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Phoenix Program On LineLibrary

The Online Library is aPhoenix online support system, commonly referred to asthe OLL. It can be used
as an additiona reference source for al Phoenix modules and can guide a user through the details of
Phoenix gpplications. The OLL islaunched directly from any dataentry pand by pressing the “F1” key.
Userswith “Inquiry” access will see the PeopleSoft version (non-customized) of the OLL. Users must be
in adataentry pand to be able to use the customized State of Georgia OLL as a reference guide.

The Library contains links from every stlandard end-user pand in PeopleSoft applications. Users can go
directly to the OLL for detailed step-by-step ingtructions on using that panel or pand group. You can dso
conduct basic and advanced queries and use associated "hot links’ or “jump links’ to reach information on
related topics. Every procedure contains many of the following choices

Overview - Describes the process for the panel. May reference the Business Process
Timing - Describes when this particular pand is used

Key points - Describes important information about the panel you were working with
Input - Describes where the user would get information for this pane

Output - Describes the result of the information you entered in the pandl

Navigation - Describes the pathway to get to the current pand

Panels - Describes the panelsin the pand group

Detailed directions - Describes step-by-step ingtructions on how to complete the pane

Oncethe OLL is opened, you may toggle between your data entry panels and the OLL by using the “Tab”
key. The OLL and the Phoenix panel will remain on the window taskbar |ocated at the bottom of your
screen.

To perform aquery in the OLL, use the following navigation to activate the query view pand:

Search 2
Query or Advanced Query =
Enter subject or item for search
Click Ok
To search for a different topic repest the above steps.

| nter net Path for Business Processes

The current path for the Accounts Payable processes through the Phoenix website is as follows:
http:/AMww3.gtate.ga.us/departments/doas/phoenix/
Sdect: Financids
Sdlect: Financids Business Processes
Select: AP Processes
Sdect: The Business Process Topic Desred
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A. Introduction

Table Setup

Welcome to the Table Setup module! This module contains the tools needed to learn
all the concepts and procedures involved in table setup.

Goal To acquire the skills and knowledge necessary to become familiar with the System
Structure section of the online Library.

Participant
Objectives At the end of this module you will be ble to:

1. Describe table setup
2. Navigate through the online Library to locate al other table setup procedures

PHOENIX - STATE OF GEORGIA SECTION 1: TABLE SETUP 1—1
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B. Business Processes

Activity Materials
LECTURE GUIDE HANDOUT

Relevant Business Processes:

Business Processes for Table Setup is administered by DOAS Phoenix Financials.
AP021 — Wire Payments

AP022 — Electronic Payments
AP023 — Generad Funds Transfer

1-2 SEcTioN 1: TABLE SETUP PHOENIX - STATE OF GEORGIA PROF
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C. Exercises
Exercise 1 - Review Bank I nformation

Scenario: Y ou have tried to record an EDI (Electronic Data Interchange) transaction in
the Phoenix system and received the following error message:

“ Sdlected payment method does not exist for this bank account.”

Review the payment methods established for this bank account.

Step 1 Sdect: Go=>Define Business Rules=»M anage Bank Accounts
Expected The Manage Bank Accounts window displays.
Results:
Step 2 Sdect: Use=>»Bank I nformation=>» Payment M ethods
Expected A didog box displays.
Results:
Step 3 Enter or Sdect the following:
SetID: 42000
Bank Code: 1200
Click: OK
Expected it Payrment Methods | pand displays
Results:
Step 4 Use the scroll bar to identify al payment methods for this bank account.
Expected The available payment methods are displayed.
Results:
PHOENIX - STATE OF GEORGIA SECTION 1: TABLE SETUP 1—3
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P k Method .
Step 5 Compare =5 MENEE | nanel with the panel shown below:
Manage Bank Accounts - Use - Bank Information == 3
File Edit MWiew Go Favoites Uze Heport Help
Bls|@x| ElaE sle o= 8] 2] #e]~])|
Bank AccountHeconciliationl Account Information Payment Methods Luduc.. oo o 4 | ’l
. ; _ Drop down displays other
‘ SetlD: 42000 Bank: 1200 SunTrust Bank payment methods that are
Bank Account: 1000 Operating Account %a”abl & _— ;I
Payment Method: —
~Pay t Optiong -Pay t Form
" Confirm Numbers Last Ref Number: IW
o P_osilive Payment Flag Form ID- Imﬂ
¥ File Copy ]
‘EFT File Attributes e A Payment Fom: | [
Last File Number: I Nheth File Copy Form: ICUPY1 ﬂ
checi lﬁ
Header Comment: I L number J/ A (PR (il ud
215
| Payment Methads | Update/Display i
P b Method ]
Expe::ted The IR pand. Congratulations
Results: If the eements do not match, review the steps and consult your Ingtructor.
Step 6 Sdect and review the other Manage Bank Accounts pandls:
Bank Information and Contacts
Bank Accounts
Bank Pooled Accounts
Bank Account Reconciliation
Account Information
Additiond Payment Methods
Expected Selected bank account panels are displayed.
Results:
Step 7

Click:

to cancdl.

1-4 sSecTion 1: TABLE SETUP
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Step 7
Click: to cancel.
Expected Panel is cancdlled.
Results:
Exercise completed.

PHOENIX - STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL

SECTION 1: TABLE SETUP 1-5




MARCH 2003

PARTICIPANT GUIDE

Exercise 2 - Review Payment Handling Codes

Scenario: Y ou would like to group dl of your travel payment vouchers together in
the system check run. Review your agency’s payment handling codes.
Determine which code you should enter and on which voucher you
enter the code. Regular Payment (RP) is set as the default.
Step 1 Sdect: Go=>Define Business Rules=» Structure Procurement Options
Expej:ted The Structure Procurement Options window displays.
Results:
Step 2 Sdect: Use J-R=>Payment Handling Codes
Expected A didog box displays.
Results:
Step 3 Enter or Sdect the following:
St D: 42000
Click: OK
Expected The Pavment Handling Codes | panel displays.
Results:

1-6 SecTioN 1: TABLE SETUP PHOENIX - STATE OF GEORGIA
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Exercise 2 (continued)
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Step 4 Compare - F2ment Handing Codes | panel with the pand shown below:
Structure Procurement Options - Use J-R - Payment Handling Codes
File Edt “iew Go Favortesx Uszed-l UseJ-R Use5-2 Repot Help
Ble@x| mkEE| Ee) 5o a8 el * el
Fayment Handling Codes |
SetlD: 42000 Farestry Commission, GA,
Payment ;I
Handling Short Sort
Code Description Description Order
IEE IThird Party Travel Payment |3anl Pymt I 12
] |Labor [Labor | @8
IHP IHeguIal Payment IHeg Pymt I 96
ITP \\Qlavel Payment ITWI Pymt I 10
fur \ \Qes Phones [Utilities | 92
|W'H i |wi:hhu|dng | 06
Default Value RP = Regular
Payment :’
|F'a_l,Jment Handling Codes |Updater’D 1zplay o
Expected The Payment Handling Codes | pand. Congratulations!
Results: If the dements do not match, review the steps and consult your Instructor.
Step 5
Click: to cancel.
Expected Pandl is cancelled.
Results:
Exercise completed.

PHOENIX - STATE OF GEORGIA
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Exercise 3 - Review Accounting Entry Templates

Scenario: Y our agency has decided to use an additiond liability account. Review the
accounting entry templates that serve as offsetting accounts to cresate balanced
accounting entries.

Note: Sysem will default to ACCTSPAY 1

Step 1 Sdect: Go=>Define Business Rules=» Structure Procurement Options

EXIoelCteol The Structure Procurement Options window displays.

Results:

Step 2 Sdect: Use A-1=>Accounting Entry Template

Expected A didog box displays.

Results:

Step 3 Enter or sdlect the following:

iD: STATE
Accounting Template: ACCTSPAY1
Click: OK

Expected Tire Agcounting Entry Template | pand displays

Results:

Step 4 Usethescroll bar to view all values.

Expected The Accounting Entry Template | pand displays

Results:

Step 5 Click: toolbar button to view the next template.

Expected Accounting Entry Template for ACCTSPAY 10 is displayed.

Results:

1-8 SecTion 1: TABLE SETUP PHOENIX - STATE OF GEORGIA
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Exercise 3 (continued)

Step 6 Click: toolbar button to go back to ACCTSPAY1.
Expectw ACCOUNTING ENTRY TEMPLATE FOR ACCTSPAY1IS DISPLAYED.

Results:

Step 7 Compare - “==2unting Eniy TEmplate | o of with the pandl shown below:

Structure Procurement Options - Use A-l - Accounting Entry Template
File Edit “iew Go Favortez Usepd Uzed-F UzeSZ HRepot Help

Blel@x| aluE| 5= D= 2= 2kl # vl ]

Accounting Entry Template |

SetlD: STATE Description: Accounts Payable-200001

Template: ACCTSPAYT Short Description: IAcclsPa}ﬂ
Effective Date: ||]1 0171900 Status: IAclive vl ;I

Accounting Entry Type Account —

Accounts Papable |2I]I]I]I]1 ﬂ Accounts Papable - 1
Digzount Eamed ISI]1 ooo ﬂ DISCOUMT EARMED
Discount Last |525UU1 ﬂ Discounts Lost

Reserve for Encumbrances |323I]I]1 ﬂ Reszerved for Encumbrances o

Freight Expenze |522UU1 ﬂ Freight

Feserve for Pre-Encumbrances |329I]I]1 ﬂ Rezerved for Pre-Encumbrances

Realized Gain ISI]1 020 ﬂ Realized Gain _I j
- -

|.~‘-\c:c:0unting Entry Template |Update£DispIa_l,J A

Expected The Accounting Entry Template | panel. Congratulationd

Results. If the elements do not match, review the steps and consult your Instructor.

Step 8 Click: ﬁl to cancel.

Expected Pand is cancdlled.

Results:

Exercise completed.
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Accounting Entry Templates

200001 - Accounts Payableto regular vendors:. (not for payablesto other governmental units)

Example:

Contract with IBM to write programs:
Debit 663001 Credit 200001 Record Liability
Debit 200001 Credit Cash Record Payment

200050 - Withholding Employee - any withholding from employee's gr oss check:

The withholding liability and payroll bank account will be credited when the salary expenditure account is debited.
The 215001 - 215325 series of accounts should utilized for withholding liabilities. The 200050 account was created to
facilitate payment of withholding on A/P module and was intended to operate like a clearing account.

Example:

Federa Tax withholding
Debit Cash Credit 215XXX  Record Liability
Debit 200050 Credit Cash Record Payment

201001 - Payable to Federal Government - amounts owed to the federal gover nment, not
including FICA: Another federd liability other than FICA would be 215025 federa income tax
withholdings

Example:

Postage to Postmaster
Debit 614009 Credit 201001 Record Liability
Debit 201001 Credit Cash Record payment

202001 - Payablesto Local Governments - amounts owed to local gover nments:

Example:

Payment of County Subsidy
Debit 707002 Credit 202001 Record Liability
Debit 202001 Credit Cash Record Payment

1-10 secTioN 1: TABLE SETUP PHOENIX - STATE OF GEORGIA
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207001 - Claims and Judgments Payable - amounts owed as a result of administrative or court
decisions such asworkers compensation claims and property damage:

Also keep in mind that there’ s along-term account set up claims and judgments which would be included
in the GLTDAG (281001).

Example:

Inmate/Private citizen claim against the department
Debit 700001 Credit 207001 Record Liability
Debit 207001 Credit Cash Record Payment

230001 Due to Other Funds- Amountsthat are owed, for chargesfor goods and services, by
another GAAP fund. (Transactions between agency’s general fund and DOAS gMerit System’s
internal service funds)

Example:

Payments to DOAS for central supply orders. (Paid out of General Fund to Interna Service Fund)
Debit 614003 Credit 230001 Record Liability
Debit 230001 Credit Cash Record Payment

234001 Intrafund Payable - Amounts owed to state reporting entity organizationsincluded in
the same GAAP fund:

Example:

Gasoline purchased from one agency general fund to DHR general fund
Debit 612001 Credit 234001 Record lighility
Debit 234001 Credit Cash Record Payment

263001 Escheat Assets Liability - Amount of escheat assets expected to eventually be paid to
claimants.

Thisis the liability required to be set up by DOR by GASB Codification Section E70.103. Thisisan
estimate of the amount that might eventually have to be returned to the rightful owners.

Account 262056 “Funds Held for Others - Unclaimed Property,” This would be the account the agencies
should use to record the unclaimed property.

The entries for an old outstanding check should be:

101xxx Cashin Banks XXX
262056 Funds Held for Others - Unclaimed Property XXX
To set up liability to DOR and delete outstanding check from listing.

262056 Funds Held for Others - Unclaimed Property XXX
101xxx Cash in Banks - Operating Account XXX Bank XXX

PHOENIX - STATE OF GEORGIA SECTION 1: TABLE SETUuP 1-11
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To transfer unclaimed funds to DOR.
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PARTICIPANT GUIDE

MARCH 2003

Exercise 4 - Review Payables Options

Scenario: Review the payable options used to establish default vaues for vouchers,
payment processing, and accounting options.
Step 1 Sdect: Go=>Define Business Rules=»Establish Business Units
Expected The Egtablish Business Units window displays.
Results:
Step 2 Sdect: Use N-Z=>»Payables Options=>» Payables Options=>» Update/Display
Expected A didog box displays.
Results:
Step 3 Enter or sdlect the following:
SeiD: 42000
Click: OK
Expected The Payablez Options I panel displays
Results:
PHOENIX - STATE OF GEORGIA SECTION 1: TABLE SETUP 1—13
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Exercise 4 (continued)

Step 4 Compare Payables Optons | panel with the pandl shown below:

Establish Buziness Units - Use N-Z - Payables Options

Bla@x| 0jwE| slel oio| S8 Z]c]T] *lelvelé ]

01/01/1300

Expecte.d The Payables Opiins | panel. Congratulations
Results: If the elements do not match, review the steps and consult your Instructor.

1-14 SecTioN 1: TABLE SETUP PHOENIX - STATE OF GEORGIA PROF
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Exercise 4 (continued)
Step 5 Click: Wouchering Options 1 | panel
Expected The Youchering Options 1 | pand displays
Results:
Step 6 Compare your Veushering Options 1| 26 with the panel shown below:
Establish Business Units - Use N-Z - Payables Options
Eile Edt “iew Go Favortes Uzed-M UseM-2 Beport Help
Ble(@x| a0 slel = aE| 2lE] #e (v
Payables Options  %ouchering Options 1 | Vouchering Options 2 | Payment Options | VAT Options 1 I VAT Optionz 2|
‘ SetlD: 42000 Forestry Commizsion, Ga ‘
Effective Date: 01/01/1900  Status:  Active ;I
-Approval Bules
" Specify Routing
Busziness Process: I ﬂ
Rule Set: I ﬂ
Route Denials to: I ﬂ
rCurrency
Currency: IUSD ﬂ 1J5 Dallar
Rate Type: ICHHNT ¢ B j
[Wauchering Options 1 |Update/Dizplay G
Expected | The Vaushering Options 1| panel. Congratulations!
Results: If the dements do not match, review the steps and consult your Instructor.

PHOENIX - STATE OF GEORGIA
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PARTICIPANT GUIDE

Step 7

Expected
Results:

Click:

Youchenng Options 2 I panel

The Vaucheing Options 2| ponef digplays:

Step 8

Expected
Results:

Compare Yaucheina Optiens 2| ool with the panel shown below:

Establish Business Units - Use N-Z - Payables Options
File Edit “iew Go Favortes Usep-M UseM-Z Beport Help

al&#|@ x| =lEE &w == as| 2ks2) +|«|«+|1|\

Papables Options I Youchering Options 1 Wouchering Options 2 | Fayment Options I

| SetlD: 42000

Forestry Commizgion, G

Effective Date: 0140141900

¥ Invoice Humber

I~
I ¥
™ Gross Amount
¥ Business Unit

Duplicate | ice Checking

Active

ChartField Editing
" Reject
' Recycle
" arning
Mo Edits

™ Edit Combinations

2, h 1
W B

" Reject
' Recycle

[FNTRNS

|V0uchering Options 2 |Update.-"DispIay

The Voushering Options 2 panel. Congratulations!
If the elements do not match, review the steps and consult your Instructor.
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Exer cise 4 (continued)

Step 9 Click: Pavment Dptinnsl panel

ExpeCtaj THE Pa}'meﬂt DptiDnS PANEL DISPLAYS.

Results:

Step 10 Compare Pavment Bptions | a6l with the panel shown below:

Establizh Businezz Unitz - Ugse N-Z - Papables Options
File Edit Yiew Go Favortes Usep-td UseM-2 Beport Help

SR EEEEE ENEEEE N E RS A A

Fayables Dptionsl “ouchering Options 1 | “ouchering Options 2 Papment Optiong |\-"AT Options 1 | WAT Options 2|

| SetlD: 42000 Faresty Cormmizsion, GA |

Eff Date: 01/01/1300 Status: Active ;I
Payment Terms 1D: lml—ﬂ Met 30 Daypsz
-Delay Dayse———— Payment Method 1099 Withholding

Discount: 9 Enstan el Percent Withheld: 0.00

‘ " Manual Check
Met: I 0 " Wire Report
" Electronic Funds Transfer
" Draft

-Payment Bank

Bank Code: [1200 " #] g st Bank
Bank Account: |1 ooo ﬂ Operating Accaunt
Payment Handling: IHP ﬂ Regular Payment j

| Payrent Optiors |Update/Display

B

Expected | The Pament Options | ponet - Congratulations
Results: If the eements do not match, review the steps and consult your Instructor.

Step 11 Click: ﬁl to cancdl.

Expected Pand is cancelled.
Results:

Exercise completed.

PHOENIX - STATE OF GEORGIA SECTION 1: TABLE SETUP 1-17
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Exercise 5 - Review Payables Definition

Scenario: Review the accounting template established as the default payables definition.
Step 1 Sdect: Go=>Define Business Rules=»Establish Business Units
Expected The Egtablish Business Units window displays.
Results:
Step 2 Sdect: Use N-Z=>»Payables Definition=» AP Business Unit Definition 1
Expected A didog box displays.
Results:
Step 3 Enter or Sdect the following:
BusnessUnit: 42000
Click: OK
Expected The AP Buginess nit Definition 1 | disolavs.
Results: R

1-18 secTioN 1: TABLE SETUP PHOENIX - STATE OF GEORGIA
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(CONTINUED)
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Step 4

Expected
Results:

AP Business Unit Definition 1

Compare

panel with the panel shown below:

Establizh Business Units - Use N-Z - Payables Definition
Fil= Edit View Go Favortes UsepM UseM-Z2 Reportt Help

Blel@x| alEE sl De| 2= 2lel] #le A2

AP Business Uit Definition 1 | AP Business Unit Definiion 2 |

Short Desc: IFuleslr_l,l

Unit: 42000 Forestiy Commission. GA

rAccounting Information

GL Unit: [42000 " +|
Accounting Template: IACCTSPAY'I ﬂ

-Post Thru Date Dptions
= Post Without Regard to Date
" Use Accounting Date
&' Use Current Date
" Use Specific Date

-Payment Information
[ Do Mot Mix with other BUs

Location: IAP_42I] ﬂ
D&B Number: I

[¥ Dpen for Youcher Posting

|AF' Business Unit Definition 1 |Update£DispIa}l

AP Businesz Unit D efinition 1

The

pand. Congratulations!

If the elements do not match, review the steps and consult your Instructor.

PHOENIX - STATE OF GEORGIA
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Exercise 5 (continued)

Step 5 Click: | AP Business Unit Definifon 2| panef
Expected The | 4P Business Unit Definition 2 | pandl displays.
Results:
Step 6 Compare | 4P Business Unit Defiition 2| panel with the pand shown below:
E stablish Business Units - Use N-Z - Payables Definition
File Edit “iew Go Favortes Usep-M UzeM-Z Heport Help
glg#x| e me 2= 2= 2le2] #e 4] \
AP Business Urit Definition 1 AP Business Urit Defintion 2 |
‘ Unit: 42000 Foresty Commizsion, G
rAuto-Numbering Options Last Auto Humber Used
q; Last Youcher Humber: 00000295
¥ Control Group Numbering Group ID last assigned: 000000
Budget Checking Options
¥ PO Youcher Dverdraft Budget
[FMTRNI |&P Business Unit Defirition 2 [Update/Display
Expected The | 4P Business Unit Definition 2 | panel.  Congratulationd!
Results: If the ements do not match, review the steps and consult your Ingtructor.
Step 7 Click: X0 canca.
Expected Panel is cancelled.
Results:
Exercise completed.

1-20 SecTiON 1: TABLE SETUP PHOENIX - STATE OF GEORGIA
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D. Summary and Review

MARCH 2003

Activity

)

LECTURE

Materials
G | |
GUIDE REVIEW

Objectives review:

Discuss the following questions:

PHOENIX - STATE OF

1. Describe table setup

2. Navigate through the online Library to locate al other table setup procedures

1. Describe the defaults established on the Payment Handling Codes pandl.

GEORGIA

PROPRIETARY AND CONFIDENTIAL

How do you change atable set control default?

What will cause avoucher to go into recycle status?

Describe the defaults established on the Accounting Entry Template panel.

Describe the defaults established on the Payables Options panels.

Describe the defaults established on the Payables Definition panels.
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A. Introduction

Maintaining Vendors

Welcome to the Maintaining Vendors module! This module contains the tools
needed to learn dl the concepts and procedures involved in Maintaining Vendors.

Goal To acquire the skills and knowledge necessary to perform al procedures identified in
the Phoenix Program Payables Processes section of the online Library for Maintaining
Vendors.

Participant

Objectives At theend of thismodule you will be dbleto

Search for avendor

Set up anew vendor

Set up anew vendor with multiple locations
Change an existing vendor

Check the approva status of a vendor

o wbdpE

PHOENIX - STATE OF GEORGIA SECTION 2:MAINTAINING VENDORS 2—1
PROPRIETARY AND CONFIDENTIAL



MARCH 2003 PARTICIPANT GUIDE

B. Business Processes

Activity Materials
LECTURE GUIDE HANDOUT

Relevant Business Processes:

AP001 — Add aNew Vendor

AP002 — Update an Exigting Vendor
APO03 — Approve a Vendor

APO04 — Inactivate a Vendor

APOO05 — Enter 1099 Vendor Information
APO006 — Enter EFT (EDI) Vendor

o gk wnNE
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C. Exercises
Exercise 1 - Search for a Vendor usingthe TIN

Scenario: Y ou have received arequest to purchase atractor from John Deerein
Dublin, Georgia. On the request you have John Deere€' s TIN humber,
584787899. Verify that this vendor exigsin the statewide vendor file.

Note: Vendor fileshared by all Business Units

Step 1 Sdect: Go=>Adminigter Procurement=>»Maintain Vendors
Expected The Maintain Vendors window displays.

Results:

Step 2 Sdect: Inquire=»Vendor Information=>Identifying I nformation

Expected A didog box displays.

Results:

Step 3 Enter or select the following:
SHID: STATE
TIN: 584787899
Click: OK

Expected A ligt of matching vendorsis displayed.
Results:

Step 4 Sdlect: JOHNDEERE - 001
Click: SELECT

Expected The Identifying Information pand displays.
Results:
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Exercise 1 (continued)

Check
Results

Step 5 Compare | dentifying I nformation panel to the panel shown below:

Maintain ¥endors - Inquire - Yendor Information [ _ =] x|
File Edit “iew Go Favorites Use Inquire Beport Help

sle@x| Hlel slel sl == 2lelo] el

Identifying Information | Locationl Additional Informationl Frocurement Options 1 I Procurement Options 2| Procurement Options 3| Fapment Dptionsl EFT ILI_’I

‘ SetlD:  STATE Vendor: 5000001000 ‘

Name 1: JOHN DEERE 121 (3

Hame 2:
ShortM ame: JOHNDEERE JOHWDEERE-001
Classification: ISuppIiet - Non Minority ;I = inag @ ¥ | pen Fon Ordering

Status: IAppmved ¥ l
Persistence: IReguIal ¥ l

‘Wendor Relationzhi
= | Corporate Yendor
I= | Bemit Wendor

Last Updated By: FNTRNO3 Student |D 03

|FNTF|N5 |Identifying Information |Update.-"DispIay

Note: Vendor statuswill be unapproved until approved by Vendor Group.

Expected The pand matches. Congratulations!
Results: If these elements do not match, review the steps and consult the Instructor.
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Exercise 1 (continued)

. Location .
Step 6 Click: — lto proceed to the L ocation panedl
Compare L ocation pand to the pand shown below:
Maintain ¥endors - Inquire - Yendor Information [ _ =] x|
File Edit “iew Go Favortes Use [nquire Beport Help
slel@x| mlae| slel o= S=] 2lel2] #elzz]]
|dentifying Information  Location IAdditionaI Informationl Frocurement Options 1 I Procurement Options 2| Procurement Options 3| Fapment Dptionsl EFT |4 I ’I
‘ SetlD:  STATE Yendor: 50000071000 JOHM DEERE ‘
‘ Location: 001 Descr: MAIN Default: [ | Ordering ¥ [nvoicing M | Remitting
Effective Date: 05/10/1999 Status: IAclive VI ;I
Address 1: 213 MAIN STREET Phone
Address 2: Eount
Address 3: Main:
Address 4: Extension:
City/Twnl: DUBLIN Fax:
Cnty/Twn2: - o " -
St/Prov:  GA Postal 30784 )
Country: USA ml ﬂ LI
[FMTRNS |Location |Update/Display
Expected The pand matches. Congratulationd!
Results: If these e ements do not match, review the steps and consult the Instructor.
Step 7
Click: to closethe pandl.
Expected The pand is closed. Proceed to the next exercise.
Results:
Exercise completed.
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Exercise 2 - Search for a Vendor using the Vendor Short Name

PARTICIPANT GUIDE

Scenario: Y ou have received arequest to purchase printer ribbons from Ziegler Tools,
Inc. located at 711 Marietta Street, Atlanta, Georgia. Verify tha this
vendor exigtsin the statewide vendor file.

Step 1 Sdect: Go=>Administer Procurement=>»Maintain Vendors

Expected The Maintain Vendors window displays.

Results:

Step 2 Sdect: Inquire=»Vendor Information=>Identifying I nformation

Expected A didog box displays.

Results:

Step 3 Enter or sdect the following:

SetID: STATE
Short Vendor Name: ZIEGLERTOO
Click: OK

Expected A ligt of matching vendorsis displayed.

Results:

Step 4 Sdect: ZIEGLERTOO - 001

Click: SELECT
Expected The Identifying Information pand displays.
Results:
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Exercise 2 (continued)

Check
Results

Step 5 Compare | dentifying Information panel to the panel shown below:

Maintain Yendors - Inquire - ¥Yendor Information M= E
File Edit “iew Go Favortes Use Inquire Beport Help

dlelsx| ol slel o=l 2= 2] v |

Identifwing Information | Locationl Additional Informationl Procurement Options 1 I Pracurement Options 2| Femea o |

‘ SetlD:  STATE Vendor: 00000007147 ‘

Name 1: ZIEGLER TOOLS INC @

Name 2:
ShortM ame: ZIEGLERTOO ZIEGLERTOO-001
Classification: Supplier 7 = 108y @ |¥ | Open For Ordering

Status: IAppmved ¥ l
Persistence: IHeguIal ¥ l

Belaki hi

Yendor | b 3
I~ | Corporate Vendor
I= | Remit Vendor,

Last Updated By: FMTRMOZ Student 1D 03
|FNTF|N5 |Identif_l,ling Infarmation |Update.-"DispIay i

Expected The pand matches. Congratulations!
Results: If these elements do not match, review the steps and consult the Instructor.
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Exercise 2 (continued)

Step 6 Click: ﬂ to proceed to the Location panel

Compare L ocation pand to the pand shown below:

Maintain Yendors - Inquire - Yendor Information M= E
File Edit “iew Go Favortes Use Inquire Beport Help
g @x| aaE el o= 2= 2e2) +|¢|¢+|£|\
Identifying Information  Location |Additi0nal|nformation| Procurement Options 1 I Procurement Options 2| Procurement C 4 | *
‘ SetlD:  STATE Yendor: 00000007147 ZIEGLER TOOLS INC ‘
‘ Location: 001 Descr: MAIN Default: ¥ | Ordering M | Invoicing ¥ Bemitting
Effective Date: 0170372000 Status: IAclive VI ;I
Address 1: 711 MARIETTA STREET 5w Phone
Address 2 Courhy:
Address 3- Main: 4047041111
Address 4: Eztension:
City/Twnl: ATLANTA [ere 4047045112
Cnty/Twn2:
Pay Al te N
St/Proy: GA Postal: 30318-5797
Names... |
Country: USA =il =
[FHTRNG |Location |Update/Display i

Expected The pand matches. Congratulationd!

Results: If these elements do not match, review the steps and consult the Instructor.
Step 7
Click: to close the pandl.
Expected The pand is closed. Proceed to the next exercise.
Results:
Exercise completed.
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Exercise 3 - Vendor Procedures & Vendor's Short Name

Vendor Shortname Standar ds/Procedures & Instructions

Vendor short name must be 10 charactersif available

Proper names should be entered using the first 5 characters of last name followed by first 5 characters of the first

name (Examples HENDERSON, JMMY Short name: HENDEJIMMY).
System will display an alphabetic listing of vendors by short name
Vendors should be entered in all CAPS

No punctuation in short name

Exempt Words/Symbols
Associates
Company
Limited
Partnership
Incorporated
Enterprise
the, of
Dr., Mr., Mrs,, Ms.
Symbols (dl exempt with the exception of & +)

Wordsthat should be abbreviated
Department — DEPT
Internationa — INTL
Southwestern — SW
Southeastern — SE
Northwestern — NW
Northeastern — NE
Regiond — REG
Adminigration/Administrative— ADMIN
and- &
Laboratory — LAB
Government — GOVT
Manufacturing— MFG

Service(s) — SVC

Use 2 characters for each State— GA, SC, NC, FL

Junior —JR
Senior — SR

If aduplicate vendor isentered and found by the Security group, the previoudy entered correct vendor number

will be placed in thelong name 2 field.

When vendors are entered to EFT (Electronic Fund Transfer), users should enter a Confirmation on the Pre-note

upon dataentry.
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Exercise 3 (continued)
Vendor Short Name Standards

NAME SHORT NAME CHARACTERS
A + COMPUTER A+COMPUTER 10
A + IMAGING SYSTEMS, INC. A+IMAGINGS 10
A & A BUSINESS MACHINES, INC. A&ABUSINES 10
A & G'SCLEANING SERVICE A&GSCLEANI 10
A -1 CARPET A1CARPET 9
A -1 SAFE & LOCK COMPANY, INC. A1SAFE&LO 10
AAA BROKERS & ASSOCIATION OF SOUTH CAROLINA AAABROKERS 10
AAACE AAACE 5
AAA BUILDERS & REMOLDERS AAABUILDER 10
AACC AACC 4
A ACME COMPANY INC. AACME 5
AA CLASSIC FENCING AACLASSICF 10
ABBOTT LABORATORIES, HOSPITAL ABBOTTLABH 10
ABBOTT LABORATORIES, PHARMACEUTICAL ABBOTTLABP 10
ABC ADVISORS, INC. ABCADVISOR 10
ABCA FUNDING ABCAFUNDIN 10
ACADEMICLC ACADEMICLC 10
ACE HOME & GARDEN ACEHOME& GA 10
ACELECTRIC ACELECTRIC 10
ACME LOCK & KEY, INC. ACMELOCK&K 10
ACTION PRODUCTS ACTIONPROD 10
ADAMS, JL. ADAMSIL 7
THE ADAMS COMPANY ADAMS 5
ADDCO, INC ADDCO 5
ADMINISTRATIVE SERVICE OF GEORGIA ADMINSVCGA 10
ADMORE ATLANTA ADMOREATLA 10
INTERNATIONAL SALES & MARKETING INTLSALES& 10
SOUTHEASTERN REGIONAL VISION FOR EDUCATION, IN SEREGIONAL 10
3M HEALTH INFORMATION SYSTEMS 3MHEALTHIN 10
3M MAGNETIC AUDIO/VIDEO PRODUCTIONS 3MMAGNETIC 10
3" WAVE TECHNOLOGIES 3RDWAVETEC 10
3T GLASS COMPANY 3TGLASS 7
3M 3M 2
3M COMPANY 3M 2
215" CENTURY CONSULTING 21STCENTUR 10
24 CARROT PRESS 24CARROTPR 10
2500 AD SOFTWARE, INC. 2500ADSOFT 10
3COM CORPORATION 3COM 4
20 20 COMPUTERIZED DESIGN 2020COMPUT 10
20™ CENTURY PLASTICS, INC. 20THCENTUR 10
THE ADVANCE PROGRESS ADVANCEPRO 10
JMMY HENDERSON HENDEJMMY 10

PHOENIX - STATE OF GEORGIA
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Exercise 3 (continued)

PARTICIPANT GUIDE

Scenario: Y ou have been given alist of vendors that need to be added to the statewide
vendor file. Y ou need to determine these vendors' short name

VENDOR SHORTNAME EXERCISE

VENDOR NAME

VENDOR SHORT NAME

ZIEGLER TOOLSINCORPORATION

IMAGE STAFFING SERVICES

MIDSOUTH ELECTRIC CORPORATION

FINAL TOUCH PROFESSIONAL CLEANING SERVICE

MAID TO REMEMBER
BROWN AND ASSOCIATES
AZTEC RENTAL CENTER
SEARS PAINTING CENTER
SERVICE MERCHANDISE
MABLETON CAR CARE CENTER
GENERAL ELECTRIC

LEE MOTOR COMPANY
REGIONS BANK
WACHOVIA
BLANCHARD'SBAKERY
AFFORDABLE COMPUTERS
JMMY HENDERSON
DR.JR.CARR

ABRAHAM COX
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Exercise 4 - Add a Non-1099 Vendor with Multiple Locations

Scenario: General Electrical Supply Co. isanew vendor and is not present in the
Satewide vendor file. Your god isto accurately enter Generd Electrica Supply
Co. into the Statewide vendor file.

