I]I]-I]I]I]
4 Tax 1,2I]I].I]I]| JS-NY 22-MAY-1998 |I]1-12I]-155I]-l]l]l]l]-l]l]l]
ii Freight 3l]l].l]l]| 22_MAY-1998 |l]1-12l]-155l]-|]l]l]l]-l]l]l]
[l ][em 8,000.00] 22 MAY 1998 [p1-110-1550.0000.000
[s  ]fTax 800.00][JS-NY 22-MAY-1998 [01-110-1550-0000-000
~lo Freight 200.00| 22_mAY-1998 [01-110-1550 0000 000
] 2|
Account Description  Operations-Machine Resources-Vehicles-No Sub Account-Ho Product
Status  Mever Approved PO Number
Posted HNo
| Prorate... 1 | | Reverse 1 | | | |

23 Saveyour work.
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