Step 1 Sdect: Go=>Adminiser Procurement=>»Maintain Vendors
Expected The Maintain Vendors window displays.
Results:
Step 2 Sdect: Use=>Vendor Information=>1dentifying I nformation
Expected A diadog box displays.
Results:
Step 3 Enter or sdlect the following:
SatlD: STATE

Vendor ID:  NEXT (Default Value- Do not typein thisfield)

Click: OK

Expected The Identifying Information pand displays.
Results:

Step 4 Enter or sdlect the following:

Name 1. GENERAL ELECTRICAL SUPPLY CO —XX
Replace XX with the number assigned to you by your
ingructor.

ShortName: GENERALELE
Classification: Supplier - Minority
Status: Approved

Persgstence: Regular (Default value)

1099: ON
Expected Correct data entry

PHOENIX - STATE OF GEORGIA SECTION 2:MAINTAINING VENDORS 2—13
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Step 4

Results:

Enter or select the following:

Name 1. GENERAL ELECTRICAL SUPPLY CO —XX
Replace XX with the number assigned to you by your

ingructor.

ShortName: GENERALELE

Classification: Supplier - Minority

Status: Approved

Perdgstence: Regular (Default value)

1099: ON

Note: Status will be Unapproved in Production until approved by Security.
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Exercise 4 (continued)

Step 5 Click: EN (1099 Information button) to proceed to the
1099 Vendor Information pand.
Enter or sdlect the following:
Effective Date: Current system date (Default value)
Status. Active (Default value)
ID: 582894321
Type: Fed ID
Expected Correct data entry
Results:
Step 6 Click: (Return to Previous Panel button) toreturn
to the Identifying Information pandl.
Click: 1099 checkbox OFF.
Expected The Identifying Information pand displays.
Results:
Step 7 Click: ocation to proceed to the L ocation pand.
Enter or select the following:
Descr: LOCAL
Effective Date: Current system date (Default value)
Status: Active (Default value)
Address 1. 100LIND CT
City/Twnl: ATLANTA
S/Prov: GA
Podtd: 30030
Country: USA (Default value)
Phone Main: 404-555-1212
Expected Correct data entry
PHOENIX - STATE OF GEORGIA SECTION 2:MAINTAINING VENDORS 2—15
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Step 7 Click: =93 |+ proceed to the L ocation pane.
Enter or sdlect the following:
Descr: LOCAL
Effective Date: Current system date (Default value)
Status: Active (Default value)
Address 1: 100LIND CT
City/Twn1. ATLANTA
S/Prov: GA
Podtd: 30030
Country: USA (Default value)
Phone Main: 404-555-1212
Results:
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Exercise 4 (continued)

Step 8 Place the cursor in the Descr field.

Click: ﬂl toinsert another location.

Enter or sdect the following:

Descr: CORPORATE
Defaullt: Click the Remitting checkbox ON
Effective Date: Current system date (Default value)
Status: Active (Default value)
Addressl: 555 GLENWOOD AVE
City/Twnl: DECATUR
S/Prov: GA
Podtd: 30033
Country: USA (Default value)
Phone Main: 404-867-5555
Expected Correct data entry
Results:
Step 9 Click: SIE =0 and L= = | R proceed to the SIC Codes

and User Types pand.

In the User Classification section of the pand:
Select Corporation

Click: ﬂl toinsert another User Classification.

SELECT

Expected Correct data entry

Results:

Step 10 Click: El to save.

Expected The new information is saved.

Results:
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Step 10

Click:

El to save.
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Exercise 4 (continued)

Check
Results

Step 11 | dentifying |nformation |

Click:
I nformation pane.

toreturn to the ldentifying

Expected The Identifying Information pand displays.
Results:

Step 12 Compare I dentifying I nformation panel to the panel shown below:

Maintain Vendors - Inquire - Vendor Information
File Edit Yiew Go Faworites Use Inguire Report Help

SRR ENEE N EE Az )

Identifying Information | Locationl Additional Informationl Procurement Options 1 I Procurement Options 2| Procurement C 4 | *

‘ SetlD:  STATE Vendor: 0000000164 ‘

Name 1: GENERAL ELECTRICAL SUPPLY CO - X% =
Name 2:
ShortM ame: GEMERALELE GEMERALELE-001

Classification: ISuppIiEI - Minority LI = 1099 @ || Open For, Ordering

Status: IUnappmved ¥ l
Perzistence: IFIeguIar ¥ l

-Wendor Relationship
= | Corporate ¥endor
I= | Bemit Vendor

Last Updated By: FMTRMN28 Student ID 28
|FNTF|NB |Identifying Infarmation |Update.-"DispIay i

Expected If the pandl matches, continue to the next pand.

Results:
If these elements do not match, review the steps and consult the Instructor.
Note: The Vendor number may vary from the number shown here.
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Exercise 4 (continued)
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Step 13 Click: 1099 checkbox ON

Click: EI (2099 Infor mation button) to proceed to the
1099 Vendor Information pand.

Expected The 1099 Information pand displays.

Results:

Step 14 Compare 1099 I nformation pane to the pand shown below:

M aintain ¥endors - Uge - Yendor Information
File Edit Yiew Go Favorites Use Process |nguire Beport Help

(=l E3

Ble@x| fleE| el == S5 21| #le vl ]|

SetlD:  STATE Yendor:  NEXT GEMERAL ELECTRICAL SUPPLY CO - =

Il]1 #26/72000

Tax ldentification Number

1D: |582894321
Type: IFed 1D vl

" Motified Twice of Invalid ID

Effective Date:

Status: IAclive - I

-Reporting Add

Name 1:

Name 2:

Control 1D: I
|
|
|

[T Direct Sales > $5000 Address-

Youchering Default City: |

1099 Code: | +] state: [ +| zip: |

rPercent Withheld
& Default

 Specify

Percent: 0.00

[ [1099 %endor Infarmation |dd

Expected
Results:

If these elements do not match, review the steps and consult the Instructor.
Note: TheVendor number may vary from the number shown here.

If the pand matches:

1. Click: (Return to Previous Panel button) toreturn
to the Identifying I nformation pandl.
2. Click: 1099 checkbox OFF.

3. Click: Lcezic: proceed to the L ocation panel.
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Exercise 4 (continued)
Step 15 Compare L ocation 002 pand to the pand shown below:

Maintain Yendors - Use - Vendor Information (=2 ] ]

File Edit “iew Go Favorites Use Process |nquire Beport Help

ale(@x| ml0E| slel B(=] GlE| 2clo] #lvlvwle]

|dentifying Infarmation  Location I Payment Options I EFT Papment Dptionsl SIC Codes and Uszer Types I Wendar NIGP Associationl

‘ SetlD:  STATE Yendor: 0000000162 GEMERAL ELECTRICAL SUPPLY CO -12 ‘
‘ Location: 002 Descr. |MUGTRVTNIS Default: [~ Drdering [ Invoicing ¥ Remitting ;I
Effective Date: IUQ?Z?IZUUU Status: IActive 'l el

Address 1: |555 GLENWOOD AVE Phone

Address 2- I Country: I_

Address 3: | Main:  [404-867-5555 |
Address 4: I Extension: l—
City/Twn1: [DECATUR - l—

Cnl_vJ'TwnZ:I
SwPiov:  [GA | #| Postal [30033 iy

Names... |
Country: IUSA ﬂ j =

|Location |&dd

Expected If these eements do not match, review the steps and consult the Instructor.
Results: Note: TheVendor number may vary from the number shown here.

Location 001 panel.

If the pand matches, click the elevator bar associated with location to display the
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Exercise 4 (continued)

Step 16 Compare L ocation 001 panel to the pane shown below:
Maintain Yendors - Use - Yendor Information M= R
File Edit “iew Go Favortes Use Process |nguire Beport Help
R RN =N E E R A A
|dentifying Information  Location I FPayment Options I EFT Payment Dptionsl SIC Codes and User Types I Wendar MIGF Associationl
‘ SetlD:  STATE Yendor: 0000000162 GEMERAL ELECTRICAL SUPPLY CO -12 ‘
‘ Location: 001 Descr: (HI]¥:1N Default: ¥ Ordering ¥ Invoicing [~ Remitting
Effective Date: IUQ!Z?J’ZI]I]I] Status: IAclive VI ;I
Address 1: [100 LIND CT Phone
Address 2: I o I
Address 3: | Main: [404-5551212
Address 4: I Extension: I
Citp/Twn1: [ATLANTA Fax: .
Cnty/Twn2: I N e "
SuPov: [GA  +| Postal: [30030 o
Names... |
Country: IUSA j ﬂ LI
|Location |&dd
Expww NOTE: THE VENDOR NUMBER MAY VAR Y FROM THE NUMBER SHOWN HERE.
R |ts IF THE PANEL MATCHES:
esults. 3 T SIC Codes and User Types |
Click: to proceed to the SIC Codes
and User Types panel.
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Exercise 4 (continued)

MARCH 2003

Step 17

Maintain Vendors - Inquire - Vendor Information
File Edit View Go Favorites Use Inguire Report Help

Compare SIC Codes and User Types pane to the pand shown below:

R EENE ENEEE E N N Fa A

Procurement Options 2| Procurement Options 3| Payment Dpliunsl EFT Payment Options 51T Codes and User Types | 1 I L4

SetlD:  STATE Vendor: 0000000164

GEMNERAL ELECTRICAL SUPPLY CO - %

SIC Classification

Division:
Group:
SubGroup:
Type:
SubType:

User Classification

|Minolity - Asian American

Ll b

IEnllealiun

[FNTRNE |SIC Codes and User Types

|Update.r‘D\splay

B

Expected
Results:

The pand matches. Congratulationd

If these e ements do not match, review the steps and consult the Instructor.
Note: TheVendor number may vary from the number shown here.

Step 18 Click:

Expected
Results:

llto closethe pandl.

THE PANEL IS CLOSED. PROCEED TO THE NEXT EXERCISE.

Exercise complete.
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Exercise 5 - Add a 1099 Vendor

Scenario: Accounting and Tax Servicesisanew 1099 vendor. Your god isto
accurately enter the company information into the statewide vendor file.

Note: 1099 data isbased on Calendar Year (January — December)

Step 1 Sdect: Go=>Administer Procurement=>»Maintain Vendors

Expected The Maintain Vendors window displays.

Results:
Step 2 Sdect: Use=>Vendor Information=>1dentifying Information
Expected A didog box displays.
Results:
Step 3 Enter or sdect the following:
SetlD: STATE
Vendor ID: NEXT (Default Value- Do not typein thisfield)
Click: OK

Expected The Identifying Information pand displays.

Results:
Step 4 Enter or sdlect the following:
Name 1: ACCOUNTING & TAX SERVICES CO — XX
ShortName: ACCOUNTING
Classification: Supplier —Non Minority
Status: Approved
Persistence:; Regular (Default value)
1099: ON

Expected Correct data entry
Results: Note: Status will be Unapproved in Production until approved by Security
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Exercise 5 (continued)

PARTICIPANT GUIDE

Step 5 Click: EN (1099 Information button) to proceed to the
1099 Vendor Information pand.
Enter or sdect the following:
Effective Date: Current system date (Default value)
Status. Active (Default value)
ID: 583221111
Type: Fed ID
1099 Code: 07
Control 1D: ACCO
Name 1 ACCOUNTING & TAX SERVICES
Address: 1011 LYNNE CT
CITY: LAWRENCEVILLE
STATE: GA
ZIP: 301475847
Expected Correct data entry
Results:
Step 6 Click: (Return to Previous Pand button)
Expected The Identifying Information pand displays.
Results:
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Exercise 5 (continued)

Step 7 Click: cosaten |4 proceed to the L ocation pandl.
Enter or select the following:
Descr: LOCAL
Effective Date: Current system date (Default value)
Status: Active (Default value)
Addressl: 1011 LYNNE CT
City/Twnl: LAWRENCEVILLE
S/Prov: GA
Pogd: 301475847
Country: USA (Default value)
Phone Main: 404-362-9999
Expected Correct data entry
Results:
Step 8 Click: e to proceed to the SIC Codes and User Types
panel.
In the User Classification section of the pand:
Select Individually Owned Business
Expected Correct data entry
Results:
Step 9 Click: Bliosave
Expected The new information is saved.
Results:
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Exercise 5 (continued)

Check
Results
St 10 . | dentifying |nformation
P Click: |
Expected The Identifying Information pand displays.
Results:
Step 11 Compare I dentifying I nformation panel to the panel shown below:
Maintain Yendors - Use - Yendor Information
File Edit “iew Go Favortez Use Process Inguire Beport Help
Ble@ x| o sel mlm] S5 @] #lelale ]
Identifying Information ILocationl Procurement O ptiong 1 I Procurement Options 2| ProcurementDptionsSI Procurement 4 | ¥
SetlD: STATE Vendor: WEXT
Name 1: [ACCOUNTING AND TAX SERVICES CO - %X @
Name 2: I
ShortM ame: IACCDUNTINE
Clagszification: ISuppIier 'l ¥ 1099 @ [ Open For Drdering
Status: IAppmved - l
Persistence: IHeguIal - l
Yendor Relationships
[~ Corporate ¥endor I ﬂ
[ Remit Vendor I—ﬂ
Last Updated By:
[ [Identifying Irformation |Add i
Expected If the pand matches, click: El (1099 Information button) to proceed to the 1099
Results:

Vendor Information pand.
Note: TheVendor number may vary from the number shown here.
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Exercise 5 (continued)

Step 12 Compare 1099 Vendor Information panel to the pane shown below:

Maintain Yendors - Usze - Yendor Information =] 3
Eile Edt Yiew Go Favorites Use Process lnguire Beport Help

Ble#(x| HwE] slel Be| 2= 2le2] *e el

SetlD:  STATE Vendor:  MEXT ACCOUNTIMG AMD T SERVICES CO - 3
Effective Date: Il]1 F26/42000 Status: IAclive vl ﬁ ;I
~Tax ldentification Humber———— Reporting Address
1D: |583221111 Control 1D: IA[Z[II
Type: IFed 1D vl Mame 1: |A[ZCI]UNTINE AND TAX SERVYICES CO
[~ Motified Twice of Invalid ID Name 2: I
I™ Direct Sales > $5000 Address:  [1011 LYNNE CT
Youchering Defaults City: ILAWHENEEVILLE
1099 Code: [07 | NorEmpComp | | gpate: [6a" +| Zip: [301475847
‘Percent Withheld———
(¢ Default
" Specify Percent: 0.00 j
w
[1093 Yendor Infarmation |Add o

Expected If these elements do not match, review the steps and consult the Instructor.

Results: Note: TheVendor number may vary from the number shown here.
If the panel matches, click: to proceed to the Identifying Information pand.
Click: R proceed to the Location panel.
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PARTICIPANT GUIDE

Step 13 Compare L ocation pane to the pand shown below:
Maintain Yendors - Usze - Yendor Information =] 3
Eile Edt Yiew Go Favorites Use Process lnguire Beport Help
Ble#(x| HwE| se Bs| 8| 2lc] *e el
Identifying Information  Location | Procurement Dptions 1 | Procurement Options 2| Procurement Options 3| Pracurement 4 I 'l
SetlD:  STATE Vendor:  MEXT ACCOUNTIMG AMD T SERVICES CO - 3
Location: 001 Descr: ILIJI:.AL Default: [ Ordering ¥ Invoicing [¥ Remitting ;I
Effective Date: Im /2672000 Status: IActive VI ;I
Address 1: [1011 LYNNE CT -Phone
Address 2: I Country: I
Address 3 | Main: |4u4-332—999:1
Address 4: I Extension: I
City/Twn1: ILAWHENCEVILLE Fax: I—
Ent}l."TwnZ:I = . e
-Payment Alternate Hames
St/Prov: IEA ﬂ Postal: |3|]1 A7-5847 Y
Country: IUSA ﬂ m j j
[ |Location |Add o
Expected If these eements do not match, review the steps and consult the Instructor.
Results: Note The Vendor number may vary from the number shown here.
. SIC Cod d Uzer T
If the panel matches, dlick: e 1 proceed to the SIC Codes and
User Types pand.

2-30 SECTION 2:MAINTAINING VENDORS

PHOENIX - STATE OF GEORGIA

PROPRIETARY ANL



PARTICIPANT GUIDE

Exercise 5 (continued)

MARCH 2003

Step 14 Compare SIC Codes and User Types panel to the panel shown below:
Maintain Vendors - Use - Vendor Information
File Edit View Go Favorites Use Inguire Report Help
alel@x| =aE| slel ci=| S5 @ kel2] # ]|
Identifying \nfulmal\unl Lucaliunl Payment Duliunsl EFT Payment Options  5IC Codes and User Types |Vendur NIGP ALI_’I
SetlD:  STATE Vendor: 0000000165 ACCOUMTING AMD T4 SERVICES CO - =
SIC Classification
Division: ||— ﬂ
Group: l_ﬂ
SubGroup: I— ﬂ
Type: l_j
SubType: ﬂ
User Classification LI
Individually Owned Business ;I
[FNTRNE |SIC Codes and User Types |dd s

Expected If these elements do not match, review the steps and consult the Instructor.

Results:

Note: TheVendor number may vary from the number shown here.

The pand matches. Congratulationd

Step 15

Click: to close the pandl.
Expected The pand is closed. Proceed to the next exercise.
Results:
Exercise completed.
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Exercise 6 - Add an Employee Vendor for Travel Related Expenses

Scenario: Y ou have recelved atravel statement from an employee whose nameis Tom
Green. Enter him as avendor into the statewide vendor file.

Step 1 Sdlect: Go=>Administer Procurement=>»Maintain Vendors

Expected A didog box displays.

Results:
Step 2 Sdect: Use=>Vendor Information=>1dentifying Information
Expected A didog box displays.
Results:
Step 3 Enter or sdect the following:
SetlD: STATE
Vendor ID: NEXT (Default Value- Do not typein thisfield)
Click: OK

Expected The Identifying Information pand displays.

Results:

Step 4 Enter or select the fallowing:
Name 1. GREEN,TOM (No Spaces)
ShortName: GREENTOM
Classification: Employee
Status: Approved
Persistence: Regular (Default value)
1099: ON

Expected Correct data entry
Results: Note: Status will be Unapproved in production until approved by Security.
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Exercise 6 (continued)

Step 5 Click: EN (1099 Information button) to proceed to the
1099 Vendor Information pand.
Enter or sdlect the following:
Effective Date: Current system date (Default value)
Status. Active (Default value)
ID: 000001000
Type: SSN (Default value)
Expected Correct data entry
Results:
Step 6 Click: (Return to Previous Panel button) toreturn
to the I dentifying Information panel and click the 1099
checkbox OFF.
Expected The Identifying Information pand displays.
Results:
Step 7 Click: ocation to proceed to the L ocation panel.
Enter or select the following:
Descr: LOCAL
Effective Date: Current system date (Default value)
Status. Active (Default value)
Addressl: DEPT OF LOTTERY
City/Twnl: ATLANTA
S/Prov: GA
Country: USA (Default value)
Podtd: 30134
Phone main: 404-333-1212
Phone Ext: 2436
Expected Correct data entry
Results:
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Step 8 Click: El to save.

Expected The new information is saved.
Results:
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Exercise 6 (continued)

Check
Results
Step 9 Click: dennatrismaben | 1, r egurn to the I dentifying
Information panel.
Expected The Identifying Information pand displays.
Results:
Step 10 Compare | dentifying Infor mation panel to the panel shown below:
Maintain ¥Yendors - Use - Yendor Information [_ =] %]
File Edit “iew Go Favortes Use Inguire Beport Help
S ENEENEEEE S B2 A
Identifying Infarmation | Locationl Payment Options I EFT Payment Dptionsl SIC Codes and User Types I Wendor NIGP Associationl
‘ SetlD: STATE  Vendor: 0000000161 ‘
Name 1: [GREEN_ TOM @
Mame 2: I
ShortName: IEHEENTDM GREENTOM-002
Classification: IEmpIo_vee 'l ™ 1099 @ ¥ Open For Drdering
Status: IAppmved - l
Persistence: IHeguIal - l
“Wendor Relationzhi
[ Corporate Vendor I j
™ Remit Vendor I—ﬂ
Last Updated By: FHTRMOT Student [D 01
[FHTRHM1 I dertitying |rfarmation |&dd
ghistart| B Microsotword - aP00T_. | (8 Broupwise - Mailbox | B Maintain Vendos -0 | § WINGRAEDERE 208pM
Expected
Results: If these elements do not match, review the steps and consult the Instructor.
Note: TheVendor number may vary from the number shown here.
If the pandl matches, click the 1099 checkbox ON and click: EI (2099 Information
button) to proceed to the 1099 Vendor Information panel.
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Step 10 Compare | dentifying I nfor mation pand to the panel shown below:

Maintain ¥Yendors - Use - Yendor Information

 Lecation | Payment Options | EFT Payment Optons | SIC Codes and User Types | Vendor NIGP Association|

e ek R

GREEN. TOM|

GREENTOM

Employee = =
Approved =
Feguiar =

[ ]
[ ]
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Exercise 6 (continued)

Step 11 Compare 1099 Vendor Information panel to the pane shown below:

Maintain Yendors - Use - Yendor Information =l E3
Fil= Edit “iew Go Favoiter Jeze Procesz Inguie Beport Help

Ble(@x| alaE] se clE| S=] 2lel=] #lelele]

SetlD:  STATE Vendor: 0000000154 GREEM.TOM
Effective Date: ||]1 £2772000 Status: IActive vl ﬁ ;I
~Tax Identification Number—— Reporting Addressz
1D: Il]l]l]l]l]1 (111]1] Control 1D: I
Type: |SSH - MHame 1: I
[ Motified Twice of Invalid ID Hame 2: I
[ Direct Sales > $5000 Address: I
Wouchering Defaults———— | City: I
1039 Code: I ﬂ State: I +| Zip I
rPercent Withheld
&' Default
" Specify  Percent: 0.00 j
[1099 Wendor Infarmation |&dd i

Expected If the pand matches:

Resulis 1. Click: (Return to Previous Pandl button) to return to the Identifying
Information pand.
2. Click the 1099 checkbox OFF.

Location

3. Click: _lto proceed to the Location pandl.

Note: TheVendor number may vary from the number shown here.
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Exercise 6 (continued)

Step 12 Compare L ocation 001 pand to the pand shown below:

Maintain ¥Yendors - Use - Yendor Information [_ =] %]
File Edit “iew Go Favortes Use Process |nguire Beport Help

Ble@x| Bl ele 3= alB| 2lelo] *lelale])

|dentifying Information  Location I FPayment Options I EFT Payment Dptionsl SIC Codes and User Types I Wendar MIGF Associationl

‘ SetlD:  STATE Vendor: 0000000164 GREEN.TOM ‘
‘ Location: 001 Descr: (1Y Default: ¥ Ordering ¥ Invoicing ¥ Remitting
Effective Date: IUS!Z?!ZI]I]I] Status: IAclive vl 2l

P

Address 1: [DEPT OF LOTTERY Phone

Address 2. | County: [

Address 3: | Main:  [404-3331212
Address 4: I Extension: IW
Citp/Twn1: [ATLANTA - l—

Cnty/Twn2: I

SwProv: [GA | #| Postal [30134 Flhe i
Country: IUSA j Names... | j j

|Location |&dd
Expected The pand matches. Congratulationd
Results: Note: TheVendor number may vary from the number shown here.
Step 13
Click: to closethe pandl.

Expected The pandl is closed. Proceed to the next exercise.
Results:

Exercise completed.
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Exercise 7 - Check the Approval Status of a Vendor

Scenario: Y ou have a purchase order that needs to be issued to Boyd Concrete
Cutting. You firg have to determine if the vendor has been approved before a
purchase order can be issued.

Step 1 Sdect: Go=>Administer Procurement=>»Maintain Vendors

Expected The Maintain Vendors window displays.
Results:

Step 2 Sdect: Inquire=>»Vendor Information=>1dentifying Information

Expected A didog box displays.

Results:
Step 3 Enter or sdect the following:
SetID: STATE
Vendor ID: 5000001002
Click: OK
Expected The Identifying Information pand displays.
Results:
Step 4 View the following:
Status: Approved

Expected Viewing of the correct data.
Results:
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Exercise 7 (continued)

Check
Results

Step 5 Compare | dentifying Information panel to the panel shown below:

M aintain Yendors - Use - Yendor Information | [O] x|
File Edit “iew Go Favortes Uze Process |nhquire Beport Help

Blel@x| wlwE] slel BE| 2= Zlel] #lelwll]

Identifying Information ILocationI Procurement Options 1 | Procurement O ptions 2| Procurement Options 3| Procurementll_’l

SetlD:  STATE Vendor: 50000071002

Mame 1: BOYD CONCRETE CUTTING @

MHame 2: I

Shontl ame: IBDYDCDNEHE BEOvDCOMCRE-OM

Classification: Im [~ 1099 [+ Dpen For Ordering
Status: Im
Perzistence: Im

Yendor Relationships
[" Corporate ¥Yendor l—ﬂ
™ Remit Vendor l—ﬂ

Last Updated By: FHTRAIN Trainers

|Identifying Information |L|pc|ate.fDispIa_l,l L

Expected The panel matches. Congratulations! The vendor has been approved.
Results:

Step 6

Click: to close the pandl.

Expected The pand is closed. Proceed to the next exercise.
Results:

Exercise completed.
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Exercise 8 - Change Vendor’s | nformation

Scenario: Y ou have been mailed a change of address letter from John Deere. They are
moving to anew, larger facility at 589 Main ., effective February 1, 2004.

Step 1 Obtain ablank Vendor Changes Form and fill out the required information.
Thisisablank Vendor Change Form on the following page.

Expected Correct form obtained and completed
Results:

Exercise completed.
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VENDOR MAINTENANCE FORM

To have avendor location added or a vendor address changed, please complete the
following information:

Send as an emall attachment to psvendor@gta.ga.gov. Inthe email subject line,
please indicate whether you are requesting a new vendor location or a change of
address. If you have questions, please call the Financials Systems Help Desk at
(404) 657-3956 or (888) 896-7771.

|_INew Vendor Location [_IVendor Change

FEI/SSN: Vendor #: Vendor Location:

*Vendor Name:

Address:
City: State: Zip Code:
Phone Number: Ext: Fax Number:

Alternate Payment Name (use if adifferent nameisto be printed on checks):

Web Address (optional):

Comments.

* Supporting documentation is required before avendor name will be changed. See Item 5.

Submitted by: Phone Number:

I nstructions for Completion:

1 Check the appropriate box to indicate a change of address or the addition of a new location.

2. Include Vendor name and FEI/SSN or Vendor number on al requests.

3 Use the Comments section for other changes not identified on this form or for additional
information.

4, Include Name and phone number of person submitting request.
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5. If the request is to change the vendor name, follow up your e-mail request by faxing ONLY the
supporting documentation to (404) 463-5089. Please include a fax cover sheet. Acceptable
documentation would be a letter from the vendor, copies of the legal name change papers from
the Secretary of State's office, or a new W-9 completed by the vendor.

D. Summary and Review

Activity

)

LECTURE

Materials
R | |
GUIDE REVIEW

Objectivesreview:

SOk wnNE

Search for a vendor

Set up anew vendor

Sat up anew vendor with multiple locations

Change an existing vendor

Check the approval status of avendor

Navigate through the online Library to locate al other
Maintaining Vendors procedures

Discuss the following questions:

1.

PHOENIX - STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL

What does effective date for alocation of avendor mean?

When is more than one vendor address necessary?

Who can inactivate a vendor?

How does vendor maintenance impact your agency?

How many vendors can have the same vendor shortname?
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6. What are the requirements to add a 1099 vendor?

7. What doestheword “NEXT” mean and when should you change it?

8. WhatisaTIN?
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A. Introduction

Entering Vouchers

9

Welcome to the Entering Vouchers module! This module contains the tools needed
to learn dl the concepts and procedures involved in entering vouchers.

Goal To acquire the skills and knowledge necessary to perform al the procedures identified
in the Entering VVouchers section of the online Library.

Participant
Objectives At the end of this module you will be gble to:

Create aregular voucher

Handle duplicate invoices

Hold back payments for aregular voucher
Delete avoucher

How to use speed charts

agrwDdDPE
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B. Business Processes

PARTICIPANT GUIDE

Activity Materials
W R | | 2o
LECTURE GUIDE HANDOUT

Relevant Business Processes:

1. APO07 — Regular Voucher
2. APO013 — Ddete aVVoucher
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C. Exercises
Exercise 1l - Create a Regular Voucher

Scenario: Y ou have received an invoice from the University of Georgiafor a
registration fee. Create a voucher for thisinvoice using the Standard voucher
panel group. It does not have a purchase order, and the vendor is aready on
the statewide vendor file. Y our god isto successfully enter the voucher
informetion into Phoenix.

Step 1 Sdect: Go=>Administer Procurement=»Enter Voucher Information

Expected A dialog box displays
Results:

Step 2 Sdect: Use=>» Voucher=>»Invoice Header Infor mation=> Add

Expected A dialog box displays

Results:

Step 3 Enter or sglect the following:
Busness Unit: 42000
Voucher ID: NEXT (Default Value- Do Not Change)
Click: OK

E);zue:;ttsed The _mveice Headsr Information el

Step 4 Enter or select the fallowing:
Short name: UNIV (Shift F4 or Double click)
Double-dlick: UNIVERSITY OF GEORGIA
Click: TAB

Expected University of Georgia vendor information and terms are populated
Results:
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Exercise 1 (continued)

Step 5 Enter or sdect the following:
Terms N30 (Net 30 days)

Date: Current Date
(For more explanation see Business Process
APO07)

Invoice number: 4567-XX
Replace XX with the number assigned to you by
your Ingtructor.

Gross amount: 35.00

Expected Correct data entry
Results:

Step 6 Click: | Line Information and Charges

Enter or sglect the following:

Voucher Linel:
Description: Management Training

Distribution Line 1:

Account: 627003

Fund Al

Organization Code: 4201100270
Progran Code: 01

Sub-Class: 301

BY: Current Budget Year
Project: 20105

Expected Correct data entry

Results:

Step 7 Click: Blio save.

M ake note of Voucher ID

Expected The new informéation is saved.
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Step 7 Click: El to save.

Make note of Voucher ID

Results:
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Exercise 1 (continued)

PARTICIPANT GUIDE

Check
Results
Step8 Click: || Sehedule Fayment | panel to verify defauilts
Ember i cher Baln rmsatien - LHE - Toiies =i =
Fie B hee G0 Feudes Lge Pocess (e Aeport Heo 3
alwiwx| )| wle] mis| glm=] ol el |
Irwaics Hesder Trformstion | L Infooration snd Cherges  Schacks Parysarnt |mdw | Appr '.mdmd.hq| Comaton 'fcunmy|1u\du|nﬁ.i k
Lt 42000 Inwsicn:  E7EE Vwrdor:  LRIVERSITY OF GEOFGLS
Voscher  DOOCE Dot TR 10 DON0NNEE
" ek e R Pr?_;u_ch.gu}g-;d;ahp_u e
Ascusnt: s s i: ':r"'l'  Rearsrd o Paymant
Fert [imre: 117 © firaft Ganes Al Fh0w
T opaiit Dpe: :Ilnln'. Desgownt om
SohosuledDue [To0ramie | Faowel || Sepaske 70 IJI._‘J
: i o2k [ ™ QR -
e e || Emmeall| "
Rewt tp; LT #| et et
Leaaiiee: |1 3 Mo B8 1) ZI
PR Echadds Payeent A
Expected Vificaion of default vaues
Results:
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Exercise 1 (continued)

Step9 Click:

Expected Verification of default vaues
Results:
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Exercise 1 (continued)

 Appravals and Matching. pand to verify defaults.

Step 10 Click:

Expected Veification of default values
Results:
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Exercise 1 (continued)
Step 11 Click: Accounting |nfarmation | panel to verify defaults.
Change the Accounting Template to “Due To”
Ember Vi cher baliormsatien - Le - Fouier ‘_ﬂﬂ
Fie B ew G0 Fovodes U Pocess Doues Aeort Heb )
| i )| wiel @) s Sl ] e ladld]
Ireveicn Haucler Trformation | Line Trfooration ard Charges | 2checkis Payrsart | Facord Pasrart | 8pprovals and Maiching T orwralen | Cisrricy | Taarglaba tr 4 1 ¢
i 2000 Inwvesicn: A Vmndoe LR S T OF GE O FGL
Yosokdas:  (OOOOZT3 (L] 10LTE2 D0 I DEE
A cerening keahiuchoms domrkum Pencurong
- insn 70040 ' Paat Veuchar
Accnenting [emplate: ﬁl.! [[1] ﬂ I Dre Yauchn
T Diclets Wauthsi
A crmentng Peloy
tuig ot A1 [n';q 3
W g Fiostien Feley Fadipel Cheesphing
5 Zalac Tax HCM Statur:  HobChi'd
& Ues Tas
FIFFE Fecenbrg famskkn Rod
Expected Veificaion of default vaues
Results:
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Exercise 1 (continued)

Step 12 Click: *Status Summry panel to verify defaults.

Expected Verification of default values
Results:
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Exercise 1 (continued)

Step13 Click: "Bomments| pand! for verification.

Expected Verification of Comments pand.
Results:
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Exercise 1 (continued)

Step 14 Comparel Line Information and Charges | panel with the panel shown below:
Esber Yaucher balormsation - Lse - Toudes =18] %
F*EM*ENGOF&\?M_I}’A:P!ﬁmIWMM%_ :
[0 S R B = e = = B e I B el e |
revatcn Hasdder Tnformation L Irforrabicn s Charges | schackis Payreant | Fscord Pamant | approvals ared Matching | crwston i | curmney | Towglaa 1o 4 14|
[~ hEPumy Fapmen: e~ |
A e i1 e casipiben Dawtiy (WA Wk P
ol e o
" —— ot | | o L a1l
| | —
FperdChait Gl L Faw Lprabirm
{ ﬂ _.I.II_IIJIE Py i) e
FHORER lrm Informeation and Chargs Add
Note: Thevoucher ID may differ.
Expected The pand matches. Congratulaions!
et If these elements do not match, review the steps and consult your Instructor.
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Exercise 1 (continued)

Step 15 Irrvnice Header Information .
v Compare panel with the panel shown below:

Esber Yl cher Bsfo rasathen - L - Towhes R

Fle B Wew 0 Faveries (e Frocess s Report Hep _

] o] e miE] Ss] adelo| #lelals

[rerace Headar [nforrabion ||.n |nl'nn-|nn-dd-qn| schachis Parsart | Facoed Pasand Apnwllrildﬂddi\ql Comaton F: i !.‘ulrm:rl 1mdu|nl'.ﬂ;|
LU E s 1 Wowckay:  SORCW Loway: | Balarce: ey

F— Wﬂ Lo |_|ﬂ [P —

veutar, frammmniei o [8] o] i

Temms: Irﬂ@umr e ED Wy I_:]@ om

Dein:  [anEmz - Gales ]
-...u.. |mr:«zl Freigi. | ] E gl ]—'“@EB@

Commsm ik | :] i

FRFFE [reoms Hesder Ifomaton: Rod

Note: Thevoucher 1D and invoice number may differ.

Expected The pand matches. Congratulations!

el If these elements do not match, review the steps and consult your Instructor.

Exercise completed.
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Exercise 2 - Create a Regular Voucher — Duplicate Invoice

Scenario:

Query:

Y ou have received an invoice from University of Georgiafor conference
room fees. Enter thisinvoice as a standard voucher. The vendor number is
dready on the statewide file. Y our god isto successfully enter the voucher
information into Phoenix.

OAP002 — All_Recycled Trans-BU
0AP042 - Unposted Vouchers

Step 1 Sdect: Go=>» Administer Procurement=» Enter Voucher Information
Expected The Enter Voucher Information window displays.
Results:
Step 2 Sdect: Use=>» Voucher=»Invoice Header Infor mation=> Add
Expected A didog box displays.
Results:
Step 3 Enter or select the following:
Busness Unit: 42000
Voucher ID: NEXT (Default Value- Do Not Change)
Click: OK
Expected Invaice Header Infarmation .
The el displays.
Results: pere Ay
Step 4 Enter or select the following:
Short name: UNIV (Shift F4 or Double-click)
Double-dlick: UNIVERSITY OF GEORGIA
Click: TAB
Expected Correct data entry
Results:

3-14 SecTioN 3: ENTERING VOUCHERS PHOENIX - STATE OF GEORGIA

PROPRIETARY AND CONFIL



PARTICIPANT GUIDE MARCH 2003

Exercise 2 (continued)

Step 5 Enter or sdect the following:
Tams N30 (Net 30 days)
Date: Current Date (For more explanation see Business
Process AP007)
Invoice number: 4567-XX
Replace XX with the number assigned to you by
your Ingtructor.
Gross amount: 550.00
Expected Correct data entry
Results:
Step 6 Click: | Line Information and Charges
Enter or select the following:
Voucher Line 1:
Description: Conferenceroom fees
Distribution Line 1:
Account 627049
Fund: Al
Organization Code: 4203100201
Program Code: 1228
Sub-class 304
BY: Current Budget Year
Project: 10208
Expected Correct data entry
Results:
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Exercise 2 (continued)

Step 7 Click: Accounting |nformation | tab to verify defaults
Change the Accounting Template to “Due To”

Expected Veification of default vaues
Results:
Step 8 Click: Bl o save

Voucher number: # (useagain in Section 9

Page 27, Step 5)

Expected Duplicate invoice dialog box appears.
Results:
Check
Results
Step 9 Y ou have entered a duplicate invoice voucher. Phoenix will dert you that a duplicate

voucher has been entered. Phoenix will accept the duplicate voucher but will not pay it

until the Stuation is resolved.

x
Duplicate invoice has been detected. See voucher
00000299 for buzginess wunik 22000, % oucher will not pozt,
(7030,142)
0k, I Explain
Note: Thevoucher 1D may differ

Click: OK
Expected Duplicate invoice didog box appears.
Results:
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Exercise 2 (continued)

Step 10 Y ou have entered a duplicate invoice voucher.
Click: Statuz Summany
Entry Status: Recycle
Enber Wi ches Balormation - e - Foiies i8] =]
Fle B e G0 Fovidies IJ’A: Proaess [y ARl Hedp :
| eimx| )| el mim) s Sjalo] el
Lirve Iforreation and Charges - Schadus Fasreert: dPapraart | ipprsh and Matthing | sccaning il Currancy | Tarplats Ifcoration gdmilrml-‘_u
[IENE 42000 Inwien: 56700 Yimndoe LenERETY OF GEOFGL
Wirg st [Lirnie ) e TLTE DS 10 DIEE
% lave Exiip Infoeratms
Entey Shatem: Racda Embmed Hy FHTRRLET
Pt Stabea: Uinpacted Mrigimc OHL
1895 Staus Urpased [ 2N
BCH Ststug o T LELRINTET 2w
Claas Shnte: it Updated By FHTRNZT
FHTFPE Slaha Suwwary B
Expected Status Summaty nand displays with Entry Status being Recycle.
Results:
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Exercise 2 (continued)

Step 11 Sdect: View=>»Navigator Display=>Query

Query HE BR

File Edit “iew Go Favortes Use Process |nguie Beport Help
Bl (®]x] falEE| slel == SE=][F e #lelslz]|
Marne ;I

&3 0AMA04_ASSETS_w/BLANK_SER_S...
23 0aM421_ASSETS_BY_TAG_NOD

&3 0aMA21_ASSETS_BY_TAG_NO_STAT
25 0aMA22_ASSETS_W/ELNK_TAGS_S...
5 16M4Z2_ASSETS_WITH_BLANK_TAGS
3 0AMEIT_ASSET_COMMENTS

5 0AME02_ASSET_COMMENTS_NME_..
&3 0AME03_ASSETS_FEDERALLY_FUN...
5 0AMBE20_ASSETS_BY_ACG_DTEPR..
&5 18MEZ1_ASSETS_BY_ACH_DTE=FR..
&5 04M522_ASSETS_BY_ACQ_CODE

&5 04M522_ASSETS_BY_ACA_CODE_S...
&5 0AMBI0_ASSETS_BY_CLASS_ALL

&5 0AMBE31_ASSETS_BY_CLASS_PROMP:
5 IAMENT_ASSET_ID_SEARCH_EY_FO

5 0AMB02_ASSET_ID_SEARCH_EY_VE..
5 0APO0T_M1099_ADJUST

d
@ 04P003_VOUCHERS _WITHOUT _VEN..
@ 0APOD4_VERIFY_CASH_DISE
@ 04PO0SE_WERIFY_EXP_BY_ORIGIN
@ 04P005_WERIFY_EXP
% OAPODE_LINPSTD_WCHR_WALID_BCH
@ 04PO07_DELETED_VOUCHERS
@ 0APODS_MATCH_EXCEPTIONS

@ 04P003_BANK_RECON_PvMNT_R Eil;l
3

?T - s R I

[FNTRMT [

Expected A query box is displayed.
Results:
Step 12 Scroll until you see 0APO02 All_Recycled_Trans-BU, then double click.

Enter or select the following:

BusnessUnit: 42000

Click: OK
Expected A didog box displays.
Results:
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Exercise 2 (continued)

Step 13 The following query information digplays on your monitor.

Fle Edit Wiew Go Favortes Use Frocess Inquire Report Help

8% #x| AeE Ee == S8 [E e Fle2]alE

Mame Al Operator Status Acetg Date | DuplnvStat | Err Flag BCM Status BCM Status Appr Stat Chee| Voucher | Vou
0AM_BAL_AGY FRTRNZT | Recycle 20 03 A I Mot Chk'd nlot Chk'd ; ed 1 00000300 |1
@UAM_EAL_F\GY O FRTRAIN | Recycle 1898-05-27 i) M Selected ot Chi'd Approved i) ARSI 2KKH (1
@UAPUUI_MIUQ oML Fritrain Recycle 1898-05-25 hd &} Mot Chk'd Mot Chik'd Approved M APE11002 |1
O Frtrain Recycle 1893-05-25 hd M Mot Chk'd ot Chi'd Approved i) APE11002 |1

2y DAPONG_YOLIC
o> DAPO04_VERTF
> DAPONSA_VER,
2> DAPONSE_YER,
> DAPONSC_VER.
3 DAPONSD_VER,
5 DAPOOSE_YER.
¥ DAPOOSF_YER.
¥ DAPODSG_VER.
% DAPONS_VERTE
3 DAPONG_LINPS
3 DAPONT_DELE
¥ DAPONG_MATC
> DAPONG_BANK

P 0APD13_REC_
o DAPD14_YOLIC
2> 0APO16_EXPE
S 0APO1E_CLOS
5 0APO20_PAYM
3 0APO21B_ADTI
3 0APOZ1_ADIU
3 0APO23_BALAI
2 0APOZ4_BALAI
5 DAPOZS_DIFF_
3 DAPOZE_1099,
3 DAPOZIB_OLT
> 0APIZE_OUTS
> DAPI30_AP_P:

2 OAPDIZ_PAYA L
4 3 4 | |

FNTRME

Theleft-hand pane displays the query names and the right-hand panel displaysthe
results.

Expected Sdlected query runs and result is displayed.

Results:

Step 14 Sdect: Go=>»New Window=>» Administer Procurement=>
Enter Voucher Information

Expected The query pand isminimized. Proceed to next exercise.
Results:

Exercise completed.
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Exercise 3 - Create a Regular Voucher — Hold Back Payment

PARTICIPANT GUIDE

Scenario: Y ou have received an internd memo requesting that you withhold payment of
aninvoicefrom Nation’s Electric Company until a discrepancy is resolved
with the vendor. Access a standard voucher and place the voucher on hold.

Query: 0APO014 - Voucher_On Hold

Step 1 Sdect: Go=>Administer Procurement=»Enter Voucher Information

Expected The Enter Voucher Information window displays.

Results:

Step 2 Sdect: Use=>Voucher=>Invoice Header Infor mation=>» Update/Display

Expected A didog box displays.

Results:

Step 3 Enter or select the following search criteria

Busness Unit: 42000
Voucher ID: APA3AXXX
Replace XXX with the number assigned to you by
your ingtructor.
Click: oK

Expected Irvoice Header Informati ,

ReSUItS: The vaIce Aeader [nrarmation panel d|$|@/$

Step 4 Click: Schedule Payment |

Sdect: v Hold:
Click: Reason: | #| i celect Goods dispute

Expected Correct data entry

Results:
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Exercise 3 (continued)
Step 5 Click: Bliosave.
Expected Voucher is placed on hold.
Results:
Check
Results
Step 6 Compare ' Sehedule Payment | hanef to the pand shown below:
Enber Vi cher balormsation - Lhse - Fouies i) =]
Fe B w30 Fasodies ke Piocess  [roues  Appot  Help
Bl wi#x ) im| el @] o) | #|elnl |
Irwaics Headler Information | Line Tnfoemtion and Charges  Schachis Byt | pecord Pasmant | approvals ard vatching | Wfoamaden | tnforrtion | Cumercy | Taglata i L ¥ |
L L] Irwvezicn S0 Ymndo HATIOHE ELECTRIC CllaFekn
WVing st Lk Uil e 1011/ 2008 10 DINEEE
M T a] || SyvtenChack] | 1 Schatde P =
Auzzoant: [1s0s " «| L ';"_'I' " Feacend a Payment
Kok (e [TineGne | o prait Gangs fent: | AZZa0
D gt Diase: = I et vt nm
Sobeduled Due: [1171872002 _ Bt [ 7 pewate T HHG (i
e (| Eamines Cheok ||| Hold  Fonanom: M s
Commont.., ||| M= |
P::':‘ to;  FOEILIGE ﬂ rl.;-:m.::qm.:cm
Lecaties |1 4| oy !
] Prints up to 60 characterson
Addressthat printson check
check Can not search on thisfield
FIFFE Echedds Papset UpdstaiDuples
Note: Thevoucher ID & dates may differ.
Expected The pand matches. Congratulations!
Results: If these elements do not match, review the steps and consult your Instructor.
Step 7

PHOENIX - STATE OF GEORGIA
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Step 7

Click: to close the panel.
Expected Pandl isclosed.
Results:

Exercise completed.
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Exercise 4 - Create a Regular Voucher — Delete a Voucher

Scenario: Y ou have received an invoice from Media One company. Enter theinvoice
into the system for paymen.
Query: OAPQO07 — Deleted Vouchers
Step 1 Sdect: Go=>Administer Procurement=» Enter VVoucher Information
Expected The Enter Voucher Information window displays.
Results:
Step 2 Sdect: Use=>Voucher=>Invoice Header I nfor mation=»Add
Expected A didog box displays.
Results:
Step 3 Enter or select the following search criteria
Busness Unit: 42000
Voucher ID: NEXT (Default Value- Do Not Change)
Click: OK
Expected A ligt box displays.
Results:
Step 4 Enter or sdlect the following:
Short name: MEDIA (Shift F4 o Double Click)
Terms P50 (5% net 30 Days)
Date: Current Date (For more explanation see Business
Process AP007)
Invoice: 2284-XX
Replace XX with the number assigned to you by
your Ingructor.
Gross: 87.22
Expected Correct data entry

PHOENIX - STATE OF GEORGIA SECTION 3: ENTERING VOUCHERS 3—23
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Step 4 Enter or select the following:

Short name: MEDIA (Shift F4 o Double Click)

Tams P50 (5% net 30 Days)

Date: Current Date (For more explanation see Business

Process AP007)
Invoice: 2284-XX
Replace XX with the number assigned to you by

your Ingructor.

Gross: 87.22
Results:
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Exercise 4 (continued)

Step 5 Click: | Line: Information and Charges I
BExpected Line Infarmation and Charges I :

Results: The| panel displays.
Step 6 Enter or sdect the following:

Voucher Line 1:
Description: Cabletelevision

Digtribution Line 1:

Account: 627022
Fund: Al
Org. Code: 4201100270
Program Code: 01
Sub-class: 301
BY: Current Budget Year
Project: 20105
Expected Correct data entry
Results:
Step 7 Click: Remaining tabsto verify defaults.
Expected Correct data entry
Results:
Step 8 Click: Bliosave

Voucher Number: #

Expected The new information is saved.

Results:
. Irvoice Header Information
Step 9 Click:
Irvoice Header Infomation .
Expected The pand displays.
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Step 9

Results:

Click:

|revoice Header [nformation
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Exercise 4 (continued)

Check
Results
1 Irevoice Header Information .
Step 10 Compare panel with the panel shown below:
Ember Vi cher baliormsatien - Le - Fouier 2l =
Fie EF om0 Fowdes Um Pocess Dues Report Heb )
E i )| el mjm) s Sl ] e lAll ]
Ireceicn Heuclar Inforrabion | Linm Trfoevation ard Chargas | 2checkis Payrsart | Racord Pasrart | approvals and vaiching | rwaden i | curmsney | Torglata tri 4 1 ¢
veadss,  [rwnns &)%) 0| j;;"::j‘_;

Tomms: 'Hl_ﬂ@hr I #r=z 1m0 we '—:JIE (1]
Deiw:  [zazeaz LT T
h-o.lu |ﬂ-s.-¢| Ereigin. ] a EI A1 ]—.E”E"jlﬁl

e To-

R :J harn b Ay | sk Eiin |

FIUFFE  [rwoios Husder nforradion: wod

Note: Thevoucher 1D may differ.

Expected The panel matches. Congratulations!
Results: If these elements do not match, review the steps ad consult your Instructor.
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Exercise 4 (continued)

PARTICIPANT GUIDE

Step 11 Compare| Line Infarmation and Charges I panel with the panel shown below:
Esber ¥ouicher balopmsation - e - Souhes alf =]
x| )] e mis| a8l sdel]| #elall |
trwakcs Haadler Information L Inforrticn and Chargas | schackis st | Fecord Pasmant | approvals ard vatching | Wfoamaden | tnforrtion | Cumercy | Taglata i L ¥ |
I n:n.-. [ — : m:m.r_—L| |
T S T I T B
i S - i - 0 Y
o o= —
'Emm I (el et (e i‘:‘ T
=
Note: Thevoucher ID may differ.

Expected The pand maiches. Congratulationd

Results: If these dements do not match, review the steps ad consult your Instructor.

Step 12

Click: to cancel.

Expected Panel is cancelled.

Results:

Scenario: Y ou have discovered after saving the voucher that someone else
entered the same payment to Media One from afaxed copy. So you
need to delete the voucher you just created.

Step 13 | Sdect: Go=>Administer Procurement=>» Enter Voucher Information |

3-28 SeCTION 3: ENTERING VOUCHERS

PHOENIX - STATE OF GEORGIA

PROPRIETARY AND CONFIL



PARTICIPANT GUIDE

MARCH 2003

Step 13
Expected
Results:

Sdect: Go=>Adminigter Procurement=» Enter Voucher Information
The Enter Voucher Information window displays.

Exercise 4 (continued)

Step 14 Sdlect: Use=» Voucher=> Invoice Header Infor mation=» Update/Display
Expa:taj A DIALOG BOX DISPLAYS.
Results:
Step 15 Enter or sdlect the following search criteria

Business Unit: 42000

Voucher ID: Enter voucher number from Step 8

Click: OK
Expected A list box displays.
Results:
Step 16 Sdect: Process=»Voucher Delete=»DeleteVoucher
Expected A didog box displays.
Results:
Step 17 Click: Delete

Panel Processor |
j | Warhing -- Delete Canfirmation [F030,12]
Cancel Explain

Click: OK
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Step 17 Click: Delete
PanclProcessr |
i | YWiarning -- Delete Confirmation [F030,12]
Cancel E=plain
Click: OK
Expected Voucher has been deleted from sysem.
Results:
Exercise completed.
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Exercise 5 - Create a Regular Voucher — SpeedChart

Scenario: Y ou have received an invoice from Home Depot. Enter the invoice
into the system using the SpeedChart feature.

Step 1 Sdect: Go=>Adminiser Procurement=» Enter Voucher Information
Expected The Enter Voucher Information window displays.
Results:
Step 2 Sdect: Use=>Voucher=»Invoice Header Information=> Add
Expected A didog box displays.
Results:
Step 3 Enter or select the following search criteria
Bugness Unit: 42000
Voucher ID: NEXT (Default Value- Do Not Change)
Click: OK
Expected A ligt box displays.
Results:
Step 4 Enter or sdlect the following:
Short name: HOME (Shift F4 or Double Click)
Terms PO5 (.5 net 30 Days)
Date: Current Date (For more explanation see Business
Process AP007)
Invoice 4482-XX
Replace XX with the number assigned to you by
your Ingtructor.
Gross. 1000.00
Expected Correct data entry
Results:

PHOENIX - STATE OF GEORGIA SECTION 3: ENTERING VOUCHERS 3—31
PROPRIETARY AND CONFIDENTIAL




MARCH 2003 PARTICIPANT GUIDE
Step 4 Enter or sdect the following:
Short name: HOME (Shift F4 or Double Click)
Tams P05 (.5 net 30 Days)
Date: Current Date (For more explanation see Business
Process AP007)
Invoice: 4482-XX

your Ingtructor.

Gross: 1000.00

Replace XX with the number assigned to you
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Exercise 5 (continued)

Step 5 Click: | Line Infarmation and Charges I
Expectajl The| Line |nformation and Charges I panel dl$| ays.
Results:
Step 6 Enter following:
Voucher Line 1:
Description: Building Supplies
Distribution Line 1:
Click: SpeedChart (ON)
From the drop down listing select:
SpeedChart: 10208 “ Building Supplies’
Click: TAB
Expected Correct data entry. Should have two separate lines of distribution, one at 75% and
Results: oneat 25%.
Step 7 Click: Bliosave
Expected The new information is saved.
Results:
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Exercise 5 (continued)

Step 8 Compare | Line Infoimation and Charges | an et with the panel shown below:
Esber Vot cher Balnrsatien - Lse - Toudher 2l xl
Fle B Wew G0 Favoiles loe Piocess [noues  Aeport Help
| @i ] wmw| Eim) AlE el | e Al
Irwaics Hesder Irforration Lrs Informadcn and Chagas |MPrﬂHr\l | Facoed Pasrarnd | Approvals mdnu:hm| W comadion IrFerratt Culrm:rl 1mdm|nr-1_!ﬂ
Ud: B0 Vowhe @k ORSOT Balgmee: (1]
[T hdlPamg Faymec T g ﬁ _f|
Amwant (o] [ cuspiben Guwetiey M i P
4] | 8| [Featieg Sugiies | [ &l
ATy Omavely  Arcows Furil =g Fragram Code =
N s R e R
Sul -l mr Prrpect
Bl GL Lisi [ e b
]| * u.ﬂ S Hq__l L5l T
e e | Furd [ Program Code
H ET R B O] | EIE | m *|

Ghal - Cie Y

R
PR e —

Note: Thevoucher ID may differ.

Expected The pand matches. Congratulationd

Results: If these elements do not match, review the steps and consult your Instructor.
Step 9 Click: Remaining tabsto verify defaults.
Expected Correct data entry
Results:
Step 10
Click: to close the panel.

Expected The new information is saved.
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Step 10

Results:

Click:

to close the pandl.

Exercise completed.
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D. Summary and Review

PARTICIPANT GUIDE

Activity Materials
W || | |
LECTURE GUIDE REVIEW

Objectivesreview:

1. Createaregular voucher
2. Handle duplicate invoices
3. Hold back payments for aregular voucher

Discuss the following questions:

1. What isavoucher?

1. Whenisavoucher created?

2. How do you change avendor’s remit to location?

3. How do you change avendor’ s terms?

4. What do you do when you discover a duplicate invoice?

5. When would you use “Dueto” template?

6. Canyou put avoucher on hold before saving?
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A. Introduction

PO Vouchers

4

We come to the Entering PO Vouchers modue!  This module contains the tools
needed to learn dl the concepts and procedures involved in entering vouchers.

Goal To acquire the skills and knowledge necessary to perform dl the proceduresin cregting
PO vouchersin Phoenix.

Participant
Objectives  Attheend of this module you will be ableto:

1. Determine that a voucher should be created as a PO voucher
2. Learnto andyze and plan proper payment methods based on the PO

If the PO amount equals the invoice amount, create a PO voucher

If the PO amount is more than the invoice amount, implement the partid
payments process

If the PO amount is less than the invoice amount, resolve discrepancies with the
vendor or agency personnel

If multiple POs are included on one invoice, divide the invoice anong severa
POs

3. Trandate units of messureif the invoice and PO amounts are not the same

PHOENIX - STATE OF GEORGIA SECTION 4: PO VoucHERs 4—1
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B. Business Processes

PARTICIPANT GUIDE

Activity

W

LECTURE

Materials
GUIDE HANDOUT

Relevant Business Processes:

7. AP-008 — PO Vouchers
8. AP-014 — Close a VVoucher

4-2 SECTION 4: PO VOUCHERS
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C. Exercises

MARCH 2003

Exercise 1 - Run PO Query — POO003 “ Encumbrance Detail”

Scenario: Y ou have just received an invoice from PrintLine Printing Specialties.
Determine the statughistory of the Purchase Order.

Queries used: OPO003 * Encumbrance Detail by PO ID’

0PO014 * Outstanding Encumbrance by PO’

Step 1 Click: View=>» Navigator Display=> Query

Eile

Query
Edit Wiew Go Favorites Use Heport Help

[ -15]x]

B E =% EEE E= EE = EE SR E =

Mame: PO | Line [ SchedHu| Line | Enc Amt | Exp Amt

# 0GLO44_POSTED_JRML_LN_PROJECT
@; OGLO45_POSTED_JRML_LM_SUBCLA...
OGLO46_POSTED_PROG-FUND(Z]
@ 0GLO47_POSTED_JRM_LN_PRO-FUN...
@; 0GLO45 LEDGER_PRE-EMCUMERAN..
@ 0GLO49_ACCT_GRP_LEDGER_REVE...
# OGLOS0_ACCT_GRP_IRMLS_REVEEXP
@ OGLOST_LEDGER_TOT_BY
0POO07_BCM_Emors

}; OPOO0E_Vendaors_by MIGP

3 0PO007_Recycled 11_Digt_NIGP

} OPOO08_Recycled_5_Digit_MIGFP

}; OPOO03_Recycled_Paper_5_Digit

}; OPOOT0_Recycled Paper_11_Digit
> 0PO011_PO_Caunt_By_Type_&_BU
} 0POO12_PO_Tatals_by_Twps_&_BU
% 0PD0135_Outstand_Encumb_ty_Org
} 0FDO13_Outstand_Encumb_by BU
} 0POO14_Outstand_Encumb_by_PO
}; OPOO15_PreEncumb_Detail_by_BU
}_ OPOO1E_PreEncumb_Detail_by_Regq
} 0POOT7_Outstnd_PreE ncum_by_BU
}; OPOO18_Dutstnd_PreEncum_by_Req
53 NPAMA PN List hu Rus [Init

e

i3

A Start| 7 Microsof Wword - APOM_M_||BF Query

Expected Query window displays.

Results:

B Maintain YYendars I

[ENHRERE 302

Step 2 Scrall until you see OPO003 Encumb_Detail by PO _ID, then double click.

Enter or

Purchase Order:

sdect the following:

Busness Unit; 42000

Expected A didog box displays.

Results:

0000000008

PHOENIX - STATE OF GEORGIA
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Step 2 Scrall until you see OPO003 Encumb_Detail_by PO _ID, then double click.
Enter or select the following:
Budness Unit: 42000

Purchase Order: 0000000008

4-4 SECTION 4: PO VOUCHERS PHOENIX - STATE OF GEORGIA
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Exercise 1 (continued)

Step 3 The following query information displays on your monitor.

Query (=] =]
File Edit “iew Go Favoites Use Report Help

SR EEEEEEEEE EEE 2]
ame :I Unit PO Line | Sched Hu | Line Enc Amt Exp Amt Enc Ry
| 75 0GLO44_POSTED_JRNL_LN_PR it | | 25000 (25000 |
&3 0GL045_POSTED_JIRNL_LN_SU
@ 0GLO4E_POSTED_PROG-FUND(
@ 0GLO47_POSTED_JRMN_LW_PRLC
&3 0GL046_LEDGER_PRE-ENCUME
@ oG LD49_ACCT_GF|F'_LEDGEF|_FJ
&3 0GLOS0_ACCT_GRP_JIRNLS_RE
@ 0GLOS1_LEDGER_TOT_BY
& 0POO01_ECM_Errars
@ OPOO0Z_Encumb_Detail by _BL
0003 Encurmb_Detail_by PO_|
@ OPO004_Receivers by PO_ID
@ OPOO0S Youchers_by PO_ID
@ OPOO0E_Vendors_by MIGP
&3 0P0007_Recycled_11_Digit_NIGI
@ 0OPOO0S_Recycled 5 Digit_MIGP
@ OPOO0S_Recycled Paper_5_Digil
@ OPOO0_Recycled_Paper_11_Dic
@ OPO011_PO_Count_By Type & |
@ OPOO12_PO_Totals_by Tupe_ & |
&3 0POM 34_Outstand_Encumb_by_
&5 0PD013_Outstand_Encumb_by B
&3 0POM14_Outstand_Encumb_by_F
@ OPO015_PreEncumb_Detail by E
% OPOO1E_PreEncumb_Detail by _F
&3 0PO07_Outstnd_PreE nourm_by._|

= 0PO018 Outstnd PreEncum by |7
gerers e e by ], | 2

A Start| 7 Miciosoft Word -APODT_M...| | B Query BF Maintain Yendars | [ENZRER® 20940

Theleft-hand pand digplays the query names and the right-hand pand shows the
results.

Expected Selected query runs and result is displayed.
Results:

Step 4 Select: Go=»New Window=> Administer Procurement=» Enter Voucher
I nfor mation

Expected The pand isminimized. Proceed to next exercise.
Results:

Exercise complete.
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Exercise 2 - Create a PO voucher with matching invoice

Scenario: Y our agency has received an invoice from Courtesy Ford. Copy the purchase
order into accounts payable by using the PO Voucher panel group. Your god is
to successfully enter the PO voucher information into Phoenix.

Step 1 Sdect: Go=>Adminiser Procurement=>»Enter Voucher Information
Expected The Enter Voucher Information window displays.
Results:
Step 2 Sdect: Use=>PO Voucher=>» Invoice Header | nformation=> Add
Expectaj A DIALOG BOX DISPLAYS.
Results:
Step 3 Enter or sdlect the following:
Busness Unit: 42000
Voucher ID: NEXT (Default Value- Do Not Change)
Click: OK

EXpeCted The |revoice Header Infu:urmatiu:unl penel diS)|6§/S.
Results:

Step 4 Enter or sdect the following:

PO Business Unit; 42000

Click: TAB
PO: AP430XXX
Replace XXX with the number assigned to you by your

Instructor.

Click: Button

Expected PO information populated in the pand.
Results:

4-6 SECTION 4: PO VOUCHERS PHOENIX - STATE OF GEORGIA
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Exercise 2 (continued)

Step 5 Enter the following:
Tams N30 (Net 30 Days)
Date: Current Date
(For more explanation see Business Process
APQ08)
Invoice: 894-0X X
Replace XX with the number assigned to you by

your Ingtructor.

Enter Gross Amount: 450,000.00

Expected Correct data entry.

Results:

Step 6 Click: Line Information and Charges I

Expected The Line Information and Charges pand displays.

Results:

Step 7 Click: Schedule Payment | pand| to verify defauilts
Click: Record Payment | pandl to verify defauilts
Click: Appravals and Matching: nand to verify defaults.
Click: Accounting Information I pand to verify defalts
Click: atatus Summary nondl to verify defaults.
Click: Comments| panel to verify defalts.

Expected Veification of default values

Results:

Step 8 Click: Bliosave

Expected The new information is saved.

PHOENIX - STATE OF GEORGIA SECTION 4: PO VOUCHERs 4—7
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Step 8

Results:

Click:

El to save.
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MARCH 2003

Exercise 2 (continued)

Check
Results

Step 9

Expected
Results:

Compare |nwvaice Header Infarmation I panel with the pmel shown bdlow:

Eaber Wanicher Balorsation - Lise - P e

=ie] x|
Fie B Rme G Fewoides e Proces [nose Aot Hel _
M| @i mlafu| wiwl B S alado] el
Irevaicn Heuclar Inforrabion |Lrm 1 rfooration ard Charges | 2checkis Pareert | Record Payrant | Approvels and Matching | dccouning nformation | Accounting tnformation | Cummecy | Terglta i 4+
Wt WBN Vowche:  SHSOR [ 1

Balarcw: o
POt b [ 4] po (o 3|00

T Wﬂm | w0 e | _-]E e
Dain;  [muzaizan: Bales: 'I—m

Iemice |B36-21 raeigne | v | VAT .'—II@BB@
Frmra— Wﬂ Lul_!ﬂ COUWTER FORD

L Y o

ALLAFICE 04 TR

e Ta

Mairk My Mgk Faiey

FIIFFE lremics Husder Infarralion A

Note: thevoucher ID and invoice number may differ.

The pand matches. Congratulationd!
If these dements do not match, review the steps and consult your Instructor.
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Exercise 2 (continued)

STEP 10 Compare Line Information and Ehargesl pane| with the pmd shown beow:

Enber Waaicher balormseation - Lise - Fik aoches LI
Fle B ‘Rew 0 Fawvodles ke Puocess  [noues  Aepot  Help .
B | ]| | mim] alE| odel | #lelal |
Irsvatca Hascher Trformation L | rfornabion s Chargas | schechis Paryreant | Roscord Paymant | Approvals ard Matching | Accounting nf ermstion | Accounting Information | Cummey | Tenplata tri 1+

Ui LEe ] Wk T Limex 1 Balanrs ma

Oninesy  fap - =]

Pirgs B0 tee Ol DFRew  Resd Lisé  Shad b

ki APaan 1 ' i | s l-”ﬂ

Lims A o M5 Deyerisiize Duavby RS e P

1 [Fesaee [ [heer can T e T

Bt g |m Mark By
[T e A Fad T g viw e DLl =]
i vt i [ &) [a 4 [ o i ¥ [ s ]

wy P i Taariiep
[ w) Jre ] [maan el aievenes |

powet | wm | e | |—.

AT
[el

Note: Thevoucher ID may differ.

Expected The pand maiches. Congratulations.

Results: If these dements do not match, review the steps and consult your Instructor.
Step 11
Click: to exit pand.
Expected Pandl is canceled.
Results:
Exercise completed.
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Exercise 3 - Create a PO Voucher & Invoice Does Not Equal PO

Scenario: Y ou have received an invoice from the National Educators Association for
$1170 for dues billed to your agency. Create a PO voucher to pay this
expense. Your god isto successfully enter the PO voucher information into
PeopleSoft. When you pull in the PO, you redlize that the invoice amount was
increased by $1.00 for each employee. The invoice amount is till within the
10% dlowable tolerance.

Step 1 Sdect: Go=>Administer Procurement=>»Enter Voucher Information

Expected The Enter VVoucher Information window displays.
Results:

Step 2 Sdect: Use=>PO Voucher=»Invoice Header Information=>Add

Expected A didog box displays.

Results:
Step 3 Enter or select the following:
Business Unit: 42000
Voucher ID: NEXT (Default Value- Do Not Change)
Click: OK
EXpeCtajI The |rvoice Header Infurmatil:nnl panel displays
Results:
PHOENIX - STATE OF GEORGIA SECTION 4: PO VoucHEeRrs 4—11
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Exercise 3 (continued)

Step 4 Enter or sdect the following:

PO Business Unit: 42000

Click: TAB
PO: AP431XXX
Replace XXX with the number assigned to you by your
Instructor.
CLICK:

Click: Button

Expected | The Inveics Headet Information | pone copjes PO informetion into the voucher.
Results:

Step 5 Enter or sdect the following:
Tams N30 (Net 30 Days)
Date: Current Date (For more explanation see Business
Process AP008)
Invoice: 84-0XX
Replace XX with the number assigned to you by

your Ingructor.
Gross: 1170.00

Expected Correct data entry
Results:

Step 6 Click: Line Information and Charges I

Expected THE Line Infarmation and Charges I PANEL DISPLAYS.
Results:

4-12 SECTION 4: PO VOUCHERS PHOENIX - STATE OF GEORGIA
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Exercise 3 (continued)

MARCH 2003

Step 7 Click: In Description field click ﬂlto insert arow.
Expec’[ed THE Line Infarmation and Charges I PANEL DISPLAYS.
Results:
Step 8 Enter or sdect the following:
Voucher Line2:
Description: I ncrease of Dues
Distribution Line 1.
Acoount: 627049
Fund: Al
Org. Code: 4201100270
Progran Code: 01
Sub-class: 304
BY: Current Budget Year
Project: 10208
Expected Correct data entry
Results:
Step 9 Click: Remaining tabsto verify defaults.
Expected Correct data entry
Results:
Step 10 Click: Bliosave
Expected The new information is saved.
Results:
Step 11
Click: to exit pand.

PHOENIX - STATE OF GEORGIA
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Step 11
Click: to exit pandl.
Expected Pandl is canceled.
Results:
Exercise completed.
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Exercise 4 - Create a PO Voucher, Multiple Line PO

Scenario: Y ou have received an invoice from Lowes | mprovement Warehouse, which
has multiple items, listed. Pull the PO information into a PO voucher using the
flashlight feature of Phoenix.

Step 1 Sdect: Go=>» Administer Procurement=»Enter Voucher Information
Expected The Enter VVoucher Information window displays.

Results:

STEP 2 Sdect: Use=>»PO Voucher=>»Invoice Header I nformation=>» Add

Expected A dialog box displays.

Results:

Step 3 Enter or sdect the following:
Business Unit: 42000
Voucher ID: NEXT (Default Value- Do Not Change)
Click: OK

EXpeCted The |rvoice Header Infurmatil:nnl panel displays

Results:
Step 4 Enter or sdlect the following:
PO Busness Unit: 42000
Click: TAB
PO: AP4A32XXX
Replace XXX with the number assigned to you by your
Instructor.
Click: to go to PO Wor k Sheet
Expected PO worksheet pand appears.
Results:
PHOENIX - STATE OF GEORGIA SECTION 4: PO VoucHeRrs 4—15
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Exercise 4 (continued)

Step 5 Under Create Worksheet
Click: to prc...f“'s_|

Expected PO line selection pand displays.
Results:

Step 6 Click: Box at theright of lineitems 1, 2 and 5.

Expected PO amount matches the invoice amount.

Results:
Step 7 Compare PO Worksheet panel with the pand shown below:
Eaber Vgaicher balormsation - Lse - B Yauhes = =8| =
Fle B e 03 Favodies ke Picess  [noues  Repoit  Hep
Blaisx o] e mjm| S | #|lnie ]
Umii:  GX0E]  Ygaokar: F i E
P Lk ro AR Lol Lt L [~ Salest in ;i
Wdad i O m.:lmmm_-ull-:ur
Ren il Despsplos LLER Waavtity UK Weit Pere Lies Sckad Seart L.
HFT LADOE e L] {4 Lo 1 1 W
BEL R A ] A (T ] 2 =
CfaLLEiTS 0 gy (0] Mo [ 1] ] i
LS L i) Fd i [~ B )
Lo, T Ll e ) I N 1 1 =
P Tonak NN B0 L Cawna ] T' E!

FHTFRE FO 'MarkShast Fd

Note: Thevoucher ID and invoice number may differ.

Expected The panel matches. Congratulations.
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Step 7 Compare PO Wor ksheet panel with the pand shown below:
Enter Yaaicher Balormstion - Lse - F1E Yaurhes I
F*Edt*eﬁth-wc-IHm-e:P!ﬁmlemt&b .
(= 1VEE Sl O e e T O T R A AT
Ui o Woar kot RET
rODE Ao ro AP FODse WEOL [ ;I
Bew il Deppsplaon LLE Duawtity  UDK Wit Prxe l'lll!NﬂB"! L.
Note: Thevoucher ID and invoice number may differ.
Results: If these dements do not match, review the steps and consult your Instructor.
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Exercise 4 (continued)
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Step 8 Click Button.
Expected PO lines selected are copied into the PO voucher.
Results:
Step 9 Click: Invoice Header Information I
Enter the following:
Tams N30 (Net 30 Days)
Cursor in datefield: F4 or Double Click
Sdect: Current Date
(For more explanation see Business Process
AP008)
Invoice: 858-XX
Replace XX with the number assigned to you by
your Instructor.
Enter Gross Amount: 423.60
Expected Correct data entry.
Results:
Step 10 Click: 8l 0 save
Expected The new PO voucher information is saved. A voucher number is assigned.
Results:
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Exercise 4 (continued)
Step 11 Compare Irvvoice Header |nfarmation I panel with the pmel shown bdow:
Esber Vaaicher balopasation - Lise - F1E Yaucher =i8] =
Fle Gl e G Feodes U P (o ARt Hep

e | | @jm| S|

0] # el ]
h-&rrhd-lrfm-&m]undmm.dd-w|mbmm|mdw:Appuwulrmdmdmd

Wk LI Womckoy:  SES0O00

orradion

"n.mxy|1|m|u|nl'i k
Liva: 1 Babsere: om

PO L ];T‘ PO Wﬂm
E e Y (1 R AR im0 e | _-j@ o
P e e [F]

vezice |E38.71 Fusight | v |l WAT ]—W@ED@
Fr— mjﬁﬂ ;;:m;mnm
Vosde:  [ammmr s Ll

Al DOET RO TR

Mairk My MpirkF 1oy

FHIFAE [Ireoics Hmecer nfarradion: fdd

Note: Thevoucher 1D and invoice number may differ.
Expected The pand matches. Congratulations. .
Results:
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EXERCISE 4 (CONTINUED)

Step 12 Compare Line Information and Charges I pane| with the panel shown baow:

Eber Yiicher Bl matien - Loe - PO Ve 28] x|

Fi Ed Bow G0 Favodies Ube Pocess Dnoue Repert Hep

E @ o] el 5ie] am| ol #lelal |

Iravaics Haacher Trferration Lrw I rfornalion and Charges | scveckis Payrsant | Becord Paswant | pprovls ared Watching | e i | ooy | Tergata i A L+

[ Lh Vowchar Lo Linee 3 Blemrr- LE |

et e B

Piviaw L] (e Gened @ OE Resw

e Liwe  Shad
i Frae i ' ﬂ ﬂl_'lﬂ :JE
Liw  Ares Fer T8 Drariistize Suavty S e P
v fmeee [ [ertiammen  [aeess  [ea aseom
mrrm al sl
[T T E T =]

rieaat AL S Fand Wy i,

(N T [ LI [« LI |m--..::_| I _+J [ ﬂ
e I i [

[een w] [eore @] [saamd il aiwme |

FHIFE [Urvm Indoereabion ard Chargs Rdd

Expected The pand matches. Congratulationd!
Results:

Exercise completed.
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Exercise 5 - Create a Partial Payment for Services. PO Distributed by
Quantity

Scenario: Y ou have just received arequest for payment from Acme Security Company,
avendor who has a contract with your agency to provide security servicesto an
agency-owned building. The contract has been encumbered for $12,000 and
the stated fee is $1,000 per month. The request for payment is $1,000 for
services for the month of July. Y ou want to make a payment and reduce the
encumbered amount to $11,000.

Step 1 Sdect: Go=>Adminiser Procurement=»Enter Voucher Information

Expected The Enter Voucher Information window displays.

Results:
STEP 2 Sdect: Use=»PO Voucher=>» Invoice Header I nformation=> Add
Expected A didog box displays.
Results:
Step 3 Enter or select the following:
Business Unit: 42000
Voucher ID: NEXT (Default Value- Do Not Change)
Click: OK

EXpeCted The |rrvoice Header Infu:urmatiu:unl panel displays
Results:
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Exercise 5 (continued)

Step 4 Enter or sdect the following:

PO Business Unit; 42000

Click: TAB
PO: APA433XXX

Replace XXX with the number assigned to you by your
Instructor.

Click: Button

Expected | The Invaics Header Information | hanet conjes PO informetion into the voucher.
Results:

Step 5 Click: |rwoice Header Infarmatian I
Enter the following:
Tems NOO (Due Immediately)
Cursor in date fidd: F4 or Double Click
Sdect: Current Date
(For more explanation see Business Process
AP008)
Invoice 4865-XX

Replace XX with the number assigned to you by
your Instructor.

Enter Gross Amount: 1000.00

Expected Correct data entry.
Results:
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Exercise 5 (continued)

Step 6 On the Line Infarmation and Charges I pand.
Enter
Quantity: 1.00000
Click: TAB

Expected Gross pay changes

Results:

Step 7 Click: Sehedule Payment | pondl 1o verify defaults
Click: Record Payment | pand to verify defaults
Click: Appravals and Matehing. nanel to verify defaults
Click: Accounting Information I panel to verify defaults.
Click: atatus 3ummary nangl to verify defalts
Click: Comments | pand to verify defaults

Expected Veification of default values

Results:

Step 8 Click: Bl save.
Click: OK

Expected The new information is saved.

Results:
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Exercise 5 (continued)

Check
Results

Step 9 Compare Line Information and Charges I pane| with the pmd shown below:

Enber Waaicher balormseation - Lise - Fik aoches - -
Fle B W 50 Favoiles | Lke Piocess [nouss  Aepot  Help

wlmimix ol wlw mim| aj@| clel] #lelal]

Irsvatca Hascher Trformation L | rfornabion s hargas | scheckis Paryreant | Roscord Paymant | Approvals ared Matching | Accounting inf ermstion | Accounting Information | Curmmey | Tenplata tri 1 ¢

Ui LEe ] Wk Lo Limex 1 Balanrs ma

e =]
[ ] ) (o] (e Guked B DD Resw P W [ faked ¥ N
I [ — |
Lime  Arares e 0N Duyrriptise e aay LIS Wi Pres
S [ [Greesty Sarntons [ieeee  [en  [wsamsass

Mushig [Ropa o] Meckoo
0 |.':.--..-ﬂ o 3_r| F:u' & =
%ﬂ %ﬂ |D'..l.-||||mL Final Ralermnes |

il L [0

e Bl B B o ——T T

Lled  Amsant AL hi] Foiand
i ot [crae 8 [x

FHOER i intoereabion ard Charge Add

Note: Thevoucher 1D and invoice number may differ.

Expected The pand matches. Congratulationd!
Results: If these dements do not match, review the steps and consult your Instructor.
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MARCH 2003
EXERCISE 5 (CONTINUED)
Step 10 Compare Irvenice Header Infarmation I panel with the panel shown below:
Esber Vaaicher balopasation - Lise - F1E Yaucher =i8] =
Fle B Yeew 3 Fawiiies I}H: Fioaesr [N ARDOIT  HAD

| 0w 1| | | @] = I o] ] "'+:;"' |

[ravcicn Heaclar [nforrabion |Lr-|rd'nmbn-dd-qn|:dmumm|mdmuu Jl.ppuwulrmdmdtth:mmrfnm:n Accourdwa Infooration l.‘l.llmrlhl'\dﬁlnl" k
W UBN Vowsks:  SES00H Linma: ! Balsens: s

[T PEoTIS 1“ & P [T ﬂlﬁlm

e [T ﬂm: { Leman =0 Ube |

=y om
Dgin;  [mizazenz Baex: | 00000 @

=
anice [ 553-71 Fasight | (L1} WAT 103 @ED@
rr— ]mﬂ tos [ 1 & :u:n:m:ﬁmtmmm

owter: [minn o+ (] o Gl

Aigrip. 08, 32N

G Yo

Mairk My Mgk

FHIFAE [Ireoics Hmecer nfarradion: fdd

Note: Thevoucher ID and invoice number may differ.

Expected The pand matches. Congratulationd
Results: If these dements do not match, review the steps and consult your Instructor.

Exercise compl eted.
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Exercise 6 - Create a Partial Payment for Goods. PO Distributed by Amount

Scenario: Y ou have received arequest for payment from Xerox Cor poration, which has
acontract with your agency to provide 20 boxes of paper per month. The
contract has been encumbered for $6000 and the stated amount per month is
$500. The request isfor $500 for the month of July. Make a payment of $500
and reduce the encumbrance to $5500.

Step 1 Sdect: Go=>Adminiser Procurement=»Enter Voucher Information
Expected The Enter Voucher Information window displays.
Results:
STEP 2 Sdect: Use=>»PO Voucher=>» Invoice Header Information=>Add
Expected A didog box displays.
Results:
Step 3 Enter or sdect the following:
Business Unit: 42000
Voucher ID: NEXT (Default Value- Do Not Change)
Click: OK

EXpeCted The |rvoice Header Infurmatil:nnl panel displays
Results:

Step 4 Enter or select the following:

PO Business Unit; 42000

Click: TAB
PO: APA435X XX
Replace XXX with the number assigned to you by your
Instructor.
Click: Button

Expected | he Inveice Header Infomation | panel copjies PO information into the voucher.
Results:
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EXERCISE 6 (CONTINUED)

Step 5 Click: |rvoice Header Infarmatian I
Terms NOO (Due mmediately)
Cursor in datefidd: F4 or Double Click
Sdect: Current Date
(For more explanation see Business Process
APQ08)
Invoice 633-XX

Replace XX with the number assigned to you by
your Ingructor.

Gross; 500.00
Expected Correct data entry
Results:
Step 6 Click: Line Information and Charges I

Verify copied informeation.
Expected The Line Infarmation and Ehargesl par]d diSp|8VS.

Results:
Step 7 Enter:

Line Amount; 500.00
Expected The amount is changed.
Results:
STEP8 Click: Bliosave.

Expected Correct data entry
Results:
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Exercise 6 (continued)

Check
Results

Step 9 Compare Irvvoice Header |nfarmation I panel with the pmel shown bdow:

Eaber Wanicher Balorsation - Lise - P e

=ie] x|
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M| @i mlafu| wiwl B S alado] el
Irevaicn Heuclar Inforrabion |Lrm 1 rfooration ard Charges | 2checkis Pareert | Record Payrant | Approvels and Matching | dccouning nformation | Accounting tnformation | Cummecy | Terglta i 4+
Wt WBN Vowche: S [ | Dabsnew: om

POt b [ 4] po (a3 [0

fr— |m¢_ﬂm | waane Lm0 e | _-]E om
Dain:  [mizarzeaz Balr: 'I—m

vesice [E33-21 Fueigne. | v (] gt 1—'@55@
R Wﬂ Lul_lﬁ A oM ALY

e T | it

Dy, TE WAR.

e Ta

Muaick Mg Mgk Faiey

FIIFFE lremics Husder Infarralion A

Note: Thevoucher ID and invoice number may differ.

Expected The pand matches. Continue to the next pandl.
Results: If these dements do not match, review the steps and consult your Instructor.
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Exercise6 (

MARCH 2003

continued)

Step 10

Compare Line Infarmation and Charges I panel with the pmd shown bdow:

Ester Ypaicher Balormeatien - Lkse - PR e i =

Fie B e G0 Favodes I}’.-#_ Piocesr  [nouied  ARpoit  Help

e ] wel Bl e slel] TR

Iravaics Haacher Inferration L I nfornation and Charges | scechis Payrsant | Becord Paswart | pprovals ared Matching | fcecunting W ermation | ccouniing Inforration | Cursney | Tonglata tri 4 |+

[ Lh Vowchar Lo Linee 1 Blemrr- LE |

7 A
T e [
Lime  Arvowst e N Duarristize S wvay

i [wese [ree pames v [roatens  [en  [mos

Khiitane by Fr'.'

Line  Amvieant AL Fand — -
(N N e A 8 [z af & [ ¥
By Piasmaifl o Taariiny
'r._:l ||-—:| [ Fial e |

aseet | mam | e ]T [ vesseer

FHIFE Lirsa Intraeation ard Charge Acd

Note: Thevoucher ID may differ.

Expected The pand matches. Continue to the next pandl.

Results: If these dements do not match, review the steps and consult your Instructor.

Exercise complete.
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Exercise 7 - Create a Partial Payment where UOM is JOB. PO Distributed
by Amount

Scenario: An invoice has been received from Douglas Construction Services, Inc. The
purchase order was set up asa UOM of JOB and the Quantity equals 1.000.
The Purchase Order was distributed by Amount. Copy the Purchase Order
into Accounts Payable and pay thisinvoice for $55,000 for partia work

completed on the JOB.
Step 1 Sdect: Go=>Administer Procurement=»Enter Voucher Information.
Expected The Enter VVoucher Information window displays.
Results:
STEP 2 Sdect: Use=>»PO Voucher=>»Invoice Header Information=>Add
Expected A didog box displays.
Results:
Step 3 Enter or select the following:
Business Unit: 42000
Voucher ID: NEXT (Default Value- Do Not Change)
Click: OK
EXp&:ted The |nvoice Header Information I panel dISp| ays.
Results:
Step 4 Enter or select the following:
PO Busness Unit: 42000
Press: TAB
PO: AP436X XX
Replace XXX with the number assigned to you by your
Instructor.
Click: to go to PO Work Sheet
Expected | The Invaios Header Informtion | honet oonjies PO informetion into the voucher.
Results:
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Exercise 7 (continued)

Step 5 Under Create Workshest:
Click: to prv...'i”'s_|
Expected PO line selection pand displays.
Results:
Step 6 Click: Select All box
Expected PO amount matches the invoice amount.
Results:
Step 7 Compare PO Worksheet panel with the panel shown below:
Eaker ¥aaicher Balopssation - Use - FIE Yauthes - - T
aleiwix| 1ol wlwl miE| as] olel | #lelals | i
Ussi:  GXED Vessher: ] E
LT s PO ARLERI LT E LU T 4 [aleni 0 £
o e T Sar L S
Pk Tonas gt LT P e Cawrn _'.-_| z!
Note: Thevoucher ID and invoice number may differ.
Expected The pand matches. Congratulations.
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Step 7

Results:

Compare PO Worksheet panel with the panel shown below:

Eaber Wanicher Balorsation - Lise - P e
Fle B Wew G50 Fasoiles | Lke Piocess [nouss  Aepot  Help

B miwi | e @im| s alalo] #lelAlE |
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'iu.l.un D-H:ﬂ.ﬂ CORRC Al CORSTRACTION SERACES BT
Bemill  Deppspbum farmeel Gneity  UDR Beit Pexe Livs Sched Befger L |
Pl Aaliion W = SO EEDEEE | 1 e

=4

FHOEFE FO'WarkShast: wod

Note: Thevoucher 1D and invoice number may differ.

If these eements do not match, review the steps and consult your Ingtructor.
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Exercise 7 (continued)

Step 8 Click: Button
Expected PO lines sdlected are copied into the PO voucher.
Results:
Step 9 Click: Line Infarmation and Charges I
Voucher Line 1:
Amount: 55,000.00
Expected The Line |nformation and Charges I pmel is d|$| ayed
Results:
Step 10 Click: Irevoice Headsr Infl:urmati-:nnl
Enter the following:
Terms P20 (2% 30 Days)

Cursor in date fidd F4 or Double Click

Sdlect: Current Date (For more explanation see Business
Process AP008)
Invoice: 1987-XX
Replace XX with the number assigned to you by

your Ingtructor.

Enter Gross Amount: 55,000.00
Expected Correct data entry.
Results:
Step 11 Click: Sehedule Payment | ponel to verify defaults
Click: Recard Payment | pand to verify defaults
Click: Approvals and Matching| panel to verify defauilts
Click: Aecounting Infermation | ponel 1o verify defaults
Click: atatus Summary nang| to verify defalts
Click: Comments| pandl to verify defaults
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Step 11

Expected
Results:

Click: Sehedule Payment | ponel 1o verify defaults
Click: Record Payment | pand! to verify defauilts
Click: pprovals and Matehing. pane) to verify defauits:
Click: Accounting Infomation | pane to verify defauits
Click: atatus Summary nang| to verify defaults

Click: Comments | pand to verify defaults
Veification of default vaues
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Exercise 7 (continued)
Step 12 Click: Bliosave
EXPECTE | Correct dataentry
D
RESULTS
Check
Results
Step 13 Compare Invoice Header Infarmation I panel with the panel shown below:
Eabet Vpaiches Bl rmssthed - Lise - PO Wauches =8 =
wlai] et elw| mim| o] ool e
Ireceicn Heaclar [nforrabion | Lrm 1 nforration and Chargas | 2chackis Paryreart | Facord Payrart | Spprovals and Matching | crouning inforration | Accounting trformation | cummey | Tamplata it | #]
PoBdceece e [me & po [easan |10 ]
Temwa: P22 _ﬂ@w,: | [CETT TR R | _-JE om
Duim:  [miZNENZ Bl I—MT
Ivemice: [ E387-21 Fasight | [X7] E war | 2 ama Iilljljlﬁl
fT e mﬂ I.ul_lﬂ DL A SO M TRLC TER I SEFACE S T
i S ) b
FHARE  [Irwoics Husder Ifarradion Add
Note: Thevoucher ID may differ.
Expected The pand maiches. Congratulations.
Results: If these dements do not match, review the steps and consult your Ingtructor.
PHOENIX - STATE OF GEORGIA SECTION 4: PO VOUCHERS 4—35

PROPRIETARY AND CONFIDENTIAL




MARCH 2003 PARTICIPANT GUIDE

4-36 SECTION 4: PO VOUCHERS PHOENIX - STATE OF GEORGIA
PROPRIETARY ANL



PARTICIPANT GUIDE MARCH 2003
Exercise 7 (continued)
Step 14 Compare | Line Infermation and Charges | panel with the pandl shown below:
Esber Yauicher Balopmsatien - Lise - FIE yauher FALTE
Fle Edt Wew @ Favdies Loe Pocess [ngues Aepot Hep :
i ] el @im] e ol ] el
Iraaics Hesdler Trforrstion Lre I nformalzn and Chages |:ducuumuru | Facoad Pasrand anﬂmlr.ldmdi\ql fcrounirg hfpmum| Accourdwa Infooration cmmcy| 1mp|u|nl'.ﬂ_*|
Oaisne g i 7 |
L‘rmm'hnl‘l‘* IIIII| imtine ﬂ ; El ﬂ'}"‘:;‘i‘"—_‘l
[N T | r:;uwm II_.IH-:.; [ Imnm—.
Mtk |mm s 2 Mk R e
T Ty P |
'r;l_rﬂ ||Ilum;:| II:"I‘L Final Ralmimmes |
FHIFE Urm informestion and Charge Aidd
Note: Thevoucher ID may differ.
Expected The pand matches. Congratulations.
Results: If these eements do not match, review the steps and consult your Instructor.
Exercise complete.
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Exercise 8 - Create a PO Voucher & Send Information to the Asset
Management M odule

Scenario: Y ou have received an invoice from Dell Computer for a computer monitor.
Y ou must ensure that this equipmernt gets placed on the inventory through Asset
Management.

Step 1 Sdect: Go=>Adminigter Procurement=>Enter Voucher Information

Expected The Enter Voucher Information window displays.
Results:

STEP 2 Sdect: Use=>»PO Voucher=>» Invoice Header Information=> Add

Expected A didog box displays.

Results:

Step 3 Enter or select the following:
Busness Unit: 42000
Voucher ID: NEXT (Default Value- Do Not Change)
Click: OK

EXpeCted The |hvoice Header Infn:nrmatin:nnl panel displays
Results:

Step 4 Enter or sdect the following:

PO Business Unit: 42000

Click: TAB
PO: APA37XXX
Replace XXX with the number assigned to you by your
Instructor.
Click: Button.

Expected | Thg Invoics HeadetInfomation | poney copies PO informetion into the voucher.
Results:
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Exer cise 8 (continued)

Step 5 Click: Inevoice Header Information I

Enter the following:

Cursor in datefidd: F4 or Double Click
Select: Current Date
(For more explanation see Business Process
AP008)

Invoice: 564-XX
Replace XX with the number assigned to you by
your Instructor.

Enter Gross Amount: 365.00

Click: El to save

Expected Correct Data Entry
Results:

Step 6 Click: Line Infarmation and Charges
Verify copied information.

Expected The LineInformation and Charges I pand is displayed.

Results:

Step 7 Click: Asset|

Expected The Asset Detailsl pand is displayed.

Results:
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Exer cise 8 (continued)

PARTICIPANT GUIDE

Asset
e Click: e
Enter or select the following:
AM Unit: 42000
Click: Down-arrow (view the Profile ID vaues)
Sdect Profile ID: SMALL VALUE
Veify that the Asset ID = NEXT
Click: =
Expected Completed PO voucher, ready for payment.
Results: Asset documentation sent to the Asset Management module.
Step 9 Click: Bliosave
EXPECTE | Correct dataentry
D
RESULTS
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EXERCISE 8 (CONTINUED)
Check
Results
Step 10 Compare Line Information and Charges I pane| with the pmd shown baow:
Ervies Wiidches ndprmsation - e - B Yoscher ale=
Fis EdE Wea Go Pevoiies Uss Procem  Jnqure: Raprt Hek
Bie|® x| |07 Bl oo 88 i el
Lires [nduavsein w-lf-w Ischedids wl Foscur Pargrment | Apororats and Pr.m:wl Bt nfoewation | Lszuring Wformastion | Gumancy | Tewgdate Trdtawation | Status Surwery | 00 ¢
. nuum:u. |u|—:__'| =l
':I:D:.I P;‘vw I.IIII- 'llihhll iﬂﬂ Focu Mo ﬂFﬂi‘lﬂlil D
‘:M ]-::: I.:I |mn Hm |m_h E'T_q %
i ma T T
N J e e e e | @
1-'|;Lﬂ T:"-r-,lllnm‘ H T‘:I ol Fetteidnae
<4
Note: Thevoucher ID may differ.
Expected The pand matches. Congratulations.
Results: If these dements do not match, review the steps and consult your Instructor.
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Step 11 Compare AssetDetais | panel with the pand shown below:
Estet Vaticher Balnrmsation - Lise - F1E ke I
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n—rrli'm_ﬂ@nux I—mmnx]—j@ o
Dur  [wmmowr . meee [ e ]
remiar [Gaec Freigm | 7] EI AT ]—.-EIEIE
[T 1"| =
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Ansam Arrst B Uit Plaaiie 0 Furest 1 Aananiy :J
i it o [ s [Coeee & e s i
I:I-ulr\wlﬁ-l n-u:-nu] Fazjeni ] o jj
Note: Thevoucher 1D may differ.
Expected The pand matches. Congratulations.
Results: If these eements do not match, review the steps and consult your Ingtructor.
Exercise completed.
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D. Summary and Review

MARCH 2003

Activity Materials
AR
LECTURE GUIDE

b

REVIEW

Objectives review:

1. Determine that a voucher should be created as a PO voucher

2. Learnto andyze and plan proper payment methods based on the PO

If the PO amount equals the invoice amount, create a PO voucher
If the PO amount is more than the invoice amount, implement the partid

payments process

If the PO amount is less than the invoice amount, resolve discrepancies with the

vendor or agency personnel

If multiple POs areincluded on one invoice, divide the invoice among severd

POs

3. Trandate units of messureif the invoice and PO amounts are not the same

Discuss the following questions:

4. When do you use the flashlight and when do you use the copy button?

5. Do terms copy over from the PO voucher?

6. Can you change the schedule payment date?

7. If invoiceisdifferent from the PO amount?

8. Additiond shipping charges have been added to theinvoice. Can you add alineto
the voucher?
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A. Introduction

Special Vouchers

4

We come to the Specia Vouchers module! This module contains the tools needed to
learn | the concepts and procedures for vouchers.

Goal To acquire the skills and knowledge necessary to create specid vouchers in PeopleSoft.

Participant
Objectives At the end of this module you will be ble to:

Create an express voucher

Create a voucher template

Create avoucher usng avoucher template
Creste a purchasing card voucher

Create athird party payment voucher
Create an adjustment voucher

oSk wnNE
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B. Business Processes

PARTICIPANT GUIDE

Activity Materials
LECTURE GUIDE HANDOUT

Relevant Business Processes:

9. AP-009 — Express Voucher
10. AP-010 — Adjustment Voucher
11. AP-011 — Template VVoucher
12. AP-016 — Purchasing Cards
13. AP-067 — Third Party Payment
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C. Exercises
Exercise 1 - Create an Express Voucher

Scenario: Y ou have received an invoice for postage from the U.S. Post Office. Enter
thisinvoice as an express voucher. The vendor is dready on the Satewide
vendor file. Your god isto successfully enter an express voucher.

Step 1 Sdect: Go=>Adminigter Procurement=>Enter Voucher Information
Expected The Enter Voucher Information window displays.

Results:

Step 2 Sdect: Use=>» Express Voucher=>» I nvoice I nformation=>» Add

Expected A didog box displays.

Results:

Step 3 Enter or select the following:
Business Unit: 42000
Voucher ID: NEXT (Default Value- Do Not Change)
Click: OK

Expected Ihvoice Header [nfarmation i

Results: The | pand displays.

Step 4 Enter or sdect the following:
Shortname: US (Shift F4 or Double-click)
Double-dlick: U.S. POST OFFICE
Click: TAB

Expected Vendor information is populated into the pand.
Results:
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Exercise 1 (continued)

Step 5 Enter or sdect the following:
Tams NOO (Due Immediately)
Date: Current Date
(For more explanation see Business Process
AP0Q7)
Invoice: 4512-XX
Replace XX with the number assigned to you by
your Instructor.
Gross Amount: 200.00
Expected Correct data entry
Results:
Step 6 Enter or select:
Voucher Line 1:
Description: Postage for meter
Digtribution Line 1:
Account: 614009
Fund: Al
Organization Code: 4201200279
Program Code: 01
Sub-Class 301
BY: Current Budget Year
Project: 20208
Expected Correct data entry
Results:
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Step 7 Click: Schedule Payment | top to verify defaults
Click: Recard Payment | tah to verify defaults:
Click: Appravals and Matching. (ol to verify defaits
Click: Accounting Information I tab to verify defaults.
Click: atatus Summary (o to verify defaults
Expected Veification of default vaues.
Results:
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Exercise 1 (continued)

Step 8 Click: Blio save
Expected The new information is saved.
Results:
Check
Results
Step 9 Compare  Inveice Header Infarmatizn | ol with the panel shown below:
Eaber Vaaicher balormsation - Uee - Espress owhes =8 =
Fle B Wew G0 Fawiles e Pocess [noses Aepot Help
@i o] wiw @] S aleln] #]elalf
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i ] ] S
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e e Tud Praary Pagivea a)
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ﬂl 2' Fio T T ahag0t | [ E'j
FHOER \Ireoice Infoarmstian Hod

Note: Thevoucher ID may differ.

Expected The pand matches. Congratulationd!

Results: If these elements do not match, review the steps and consult your Instructor.
Exercise completed.
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Exercise 2 - Create a Voucher Template

Scenario: Y our agency has received an invoice from BellSouth. Sincethisisaninvoice
that is paid every month, it can be set up as atemplate voucher. Enter a
voucher using the standard voucher panel group and save it as atemplate
voucher. The vendor number is dready on the statewide vendor file. Your god
is to successfully enter a voucher template.

Step 1 Sdect: Go=>Adminiser Procurement=»Enter Voucher Information

Expected The Enter Voucher Information window displays.

Results:
Step 2 Sdect: Use=>Voucher=>Invoice Header Information=>Add
Expected A didog box displays.
Results:
Step 3 Enter or sdlect the following:
Business Unit: 42000
Voucher ID: NEXT (Default Value- Do Not Change)
Click: OK

EXpeCted The |revoice Header Infu:urmatiu:unl penel diS)|6§/S.

Results:

Step 4 Enter or select the following:
Shortname: BELL SO (Shift F4 or Double-click)
Double-dick: BELLSOUTH TELEPHONE
Click: TAB

Expected Vendor information is populated into the pand.
Results:
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Exercise 2 (continued)

Step 5 Enter or sdlect the following:
Tams NOO (Due Immediately)
Date; Current Date
(For more explanation see Business Process
AP0Q7)
Invoice: Phone Bill - XX
Replace XX with the number assigned to you by
your Ingtructor.
Gross Amount: 75.00
Click: TAB
Expected Correct data entry
Results:
Step 6 Click: Line Information and Charges
Enter or select the following:
Voucher Line1:
Description: Teephone bill
Digtribution Line 1:
Account: 672020
Fund: Al
Organization Code: 4203100201
Program Code: 01
Sub-Class: 307
BY: Current Budget Year
Project: 20105
Expected Line Information and Charges I pa-]el is upda:aj_
Results:
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Exercise 2 (continued)

Step 7 Click: Sehedule Payment | (o4 to verify defaults
Click: Recard Pagment | ta to verify defaults
Click: Appravals and Matching. 14 to verify defaults.
Click: Accounting Information I tab to verify defaults.
Expected Veification of default values
Results:
Step 8 Click: | Template Infarmation
Click: ¥ Save az a | emplate Youcher
Enter:
Template ID: Phone-XX
Replace XX with the number assigned to you by
your Ingtructor.
Description: Phone bill
Expected | Template Informatian | pand is updated.
Results:
Step 9 Click: B0 save
Expected The new information is saved.
Results:
PHOENIX - STATE OF GEORGIA SECTION 5: SPECIAL VOUCHERS 5—9
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PARTICIPANT GUIDE

Exercise 2 (continued)

Check
Results
Step 10 Compare  |emplat Informatien | panel with the pand shown below:
Eaber ¥aaicher Balopmsatien - U - Fiughes - T
Fle BF W 50 Faendies (ke Fiocess [nouss  ARpoit  Help
@i 0| wlwl Dio| Sfw] ool o] #lelal
Livm Irfarreation and Charges | chaduls Pyt | AucordPayrant | sppre ek srdMatdhing | oot \ curriney  Tawghbs bfcrrabon gmm,|.4_|_r|
,::“ ;xm :::v;:c- I:’I;'m?:::‘;l :.ID-nh BELL’S.IJUT: TELEPHOHE
I Cozpe Tiom a Weswgilte Vaucher
Twpialn W I— :}
7 Eave 3u a Templie Vouche
TesplawiD:  [Fhens - 78
Deacrigtisn: [Plans B0
FHIFE Terplaie: [nfcrration Fid
Note: Voucher ID and Invoice number may differ.
Expected The pand matches. Congratulationd!
Results: If these eements do not match, review the steps and consult your Instructor.
Exercise completed.
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Exercise 3 - Create a Voucher from a Voucher Template

Scenario: Y ou have received your monthly telephone bill from BellSouth. Create a
voucher using the template that was set up earlier. Your god isto successfully
create a voucher from avoucher template.

Step 1 Sdect: Go=>Administer Procurement=>»Enter Voucher Information

Expected The Enter Voucher Information window displays.

Results:
Step 2 Sdect: Use=>»Voucher=»Invoice Header Information=» Add
Expected A didog box displays.
Results:
Step 3 Enter or select the following:
Business Unit: 42000
Voucher ID: NEXT (Default Value- Do Not Change)
T SRS

EXpeCtaj The |revoice Header Infu:urmatiu:unl panel displays

Results:

Step 4 Enter or select the following:
Shortname: BELL SO (Shift F4 or Double-click)
Double-dick: BELLSOUTH TELEPHONE
Click: TAB

Expected Vendor information is populated into the pand.
Results:

PHOENIX - STATE OF GEORGIA SECTION 5: SPECIAL VOUCHERS 5—11
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Exer cise 3 (continued)

Step 5 Enter or sdlect the following:
Terms NOO (Due Immediately)
Date: Current Date
(For more explanation see Business Process
APO0Q7)
Invoice: XX-FEB
Replace XX with the number assigned to you by your
instructor.
Click: TAB

Expected Correct data entry

Results:
Step 6 Click: Template Infarmatian
Click: [¥ Copy from a Template Youcher
Enter Template 1D: Phone-XX or click on the drop-down list
Click: Tab (to populate line infor mation)
Replace XX with the number assigned to you by

your ingructor.

Expected Correct data entry
Results:

5-12 SEcTION 5: SPECIAL VOUCHERS PHOENIX - STATE OF GEORGIA
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Exercise 3 (continued)

Step 7 Compare  emplate Information | panel to the pand shown below:
Esbzr Yaicher balnrsatien - Lse - Ve =i =
Fle B e 3 Fawndies (ke Process  [noued | Aepot Help
aaisx o] elel mlm| s alel] #lelall |
Lrvm Irfarreation and Charges | Schaduls Pyt | AecordPryrsant | ipprevh ard Matthing | sccarim Y Currirey Tamphits Infcorstion | st sy | 40 4]
el
[ Cepp hom a Tesphate Vaucher
T it B rl e ::
I Ewve as o Tamnbade Wouthe
Teplals B I—
Bearviwiien |
Note: Thevoucher ID may differ.
Expected The pand matches. Congratulationd!
Results: If these elements do not match, review the steps and consult your Instructor.
Step 8 Click: Line Information and Charges I
Special Note: Verify copied information becauseinvoiced
amount may differ & can be changed.
Expected Veification of default vaues.
Results:
Step 9 Click: Bliosave
Expected The new information is saved.
Results:
PHOENIX - STATE OF GEORGIA SECTION 5: SPECIAL VOUCHERs 5—13
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Exercise completed.
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Exercise 4 - Create a Purchasing Card Voucher

Scenario: Y ou have received a purchasing card invoice from Bank of America. Enter a
gtandard voucher for thisinvoice. The vendor is dready on the statewide
vendor file. Your god isto successfully create a purchasing card voucher.

Step 1 Sdect: Go=>Administer Procurement=>»Enter Voucher Information
Expected The Enter VVoucher Information window displays.
Results:
Step 2 Sdect: Use=>Voucher=» Invoice Header Information=> Add
Expected A didog box displays.
Results:
Step 3 Enter or sdect the following:
Business Unit: 42000
Voucher ID: NEXT (Default Value- Do Not Change)
Click: OK

EXpeCted The |rvoice Header Infurmatil:nnl panel displays

Results:

Step 4 Enter or sdlect the following:
Shortname: BANK (Shift F4 or Double-click)
Double-dlick: BANK OF AMERICA
Click: TAB

Expected Vendor information is populated into the pand.
Results:

PHOENIX - STATE OF GEORGIA SECTION 5: SPECIAL VOUCHERS 5—15
PROPRIETARY AND CONFIDENTIAL




MARCH 2003

Exercise 4 (continued)

PARTICIPANT GUIDE

Step 5 Enter or sdect the following:
Tams NOO (Due Immediately)
Date: Current Date
(For more explanation see Business Process
AP0Q7)
Invoice: 4682-XX
Replace XX with the number assigned to you by
your Ingtructor.
Gross Amount: 250.00
Click: TAB
Expected Correct data entry
Results:
Step 6 Click: Line Information and Charges
Enter or sdect the following:
Voucher Line 1:
Description: Purchasing Card charges
Digribution Line 1:
Amount: 200.00
Account 626001
Fund: Al
Organization Code: 4203100201
Program Code 81
Sub-class 301
Budget Year: Current Budget Year
Project: 06
Expected Correct data entry
Results:
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Exercise 4 (continued)

MARCH 2003

Step 7

Distribution Line 2:

Expected Correct data entry
Results:

Click: ﬂor F7toinsert arow

Verify that amount: 50.00

Change account: 612002

Step 8 Click: Sehedule Payment | 1o 1o verify defaullts
Click: Recard Payment | tapy to verify defaults
Click: Appravals and Matching. 1o to verify defallts:
Click: Aecounting Infermation | 15 to verify defauilts
Click: Status Summany (o to verify defaults

Expected Verification of default vaues.
Results:

Step 9 Click: El to save

Expected The new information is saved.
Results:

PHOENIX - STATE OF GEORGIA
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Exercise 4 (continued)

Check
Results

Step 10

Expected
Results:

Compare Line Information and Ehargesl pane| to the pmel shown bdlow:

Enter Youcher Information - Use - Voucher (&[]

File Edit Wiew Go Fawortes Use Process |nquire Beport Help
sle#x| EEE Be =s g8 2] #e w1

Irtvoice Header Information  Line Infarmation and Charges I Scheduls F’ayment' Record F’aymant' Approvals and Matchimgl Acounting Infurmat\on' Acom 4] ¥

‘ Unit: 42000 Woucher ID: 00000313 Balance: 000 |
| 31 Party Payment Distribute by: [[YETRNN - | =]
Amount Item ID Description Quantity  UOM Unit Price
N N erohacng Cord chrse | I L |
Amount Quantity  Account Fund Org Program Code =]
1] 20000 | [c1a001 8] [ai 3 BRIy e 3
Sub-Cls BY Project
B Ca—
SpeedChart GL Unit Rate Openitem
I_I—ﬂ Asset| Stat | Proj 42000 | 1.0000000 |
Amount Quantity Account Fund Org Program Code
2 50.00] | [e12000 3] [ax s BEETs e
Sub-Cls BY Project
[t B C—
BL Unit Rate Openitem
Asset| Stat | Proj 42000 | 1.0000000 | zl z’

[ |Line Information and Charges  [Add

R stan| [ Groupwiss - Mailbor | 37 Micrasalt word - APO0T_M3|[ B8 Enter Voucher Inform. . NIPARSERW 10144m

Note: Thevoucher 1D may differ.

The pand matches. Congratulations!
If these dements do not match, review the steps and consult your Instructor.

Exercise completed.
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Exercise 5 - Create an Adjustment Voucher

Scenario: Y ou have received a credit memo from Georgia State University for
the return of aregigtration fee. Create an adjustment voucher using the
adjustment voucher panel group. The vendor is aready onfile. Your
god isto successfully create an adjustment voucher.

Note: On adjustment voucher three things must be the same as the voucher in
order for payment to be created.

Vendor
Vendor Location
Handling Code

QUERY:

Step 1 Sdect: Go=>Adminiser Procurement=»Enter Voucher Information

EXIoelCteol The Enter Adjustment V oucher Information window displays.

Results:

Step 2 Sdect: Use=>Adjusment=>» Adjustment Information=>Add

Expected A didog box displays.

Results:

Step 3 Enter or select the following:

Business Unit: 42000
Voucher ID: NEXT (Default Value- Do Not Change)
Click: OK

EXpeCted The Imvoice Header Infurmatil:nnl panel displays

Results:

PHOENIX - STATE OF GEORGIA SECTION 5: SPECIAL VOUCHERs 5—19
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Exercise 5 (continued)

PARTICIPANT GUIDE

Step 4

Expected
Results:

Enter or sdect the following:
Shortname: GA (Shift F4 or Double-click)
Double-dick: GEORGIA STATE UNIVERSITY

Click: TAB

Vendor information is populated into the pand.

Step 5

Expected
Results:

Enter or select the following:
Tams NOO (Due Immediately)
Date: Current Date
(For more explanation see Business Process
AP0Q7)
Invoice: CM56785-XX
Replace XX with the number assigned to you
your Instructor

Gross Amount: -50.00

Related VVoucher ID: APA435X XX
Replace XXX with the number assigned to you
your Instructor

Correct data entry
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Exercise 5 (continued)

Step 6 Click: Line Information and Charges

Enter or sdect the following:

Voucher Line 1:

Amount: -50.00
Description: Credit Memo

Digtribution Line 1;

Amount: -50.00

Account 627003

Fund: Al

Organization Code: 4204200193
Program Code: 01

Sub-cdlass: 301

BY: Current Budget Year
Project: 20208

Expected Correct data entry
Results:

PHOENIX - STATE OF GEORGIA SECTION 5: SPECIAL VOUCHERS 5—21
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Exercise 5 (continued)

PARTICIPANT GUIDE

Step 7 Click: Sehedule Payment | (o to verify defats
Click: Record Payment | taly to verify defaults
Click: Approvals and Matching. (5 to verify defaults,
Click: Accounting |nformation I tab to verify defauits
Sdect thefollowing: Accounting Templatetab “ Dueto”
Click: atatus Summary (o to verify defaults

Expected Verification of default vaues.

Results:

Step 8 Click: Bliosave

Expected The new information is saved.

Results:
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Exercise 5 (continued)

Check
Results
Step 9 Compare  “diustment Infarmtion | panel to the pand shown below:
Eater Wauicher Ifonsatien - Use - dufjustment i =
Fle B e 3 Fowndies (ke Process  [noued | Aeport Help .
wal@iex] 1| e D] ] 2l S|
#edpabrarnt lomaton |Le rorration nd e | Schaduds Pyt d | ipprosral and Patching | Wéamation | wferratin | cursncy | Tenplts irfom 1 ] ¢
[T Wﬂ Lo [ 1 4] GEORGA ST ATEURRERSTY
veuts, v o] (] 0] ki o
Tprma: |nn_:|@umr. [ =W En owme I—j@ L1
Deiw:  [Wzameaz Balen ow@
ienian W Fretgin. T | war T oo [l |20 0]
L N CTIETT=ER T n‘_-‘:.m |
Covner 0 | | o —
FHIFE hdimbsant hamaton  Rod
Note: Thevoucher ID may differ.
Expected The pand matches. Congratulationd!
Results: If these dements do not match, review the steps and consult your Instructor.
Step 10 Click: Line Information and Charges I
E)(pected Line Infarmation and Charges | oanel 1s DISPLAYED .
Results:
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Exercise 5 (continued)
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Check
Results
Step 11 Compare Line Information and Charges I pand to the parﬂ shown bdow:
Esber foches bafarmeaion - Uise - infjestmmet =l2] x|
Fle B few i Fovoiies | e Process [noues  Aeport Hele .
H|aiwx| viv| wlw Dol =] 2isl] #|elsl |
Fejurtrant Iforstion  Lre nforvadon and Charpm |M|Prfrl.* d | P 'nndmdn;| o alen Infrawatic tcullr\rflh.l'\phlllr\funi_l_"l
[T Sl emg Pagmear Mmuﬁ _E_J
Amesam B i D catipiian -] i P
o o | | [ sree ——
e [ s | T s |
o | —
™ 4| aum| me | ro | s .
44
FHTRR Lirm [neerestion ard Charge Aidd
Note: Thevoucher ID may differ.
Expected The pand matches. Congratulationd!
Results: If these dements do not match, review the steps and consult your Instructor.
Exercise completed.
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Exercise 6 - Createa Third Party Voucher
Scenario: Y ou have received an invoice from Delta Airlines for aticket for one of your
consultants. Enter thisinvoice as athird party payment and capture the
informetion for the per diem report.
Step 1 Sdect: Go=>Administer Procurement=>» Enter Voucher Information
Expected The Enter VVoucher Information window displays.
Results:
Step 2 Sdect: Use=>»Voucher=> Invoice Header Information=>» Add
Expected A didog box displays.
Results:
Step 3 Enter or sdlect thefollowing search criteria:
Business Unit: 42000
Voucher ID: NEXT (Default Value- Do Not Change)
Click: OK
Expected A ligt box displays.
Results:
Step 4 Enter or sdlect the following:
Shortname: DELTA (Shift F4 or Double-click)
Double-dlick: DELTA AIRLINES
Click: TAB
Expected Correct data entry
Results:
PHOENIX - STATE OF GEORGIA SECTION 5: SPECIAL VOUCHERS 5—25
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Exercise 6 (continued)
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Step 5 Enter or sdlect the following:
Terms NOO (Due Immediately)
Date: Current Date
(For more explanation see Business Process
AP0Q7)
Invoice number: 4738-XX
Replace XX with the number assigned to you by
your Instructor.
Gross amount: 560.00
Expected Correct data entry
Results:
Step 6 Click: Line Information and Charges I
Click: 3 Party Payment box
Recipient: Vendor |D: 0000000077 (Start, Mary)
Double-dlick: Vendor | D: 0000000077

5-26 SECTION 5: SPECIAL VOUCHERS

Enter or sdect the following:

Voucher Line 1:
Description: Airlineticket for consultant

Digtribution Line 1;

Account 651003

Fund: Al

Organization Code: 4201100270
Program Code: 01

Sub-cdlass: 301

BY: Current Budget Year
Project: 20105
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Step 6 Click: Line Information and Charges I
Click: 3 Party Payment box
Recipient: Vendor ID: 0000000077 (Start, Mary)
Double-dick: Vendor |D: 0000000077
Enter or select the following:
Voucher Line 1:
Destription: Airlineticket for consultant
Distribution Line 1:
Account 651003
Fund: Al
Organization Code: 4201100270
Program Code: 01
Sub-cdlass: 301
BY: Current Budget Year
Project: 20105
Expected Correct data entry
Results:
PHOENIX - STATE OF GEORGIA SECTION 5: SPECIAL VOUCHERS 5—27
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Exercise 6 (continued)
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Step 7 Click: Irvoice Header Information I

Expected The |rvoice Header Infu:urmatiu:unl panel displays

Results:

Step 8 Click: Schedule Payment | (a4 0 verify defauilts.
Click: Record Payment | tab to verify defaults
Click: Approvals and Matching. tah to verify defauilts
Click: Accounting Information I tab to verify defallts.
Click: atatus Summary (o to verify defaults

Expected Veification of default vaues.

Results:

Step 9 Click: El to save

Expected The voucher is now ready for payment.

Results:

Step 10 Click: Line Information and Charges I

Expected The Line Infarmation and Ehargesl pmd diSp|8VS.

Results:
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Exercise 6 (continued)
Check
Results
Step 11 Compare Line Infarmation and Charges I panel with the pand shown below

Esber Yauicher Ialorssation

- Wb~ Woribies

Fie BR Y G0 Fawpeles Lk Procesr [noues  Aepot Help

I | l.n_] 5u-|J nql m I I

FAT
fule

FHIEFR

Note: Thevoucher ID may differ.

Expected The pand matches. Congratulationd!
Results: If these dements do not match, review the steps and consult your Instructor
Exercise completed.

i intcereabion ard Charge Add

T T
bl w0l wle mim| am] el o] Hlelal ]
Iravaics Haacher Inferration L I nfornation ard Charges | schachis Paryrsant | Bacerd Pasward | Approvaly ard Mathing | dcrcunting W esratien | cceurniing Information | Cumsney | Tenglats I
Un: XS Tomknr@E 0SEN Balaner: i
[ SaFany Pugmess Recisens. arnsdeed] & | START,AARY mmuﬁ &)
Srean e 10 o st b ety L it Fage
Y o AT Tl
Guogvsly  fircows Frogam Coge =1
e el o] BT
sn-cn
L] L] s J
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D. Summary and Review

PARTICIPANT GUIDE

Activity Materials
W || CE | |
LECTURE GUIDE REVIEW

Objectives review:

14. Create an express voucher

15. Create avoucher template

16. Create avoucher using avoucher template
17. Creste a purchasing card voucher

18. Create athird party payment voucher

19. Create an adjustment voucher

Discuss the following questions:

1 When will you use an express voucher?

2. What types of payments would your agency use template vouchersfor?

3. When do you enter a negetive amount?
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A. Introduction

Budget Exceptions

4

Welcome to the Budget Exceptions module! This module contains the tools needed to learn
all the concepts and procedures involved in budget exceptions.

Goal To acquire the skills and knowledge necessary to perform al the procedures identified
in the Budget Exceptions section of the online Library.

Participant
Objectives  Attheend of this module you will be ableto:

1. Identify budget checking exceptions

|dentify the appropriate action to take to resolve budget checking exceptions

3. Navigate through the online Library to locate dl other Managing VVouchers
procedures

N
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B. Business Processes

Activity Materials
W EipRE=a
LECTURE GUIDE HANDOUT

Relevant Business Processes:

APO025 — Budget Checking

62 SECTION 6: BUDGET EXCEPTIONS PHOENIX - STATE
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C. Exercises
Exercise 1 — Review Online Budget Exception Inquiry

MARCH 2003

Scenario: Y ou have not received the printed copy of the Budget Exception Report.
Check the online Budget Exceptions detail.
Step 1 Sdect: Go=>Administer Procurement=>»Enter Voucher Information
Expected The Enter VVoucher Information window displays.
Results:
Step 2 Sdect: Inquire=>»Budget Control Exceptions
Expected A didog box displays.
Results:
Step 3 Enter or sdect the following:
Business Unit: 42000
Voucher ID: AP813045
Click: OK
Expected The Budget Control ERceptions | pmel di31)| ays
Results:

PHOENIX - STATE OF GEORGIA
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Exercise 1 (continued)
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Check
Results

Step 4 Budget Control E xceptions

Compare

Enter ¥Youcher Information - Inguire -

panel with the pand shown below:

Budget Control Excepltions

File Edit “iew Go Favortes Usze Process |nhquire Beport Help

SR EEENEEEEEE R 2

Budaet Control Exceptions |

‘ Voucher: AP813045

Unit:

42000 |

0000000120
318-045

Vendor:

Invoice:

MOTHER'S FINEST CATERING

Line_ Merchandize
1 355.00

Description

Yalentines party cat

Distrib  Acct Fund Org

Prog Sub-Cl: BY Pri/Grt

1 B27045 A1

4201100270 m

302 1933 20105

Budget Check Total:
- Previously Checked:

Remainder to be Checked:

355.00
0.00
355.00

Budget Checking Line Status:

F Org Budget Drata Mot Found

-Options

Youcher |

Transfer :

Budget Checking :

|Budget Control Exceptions |UpdateHDispIa5J

Expected
Results:

Note: Thevoucher 1D may differ

The pand matches. Congratulationd!
If these elements do not match, review the steps and consult your Instructor.

Exercise completed.
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Exercise 2 — Budget Checking Codes

Budget Description
Checking Line
Satus

Cause and Resolution

N Not Budget Checked

Three Stuations may have caused this.

The Budget Checking has not been run yet for this
document. Or, the monetary amount has been changed,
and the document requires budget checking an
additional time for the increased or decreased amount.
The BCM was run through the process scheduler.
However, the control parameters caused the system to
not select this document for budget check processing.
Create a new budget checking request for this document
and run the process again.

The BCM detected a setup or data error from which it
could not recover. Review the PeopleSoft Background
Process Message Log (Process Journals, Inquire,
Background Process) to determine the cause of the
error. Correct the error usng the information displayed
in the Message Log (dick the flashlight icon for more
detailed information) and run the Budget Checking
process again.

Vv Vaid Budget Check

All the lines passed budget checking

Notice that the Budget Checking Line Status for each
digribution lineisdso "V-Vdid Budget Check” to
sgnify that each line has successfully passed budget
checking. Recdll that when a document "passes’ budget
checking, it has met al of the budgetary control edits
and the system has reduced or increased the available
spending authority in the appropriate budget ledgers.

E Budget Check Errors

One or more lines failed budget checking.

Y ou should review each line and use resolution
information in the error table below to correct the cause
of each linein error.  After you have corrected the
cause of each budget checking line error, run the BCM
to budget check the document again. Continue in this
process until you have corrected dl the errorsin your
document and the Budget Checking Header Status is
"V-Vadid Budget Check."
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Budget Description Cause and Resolution
Checking Line
Satus
A Invalid Acct- System The transaction line contains an account that was
Maintained designed as* System Maintained” on the Account
Definition pand.

Therefore you need to use a subaccount e.g. 510001
and not an account code eg. 510000. Account codes
aways end with “0” and is used only for entering
budgeted information. SubAccounts aways end with a
digit other than “0” e.g. 1,2, 3 etc., they are used for
transactions other than budgeted information.

A2 Account Number not The transaction lineis missing avaue for the Account
found ChartField, or the account type for the ChartField is not
vdid.
Enter avaid Account ChartField on the transaction line.
B Acct Type Requires The account on the transaction line is designated as
Budget Yr requiring budgetary control and therefore requiresthat a

budget year be entered on the transaction line.
Enter a budget year on the transaction line.

B2 Budget Trandation CF Whatever ChartField you specified asthe Key Location
Required for Budget Trandation on the Budgetary Control
Parameters panel must be present in the transaction line.
Enter avaue for this ChartField and run budget

checking again.
B3 Chartfied Trandation The BCM could not trandate one or more ChartFields
Error on the digtribution line to avadid budget digribution. The

ChartField and tree name that caused the error will bein
the Message Log for this Process Instance.

B4 Budget Period Trandation | The BCM could not trandate the actuas Budget period
Error using the Budget Period control information. The Tree
Name, tree Level, and Tree Node that caused the error
will bein the Message Log for this Process Instance.

B5 Require Fund Code Fund isarequired fidd on the digribution line. Enter a
Chatfidd vaue for Fund and run budget checking again.
C Invalid Acct Budg Control | The BCM does not permit the account’ s Budget
Type Control type on thistransaction. Choose a different
account or change the account’ s budget control type
designation.
Budget Description Cause and Resolution
Checking Line
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Status

Cc2

Rev Cntrl Acct Not
Permitted

The BCM does not permit Accounts designated for
Revenue Control on Purchase Orders, Requisitions, or
Inventory shipments. Either change the account on the
transaction line, or change the account’ s budget control
type designation.

Appropriation Data Not
Found

The fund on the transaction line is designated as
requiring appropriation control; however, the system
could not find the associated appropriation budget for
this transaction.

Verify your budget key trandations for your
Appropriation/Allotment Budget Type.

Make sure you have a budget key trandation for each
chart fidlds where there is a difference between actua
and budget transactions. For example the budget for
Motor Vehicle Expenseis entered to account 612000
and the transaction you are entering is going to be
entered to account 612009. Consequently, you need a
budget key trandation to trandate your transaction from
account 612009 to the budget at account 612000.
Make sure the Tree Leve in your budget key trandation
isthe leve at which your budget isat. For example the
appropriation budget for the Account chartfidd is at the
BD ACCTTYPIleve onyour BCM_ACCOUNT tree.
Make sure the fund code you are entering on your
transaction isa controlled fund. seeBDO09 to BD011
Establishing budgetary controls.

Also, make sure BCM trees exist for each of the
relevant chartfied values you are entering on your
transaction. Relevant chartfields are those that need
trandation. see BD0O13 Budget key trandations

D2

Appropriation Ledger Not
Found

See resolution for error “D” above.
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Budget Description Cause and Resolution
Checking Line
Satus
E BUDGET CHECK ERRORS One or more lines failed budget checking.

Y ou should review each line and use resolution
information in the error table below to correct the cause
of eechlinein error.  After you have corrected the
cause of each budget checking line error, run the BCM
to budget check the document again. Continue in this
process until you have corrected dl the errorsin your
document and the Budget Checking Header Status is
"V-Vaid Budget Check."

E2 Allotment Data Not The ChartField vaues on the transaction trandate to an
Found gppropriation that requires dlotment control; however,
the system could not find an alotment.

Veify that you have an dlotment budget for the
chartfiedd combination you are entering. Firt find the
gppropriation budget (Andyze Controlled Budgets
panels) for the chartfield combination then inquiry asto
the existence of ardated dlotment budget (Andyze
Controlled Budgets panels).

F Org Budget Data Not The fund on the transaction line is designated as
Found requiring organization (expense) budget control;
however, the system could not find an organization
(expense) budget in the organization budget table.
Verify your budget key trandations for your
Organization Budget Type. See resolution for error

“D”, above.
F2 Org Budget Ledger Not | Seeresolution for error “F’ above.
Found
G Revenue Est Data Not The budget year and fund combination on the
Found transaction line designates that the transaction is under
revenue estimate control; however, the system could not
find a revenue estimate budget in the revenue estimate
table.
Verify your budget key trandations for your Revenue
Edtimate Budget Type. See resolution for error “D”,
above.
G2 Revenue Est Data Not See resolution for error “G” above.
Found
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Budget
Checking Line
Satus

Description

Cause and Resolution

H

Project/Grant Data Not
Found

The Project/Grant ChartField vaue on the transaction
line designates that this project requires project/grant
budget control; however, the system could not find a
matching project/grant budget in the project/grant
budget table.

Verify your budget key trandations for your
Project/Grant Budget Type. See resolution for error
“D”, above.

H2

Project/Grant Ledger Not
Found

See resolution for error “H” above.

Insufficient Appropriation

The remaining spending authority for the appropriation
budget was not sufficient to cover this transaction.

Either change the ChartFeld valuesto point to a
different budget, enter a new budget journa to increase
spending authority (Prepare Controlled Budgets pands
BDO0015), or use the Mark Journals for Budg Override
pand to force this journa to pass budget checking. Not
everyone has system capabiility to mark journdsfor
override.

Approprigtion is Frozen

The ChartFidds on the transaction line trandate to an
appropriation budget that is frozen.

Either change the ChartField values to point to a
different budget, or enter a new budget journd to
unfreeze this budget (Prepare Controlled Budgets

panels).

Insufficient Organization
Budget

The remaining spending authority was not sufficient to
cover thistransaction. Thiserror should only occur if
your organization budget is set to “control” and not
“track”.

Either change the ChartField values to point to a
different budget, enter a new budget journd to increase
spending authority (Prepare Controlled Budgets pandls),
or use the Mark Journds for Budg Override panel to
force this journa to pass budget checking. Not everyone
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has system capability to mark journas for override.

Budget Description Cause and Resolution
Checking Line
Satus
K2 Organization Budget is The ChartFidds on the transaction line trandate to an
Frozen organization (expense) budget that is frozen.

Either change the ChartFidd values to point to a
different budget, or enter anew budget journd to
unfreeze this budget (Prepare Controlled Budgets

panels).
K3 Insufficient Revenue The remaining amount for the revenue estimate budget
Edtimate was not sufficient to cover this transaction (the
transaction amount exceeded the exiding revenue
estimate).

NOTE: Thiserror should not occur because revenue
budgets should be set to “track”.

Either change the ChartFeld valuesto point to a
different budget, enter a new budget journd to increase
spending authority (Prepare Controlled Budgets panels),
or use the Mark Journds for Budg Override pane to
force this journd to pass budget checking.

K4 Revenue Esimate is The ChartFields on the transaction line trandate to a
Frozen revenue estimate budget thet is frozen.

Either change the ChartField valuesto point to a
different budget, or enter a new budget journd to
unfreeze this budget (Prepare Controlled Budgets

pandls).
K6 Invalid Budget Adjust Thereisamismatch between the Budget Adjust Type
Type on your GL Journa and the Amount Type on each

Journd Line. For Budget Adjust type of pre-
encumbrance or Encumbrance, the amount type you use
on each journd line must aso be ether Pre-
encumbrance or Encumbrance. For Budget Adjust type
of Revenue, the amount type on each Journal Line must
be either Recognized or Collected. Open the Journa

and fix the Amount Types.
K7 Spending Authority Over | The remaning spending authority is higher then the
Budget origina budget and the Allow incr Spending Authority
6—10 SECTION 6: BUDGET EXCEPTIONS PHOENIX - STATE
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option defined in Generd Ledger Business Unit is not
turned on. Either turn this setting on or delete the
journd.

BUDGET CHECKING DESCRIPTION
LINE STATUS

CAUSE AND RESOLUTION

L Insufficient Proj/Grart
Bud

The remaining spending authority for the Project/Grant
budget is not sufficient to cover this transaction.

Either change the ChartFidd values to point to a
different budget, enter a new budget journd to increase
spending authority (Prepare Controlled Budgets pandls),
or use the Mark Journds for Budg Override panel to
force this journa to pass budget checking.

L2 Project/Grant Budget is
Frozen

The ChartFields on the transaction line trandate to a
Project/Grant budget thet is frozen.

Either change the ChartFeld valuesto point to a
different budget, or enter a new budget journd to
unfreeze this budget (Prepare Controlled Budgets

panels).

M Ref Requigtion Not
Found

Y ou attempted to budget check a purchase order that
referenced arequisition that was canceled or sourced.
Review the requisition to make sure it is open and not
sourced.

N Not Budget Checked

The transaction line ether (1) has never been previoudy
budget checked, (2) isin agroup of transactions where
one or more other lines failed but this line would have
passed budget checking; or (3) the budget check
process ran and detected a severe error and did not
update the status on any line.

O Ref Purchase Order Not
Found

Y ou attempted to budget check a voucher that
referenced a purchase order that might have been
canceled or closed.

Review the purchase order to make sureiit is open.

Q Requistion Over
liquidated

This Purchase Order digtribution line is over the
Requidtion digtribution line pre-encumbrance amount.
The Purchase Order amount exceeded the pre-
encumbrance amount plus the tolerance.

Re-enter an amount within the gppropriate limits or
adjust review your tolerance. Tolerances can be found
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the location where funds are created (Start, Define
Business Rules, Design ChartFields, Fund).

Checking Line

Budget

Status

Description

Cause and Resolution

R

Purchase Order Over
Liquidated

This Voucher digribution lineis over the Purchase
Order digtribution line encumbrance amount. The
Voucher amount exceeded the encumbrance amount
plus the tolerance.Re-enter an amount within the
appropriate limits or adjust review your tolerance.
Tolerances can be found the location where funds are
created (Start, Define Business Rules, Design
ChartFields, Fund).

Project/Grant is Required

The ChartFields on this transaction point to an
organization (expense) budget that requires avaueto be
entered for the Project/Grant ChartField.

Enter avaue for the Project/Grant ChartFed.

Project/Grant Data Not
Found

No data was found in the PROJECT table for this
Project/Grant. Correct the Project/Grant on your
digtribution line or establish this Project/grant on the
design ChartFields pand.

Inaufficient Funding
Source

The Project/Grant ChartField vaue on the transaction
line is desgnated as requiring funding source control;
however, the sum of the funding sources is not enough to
cover the transaction amount. Either increase the
funding source amount for the project or change the
ChartField vaues on the transaction line.

Valid Budget Check

All the lines passed budget checking

Invdid Fsca Year Trans

The current system date does not fal in between the
gart and end dates for this transaction type on the Fisca
Y ear Transaction Type pand.

Change the start and/or end dates for this transaction

type.

Invalid Appropriation
Date

The current system date does not fal in between the
gtart and end dates for this transaction type on the Fiscal
Y ear Transaction Type pand.
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X2 Outsde Allotment Budget | One of the following:
Date transaction date on the didtribution lineis earlier than the
alotment budgets begin date
begin date of the budget period of the digribution lineis
later than the alotment budgets end date
end date of the budget period of the digtribution lineis
earlier than the alotment budgets begin date.
Correct either the transaction date or the budget period
of the didribution line or change the begin/end date of
the budget.
Budget Description Cause and Resolution
Checking Line
Satus
X3 Outsde Organization One of the following:
Budget date transaction date on the distribution line is earlier than the
organization budgets begin date
begin date of the budget period of the distribution line
is later than the organization budgets end date
end date of the budget period of the distribution lineis
earlier than the organization budgets begin date.
Correct ether the transaction date or the budget period
of the digtribution line or change the begin/end date of
the budget.
X5 Outside Proj/Grant One of the following:
Budget Date a) transaction date on the digtribution line is earlier than
the organization budgets begin date
begin date of the budget period of the digribution lineis
later than the project/grant budgets end date
end date of the budget period of the digtribution lineis
earlier than the project/grant budgets begin date.
Correct ether the transaction date or the budget period
of the digtribution line or change the begin/end date of
the budget.

Y Invalid Project/Grant Date | The transaction date (usualy the document's accounting
date) does not fal within the Project/Grant budget begin
and end dates.

ZA Ref Item Dist Not Found | The Accounts Receivable transaction referenced an item

that the system could not find in the ITEM_DST table.
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D. Summary and Review

Activity Materials
W || 2| |
LECTURE GUIDE REVIEW

Objectivesreview:

3. ldentify budget checking exceptions
4. |dentify the appropriate action to take to resolve budget check exceptions
5. Navigate through the online Library to locate al other Managing Vouchers

procedures

Discuss the following questions:

20. How do you identify budget-checking exceptions?

21. What is the gppropriate action to take to resolve budget- checking exceptions?
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A. Introduction

Processing Payments

4

Welcome to the Processing Payments module! This module contains the tools needed
to learn dl the concepts and procedures involved in processing payments

Goal To acquire the knowledge necessary to perform dl the proceduresidentified in the
Processing Payments section of the online Library.

Participant
Objectives At the end of this module you will be ble to:

Request apay cycle

Create system-generated checks

Create manua checks

Create express checks

Create wire payments

Create electronic payments

Create genera funds transfers

Cancd apayment

Navigate through the online Library to locate dl other Processing Payments
procedures

OWCooNogakwNPE
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B. Business Processes

Activity Materials
LECTURE GUIDE HANDOUT

Relevant Business Processes:

22. AP-018 — System Generated Checks
23. AP-019 — Manua Checks

24. AP-020 — Express Checks

25. AP-021 — Wire Payments

26. AP-023 — Generd Fund Trandfers
27. AP-024 — Payment Cancdllation

28. AP-063 — Pay Cycles

29. AP-064 — Monthly Run Control
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C. Exercises
Exercise 1 - Cancel a Payment

Scenario: Y ou have received a request to void a payment. This check was for $300. It
has never been cashed. Y our god isto cancd the payment in Phoenix.
Step 1 Sdect: Go=>Adminigter Procurement=>» Create Payments
Expected The Create Payments window displays.
Results:
Step 2 Sdect: Use=>»Payment Cancellation
Expected A didog box displays.
Results:
Step 3 Enter or Sdlect:
Bank Set ID: 42000
Bank Code: 1200
Bank Account: 1000
Payment Reference: 00000001XX
Replace XX with the number assigned to you by
your Instructor.
Click: OK
Doubleclick: 00000001X X
Expected Cancel a Payment F
Results: The | pand displays.
Step 4 Enter or select the following:
DaeCancdled:  Confirm the date that payment is being cancelled.
‘Papment Status
Payment Status:~ Verify | Veid
Cance Action
Click: &+ Do Hot Berssue/Ciose Liability:
Expected Correct data entry
Results:
PHOENIX - STATE OF GEORGIA SECTION 7: PROCESSING PAYMENTS  /—3
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Exercise 1 (continued)

Step 5 Click: E_I to save data

Expected The new information is saved.
Results:

Check
Results

Step 6 Compare - bancel a Fayment | panel to the pandl shown below:

Create Payments - Use - Papment Cancellation 5] %]
File Edit “iew Go Favorites Use Procesz |nguire Report Help

Blel@x| miuE Sl mls| SE] 2lEE] =]

Cancel a Payment I

SetlD: 42000
Bank: 1200 SunTrust Bank
Account: 1000 3E00706026
Reference ID: 000000010
Remit Yendor: 00000007134 ITaLIAM KITCHEN PIZ24
Amount: 30000 US Dollar Date: 05/28/1939 By: Manual
Date Cancelled: Im -Payment Status Cancel Action

& Yoid " Re-Dpen Youcher(s)/Re-lssue

" Stop "' Re-Dpen Youcher(s)/Put on Hold

¢ Undo Cancel &0 E

| |Eancel a Payment |Update.-"DispIay
i Start | BY Microsoft 'word - APUU1_M5| I” Create Papments - Us_.. | N @3@ AOEPRY s2:3aM

Note: Thereference D number may differ.
The Date Cancelled may differ.

Expected The pand maiches. Congratulationd
Results: If these elements do not match, review the steps and consult your Instructor.
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Exercise completed.
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Exercise 2 - Request a Pay Cycle

Scenario: It istimeto pay dl invoices recorded during this pay cycle. Request a
pay cycle that will dlow you to run system checks during overnight
processing.

Step 1 Sdect: Go=>Administer Procurement=»Create Payments

Expected The Create Payments window displays.

Results:

Step 2 Sdect: Use=>»Payment Sdlection Criteria=» Date Criteria

Expected A didog box displays.

Results:

Step 3 SHect the following:

Click on the down-arrow and select Pay Cycle B01420
Double-click: B01420
Click: OK

Expected - [Ciate Criteria
Results:

PANEL DISPLAYS.
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Exercise 2 (continued)

Step 4

Expected
Results:

Enter or sdect the following:
Change the dates by clicking the arrows located at the top Ieft of the screen.

Pay Through Date: Will be provided by Instructor
* Payment Date: Will be provided by Instructor
*Note: Date on check

Discount Alert Dates: Must match dates above
Payment Accounting Date: M ust match dates above

In the Batch Processing Option frame:

-Batch Proceszing Option—

¢ Procezz Pay Cycle

Verify that the Process Pay Cycle box is checked.

Correct data entry

Step 5

Expected

Click: Bank./Payment Method Criteria

Enter or sdect the following:

SetID: 42000

Click the Pr ocess check box on

Bank: 1200
Account: 1000

Verify that the Process checkbox is selected for the bank and account you
wish to generate payment for.

Verify that the payment method is System Check.

Verify that the process checkbox next to the Payment Method field is
checked.

Correct data entry
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Step 5 Click: Bark/FPayment kethod Criteria

Enter or sdect the following:

SetID: 42000

Click the Pr ocess check box on

Bank: 1200
Account: 1000

Verify that the Process checkbox is selected for the bank and account you
wish to generate payment for.

Verify that the payment method is System Check.

Verify that the process checkbox next to the Payment Method field is
checked.

Results:
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Exercise 2 (continued)

Step 6 Click: 8l o save data
Expected The new information is saved. The Pay Cydleis requested and will generate payments
Results: during overnight batch processng.
Check
Results
Step 7 Compare Bank/Payment Method Criteria I panel with the panel shown below:
Create Payments - Use - Payment Selection Criteria mE ER
File Edit Wiew Go Fawoites Use Process |nguie Repot Help
glel@(x| Haal Bl = aBl elE] *vlsl]
Date Criteria Bank/Payment Method Criteria |
Pay Cycle: BO1420 Pay Cycle #1 for Agy 420
Pay Through Date: 071742000
Payment Date: 07/17/2000
SetlD: ﬂ ¥ Process =l
Bank:  [1200 | #| SunTustBenk
Account: (1000 j Operating Account
Currency: Us Dollar
Process Papment Method =]
Iv Iﬁyslem Check j
s
| |Bank/F'ayment Method Criteria |UpdalEfD|sp\ay
g Stan | B Miciosalt Word - APODT_ME| | Create Pagments - Us... N MO EEY s3xaM
Note: ThePay Through Date and Payment Date may differ.
Expected The pand matches. Congratulationd!
Results: If these elements do not match, review the steps and consult your Instructor.
Step 8 Click: Date Criteria |
Expected The D ate Criteria I panel dlqr)lays
Results:
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Exercise 2 (continued)

Check
Results

Step 9 Compare e Citeria | panel with the panel shown below:

Cieate Payments - Use - Payment Selection Criteria 8] x|
File Edit Wiew Go Fawortes Use Process |nguire Beport Help

ale@x| wlLel sl BE 2= 2] w4l

Date Criteria I Bank/Payment Methad Erilerial
E u n a Process |

‘ Pay Cycle:  B01420  [Pay Cycle #1 for Agy 420 |

PayCycle Dates rPayment A ing D ate

Pay Through Date: [07/17/2000 (5] Man & Current Date
-

Payment Date:  [07717/2000 (=] hon Payment Date
" Specific Date  |07/01/2000

Discount Alert Date: Batch P ing Option

MextPay Thr:  [07/17/2000 (2] Mon
Neut Pagment:  [07/17/2000 =] Man

¥ Process Pay Cycle

[ |Date Criteria |Update/Display
ffistant| B Microsoft Word - APOD1_MS [ B Create Pagments - Us... NI SERY o7 am

Note: ThePay Through Date and Payment Date may differ.

Expected The pand matches. Congratulationd!
Results: If these elements do not match, review the steps and consult your Instructor.

Exercise completed.
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Scenario: Y ou have been asked to void a check and place the voucher on Hold.
Process the cancel payment.
Query: 0AP014 Vouchers On Hold
Step 1 Sdect: Go=>Administer Procurement=» Create Payments
Expected The Create Payments window displays.
Results:
Step 2 Sdect: Use=>»Payment Cancellation
Expected A didog box displays.
Results:
Step 3 Enter or Select:
Bank Set ID: 42000
Bank Code: 1200
Bank Account: 1000
Payment Reference: 0000010X XX
Replace XXX with the number assigned to you by
your Ingtructor.
Click: OK
Doubleclick: 0000010X XX
Expected The Cancel a Payrient | panel displays.
Results:
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Exercise 3 (continued)

Step 4 Enter or select the following:
DateCancdled:  Confirm the date that payment isbeing cancelled.

‘Payment Status—

Payment Status: * ¥oid Verify that the payment statusisVoid.
Cancd Action
Click: ' He-lipen Youcherizi/Put on Hold:
Expected Correct data entry
Results:
Step 5 Click: E_l to save data
Expected The new information is saved.
Results:
Step 6 Compare - FaneelaFayment | pane to the panel shown below:
Create Payments - Use - Payment Cancellation &8 x|

File Edit Wiew Go Fawortes Use Process |nguire Beport Help
Ble@x| mloal == 5E G2 2lel=] 24|

Cancel a Payment |

SetlD: 42000
Bank: 1200 SunTrust Bank
Account: 1000 3E0070R026
Reference ID: (000007 0001
Remit Yendor: 0000000112 BROWM PRIMTIMG
Amount: 500,00 US Dollar Date: 02/23/2000 By: Manual
Date Cancelled: lm -Payment Statu Cancel Action

i+ Yoid " Re-Dpen Youchei(s)/Re-lssue

" Stop * Re:Doen Voucher(s)/Put on Hold;

" Undo Cancel " Do Mot Reissue/Close Liability

[ |Cancel a Payment |Update/Display
A Stant| B Microsoft word - 4P00T_Ms| | Create Pagments - Us... W@%@} W s424M

Note: Thereference D number may differ.
The Date Cancelled may differ.
Expected The pand matches. Congratulationd!
Results: If these elements do not match, review the steps and consult your Instructor.
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Step 6

Compare ﬁ pand to the pand shown below:

Create Papments - Use - Payment Cancellation

Ble(@x| Llua] 5le) =) £

0770172000
1

Note: Thereference D number may differ.
The Date Cancelled may differ.

Exercise completed.
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Exercise 4 - Cancel a Payment and Re-Issue

Scenario: Y ou have been asked to void a check that was damaged during the
printing process. Process the cancel payment and re-issue the check.

Step 1 Sdlect: Go=>»Adminiger Procurement =» Create Payments
Expected The Create Payments window displays.
Results:
Step 2 Sdect: Use=>»Payment Cancellation
Expected A didog box displays.
Results:
Step 3 Enter or Select:

Bank Set ID: 42000

Bank Code: 1200

Bank Account: 1000

Payment Reference: 00000005X X

Replace XX with the number assigned to you by
your Instructor.

Click: OK

Doubleclick: 00000005X X
Expected The Cancel a Payment | pand displays.
Results:
PHOENIX - STATE OF GEORGIA SECTION 7: PROCESSING PAYMENTS 7—15

PROPRIETARY AND CONFIDENTIAL




MARCH 2003

PARTICIPANT GUIDE

Exercise 4 (continued)

Step 4 Enter or sdect the following:
DateCancdled:  Confirm the date that payment isbeing cancelled.
‘Payment Status—
Payment Satus ~ Verify | & Void
Cancel Action
Click: * He-Upen Youcherizi/Ae-izzue!
Expected Correct data entry
Results:
Step 5 Click 8l 1o save data
Expected The new informétion is saved.
Results:
Step 6 Compare - -3ncel a Fayment | panel to the panel shown below:
Create Payments - Uze - Papment Cancellation _ =] x|
File Edit “iew Go Favortes Use Process Inguire Report Help
al&l®x| AlEE =55 =DE| & 2lel2] el
Cancel a Payment |
SetlD: 42000
Bank: 1200 SunTrust Bank
Account: 1000 3600706026
Reference 1D: 000007 0001
Remit Yendor: 000000011 2 BROWMN PRINTING
Amount: 500.00 US Dollar Date: 02/23/2000  By: Manual
Date Cancelled: lm ‘Payment Status Cancel Action
&~ Void * He-Open Voucher(s)/Helssue:
" Stop " Re-Open Youcher[s]/Put on Hold
" Undo Cancel " Do Mot Reigsue/Close Liability
=
=l
[ |Cancel a Papment |Update/Display
iR Slalll T Microzoft Word VAF'UU'I_MS"” Create Papments - Us_ . |N<ﬂ$é%®}$ 8:43 AM
Note: Thereference D number may differ.
The Date Cancelled may differ.
Expected The pand matches. Congratulations!
7-16 SECTION 7: PROCESSING PAYMENTS

PHOENIX - STATE
PROPRIETARY ANL



PARTICIPANT GUIDE MARCH 2003

Step 6 Compare Cancel aPayment | panel to the panel shown below:

Create Payments - Use - Payment Cancellation

07/01/2000

Note: Thereference D number may differ.
The Date Cancelled may differ.

Results: If these eements do not match, review the steps and consult your Instructor.
Exercise completed.
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Exercise 5 - Creating a Manual Check for an Existing Voucher

PARTICIPANT GUIDE

Scenario: Gary Smith was scheduled for atraining class at Education Services. A dot
became available today and payment is due a time of regidration. Theinvoice
was correctly entered as a standard voucher. A manua check has been
written. Your god isto process this payment in Phoenix.

Note: Verify that the voucher hasavaid BCM before gpplying payment.

Step 1 Sdect: Go=>Administer Procurement=>» Enter Voucher Information

Expected The Enter VVoucher Information window displays.

Results:

Step 2 Sdect: Use=>»Voucher=» Record Payment=» Update/Display

Expected A didog box displays.

Results:

Step 3 Enter or sdlect the following:

BusnessUnit: 42000
Voucher ID: APB21IX XX
Replace XXX with the number assigned to you by
your Ingructor.
Click: OK

Expected | Thel RecodPayment| (gt Gigplays

Results:

7-18 SECTION 7: PROCESSING PAYMENTS

PHOENIX - STATE
PROPRIETARY ANL



PARTICIPANT GUIDE MARCH 2003

Exercise 5 (continued)

Step 4 ‘Payment Action
" Schedule Payment
Click: % Hecord a Payment:

-‘Payment Method —
Click: i Manual Check

Payment Details frame:
Reference: 621X X

Replace XX with the number assigned to you by
your Instructor.

Click: Ej to save
Expected The Payment button will ungray.
Results:
Step 5 Click: Payment

Expected The Fayment Information panel is displayed.
Results:
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Exercise 5 (continued)

Check
Results

Step 6 Compare | Favmentinfamation - of 10 the pand shown beow:

Enter Youcher Information - Inquire - Payment Information M=l =

File Edit “iew Go Favortes Use Process Ingquire Beport Help

gEnx EEE EE = =EE 2EE +|¢|¢+|£|\

Payment Infarmation |

‘ SetlD: 42000 Bank: 1200 Account: 1000 3600706026 Reference: 1234567830
Remit to: 0000000101 Education Services
ShortMame: EDUCATIONS-001 87 Collier Rd
Atlanta, GA 30566
Amount: 75.00 US Dallar Created: 05/20/1333
Dated: 0542041939 Cleared On:
By: M anual Reconciled On:
Payment Status: Paid Dayps outstanding: ]
Post Status: Unposted
Cancel Status: Mo Cancel Action
Comments: H
Unit Youcher Invoice Doc Date Paid Amount DzcntfLost] ;I
[ 42000 APB21:044 2325-kum 06413941999 75.00 0.00 j
|Payment Information | Update/Display 4
Note: Thereference number & dates may differ.
Expected The pand matches. Congratulations!
Results: If these elements do not match, review the steps and consult your Instructor.
Exercise completed.
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Exercise 6 - Create Monthly Run Control

Scenario: Y ou have been asked to produce an express check for registration feesto a
conference at Georgia State Universityin Atlanta. In order to create an
express check, you must enter amonthly run control I1D.

Step 1 From any pand sdect: Edit=>»PreferencesRun Control
Expected Edit run control dialog box appears.

Results:

Step 2 Click: New...

Expected Run control 1D didog box appears.
Results:

Step 3 Run Control ID

Mame: IM:::nthI_l,l->¢<

Enter: astherun
control.

Replace X X with the number assigned to you by your Instructor.
Click: OK

Expected Edit run control diadog box appears.

Results:

Step 4 Sedlect: Client astherun location.
Sdlect: Window as the run output.
Click: OK

Expected The Edit Run Control didog box appears again. Monthly should bein the ligting of run
Results: controls.
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Exercise 6 (continued)

PARTICIPANT GUIDE

Check
Results

Step 5 Compare Edit Run Controls panel to the pand shown below:

Edit Run Controls

ALLOT_RED
BCH

BET .
EUDG_POST =
BUDWJRM L
cryztal Delete
dlal

JEHL_EDIT

JEML_POST

[ Balyligllt

FO_DISPATCH

F'EIEL”LD

Ok, I Cancel

il

Expected The pand matches. Congratulations!

Results: If these elements do not match, review the steps and consult your Instructor.
Step 6 Click: OK

Expected Monthly run control is now added.

Results:

Exercise completed.
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Exercise 7 - Create an Express Check

Scenario: Y ou have entered a voucher for Business Week Review for a subscription that
must be mailed today. Update the voucher to pay an express check for this
invoice.

Note: Verify that the voucher has avaid BCM before applying payment.

Step 1 Sdect: Go=>Adminigter Procurement=>Enter Voucher Information

Expected The Enter Voucher Information pand displays.

Results:

Step 2 Sdect: Use=>Voucher=>» Invoice Header Infor mation=» Update/Display

Expected The Update/Display diaog box appears.

Results:
Step 3 Enter or sdect the following:
Busness Unit: 42000
Voucher ID: APB24AX XX
Replace XXX with the number assigned to you by your
Instructor.
Click: OK
Exezﬁsd [Fvoice Header Infu:urmati-:unl panel diq>|ays
Step 4 Click: Schedule Payment |
Click: Express Check |

Expected The E#press Check | pand displays.
Results:
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Exercise 7 (continued)

PARTICIPANT GUIDE

Step 5 Compare | Epress Cheek | pane to the panel shown below:

Create Payments - Use - Express Check

File Edit “iew Go Favorites Use Process lnguire Beport Help

M= E3

alel@x| Eloe == 5= 2= 2lel2] #e 2]

Express Check |
Remit To: [sTATE | #| [ooovoooios | 4| Bank Account: [+z000  +| [izoo | #| [1o00 | 4]
Step Group: IModeI ﬂ = O Hald
Unit Youcher IDISchedule Invoice Date Gross Discount Paid Amount ;I
[+z000 ﬂ [aPez4001 ﬂ Il_ﬂ 22052001 OHOBZ000 86,00 oo~ 86,00
Forestry Commission, GA SunTrust Bank. Check No. MEXT
P.0O.Box 819
Macon, GA 212020813 Middle, GA B4-4TE11
Date: |n7muznnn Amount: 8E.00 UsSD
Pay:  Eighty-Siz and 0100 US Dollar
To The Order OF EUSINESS WEEK REVIEW
I 1 ﬂ 2801 Chestnut Grove Drive
Elaomington, IL 58364
usa
Change Payor Add All ¥ouchers Create Check
| |Express Check |Update.-"DispIay

a Slalll ¥ Microsoft Word - APDD‘I_M5| ” Enter Youcher Information | Iw Create Payments - Us.

Expected
Results:

The pand matches. Congratulationd!

If these dements do not match, review the steps and consult your Instructor.

| NI O EEY s

Step 6 Verify remit vendor and bank information.

Step Group: Model

Click: Create Check |

Expected

Pay Fay Cycle Manager p’dﬂd d|33|61y8.
Results:

Verify BU and voucher number to be paid by express check.
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Step 6 Verify remit vendor and bank informetion.
Step Group: Model

Verify BU and voucher number to be paid by express check.

Click: Create Check |
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Exercise 7 (continued)

PARTICIPANT GUIDE

Step 7

Expected
Results:

Quick 1
OK

Verify Pay Cyde
Click:

Pau Cycle Manager

pand displays.

Step 8

Expected
Results:

Compare Pay Cycle Manager

Create Payments - Use - PayCycle Manager
File Edit %iew Go Favorites Use Process |nguire HBepot Help

panel to the pand shown below:

|- [5]x]

i ENEE ENEE =S ENE R E 2

Pay Cycle Manager |

Pay Cycle: QUICK Express Check Dperator: FHTRMN45
Pay Through Date: Next Step . H I
EFT Format Atisliechl;
Payment Date: ) )
Frint Advices Mext Step |
Sched Pymnts: 1 Print Checks q
Status: pproved Frint EFT Advices E_“"I
Frint File Copy LI Bestart |
E]
v Bank Account Descr FormID  Pos Frm  Copy Frm Fust Pymn  Status |
' 42000 1200 1000 File Copy LASERT COFY1 0000000243 Approved
¥ 42000 1200 1000 Checks LASER1 COPY1 0000000243 Approved
i
‘Pa_l,l Cycle Manager

The pand matches. Congratulationd!

|L|pdale.-’D\splay

If these eements do not match, review the steps and consult your Instructor.

Step 9

Expected
Results:

Verify that check statusis approved.

Mext Step |

The Express Check is created.

Click:
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Exercise 7 (continued)

Check
Results

Step 10 Compare Check copy pand to the pand shown below:

@ m-\psiintrainicrwilaser] rpt _ O] =]
=
MEIREY v v|e] &&= = tetan ooz 0of0
VeadorMemoker Yeadar Mamc Tonl Taam b
Qoooooo | o4 BUSTESS WEER REVEW f0 00
Cheh o oker Tak Totl Acossl Taamuah Talce Tobl Taid Agossl
LT et [ TR £26 00 L0 00 $20 00
FOUTATLY COMiir 133100, S ATMTLTIT BANK DOODDODZES0
riddle,
FQ Zox 219
Moo, T S12020219 G711
Tar LS LA TiT)
Tar TUIVEHIT AT AMD X2 0 100 0S DeoLL AR
Ta Th= ET3TNESS WELE LEVIEW
Order ©F 2901 Chomus thare Dues FPar Amonl .00
Sloomoguwo, T 58964
Void Void Veid

Aifonod digeatie

* NON-NEGOTIABLE *

LO0OCCO0RE0T ACS1 1004734 JE007oE0ET

Note: Remittance Advice of check isnot shown in panel shot. Check will be
printedon alocal printer.

Expected The pand matches. Congratulationd!

Results: If these dements do not match, review the steps and consult your Instructor.
Exercise completed.
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Exercise 8 - Create a Wire Payment for an Existing Voucher

PARTICIPANT GUIDE

Scenario: Y ou have received an invoice from Ann’s Flower s for flowers for the office.
The invoice has dready been entered as avoucher. The agency’s bank must
have wire payments established as a payment method. Create a wire payment.

Step 1 Sdect: Go=>Administer Procurement=>Enter Voucher Information

Expected The Voucher Information window displays.

Results:

Step 2 Sdect: Use=>»Voucher=>» Record Payment =» Update/Display

Expected A didog box displays.

Results:

Step 3 Enter or select the following:

Business Unit: 42000
Voucher ID: APB25X XX
Replace XXX with the number assigned to you by
your Ingtructor.
Click: OK
Expected The Record Payment pand displays.
Results:
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Exer cise 8 (continued)

Step 4 Verify payment details and payee information.

‘Payment Action

" Schedule Payment

Click: & Hecord a Payment
Reference: 98765432X X under Payment Details
Replace XX with the number assigned to you by

your Ingtructor.

‘Payment Method—
' Manual Check

Click: &« Wie

Click: Bl (0 save.
Expected The Payment button will now ungray.
Results:
Step 5 Click: Papment |

The Payment Information pand appears.
Veify that dl information on the pandl is correct.

Expected Wire payment is recorded in Phoenix only.
Results:
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Exer cise 8 (continued)

PARTICIPANT GUIDE

Check
Results
Pavrent |nfarmation .
Step 6 Compare " panel to the panel shown below:
Enter Youcher Information - Inquire - Papment Information [_ (O] x|
File Edit “iew Go Favortes Use Process Ingquire Beport Help
S EEE R EEEE A A
Fapment Information |
‘ SetlD: 42000 Bank: 9333  Account: 2040 42600 Reference: 9876543210
Remit to: 0000000705 Ann's Flowers
ShortName:  &NNSFLOWER-001 2222 Briarcliff Ad
Allanta, G4 454654
Amount: 45.00 US Dallar Created: 05211939
Dated: 0542141939 Cleared On:
By: Wire Reconciled On:
Payment Status: Faid Days outstanding: 1]
Post Status: Unposted
Cancel Status: Mo Cancel Action
Comments: H
Unit Youcher Invoice Doc Date Paid Amount Dszcnt{Lost) ;I
Gl 42000 APEZS0 THERZE-wm 06/20/1933 45.00 0.00 j
| Fayment Information | Update/Display i
Expected The pand matches. Congratulationd
Results: If these elements do not match, review the steps and consult your Instructor.
Exercise completed.
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Exercise 9 - Create a General Funds Transfer for an Existing Voucher

Scenario: Y ou have recelved an invoice for State taxes. The invoice has aready been
entered as avoucher. The vendor is set up to recelve General Funds Transfer.
Create a General Funds Transfer.

Note: Bank: 9999 and Account: 2040 for dl Generd Fund Trandfers.
Step 1 Sdect: Go=> Administer Procurement=» Enter Voucher Information
Expected THE VOUCHER INFORMATION WINDOW DISPLAYS.

Results:

Step 2 Sdect: Use=>» Voucher =» Record Payment = Update/Display
Expected A DIALOG BOX DISPLAYS.

Results:

Step 3 Enter or sdect the following:

Busgness Unit: 42000

Voucher Number: APB27XXX

Replace XXX with the number assigned to you by your
Instructor.

Click: OK

Expected The Record Payment pand gppears with voucher information |oaded.
Results:
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Exercise 9 (continued)

PARTICIPANT GUIDE

Step 4 Verify payment details and payee information.

Bank: 9999

Account: 2040

IN THE PAYMENT ACTION FRAME

Payment Action
" Schedule Payment
Click: & Hecord a Payment
In the Payment Method frame
-Payment Method—
' Manual Check
Click: e
Enter Reference: 0004XX
Replace XX with the number assigned to you by
your Ingtructor.
Click: 8l o save
Panel Processor |
YWarhing -- 'ou have a dizcontinuity in the check stock that
& vou are uzing | [7015.49)
ok LCancel | Explain

Click: OK
Expected The Payment button will now ungray.
Results:
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Exercise 9 (continued)

Check
Results

Step 5 Compare - Fiecerd Fayment | panel to the panel shown below:

Enter Youcher Information - Use - Youcher [_T5]x]
File Edit Wiew Go Favortes Use Process |nquire Beport Help

kR E E E N R EE E R R R A A

Line Infarmation and Chargesl Schedule Payment  Fecord Payment |Appruvals and Matching' Accounting Information' Accounting Information' Currency | 4 ¥

Unit: 42000 Invoice:  &1511-001 Vendor:  GEORGIA DEPARTMENT OF REVENL
Voucher:  APEZ7001 Date: 034062000 1D: 0000000133
rPayment Details—— Papment Method— Papment Action——— ;I
Bank: 9999 ﬂ " Manual Check " Schedule Payment
PO, 504D ﬂ 1+ Wire * Record a Payment

" Draft Pay: lﬁ
Ref o 22
r Go to Gross Amt: 400.00

Date: |oa/21/2000 _
Pagment Discount: 0.00
Comment.
Payee

Remit to:  |0000000133 ﬂ GEORGIA DEPARTMENT OF REVENUE
) . 4567 Mitchell Strest
L ﬂ Atlanta GA 30334 j

|FNTHN1 \Hecurd Papment \Updale/Dlsplay
iStart| (7 Status: H_. | B Microsolt . | 3§ Mirasott. | T Groupwis. || Enter v... FONMEEEWD 25
Expected The pand matches. Congratulationd!
Results: If these elements do not match, review the steps and consult your Instructor.

Step 6 Click: Payment |

The Payment Information panel gppears.
Expected Wire payment is complete.
Results:

Exercise completed.
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Exercise 10 - Applying Multiple Vouchersto One Payment Reference

Scenario: Y ou have been asked to process two vouchers on one payment reference.
Access Create Payments and apply the vouchers to one reference number.

STEP 1 Sdect: Go=>»Administer Procurement=» Create Payments
Expected The Create Payments window displays.
Results:
Step 2 Sdect: Use=>» Payment Entry=>» Add
Expected A diaog box displays.
Results:
Step 3 Enter or sdect the following:
Set ID: STATE

Remit Vendor: 0000000149
Bank Set ID: 42000
Bank Code: 1200

Bank Account; 1000

Payment Reference: 00000006X X
Replace XX with the number assigned to you by
your Ingructor.

Click: OK

Expected The Enter a Payment pand is displayed.
Results:
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Exercise 10 (continued)

Step 4 Enter or sdlect the following:
Amount: 1000.00
Comments Manual check
Dae Current Date (Defaults) (Can be changed)

Payment Method: &+ Manual Check: o payment method.

. Appl
Click ety |
Panel Processor E |

i YWarhing -- 'ou have a dizcantinuity in the check stock that

you are uzing. [7015,49]

LCancel Explain

Click: OK

Expected The Apply Vouchers to a Payment pandl is displayed.

Results:
Step 5 In the Available for Application frame:

Special Notes: Make sure vouchersare not on Hold

Use Scroll Bar : Select voucher number AP628XXX

Click:

Use Scroll Bar: Select voucher number AP6281XX

Click

Special Notes: Make sure your “Total Applied” equals your

“ Payment Amount” and your balance should be 0.00

Expected Voucher has been gpplied to the payment.
Results:
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Exercise 10 (continued)

Step 6

Expected
Results:

Click: Post this Payment: to post payment.

Click: Ej to save
Vouchers are gpplied to the reference number indicated.

Step 7

Expected
Results:

Compare PPY Vauehers ta a Fayment | panel to the panel shown below:

Create Payments - Use - Voucher Application [_[=]x]

File Edit View Go Favoites Use Process |nguire Report Help

E N EEEN SIS E TS E I TARZEA

Apply Youchers to a Payment I

SetlD: 42000 Reference: 0000000805
Bank: 1200 SunTrust Bark Method: Manual
Account: 1000 Operating Account Date: 03/21/2000
Remitted to: 0000000143 IKON OFFICE SOLUTIONS

Apply All Youchers at
Gross | Discount De-Select | ‘ men A-mounl: T WD

Total Applied: 1,000.00

‘ Fwis Payment | Balance: 0.oo

Available formm—Seati A
Unit: 42000 APE2E105 Due Date: 0372472000

Discount Due:
Scheduled Due: 03/24,/2000

z Post this

Payment in order for

Invoice: 56271108
Vendor: 0000000149
" Do Not Apply

= Apply Gross Amount Gross Amt:
" Apply Di d Amount Di d Amount:

IKON OFF

payment to post.
|FNTHN1 \Apply Youchers to a Payment \Update/Display
iﬁStaltl (5 Status: H... | B Microsaft .. | A Microsaft . | 3 Grouphwfic.. Ilwtmate ‘ ? @N%PG@ 2:03 PM

The pand matches. Congratulationd!
If these eements do not match, review the steps and consult your Instructor.

Exercise completed.
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D. Summary and Review

Activity Materials
W || CE | |
LECTURE GUIDE REVIEW

Objectivesreview:

Request apay cycle

Create system-generated checks

Create manua checks

Create express checks

Create wire payments

Cregte eectronic payments

Create genera funds transfers

Cancd apayment

Navigate through the online Library to locate dl other processing payments
procedures

OWCo~NogakwNPRE

Discuss the following questions:

1. How do | define the payment cycle?

2. How do the payment date and the payment accounting date differ?

3. What isapay cycle?

4. Can| keep the system from printing checks that | know our agency does not want
to pay, if the process is automatic?
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A. Introduction

Posting VVouchers

Welcome to the Posting VVouchers module!' This module contains the tools needed to
learn &l the concepts and procedures involved in posting vouchers.

Goal To acquire the skills and knowledge necessary to perform al the procedures identified
in the Posting VV ouchers section of the online Library.

Participant
Objectives At theend of this module you will be ableto:

3. Vaeify voucher posing
4. Navigate through the online Library to locate al other Posting V ouchers
procedures

PHOENIX - STATE OF GEORGIA SECTION 8: POSTING VOUCHERs 8—1
PROPRIETARY AND CONFIDENTIAL



MARCH 2003

B. Business Processes

PARTICIPANT GUIDE

Activity Materials
W R | | 2o
LECTURE GUIDE HANDOUT

Relevant Business Processes:

8—2 SECTION 8: POSTING VOUCHERS

PHOENIX - STATE OF GEORGIA
PROPRIETARY AND CONFIL



PARTICIPANT GUIDE MARCH 2003

C. Exercise
Exercise 1 — Verify Voucher Posting

Scenario: Y ou have entered three vouchers that have gone through overnight processing,
including budget check. Y ou now want to ensure that the vouchers have
posted correctly and the pay dates have been properly assigned.

Query: 0AP042_Vouchers Not_Posted
0AP043_Payments Not_Posted

Step 1 Sdect: Go=>Administer Procurement=» Enter VVoucher Information

Expected The Enter Voucher Information window displays.

Results:

Step 2 Sdect: Use=>Voucher=> Status Summary=>» Update/Display

Expected A didog box displays.

Results:

Step 3 Enter or sglect the following:
Busness Unit: 42000
Voucher ID: AP71
Click: OK

Expected The voucher ligting displays.

Results:

Step 4 Highlight voucher: AP7IAXXX
Click: Select

Expected The Status Summary pand displays.
Results:

PHOENIX - STATE OF GEORGIA SECTION 8: POSTING VOUCHERS 8—3
PROPRIETARY AND CONFIDENTIAL




MARCH 2003 PARTICIPANT GUIDE

Exercise 1 (continued)

Check
Results

Step 5 Compare 2tatus summary nanel with the pand shown below:

Enter Youcher Information - Use - Youcher HEE
File Edit “iew Go Favortes Use Process |nguire HBeport Help

ol gl@x| aaE| sle 2=l 2= 2le] #elslz ]|

Accounting Informationl Accounting Informationl Eunenc:yl Template [nformation  Status Summary | Eommentsl Assetsl ﬂ_’l
Unit: 42000 Invoice: 52645 Yendor: I ALLEM
Voucher:  &PT1&:00  Date: 05/27/1993 1D: 00000001 37
~Status Entry Inf 1
Entry Status: Postable Entered By: FHTR&IN
Post Status: Posted Origin: OmML
1099 Status: Unposted Entered on: 05/27/1939
BCM Status: Walid Last Updated: 05/27/1939
Close Status: Open Updated By: FHTRAIM
|FNTF|N2 |Status Summary |Update.-"DispIay
= ] Slalll 1 Status: HP La...l E¥ Microsoft W'or...l @ Phoenix F'rogr...l Iw Enter Youc. | ? @ N %P@ E 10:00 A

Expected The pand matches (with the exception of the current date, time and instance number).
Results: Congratulationd!
If the dements do not match, review the steps and consult your Ingtructor.

Step 6 Click: to view thelist of vouchers
Expected The voucher lig displays.
Results:
Step 7 Sdlect voucher:
Double-dick: AP71BXXX
Expected The Status Summary pand displays.
Results:
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Step 7

Sdlect voucher:

Double-dlick:

AP71BXXX
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Exercise 1 (continued)

Check
Results

Step 8 Compare 2tatlis summary nanel with the pand shown below:
Enter Youcher Information - Use - Youcher [ 2] x]

File Edit “iew Go Favorites Use Process |nguire Beport Help
SRR EENE NS EE T B A A)

Fecord F'aymentl Approvals and Matchingl Accounting Informationl Accounting Informationl Eunenc:yl Template [nformation  Status Summary | Commert_4 I ’I

Unit: 42000 Invoice: 45839505 Yendor: BROWM PRINTING
Voucher:  &PTIEXA  Date: 05/27/1993 1D: 000000012
~Status Entry Inf
Entry Status: Postable Entered By: FHTRAIM
Post Status: Posted Origin: OML
1099 Status: Unposted Entered on: 05/27/1939
BCM Status: Walid Last Updated: 05/27/1939
Close Status: Open Updated By: FHTR&IN
|FNTF|N2 |Status Summary |Update.-"DispIay

|| Staltl (7} Status: HP LaserJe...l T¥ Microzoft word - A... | @F‘hoenix Program ... ”w Enter Youcher | | ? @N%P@G 10:03 A

Expected The pand matches (with the exception of the current date, time and instance number).
Results: Congratulationd!
If the eements do not match, review the steps and consult your Instructor.

Step 9 Click: to view thelist of vouchers
Expected The voucher liging displays.
Results:
Step 10 Sdlect voucher:
Double-dick: AP71CXXX
Expected The Status Summary pand displays.
Results:
8—6 SECTION 8: POSTING VOUCHERS PHOENIX - STATE OF GEORGIA
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Exercise 1 (continued)

Check
Results
Step 11 Compare 2tatus summary nanel with the pand shown below:
Enter Youcher Information - Use - Youcher HEE
File Edit “iew Go Favortes Use Process |nguire HBeport Help
Ble(@x| Bloal sl 5= == @] el
Fecord F'aymentl Approvals and Matchingl Accounting Informationl Accounting Informationl Eunenc:yl Template [nformation  Status Summary | Commert_4 I ’I
Unit: 42000 Invoice: 5367925 Vendor:  AMOCO OIL COMPANY
Voucher:  APTICA40 Date: 05/27/1993 1D: 0000000133
~Status Entry Inf 1
Entry Status: Postable Entered By: FHTR&IN
Post Status: Posted Origin: OmML
1099 Status: Unposted Entered on: 05/27/1939
BCM Status: Walid Last Updated: 05/27/1939
Close Status: Open Updated By: FHTRAIM
|FNTF|N2 |Status Summary |Update.-"DispIay
iR Slalll &), Status HP LaserJe...l Y Microzoft Wword - A | @Phoenix Program .. “” Enter Youcher | | ? @N%P@G 10:04 A
Expected The pand matches (with the exception of the current date, time and instance number).
Results: Congratulationd!
If the elements do not maich, review the steps and consult your Instructor.
Exercise completed.
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D. Summary and Review

Activity Materials
W || | |
LECTURE GUIDE REVIEW

Objectivesreview:

1. Veify voucher posting
2. Navigate through the online Library to locate al Posting VVouchers procedures

Discuss the following questions:

7. What is needed for avoucher to be digible for posting?

8. What information can | view about posting vouchers within Phoenix?

9. How do you correct an error on an unposted voucher?
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A. Introduction

Correcting Vouchers

4

Welcome to the Correcting VVouchers module! This module contains the tools
needed to learn al the concepts and procedures involved in correcting vouchers.

Goal To acquire the skills and knowledge necessary to perform al the procedures identified
in the Correcting VVouchers section of the online Library.

Participant
Objectives At the end of this module you will be able to:

State the types of voucher corrections that can be made a various stages of voucher
processing

Close vouchers

Delete vouchers

Make voucher adjustments

Navigate through the online Library to locate dll other Correcting Vouchers
procedures

Know the types of voucher corrections that can be made at various stages of voucher
processing

Close vouchers

Make voucher adjustments

Cancel payments

PHOENIX - STATE OF GEORGIA SECTION 9: CORRECTING VOUCHERS 9—1
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B. Business Processes

PARTICIPANT GUIDE

Activity Materials
W R | | 2o
LECTURE GUIDE HANDOUT

Relevant Business Processes:

AP-017 — Voucher Corrections

9—2 SECTION 9: CORRECTING VOUCHERS

PHOENIX - STATE OF GEORGIA
PROPRIETARY AND CONFIL



PARTICIPANT GUIDE

C. Exercises

Exercise 1 — Correcting Vouchers Immediately After Initial Entry

MARCH 2003

Scenario: A regular voucher has been entered and a correction is required on the day of
entry. The amount should have been $1.10 on distribution 2 and the account
field should have been 614001. The gross amount of the voucher should be
$4.10. Make this correction.

Step 1 Sdect: Go=>Administer Procurement=>» Enter Voucher Information

Expected The Enter Voucher Information window displays.

Results:

Step 2 Sdect: Use=>Voucher=>»Invoice Header Infor mation=» Update/Display

Expected A didog box displays.

Results:

Step 3 Enter or select the following:

Busness Unit: 42000
Voucher ID: AP811IXXX
Replace XXX with the number assigned to you by
your Ingructor.
Click: OK

Expected The Invoice Header Information pand displays.

Results:

Step 4 Enter or select the following:

Correct Grossamount: $4.10

Click: Line Information and Charges I
Expected The Line Information and Charges pand displays.
Results:

PHOENIX - STATE OF GEORGIA

PROPRIETARY AND CONFIDENTIAL
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Exercise 1 (continued)

Step 5

Expected
Results:

Enter or sdect the following:
Voucher Line Amount: 4.10

2" Digribution ~ Amount:  1.10
2" Digtribution Account. 614001

Click: E_l to save
The voucher has now been corrected and saved.

Check
Results

Step 6

Expected
Results:

Compa-e Line Information and Charges I panel with the pa]d shown below:

Enter Youcher Information - Use - Youcher - =] =]
File Edit “iew Go Favortes Use Process Inguie Beport Help

8le|@ x| Haal sl e S| 22| #le|sle |

Invoice Header Information  Line Information and Charges | Scheduls F'aymentl Record F'aymentl Approvals and Matchingl Accourting Informationl Acoo 4 I ’I

| Unit: 42000 Youcher 1D: APE11001 Group: Balance: 0.0 |
[~ 3rd Party Payment Distribute by: IAmt vi =]
Amount Item 1D Description Quantity UOM Unit Price
1 I 410 I ﬂ Icleaning supplies I I ﬂ
Amount Quantity Account Fund Org Program Code _‘I
1] 300 | [e14001 +] [ai + ED3 s [ 4
Sub-Cls BY Project
[301 # Jzo01 " 4| [os L
SpeedChart GL Unit Rate Dpenltem
| | Assell Stat | Proj | 42000 | 1.0000000 |
Amount Quantity Account Fund Org Program Code
s i) | [14001  +] [ai 3 EE s [ 4
Sub-Cls BY Project
[301 3 [zo01 4| [os L
GL Unit Rate DOpenltem
Assell Stat | Proj | 42000 | 1.0000000 | :I :I

| |Line Infarmation and Charges |Update.-"DispIay
il Start | B Microsoft word - AF'DU'I_M?' I” Enter Voucher Inform_. B Create Payments - se -E... | | N RASEREY 208M

Note: Thevoucher ID number may differ.

The panel maiches. Congratulations!
If the dements do not match, review the steps and consult the Instructor.
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Exercise completed.
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Exercise 2 — Correcting Voucher (same day) for Incorrect Vendor

PARTICIPANT GUIDE

Scenario: After reviewing voucher AP812XXX online, you discover that you have
entered the wrong vendor and the voucher has not posted. Change the
voucher to pay to the appropriate vendor, Reliance Heating and Air.

Step 1 Sdect: Go=>Adminiser Procurement=»Enter Voucher Information

Expected The Enter Voucher Information window displays.

Results:

Step 2 Sdect: Use=>Voucher=» Invoice Header | nformation=» Update/Display

Expected A didog box digplays.

Results:

Step 3 Enter or sdlect the following:

Busness Unit: 42000
Voucher ID: AP812X XX
Replace XXX with the number assigned to you by
your Ingtructor.
Click: OK

EXpeCted THE INVOICE HEADER INFORMATION PANEL DISPLAYS.

Results:

Step 4 Shortname: RELIA (Shift F4 or Double-click)

Double-dick: RELIANCE HEATING AND AIR

Click: Tab
Expetlited The Invoice Header Information pand displays with the corrected vendor.
Results:
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Exercise 2 (continued)
Step 5 Click: El to save
Expected The new information is saved.
Results:
Check
Results
Step 6 Compare [reenice Header |nfarmation I panel with the panel shown below:
Enter Youcher Information - Use - Youcher - =] =]

Expected
Results:

File Edit %iew Go Favontesr Use Procesz: |nguire Beport Help

Blegl@x| Elaa| sle zl=] SlE] Elel0] e l27 |

Irvoice Header Information | Line Information and Ehargesl Schedule Paymentl Fecord F'aymentl Approvals and Matchingl Accounting Informationl Accolﬂ_’l

Unit: 42000 Youcher- AF212001 Group: I ﬂ Lines: 1 Balance: U.UU‘
ShortMame: IFIELIANCEHE-I]I]I ﬂ Loc:l 1 ﬂ RELIAMCE HEATIMG AND AR

1215 Chambers Drive
Yendor: [oooooo0117 ﬂ 1099| i

Marietta, GA 30664
Terms: [nso |3 @Gmss: | 93.00 USD Use: | kil 000
Daate: |n7muznnn Sales: 0.00
Invoice: |mm] Freight: | 0.00 @ YAT: | 0.00 @
Contract ID: I ﬂ Gollo

Match Mgr- | Match Emmors. |

[ [Invoice Header Information

|Update/Dizplay

a Slalll T Microsoft Ward - APDD‘I_M?' Iw Enter Youcher Inform. .. w Create Payments - Use -E... |

| NI EOEEY a2aM

Note: Thevoucher ID number and Invoice number may differ.

The pand matches. Congratulations!

If the lements do not match, review the steps and consult the Instructor.
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Exercise completed.
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Exercise 3— Correct Voucher following (Overnight) BCM Error

Scenario: After reviewing the budget exception report, you have found that voucher
AP813XXX had aBCM error and rejected due to an incorrect sub-class.
Y our god isto correct the sub-class of this voucher.

Stepl Sdect: Go=>Administer Procurement=>» Enter Voucher Information
Expected The Enter Voucher Information window displays.

Results:

Step 2 Sdect: Use=>Voucher=> Invoice Header I nformation=> Update/Display

Expected A didog box displays.

Results:
Step 3 Enter or sdect the following:
Business Unit: 42000
Voucher ID: APBL3XXX
Replace XXX with the number assigned to you by

your Ingructor.
Click: OK

Expected The Invoice Header Information pand displays.
Results:

Step 4 Click: Line Information and Charges
Enter correct sub-class:
Sub-Class 301

Expected Correct data entry
Results:

PHOENIX - STATE OF GEORGIA SECTION 9: CORRECTING VOUCHERS 9—9
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Exercise 3 (continued)
Step 5 Click: El to save
Expected The new information is saved.
Results:
Check
Results
Step 6 Compare Line Infarmation and Charges I panel with the panel shown below:
Enter Youcher Information - Use - Youcher - =] =]

Expected
Results:

File Edit %iew Go Favontesr Use Procesz: |nguire Beport Help

Blglax| HhE gw o= g5 2lel2] # v [47]

Invaoice Header Infarmation  Line Information and Charges | Schedule Paymentl Record Paymentl Approvalz and Matchingl Accounting Informationl Acoo I ’I

| Unit: 42000 Youcher ID: APE12001 Group: Balance: 0.0 |
[ 3rd Party Pagment Distribute by: IAmt vi —‘I
Amount Item 1D Description Quantity UOM Unit Price
1 I 35500 I ﬂ IVaIentines party catering I I ﬂ I
Amount Quantity Account Fund Org Program Code _‘I
1] 355.00 | | [627045 4] [ai 3 Y for £
Sub-Cls BY Project
[a01] ﬂ [z001 ﬂ [z0108 ﬂ
SpeedChart GL Unit Rate Openltem

(] I Assell sml Ploil 42000 | 10000000 |

=3

| |Line Infiormation and Charges |Update.-"DispIay
il Start | B Microsoft word - AF'DU'I_M?' I” Enter Voucher Inform_. B Create Payments - Lse -E... | | N RIASEREY 924aM

Note: Thevoucher ID number may differ.

The pandl matches. Congratulations!
If the lements do not match, review the steps and consult the Ingtructor.

Exercise completed.
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Exercise 4 — Adjusting Voucher for Incorrect Account Number

Scenario: Y our supervisor has consulted you to change the account number on a
previoudy pad voucher to Atlas Transmission for work done on one of
your agency vehicles. The voucher was origindly charged to 612001
(gasaline). Using an adjustment voucher, make this change to the account
number.
Query: 0APO12 Vchr_Acct Line
Step1 Sdect: Go=>Adminiser Procurement=» Enter Voucher Information
Expected The Enter Voucher Information window displays.
Results:
Step 2 Sdect: Use=>Adjusment=>» Adjustment I nformation=> Add
Expected A didog box digplays.
Results:
Step 3 Enter or sdlect the following:
Busness Unit: 42000
Voucher ID: NEXT (Default Value— Do Not Change)
Click: OK
Expected The Adjustment Information pand diplays.
Results:
Step 4 Shortname: ATLAS (Shift F4 or Double-click)
Double-dlick: ATLASTRANSMISSION
Click: TAB
Expected Vendor information is displayed.
Results:
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Exercise 4 (continued)

Step 5 Enter or select the following:
Dae Current Date
[ nvoice number: 5893-XX
Replace XX with the number assigned to you by
your Ingtructor.
Gross amount: 0.00
Reated voucher: AP821IXXX
Replace XXX with the number assigned to you by
your Ingtructor.
Expected Correct data entry
Results:
Step 6 Click: Line Information and Charges I
Description: Re-Rate Account #
Enter dl of the chart fidds that were originaly entered for thisinvoice.
Digribution Line 1:
Amount: -550.00
Account: 612001
Fund: Al
Organization Code: 4203100201
Progran Code: 81
Sub-Class. 301
BY: Current Budget Year
Project: 06
Expected Correct data entry
Results:
Step 7 Click: Bl button to insert arow
Expected Line two appears.
Results:
PHOENIX - STATE OF GEORGIA SECTION 9: CORRECTING VOUCHERS 9—13
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Exercise 4 (continued)

PARTICIPANT GUIDE

Step 8 Enter correct chart fields for thisinvoice.
Digtribution Line 2:
Amount: 550.00
Account: 612003
Expected Correct data entry
Results:
Step 9 Click: Bl o save
Expected The new information is saved.
Results:
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Exercise 4 (continued)

Check
Results

Step 10

Expected
Results:

Compa'e Line Information and Charges I pane| with the pmd shown below:

Enter Youcher Information - Use - Adjustment MmEE
File Edit %iew Go Favontesr Use Procesz: |nguire Beport Help

glg|@ x| EEE = 2| 8] sl *]v 4]

Adiustment Information  Line Infarmation and Charges | Schedule Paymentl Fiecord F'aymentl Approvals and Matchingl Accounting Information | Accountin 4 I >I

| Unit: 42000 Youcher ID: 00000233 Balance: 0.00 |
[~ 2rd Party Payment Distribute by: Ih —AI
Amount Item 1D Description Quantity UOM Unit Price
1 I [IRi]1] I ﬂ IConecl Account number || I_ﬂ I
Amount Quantity Account Fund Org Program Code _‘I
1] 55000 | [s12001 3| [a1 * BB [ 4
Sub-Cls BY Project
[a01 3| [e001 4] [os 3
SpeedChart GL Unit Rate Openltem
ol Assell Stat | Proj | 42000 [ 1.0000000] |
Amount Quantity Account Fund Org Program Code
2 | 55000 | [612003 3| [a1 * BB [ 4
Sub-Cls BY Project
[301 3| [eo01 " 4| [os ki
GL Unit Rate Openltem
Assell Stat | Proj | 42000 | 1.0000000 ||| II II

[ |Lire Information and Charges [Add
i Start | T Microsoft word - AF'DDLM?' Iw Enter Youcher Inform... | S Cieate Payments - Use - E... | | N S ERY 930M

Note: Thevoucher ID number may differ.

The panel matches. Congratulations!
If the lements do not match, review the steps and consult the Instructor.

Exercise completed.
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Exercise 5 — Debit memo

PARTICIPANT GUIDE

Scenario: During a previous accounting period, you received an invoice from
Worldwide Moving for severad employee relocations from the Savannah area
to the Atlantaarea. The origind invoice (and voucher) did not include
charges for alast minute decison to move a car for one of the employees. An
invoice for the additiond charges has been sent to you. Your god isto
successtully enter the voucher information and link it to the origind invoice
using an adjustment voucher.

Step 1 Sdect: Go=>Administer Procurement=» Enter Voucher Information

Expected The Enter Voucher Information window displays.

Results:

Step 2 Sdect: Use=>» Adjusment=>» Adjustment I nfor mation=> Add

Expected A didog box displays.

Results:

Step 3 Enter or select the following:

Busness Unit: 42000
Voucher ID: NEXT (Default Value— Do Not Change)
Click: OK
Expected The Adjustment Information panel displays.
Results:
Step 4 Shortname: WORLD (Shift F4 or Double-click)
Double-dlick: WORLDWIDE MOVING
Click: TAB

Expected Vendor information is displayed.

Results:
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Exercise 5 (continued)

Step 5 Enter or sdect the following:
Date: Current Date
[nvoice number: DB5689-XX
Replace XX with the number assigned to you by
your Ingructor.
Gross amount; 535.00
Related voucher: AP822X XX
Replace XXX with the number assigned to you by
your Ingructor.
Expected Correct data entry
Results:
Step 6 Click: Line Information and Charges I
Voucher Line 1:
Description: Additional moving expense
Distribution Line 1:
Account: 627049
Fund: Al
Org. Code: 4204200193
Prog. Code: 01
Sub-class: 301
Year: Current Budget Year
Project: 20208
Expected Correct data entry
Results:
Step 7 Click: Remaining pand group to verify defaults
EXpeCted VERIFY DEFAULTS OF PANELS.
Results:
PHOENIX - STATE OF GEORGIA SECTION 9: CORRECTING VOUCHERS 9—17
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Exercise 5 (continued)

PARTICIPANT GUIDE

Step 8

Expected
Results:

El to save

The new information is saved.

Click:

Check
Results

Step 9

Compa'e Line Information and Charges I pane| with the pmd shown below:

Enter Youcher Information - Use - Adjustment MmEER

File Edit View Go Favortes Use Process Inguire Heport Help

N ENE N E E N R A A

Adiustment Information  Line Information and Charges I Scheduls Payment' Riecord F’aymant' Approvals and Matchimg' Accounting Information | Accountin_4 ’|

| Unmit: 42000

¥oucher ID:

00000234

Balance: 000 ‘
[~ 3rd Party Pagment Distribute by: [EX-TIRNN ~ | =]
Amount Item 1D Deseription Quantity  UOM Unit Price
N 7N nsauions movng crven | IR ||
Amount Quantity  Account Fund Drg Program Code ]
1 535.00 | [e27oaa 8] [ai d I e 9
Sub-Cls BY Praject
I o —
SpeedChart GL Unit Rate Openitem
C[ 3 [asse | stat | Proj | 2000 [ 1.0000000

Expected
Results:

[ [Ling Information and Charges  [Add

i Start | /B3P Miciosoft Word - AP001_M7 || Enter Voucher Inform... B8 Cieale Payments - Lse -E... N BSEREY s
Note: Thevoucher ID number may differ.

The panel maiches. Congratulations!
If the eements do not match, review the steps and consault the Ingtructor.

Exercise completed.
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Exercise 6 — Correcting Voucher for Incorrect Vendor After Checks
Printed

Scenario: Y ou have received natice that you have paid an invoice from Landscape
Services to the incorrect vendor. The check is ill inyour control. Y our god
isto successfully cancel the payment, close out the origind voucher and re-
enter a new voucher to the correct vendor.

Step 1 Sdect: Go=>Administer Procurement=» Create Payments
EXpeCted THE CREATE PAYMENTS WINDOW DISPLAYS.
Results:
Step 2 Sdect: Use=>» Payment Cancellation
Expectaj A DIALOG BOX DISPLAYS.
Results:
Step 3 Enter or sglect the following:
Bank SetID: 42000
Bank Code: 1200

Bank Account: 1000

Reference: 00000002X X
Replace XX with thenumber assigned to you by
your ingructor.

Click: OK
Double-dlick: 00000002X X
Expected The Cancel a Payment pand is displayed.
Results:
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Exercise 6 (continued)

Step 4 Enter or sdect the following:

Date Cancdled: Current date

IN THE PAYMENT STATUS FRAME

Click: = Woid

In the Cancd Action frame

Click: &+ Do Hot Beissue/Ciose Liability!
Expected Note: Thiswill Close Voucher.
Results:
Step 5 Click: El to save

Expected The new information is saved.
Results:

Step 6 Compare - =nestaFaiment’ 5 an el with the pand shown below:

File Edit ‘“iew Go Favaorites Use Process Ingquire Beport Help

Create Payments - Use - Payment Cancellation [_ (O] =]

SRR EEEEEEEEE N R

Cancel a Payment |

SetlD: 42000
Bank: 1200 SunTrust Bank
Account: 1000 3E00706026

Reference 1D: 0000000201

Remit Vendor: 0000000128 LAMDCASTER SERVICES

Amount: E3.00 US Dollar Date: 05/27/19939 By Manual
Date Cancelled: ||]5J'ZBJ'1 999 Pay Status Cancel Action
o) " Re-Open Youcher(s)/Re-1ssue
" Stop "' Re-Dpen Youcher(s)/Put on Hold
" Undo Cancel ' Do Mot Reissue/Close Liability
|Cancel a Payment |Update/Display 4
Note: Thereference D number may differ.
Expected The pand matches. Congratulations!
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Cancel a Fayment ; .
Step 6 Compare PMEM nanel with the pand shown below:
Create Payments - Use - Payment Cancellation == E
File Edit “iew Go Favortes Use Process |nguire Beport Help
ele@x| ElEE] EE 5= EE] 2lel] vl |
Cancel a Payment |
SetlD: 42000
Bank: 1200 SunTrust Bank
Account: 1000 3E00706026
Reference I1D: 0000000201
Remit Yendor: 00000007 28 L&NDCASTER SERVICES
Amount: E3.00 US Dollar Date: 05/27/1939 By: Manual
Date Cancelled: Im -Payment Status Cancel Action
i+ "' Re-Dpen Youcher(s)/Re-lssue
" Stop " Re-Open Youcher(s)/Put on Hold
" Undo Cancel ' Do Mot Reissue/Close Liability
|Eancel a Payment |Update.-"D izplay i
Note: Thereference D number may differ.
Results: If the elements do not match, review the steps and consult the Ingtructor.
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Exercise 6 (continued)

Step 7 Sdect: Go=>»Administer Procurement=»Enter Voucher Information
Expected The Enter Voucher Information window displays.
Results:
Step 8 Select: Use=>»Voucher=» Invoice Header Information=>» Add
Expected A didog box digplays.
Results:
Step 9 Enter or sdect the following:
BusnessUnit: 42000
Voucher ID: NEXT (Default Value— Do Not Change)
Click: OK
Expected The Invoice Header pand displays.
Results:
Step 10 Shortname: LAND (Shift F4 or Double-click)
Double-dick: LANDSCAPE SERVICES
Click: TAB
Expected Vendor information is displayed.
Results:
Step 11 Enter or sdect the following:
Date: Current Date
Invoice number: 57852-XX
Replace XX with the number assigned to you by
your Ingtructor.
Gross amount: 250.00
Expected Correct data entry
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Step 11 Enter or select the following:
Date: Current Date
Invoice number: 57852-XX
Replace XX with the number assigned to you by

your Ingtructor.

Gross amount: 250.00
Results:
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Exercise 6 (continued)

Step 12 Click: Lire: Infarmation and Charges I

Voucher Line 1:

Description: L andscaping Services

Digribution Line 1:

Account: 627049
Fund: Al
Org. Code: 4204300202
Prog. Code: 01
Sub-class. 301
Year: Current Budget Year
Project: 20208
Expected Correct data entry
Results:
Step 13 Click: Invoice Header Information I
Click: 1993] | ocated beside the vendor short
name)determineif the lines of the voucher should be charged

as 1099 applicable

Click:

Expected The Invoice Header Information pand displays.
Results:

Step 14 Click: Remaining pand group to verify defaults

Expected Verify defaults of pands.
Results:

Step 15 Click: El to save

Expected The new information is saved.
Results:
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Step 15

Click:

El to save
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Exercise 6 (continued)

Check
Results

Step 16 Compare Line Infarmation and Charges I panel with the panel shown below:

[_[5]x]

Enter Youcher Information - Use - Youcher
Eile

glz|g@x EEE B =s| S8 & lel2] #]v |4

Irwoice Header Information  Line Infarmation and Charges | Scheduls Paymenll Record F’ayment' Approvals and Matching' Accoumlinglnlormatioml Ao ’|

Edit Wiew Go Favorites Use Process Inquire Heport Help

Expected
Results:

l_l ﬂ ASSEII Stat | Proj 42000

| Unit: 42000 VoucherID:  NEXT Balance: 000 ‘
™ 2rd Party Payment Distribute by: |Amt - ;'
Amount Item ID Description Quantity UOM Unit Price
1 25000 [ ﬂlLandscaping Services || ﬂ|
Amount Quantity  Account Fund Drg Program Code ;l
1 25000 | [e27osa | #| [a1 | EIE ¢ fer |
Sub-Cls BY Project
an ﬂ 2000 ﬂ 20208 ﬂ
SpeedChan GL Unit Rate Openitem

Gl

|dd

WNMEBRES® 22¢pH

[ [Line Information and Charges

I B¥ Microsaft Word - APO0T_. ||wEnte[ Voucher Inform....

ﬂ Start | Group'wise - M ailbox

Note: Thevoucher 1D number may differ.

The pand matches. Congratulations!
If the elements do not match, review the steps and consult the Instructor.

Step 17

Expected
Results:

|rvoice Header [nformation I

Click:

The Invoice Header Information pand displays.
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Exercise 6 (continued)
Step 18 Compare Irveoice Header | nfarmation I panel with the panel shown bdow:

Enter Youcher Information - Use - Youcher [_[=2]x]

File Edit “iew Go Favoites Use Process Inguire Report Help

Bl |@ x| EEE sle == S5 2 lelo] FlvelA2 ]

Invoice Header Information I Line Information and Charges I Schedule Payment I Record Payment | Approvals and Matching | Accournting Information I A:cmﬂ_’l

Unit: 42000 Youcher: MEXT Lines: 1 Balance: 000

ShortName: ILRNDSCJ\PES—DOI ﬂ Loc: 1 ﬂ LAMDSCAPE SERVICES

N 23900 Church St
Vendor-  [0000000127 4| 1099 o ;: sz
ecatur,

Terms: [N30 %] @ Gross: | 25000 USD Use: | = @ 0.00
Date:  [02/0172000 Sales: | 0.00
Inuoice: [57852-X3X Fieight: | 0.00 @ YAT: 0.00 @-

Expected The pand matches. Congratulationd!

Results: If the dements do not match, review the steps and consult the Instructor.

Contract ID: | = Go T
Match Mar. | Match Errors |
[ Inwoice Header Information |Add
hstart| [ Groupwise - Mailbox | B3 Micrasolt Word ~4P001_. | (BB Enter Voucher nform. . WNMGERED 225

Note: Thevoucher 1D number and Invoice number may differ.

Exercise completed.
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Exercise 7 — Close Posted Voucher for Incorrect Vendor

Scenario: After reviewing voucher AP814X XX online, you discover that you have
entered the wrong vendor and the voucher has posted. Close the voucher
and re-enter to pay to the appropriate vendor, J. B. Enterprises.

Query: 0AP018 Closed Vouchers

Step 1 Sdect: Go=>Adminiser Procurement=»Enter Voucher Information

Expected The Enter Voucher Information window displays.

Results:

Step 2 Sdect: Process=Voucher Close=» Close Voucher

Expected A didog box displays.

Results:

Step 3 Enter or sdect the following:

Business Unit: 42000
Voucher ID: AP814XXX
Replace XXX with the number assigned to you by
your Ingructor.
Click: OK
Expected The Close Voucher pand displays.
Results:
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Exercise 7 (continued)

Step 4 Enter or sdect the following:

Manud Close Date: Current Date

Click: ¥ Process Manual Close

(Note: This procedure automatically saves
document)

Expected The voucher close request is processed.
Results:

Step S Compare | 1958 Vaucher | panel with the pandl shown below:

Enter Youcher Information - Process - Youcher Close HEE
Eile Edit “iew Go Favortes Use Process Inquire Heport Help

dlel@x| s slel BlE| 2= el £lelslz]]

Close Youcher | Voucher Details |

| Unit: 42000 Voucher:  AP314001

Wendor Inf
Vendor: 0000000121 JG ENTERPRISES
ShortN ame: JGENTERPRI-00

Woucher Infi ti
Invoice: 23001 Origin:  ONL
Date: 03/01./2000 Group:
Gross Amt: 168.00 USD

Manual Close Date: 06/01/1939 ¥ Process Manual Close

[ |Close Voucher |Update/Display

i tart |G Enter Voucher Inform... 2 Exploring - U Guides\AF .| B Microsoll Word - 4001 .. | [NPA PR R 101944

Note: Thevoucher ID number and Invoice number may differ.

Expected The pand matches. Congratulations!
Results: If the elements do not match, review the steps and consult the Instructor.
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Exercise 7 (continued)

Step 6

Click: to cancel

Expected PANEL IS CANCELLED.

Results:

Step 7 Sdect: Go=>»Adminiger Procurement=>»Enter Voucher |nformation
Expected The Enter Voucher Information window displays.

Results:

Step 8 Sdect: Use=>»Voucher=>» I nvoice Header | nformation=» Add

Expected A didog box displays.

Results:

Step 9 Enter or sdect the following:
Business Unit: 42000
Voucher ID: NEXT (Default Value— Do Not Change)
Click: OK

Expected The Invoice Header Information pand displays.

Results:

Step 10 Enter or select the following:
Shortname: JB (Shift F4 or Double-click)
Double-dlick: JB ENTERPRISES
Click: TAB

EXpeCted J. B. ENTERPRISES INFORMATION IS POPULATED.

Results:
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Step 10

Enter or select the following:

Shortname: JB (Shift F4 or Double-click)
Double-dick: JB ENTERPRISES
Click: TAB
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Exercise 7 (continued)

Step 11 Enter or sdect the following:
Date: Current Date
Invoice number: 23-XX
Replace XX with the number assigned to you by
your Instructor

Gross amount: 159.00

Expected Correct data entry

Results:
Step 12 Click: Line Information and Charges
Enter or sdect the following:
Voucher Line 1:
Description: Consaulting
Digtribution Line 1:
Account: 651001
Fund: Al
Organization Code: 4203100201
Progran Code: 81
Sub-Class. 301
BY: Current Budget Y ear
Project: 06
Expected Correct data entry
Results:
Step 13 Click: Theremaining panelsto verify defaults
Expected Correct data entry
Results:
Step 14 Click: Invaice Header Infarmatian
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Step 14 Click: Imvoice Header Information

Expected THE INVOICE HEADER INFORMATION PANEL DISPLAYS.

Results:
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Exercise 7 (continued)

Step 15 Click: 1099 (located beside the vendor Short
Name) determineif the lines of the voucher should be charged
as 1099 applicable.

Click: Checkbox marked 1099 applicable

Click: Down arrow to select 1099 code of non-
employee compensation

Click:

Expected The Invoice Header Information pand displays.

Results:

Step 16 Click: Bliosave

Expected The new information is saved.

Results:
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Exercise 7 (continued)
Check
Results
Step 17 Compare Ireoice Header |nfarmation I panel with the panel shown below:
Enter Youcher Information - Use - Youcher !E

Expected

File Edit Yiew Go Favortes Use Process Inguie Beport Help
Bleglax| aE sle o= GE] 2lel2] vl

Irvoice Header Information | Line Information and Ehargesl Schedule Paymentl Fecord F'aymentl Approvals and Matchingl Accounting Informationl Accol;l_’l

Unit: 42000 Youcher: APS14:KE Group: I ﬂ Lines: 1 Balance: oo ‘
ShortMame: IJBENTEFIPFII-I]I]I ﬂ LDc:I 1 ﬂ JB EMTERFPRISES

3458 Peachtres St

. 1099
Vendor:  [o000000122 | 4| I Aot s 37045
Terms: [n30 3| @ Gross: | 159.00| USD Use: | * @ 0.00
Daate: IllZfl]"Zl]l]l] Sales: 0.00 @
Invoice: [23-xxx Freight: | 0.00 @ ¥AT: | 0.00 @
Contract ID: I ﬂ GoTo
Match M. | Match Ermors |
[ [Irvgice Headsr Information |Update/Display
= ] Slalll & Groupiwize - b ailbox | B¥ Microsoft Waord - APOOT_.. “” Enter Youcher Inform.___ |$ N %@38 ?‘@@ 1:56 PM

Note: Thevoucher ID number and Invoice number may differ.

The pand matches. Congratulationd

Results: If the elements do not match, review the steps and consult the Instructor.
Exercise completed.
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Exercise 8 — Create an Adjustment Voucher — Program & Cash
(Correction)

Scenario: Y ou havereceived an internal memo from your supervisor directing you to changethe
Program chartfield on a paid voucher. Since you ar e changing the Program, the Cash
account must also be corrected. The VVoucher wasoriginally charged to Federal funds
and should have been charged to State funds. Create an adjustment voucher using the
adjustment voucher pand group

Query: O0APO12 Vchr_Acct_Line

Step 1 Sdect: Go=>Administer Procurement=»Enter Voucher Information
Expetlited The Enter Adjustment Voucher Information window displays.

Results:

Step 2 Sdect: Use=>Adjusment=>» Adjustment Information=>» Add

Expected A didog box displays.

Results:

Step 3 Enter or sdect the following:
Busness Unit: 42000
Voucher ID: NEXT (Default Value- Do Not Change)
Click: OK

Expected The Invoice Header Information pand displays.

Results:

Step 4 Enter or select the following:
Shortname: UNIV (Shift F4 or Double-click)
Double-click: UNIVERSITY OF GEORGIA
CLICK:

Expected Vendor information is populated into the pand.
Results:
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Exer cise 8 (continued)

Step 5 Enter or sdect the following:
Date: Current Date
Terms NOO
Invoice 4567-XXA
Replace XX with the number assigned to you by

your Ingructor.

Gross Amount: 0.00
Click: TAB
Related Voucher ID: Voucher # from Section 3
Exercise 1l
Expected Correct data entry
Results:
Step 6 Click: Line Information and Charges I
Voucher Linel
Amount: 0.00 (Should equal Gross pay on Header Panel)
Description: Correct Program and Cash

Digribution Line 1:

Amount: -550.00

Account 627049

Fund: Al

Organization Code: 4203100201
Program Code: 1228

Sub-class 304

BY: Current Budget Year
Project: 10208

Expected Correct data entry — Didribution Line 1 — To reverse origina entry to incorrect
Results: Program Code.

PHOENIX - STATE OF GEORGIA SECTION 9: CORRECTING VOUCHERS 9—37
PROPRIETARY AND CONFIDENTIAL




MARCH 2003

PARTICIPANT GUIDE

Exer cise 8 (continued)

Step 7 Click: ﬂ or E7 toinsert arow. (Distribution Line 2)

Veify that amount is. 550.00

Change Program codeto: 01
Expected Correct dataentry — Chartfidd Line 2 — Expense to correct Program Code.
Results:
Step 8 Click: ﬂ or F7 toinsert arow. (Distribution Line 3)

Enter or Sdect the following:

Amount: 550.00

Account: 100001

Program: 1228
Expected Correct data entry — Chartfied Line 3— To Reverse originad Cash entry to incorrect
Results: Program code.
Step 9 Click: @ or E7 toinsert arow. (Distribution Line 4)

Veify that anountis  -550.00

Verify Account codeis 100001

CHANGE PROGRAM CODE TO:
Expected Correct dataentry — Chartfidd Line 4 — To record Cash in correct Program code.
Results:
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Exer cise 8 (continued)
Step 10 Click: Sehedule Payment | (o1 to verify defaults:
Click: Fiesord Payment | top to verify defauits
Click: Appravals and Matching. (o to verify defaults,
Click: Accounting [nfarmation I tab to verify defaults.
Click: Status aummary tof) to verify defalts.
Click: Comments | tah to verify defaullts,
Expected Veification of default vaues.
Results:
Step 11 Click: Bliosave
Expected The new information is saved.
Results:
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Exercise 8 (Continued)

Adjustment [nformation

Step 12

Compare | panel to the pand shown below:

Enter Youcher Information - Use - Adjustment [_[5]x]

File Edit “iew Go Favortes Use Process Inguie Report Help
| @ x| 50| sjel @] Sl el] #e]s] |

Adjustrent Information | Line Information and Ehargesl Schedule F'apmentl Record Faymenll Lpprovals and Malch\ngl Accounting [nformation Accuunt\ni‘_’l

Unit: 42000 Youcher: 00000284 Lines: 1 Balance: 000
ShortName: [UNIVERSITY-001 #| roe:[ 1 4| unversiyoF GEoREA
S e

Terms: [n30 4| @ Goss: [ oso wsDowse [ 4| 000
Date:  [09/25:2000 Sales: | 0.00 @

Invoice: [+667-001 Freight: | 0.00 @ YAT: |—n.nn@

Related Youcher: ﬂ Go Ta
Match Erfors |
Contract ID: | ﬂ

[FNSTGTST  [Adjustment Information [fscdd
| Slaltl (7} Status: HP LaserJet EL on | Y Microsoft \wiord - APO0T_.. |Iw Enter Voucher Inform_ | ? @ N%@Pﬁ 724 AM

Note: Thevoucher ID may differ.

Expected The pand maiches. Congratulations!
Results: If these elements do not match, review the steps and consult your Instructor.

Step 13 Click: Line Infarmation and Charges I

Expected Line Information and Charges pand is displayed.
Results:
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Exercise 8 (Continued)
Step 14 Compare Line Information and Charges I pane| tothe pand shown below:
Chartfield Lines 1 and 2
Enter Youcher Information - Use - Adjustment HEER
File Edit “iew Go Favortes Use Process Inguie Report Help

Expected
Results:

Ble|®x| EaEE e o= 8 s e sl7

Adjustment Information  Ling Information and Charges ISchedu\e F'apmentl Record Faymenll Lpprovals and Malch\ngl Accounting Information | Accountin 4 | *

| Unit: 42000 ¥oucher ID: 00000234

Balance: 0.00 |
[~ 3rd Party Payment Distribute by: I.mm - LI
Amount Item ID Description Quantity UOM Unit Price
1 0.00 | ﬂ [Coreot Program & Cash | ﬂ|
Amount Quantity Account Fund g Program Code =
1] -550.00 [sz7049 #| [a1 & e [z s
Sub-Cls BY Project
[3oa 3| [zo01 %] [10208 *|
SpeedChant GL Unit Rate Openitem
l_l ﬂ Ass-ll Stat | Proj 42000 [ 1.0000000 ||
Amount Quantity  Account Fund Oig Pragram Code =
2 550.00 | [e270e3 #] [a1 =+ EEID #| [0 !
Sub-Cls BY Project
[soa 3| [zo01 %] [10208 +
GL Unit Rate Openltem
Assell stat | Proj | 42000 [ 1.0000000 S[E

[FNSTGTST  [Line Information and Charges [Add
| Slaltl (7} Status: HP LaserJet EL on | Y Microsoft \wiord - APO0T_.. |Iw Enter Voucher Inform_ | ? @ N%@Pﬁ 726 AM

Note: Thevoucher ID may differ.

The pand matches. Congratulationd!

IF THESE ELEMENTS DO NOT MATCH, REVIEW THE STEPS AND CONSULT YOUR INSTRUCTOR.
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Exercise 8 (Continued)

Step 15

PARTICIPANT GUIDE

Chartfield Lines3 and 4

Enter Youcher Information - Use - Adjustment

File Edit “iew Go Favorites Use Process |nguire Beport Help

Compare Line Infarmation and Ehargesl pane| tothe panel shown below:

[ [5]]

gle @ x| w0 ew o= g 2] #lelslz]

Adiustment Information  Line Information and Charges | Schedule F'aymentl Fecord F'a_l,lmentl Approvals and Matchingl Accounting Infarmation | Accountin 4 I L4 I
| Unit: 42000 Youcher ID: o0oo0zas4 Balance: 0.on |
[~ 2rd Party Pagment Distribute by: IAmt h I ;I
Amount Item 1D Description Quantity UOM Unit Price
1 I 000 I ﬂ IConecl Program & Cash I ﬂ
Amount Quantity Account Fund Org Program Code ;I
3 550,00 || [1o0001 | [#] [a1 A #zo3100 K N EEZTE
Sub-Cls BY Project
[a0s #| [2001 " #| [10208 |
SpeedChart GL Unit Rate DOpenltem
| | Assell Stat | Proi | 42000 | 1.0000000 ||
Amount Quantity Account Fund Org Program Code
| 55000 | [1o0001 | [#] [a1 A #zo3100 [ ] =+
Sub-Cls BY Froject
[304 #| [zo01 %] [10208 |
GL Unit Rate DOpenltem
Assell Stat | Proj | 42000 | 1.0000000 | = ks

[FMSTGTST  |Line Information and Charges

[Add

g Start| {71 Stetus: HP Lasenlet BL on .| [BY Microsoft Word - APCOT_... || BREnter Voucher Inform.

Note: Thevoucher ID may differ.

| ENAEREDEE 727 4M

Expected

The panel maiches. Congratulations!
Results:

If these elements do not match, review the steps and consult your Instructor.

Exercise completed.

9—42 SECTION 9: CORRECTING VOUCHERS

PHOENIX - STATE OF GEORGIA

PROPRIETARY AND CONFIL



PARTICIPANT GUIDE

D. Summary and Review

MARCH 2003

Activity Materials
FARIIEE
LECTURE IDE ?i\i\/
Objectivesreview:
Look up ascheduled pay date

agrwbdPRE

procedures

Discuss the following question:

Determine the check number which has paid a specific invoice

Determine tha an invoice hes dready been paid

Review avendor payment history

Navigate through the online Library to locate al other Accounts Payable Inquiry

If you know both the vendor name and the invoice number, how should you search to

determine if the invoice has been pad?
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4
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A. Introduction

Travel Advances & Expenses

4

Welcometo the Travel Advances & Expenses module! This module contains the tools
needed to learn al the concepts and procedures involved in processing travel advances
& expenses.

Goal To acquire the skills and knowledge necessary to perform dl the procedures identified
inthe Travel Advances & Expenses section of the online Library

Participant
Objectives At the end of this module you will be ble to:

5. Enter atravel advance voucher
6. Enter atravel expense voucher
7. Processtrave expensesthat equa or do not equa travel advance amounts
8. Navigate through the online Library to locate al other Travel Advance & Expense
procedures
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B. Business Processes
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Activity

W

LECTURE

Materials
GUIDE HANDOUT

Relevant Business Processes:

10—2 SecTiON 10: TRAVEL ADVANCES AND EXPENSES

AP-015 — Travel Advance/Travel Expense
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C. Exercises
Exercisel - Create a Travel Advance

Scenario: Y ou have received an interna departmental request for atravel advance for
Peggy Wright for lodging. Create an express voucher for thisrequest. The
vendor is dready in the statewide vendor file,

Step 1 Sdect: Go=>Administer Procurement=>»Enter Voucher Information
Expected The Enter Voucher Information window displays.
Results:
Step 2 Sdect: Use=> Express Voucher=» Invoice Information=>» Add
Expected A didog box displays.
Results:
Step 3 Enter or select the following:
Business Unit: 42000
Voucher ID: NEXT (Default Value- Do Not Change)
Click: OK
Expected The Invoice Information pand displays.
Results:
Step 4 Enter or sdect the following:
Shortname: WRIGH (Shift F4 or Double Click)
DOUBLE CLICK:
Click: TAB
Expected Vendor information and terms are populated in the pand.
Results:
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Exercise 1 (continued)

Step 5 Enter or sdect the following:
Terms NOO
Date: Current Date
Invoice: 12345-XX
Replace XX with the number assigned to you by
your Instructor.
Gross Amount: 285.00
Description: Travel Advance
NoTE: for dl fiddslised beow, use Shift F4 to get alising of available entry options.
Voucher Linel:
Account: 125004
Fund: Al
Organization Code: 4203100201
Program Code: 81
Sub-Class. 302
BY: Current Budget Year
Project: 06
Click: TAB
Expected Correct data entry
Results:
Step 6 Click: Sehedule Payment o to verify defaults:
(Change Handling Codeto TP)
Click: Record Payment | taly to verify defaults
Click: Approvals and Matching. (5 to verify defaults,
Click: Accounting Information I tabto verify defaults,
Click: atatus Summary toh to verify defaults.
Click: Comments| tah to verify defauilts
Expected Voucher defaults verified
10—4 SECTION 10: TRAVEL ADVANCES AND EXPENSES PHOENIX - STATE OF GEORGIA
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Step 6 Click: Sehedule Payment o t0 verify defaults:
(Change Handling Codeto TP)
Click: Resord Payment | taly to verify defaults
Click: Approvals and Matching. (5 to verify defaults,
Click: Acsaunting Information | tal to verify defauilts
Click: Status Summary taf) to verify defaults:
Click: Comments| tah to verify defaullts
Results:
PHOENIX - STATE OF GEORGIA SECTION 10: TRAVEL ADVANCES AND ExPeENses 105
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Exercise 1 (continued)

PARTICIPANT GUIDE

Step 7 Click:

Expected
Results:

El to save

The new information is saved.

Check

Results

Step 8

Compare Invoice Header Information I panel with the panel shown bdow:

Enter Youcher Information - Use - Express Youcher
File Edit “iew Go Favoites Use Process |nguire Repot Help

R E RN

ollalREEE A

Invaice Information ISchedu\e F‘aymenll Record Paymantl Approvals and Malch\ngl Ac:numhnglnlnrmat\nnl Accounting Inlnrmat\nnl Eurlen:yl Temp\ats;l_’l

Unit: 42000 Youcher: MEXT

Lines: 1 Balance:

0.00

ShontName: IVHIGHTFEGG-IWI ﬂ

¥endor:

Loc: 1 ﬂ WRIGHT, PEGGT

1632 Jimmy Carter Blod
Moreross, GA 30083

Terms: [N30 ﬂ@ﬁross: [
0240172000

Date:

205.00| USD Use: |

sies: [ o0 [Q

Invoice: [12345-X%¥ Fieight: |

0.00 @

Distibute by

[~ 3rd Party Payment

Amount Item 1D Description Quantity UOM Unit Price
| 285.00 | #| [TRavEL ADVANCE | [ Kl
SpeedChart  Amount Account Fund  Oig Program Sub-Cls BY  Projeet | 4|
1 [ 205.00 [125003 |1 | 4203100 |07 [0z [2000 [0s
L Unic Rate Openltem Quantity  Suspense
Asset| Stat | Poi | o0 T
[ {Inwoice Information |sdd
iﬁSlaltI 38 Groupiwise - Mailbox | ¥ Microsaft ward II”Enler Voucher Intorm___

[N EEES 117m

Expected
Results:

Note: Thevoucher ID and invoice number may differ.

The pand matches. Congratulations!
If the eements do not match, review the steps and consult your Instructor.

Exercise completed.
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Exercise 2 - Create an Employee Travel Voucher

Scenario: Y ou have received atravel statement from Johnny Smith. Enter thistrave
gatement as aregular voucher. The employee has already been added to the
Satewide vendor file.

Step 1 Sdect: Go=>Administer Procurement=»Enter Voucher Information
Expected The Enter VVoucher Information window displays.

Results:

Step 2 Sdect: Use=>»Voucher=»Invoice Header Information=>Add

Expected A didog box displays.

Results:

Step 3 Enter or sdect the following:
Business Unit: 42000
Voucher ID: NEXT (Default Value- Do Not Change)
Click: OK

Expected The Invoice Header Information panel displays.

Results:

Step 4 Enter or select the following:
Shortname: SMITH (Shift F4 or Double Click)
Double-dick: SMITH, JOHNNY
Click: TAB

Expected Vendor information and terms are popul ated.
Results:

PHOENIX - STATE OF GEORGIA SECTION 10: TRAVEL ADVANCES AND ExPENsEs 10—7
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Exercise 2 (continued)

Step 5 Enter or sdlect the following:
Terms. NOO
Date: Current Date
Invoice number: July-XX
Replace XX with the number assigned to you by
your Ingructor.
Gross amount: 250.00
Expected Correct data entry
Results:
Step 6 Click: Line Information and Charges
Enter or sdect the following:
Voucher Line 1:
Description: Travd for July
Digtribution Line 1:
Account: 640001
Fund: Al
Organization Code: 4204100209
Program Code: 01
Sub-Class 302
BY: Current Budget Year
Project: 20208
Expected Correct data entry
Results:
Step 7 Click: Schedule Payment I
Handling Code: TP
Expected Correct data entry
Results:
10—8 SECTION 10: TRAVEL ADVANCES AND EXPENSES PHOENIX - STATE OF GEORGIA

PROPRIETARY ANL



PARTICIPANT GUIDE MARCH 2003

PHOENIX - STATE OF GEORGIA SECTION 10: TRAVEL ADVANCES AND ExPenses 10—9
PROPRIETARY AND CONFIDENTIAL



MARCH 2003 PARTICIPANT GUIDE

EXERCISE 2 (CONTINUED)

Step 8 Click: El to save

Expected The new information is saved.
Results:

Check
Results

Step 9 Compare Line Information and Charges I pane| with the pend shown beow:

Enter Youcher Information - Use - Youcher = [E]X]

File Edt “iew Go Favorites Use Procesz: |nquire Bepot Help

glg @ x| ElaEE el oo a8 2lelo] #lvels |

Irwvoice Header Information — Line Infarmation and Charges I Schedule Payment I Fecord F'a_l,lmentl Approvals and Matchingl Accounting Informationl Acco ¥ I ’I

| Unit: 42000 Youcher ID: MEXT Balance: 0.00 |

[~ 2rd Party Payment Distribute by: IAmt h I ;I
Amount Item 1D Description Quantity UOM Unit Price

1] 250.00 | +| [TRAYEL FOR JuLY | | al
Amount Quantity Account Fund Org Program Code ;I

1] 250.00 | [6so001 %] [a1 | R #] o1 #
Sub-Cls BY FProject
[202 ﬂ [2000 ﬂ [20204] ﬂ
SpeedChart GL Unit Rate DOpenltem

(| * .Flssell sml Pmil 42000 | |

Gl

[ |Line Information and Charges  [Add

= ] Slalll 3 Groupwize - Mailbox | ¥ Microsoft word “” Enter Youcher Inform... |$ N %(ﬂ?' P@ 1:21 PM

Note: Thevoucher 1D may differ.

Expected The pand matches. Congratulations!

Results: If the elements do not match, review the steps and consult your Instructor.
Exercise completed.
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Exercise 3 - Process Travel Expensesthat Equal Travel Advance Amounts

Scenario: Y ou have received atravel statement from George Atwood for $100.00.
George has dready received atravel advance for $100.00. Create aregular
voucher to clear histravel advance by establishing a zero payable.

Step 1 Sdect: Go=>»Adminiger Procurement=»Enter Voucher Information
Expected The Enter VVoucher Information window displays.
Results:
Step 2 Sdect: Use=> Adjusgment=>» Adjustment I nformation=>» Add
Expected A didog box displays.
Results:
Step 3 Enter or sdect the following:
BusnessUnit: 42000
Voucher ID: NEXT (Default Value- Do Not Change)
Click: OK
Expected The Adjustment Information pand displays.
Results:
Step 4 Enter or select the following:
Shortname: ATWOO (Shift F4 or Double Click)
Double-click: ATWOOD,GEORGE
Click: TAB
Expected Vendor information and terms are popul ated.
Results:

PHOENIX - STATE OF GEORGIA SECTION 10: TRAVEL ADVANCES AND ExPENSES10—-11
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Exercise 3 (continued)

Step 5 Enter or sdect the following:

Terms, NOO
Date: Current Date

Invoice number: July-XX
Replace XX with the number assigned to you by
your Ingructor.

Gross amount: 0.00

Related VVoucher: AP922XXX (from the drop-down listing)
Replace XXX with the number assigned to you by
your Instructor.
Expected Correct data entry
Results:

Step 6 Click: Line Information and Charges

Enter or select the following:

Voucher Line1:

Amount: 0.00

Description: Trave for July

Digtribution Line 1;

Amourt: 100.00

Account: 640003

Fund: Al

Organization Code: 4203100201
Program Code: 01

Sub-Class. 302

BY: Current Budget Year
Project: 20208

Expected Correct data entry
Results:

10—12 SecTion 10: TRAVEL ADVANCES AND EXPENSES PHOENIX - STATE OF GEORGIA
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Exercise 3 (

MARCH 2003

continued)

Step 7

To copy dl information from Digtribution Line 1 to Digtribution Line 2, place the cursor
on the Amount fied within the ingde scroll bar areaand insert arow by using theicon
or pressing the F7 key.

Distribution Line 2:
Enter or select the following

Amount: -100.00.
Account: 125003
Fund: Defaulted from Line 1
Organization Code: Defaulted from Line 1
Program Code: Defaulted from Line 1
Sub-Class Defaulted from Line 1
BY: Defaulted from Line 1
Project: Defaulted from Line 1
Reminder: Make sure the voucher balance displayed at the top
right corner of the panel is zero.
Expected Correct data entry
Results:
Step 8 Click: Panelsto verify defaults
Verify Payment Handling Code
Expected Correct data entry
Results:
Step 9 Click: g to save
Expected The new information is saved.
Results:

PHOENIX - STATE OF
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Exercise 3 (continued)

PARTICIPANT GUIDE

Check
Results

Step 10

Expected
Results:

Enter Youcher Information - Use - Adjustment

File Edit “iew Go Favoites Use Process |nquire Beport Help

Compare Line Information and Charges I pane| with the pmd shown baow:

=] %]

Blglgx| HlEE sl mE| a5 sl #e|4]

Adjustrment [nformation  Ling Information and Charges | Schedule F'aymentl Record F'aymentl Approvals and Matchingl Accounting Information | Accountin 4 I ’I

Youcher ID:

| Unit: 42000 MEXT

Balance:

BY FProject
ﬂ [2000 ﬂ [20208 ﬂ

GL Unit Rate DOpenltem

Asset' sm| Ploil 42000 | |

[302

0.on |
[~ 3rd Party Pagment Distribute by: IAmt Ed I ;I
Amount Item 1D Description Quantity UDM Unit Price
1] oo | #| [TRAVEL FOR JuLY | | #
Amount Quantity Account Fund Org Program Code ;I
1] 10000 | [640003 #| [a1 +| ETEE #| [or =+
Sub-Cls BY Project
[20z #| [2000 " #| [20208 |
SpeedChart GL Unit Rate Dpenltem
(| | .Flssell Stat | Proj | 42000 | |
Amount Quantity Account Fund Org Program Code
2 | -10000 | [125003 #| [A1 | EEE A o1 *
Sub-Cls

Cr

[ |Ling Information and Charges
e | Slalll % Grouphwise - Mailbox

[

| ¥ Microsoft word “w Enter Youcher Inform...

Note: Thevoucher ID may differ.

The pand matches. Congratulationd!

If the ements do not match, review the steps and consult your Ingtructor.

@ NGB EES 1:25PM

Step 11

Expected
Results:

Click:

Adjustrment [nformation |

The Adjustment Information tab displays.
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Exercise 3 (continued)

Check
Results

Step 12

Expected

Adjustment [nformation

Compare | panel with the pane shown below:

Enter Youcher Information - Use - Adjustment [_ 5] %]
File Edit “iew Go Favortes Use Process |nquire Report Help

Bl&|@X| mlalE| el B|a| Sl=] el ]zl

Adjustment Information | Line Information and Chargesl Schedule F'aymentl Fecord F'a_l,lmentl Approvals and Matchingl Accounting Information Accountinil_’l

Unit: 42000 Youcher: MNEAT Lines: 1 Balance: U.DU‘

ShortName: IATUDDDGEDH-I]I]I ﬂ Loc:l 1 ﬂ ATWOOD, GEORGE

T 27 Clsirmant Fid
Yendor:  [oo00000103 | ¥ | 5 "199| siman

Decatur, GA 45335

Terms: Wﬂ @ Gross: I—lll]l] UsSD Use: I—ﬂ @ 0.0
Date:  [ozoirzo00 | sales: | voo |Q4)
Invoice: [JULY-XXX Freight: | 0.00 @ var: [ 0.0 @

GoTo——
Related Youcher: [AP922%%% | +| e Te
Match Efmors |
Contract 10: I ﬂ

[ |&djustment Irformation |&dd

= ] Slalll 3 Groupwize - Mailbox | ¥ Microsoft word “” Enter Youcher Inform... |$ N %(ﬂ?a P@ 1:26 PM

Note: Voucher 1D, invoice number, and related voucher number may differ.

The pand matches. Congratulationd!

Results: If the elements do not match, review the steps and consult the Instructor.
Exercise completed.
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Exercise 4 - Process Travel Expense that Exceeds Travel Advance Amount

PARTICIPANT GUIDE

Scenario: Y ou have received atravel statement from Frank Norton for $250.00. Frank
had previoudy received atravel advance for $200.00. To clear the advance
issued and to record the additional reimbursement due to the employee, create
a sandard voucher with a gross amount equd to the reimbursement amount.

Step 1 Sdect: Go=>Administer Procurement=>» Enter Voucher Information

Expected The Enter VVoucher Information window displays.

Results:

Step 2 Sdect: Use=>Adjusment=>» Adjustment Information=> Add

Expected A didog box displays.

Results:

Step 3 Enter or sdect the following:

Busness Unit: 42000
Voucher ID NEXT (Default Value- Do Not Change)
Click: OK
Expected The Adjusment Information pand displays.
Results:
Step 4 Enter or select the following:
Shortname: NORT (Shift F4 or Double Click)
Double-dlick: NORTON,FRANK
Click: TAB

Expected Vendor information and terms are popul ated.

Results:
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Exercise 4 (

continued)

MARCH 2003

Step 5

Enter or sdect the following:

Terms, NOO
Date: Current Date
Invoice number: July-XX

Replace XX with the number assigned to you
your Ingructor.

Gross amount: 50.00
Related Voucher: AP923X XX (travel advance)

Replace XXX with the number assigned to you
your Ingructor.

by

by

Expected Correct data entry

Results:

Step 6 Click: Line Information and Charges
Enter or sdlect the following:
Voucher Linel:
Amount: 50.00
Description: Travd for July
Digtribution Line 1:
Amount: 250.00 (overlay amount field)
Account: 640001
Fund: Al
Organization Code: 4203100201
Program Code: 81
Sub-Class 302
BY: Current Budget Year
Project: 06

Expected Correct data entry

Results:

PHOENIX - STATE OF GEORGIA
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Exercise 4 (continued)

PARTICIPANT GUIDE

Step 7 To copy dl information from Didribution Line 1 to Didribution Line 2, place cursor on
the Amount field within the insde scrall bar and insert arow by using the icon or
pressing the F7 key.

Enter or sdlect the following:

Distribution Line 2:

Amount: -200.00 (negative amount will default)
Account: 125004 (overlay copied account code)
Fund: Default from Line 1

Organization Code: Default from Line 1

Program Code: Default from Line 1

Sub-Class Default from Line 1

BY: Default from Line 1

Project: Default from Line 1

Expected Correct data entry

Results:

Step 8 Click: Panelsto verify defaults

Verify Payment Handling Code

Expected Correct data entry

Results:

Step 9 Click: El to save

Expected The new information is saved.

Results:
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Exercise 4 (continued)

Check
Results

Step 10 Compare Line Infarmation and Charges I panel with the pane shown below:

Enter Youcher Information - Use - Adjustment [_ 5] %]
File Edit “iew Go Favortes Use Process |nquire Report Help

8|8 @ X EaE Bs 2 a8 2lsl] ezl

Adiustment Information  Line Information and Charges | Schedule F'aymentl Fecord F'a_l,lmentl Approvals and Matchingl Accounting Infarmation | Accountin 4 I ’I

| Unit: 42000 Youcher ID: MEXT

Balance: 0.00 |
[~ 3rd Party Pagment Distribute by: IAmt 'l ;I
Amount Item 1D Description Quantity UOM Unit Price
1] 5000 | +| [TRAYEL FOR JuLY | | al
Amount Quantity Account Fund Org Program Code ;I
1 250,00 | [640001 #| [A1 | R | [ *
Sub-Cls BY FProject
[202 | [e000 " 4] [os *|
SpeedChart GL Unit Rate DOpenltem
| * Asset' Stat | Froj | 42000 | |
Amount Quantity Account Fund Org Program Code
2 | 20000 | [125004 #| [a1 +| T+ e =+
Sub-Cls BY Project
[20z ﬂ [2000 ﬂ [oe] ﬂ
GL Unit Rate Dpenltem
.Flssell Stat | Proj | 42000 | | j =

[ |Lire Irformation and Charges  |Add

“w Enter Youcher Inform... |$ N %(ﬂ%a P@ 1:30 PM

iR Slalll 3 Groupwise - Mailbox | ¥ Microsoft word

Note: Thevoucher ID may differ.
Expected The pand matches. Congratulationd!

Results: If the dements do not match, review the steps and consult your Instructor.

Exercise completed.
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Exercise 5 - Process Travel Expensesthat are lessthan Travel Advance

PARTICIPANT GUIDE

Amounts
Scenario: Y ou have received atravel satement from William Steiner for $200.00. Mr.
Steiner has previoudy received atravel advance for $275.00. His expenses
were |ess than the advance amount received and, therefore, he must return the
difference of $75.00. To clear the advance and record the additional receivable
for the employee, creste aregular voucher with a zero gross amount.
Step 1 Sdect: Go=> Administer Procurement=» Enter Voucher Information
Expected The Enter Voucher Information window displays.
Results:
Step 2 Sdect: Use=>» Adjusgment=>» Adjustment Information=>» Add
Expected A didog box displays.
Results:
Step 3 Enter or select the following:
Business Unit: 42000
Voucher ID: NEXT (Default Value- Do Not Change)
Click: OK
EXpeCted THE ADJUSTMENT INFORMATION PANEL DISPLAYS.
Results:
Step 4 Enter or sdect the following:
Shortname: STEIN (Shift F4 or Double-click)
Double-click: STEINER, WILLIAM.
Click: TAB
Expected Vendor information and terms are popul ated.
Results:
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Exercise 5 (continued)

MARCH 2003

Step 5 Enter or sdect the following:
Tems NOO
Date: Current Date
Invoice number: July-XX
Replace XX with the number assigned to you by
your Ingructor.
Gross amount: 0.00
Related VVoucher: AP924X XX
Replace XXX with the number assigned to you by
your |ngructor.
Expected Correct data entry
Results:
Step 6 Click: Line Information and Charges
Enter or sdect the following:
Voucher Line1:
Amount: 0.00
Description: Travd for July
Distribution Line 1:
Amount: 200.00
Acoount: 640001
Fund: Al
Organization Code: 4203300221
Program Code: 01
Sub-Class 302
BY: Current Budget Year
Project: 20208
Expected Correct data entry
Results:

PHOENIX - STATE OF GEORGIA
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Exercise 5 (continued)

Step 7

Expected
Results:

To copy dl information from Line 1 to Line 2, place the cursor on the Amount fidd
within the insgde scroll bar and insert arow by ether using theicon or pressng the F7

key.

Distribution Line 2:
Enter or select the falowing:

Amount: 75.00 (overlay amount copied from Line 1)
Account: 196099 (overlay account copied from Line 1)
Fund: Defaultsfrom Line 1

Organization Code: Defaultsfrom Line 1

Program Code: Defaultsfrom Line 1

Sub-Class. Defaultsfrom Line 1

BY: Defaultsfrom Line 1

Project: Defaultsfrom Line 1

Correct data entry

Step 8

Expected
Results:

To copy al information from Line 2 to Line 3, place the cursor on the Amount fied
within the indde scroll bar and insert arow by ether using theicon or pressing the F7

key.

Distribution Line 3:
Enter or select the following:

Amount: -275.00 (negative amount defaults from both Lines 1 & 2)
Account: 125004

Fund: Defaultsfrom Line 2

Organization Code.  Defaultsfrom Line 2

Progran Code:  Defaultsfrom Line 2

Sub-Class: Defaultsfrom Line 2

BY: Defaultsfrom Line 2

Project: Defaultsfrom Line 2

Note Make surethat the voucher balance displayed in thetop right hand
corner of the pand is zero.

Correct data entry

PHOENIX - STATE OF GEORGIA SECTION 10: TRAVEL ADVANCES AND ExPENSES10—23
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Step 8 To copy dl information from Line 2 to Line 3, place the cursor on the Amount fidd
within the ingde scroll bar and insert arow by ether using theicon or pressing the F7

key.

Distribution Line 3:
Enter or select the following:

Amount: -275.00 (negative amount defaults from both Lines 1 & 2)
Account: 125004
Fund: Defaultsfrom Line 2

Organization Code.  Defaultsfrom Line 2
Program Code:  Defaultsfrom Line 2
Sub-Class. Defaultsfrom Line 2

BY: Defaultsfrom Line 2
Project: Defaultsfrom Line 2

Note Make surethat the voucher balance displayed in thetop right hand
corner of the panel is zero.
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Exercise 5 (continued)

Step 9
Expected
Results:

Click: Panelsto verify defaults.
Correct data entry

Step 10

Expected
Results:

Click: El to save
The new information is saved.

Check
Results

Step 11

Expected
Results:

Compare Line Infarmation and Charges I pane| with the pend shown beow:

Enter Youcher Information - Use - Adjustment MEE

File Edt “iew Go Favorites Use Procesz: |nquire Bepot Help

glg @ x| ElaEE el oo a8 2lelo] #lvela |

Adiustment Information  Line Information and Charges | Schedule F'aymentl Fecord F'a_l,lmentl Approvals and Matchingl Accounting Infarmation | Accountin 4 I ’I

| Unit: 42000 Youcher ID: MNEXT Balance: U.UD|
[~ 3rd Party Pagment Distribute by: IAmt 'I ;I
Amount Item 1D Description Quantity UOM Unit Price
1] X +| [TRAYEL FOR JuLY | | al
Amount Quantity Account Fund Org Program Code ;I
2| 7500 | [1s6035 #| [a1 | EEE #| o1 #
Sub-Cls BY FProject
[0z #] [2000 +] [20208 *
SpeedChart GL Unit Rate DOpenltem
(| * .Flssell Stat | Proj | 42000 | |
Amount Quantity Account Fund Org Program Code
3 27500 || [125004 [#| [a1 | R+ [o *
Sub-Cls BY Project
[20z #| [2000 " #| [20208 |
GL Unit Rate DOpenltem
.Flssell Stat | Proj | 42000 | | — =

[ |Line Information and Charges  [Add

= ] Slalll 3 Groupwize - Mailbox | ¥ Microsoft word “” Enter Youcher Inform... |$ N %(ﬂ?a P@ 1:34 PM

Note: Thevoucher 1D may differ.

The pand matches. Congratulations!
If the eements do not match, review the steps and consult your Instructor.
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Step 11

PARTICIPANT GUIDE

File Edit “iew Go Favoites Use Process

Bl& /@ X| ‘=

Compare Line Infarmation and Charges I panel with the panel shown bdow:

Enter Youcher Information - Uze - Adjustment

Inquire Beport Help

- [5]]

5] el B|=| SlE] Elel-] *le]s]r]

FProject

Adiustment Information  Line Information and Charges | Schedule F'aymentl Fecord F'a_l,lmentl Approvals and Matchingl Accounting Infarmation | Accountin 4 I ’I
| Unit: 42000 Youcher ID: MNEXT Balance: 0.on |
[~ 2rd Party Pagment Distribute by: IAmt - I ;I
Amount Item 1D Description Quantity UDM Unit Price
1] 000 | +| [TraveL For Ly | | =+l
Amount Quantity Account Fund Org Program Code ;I
2 7500 | [19609s [#| [a1 | R+ [o *
Sub-Cls BY FProject
[20z | 2000 +| [20208 *
SpeedChart GL Unit Rate DOpenltem
l_l ﬂ .Flssell Stat | Proj | 42000 | |
Amount Quantity Account Fund Org Program Code
3| 27500 || [125004  #| [a1 1 20z 100 K]
Sub-Cls

T

[302

BY
#| [z000 " +| [20208

GL Unit

.Flssell sm' Ploil 42000 |

K

Rate

Dpenltem
| v
-

= | Slalll 3 Groupwise - Mailbox

| ¥ Microsoft *word

[ [Lire Irfarmation and Charges

|&dd
“w Enter Youcher Inform...

Note:

[N B EE® 1:3¢Pu

Thevoucher 1D may differ.
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Exercise 5 (continued)
Step 12 Scroll up theinner scroll bar to display digtribution lines1 and 2.
Expected Lines 1 and 2 display.
Results:
Check
Results
Step 13 Compare Line Information and Charges I panel with the pmd shown bdow:
Enter Youcher Information - Usze - Adjustment (&) x]

File Edit “iew Go Favoites Use Process |nquire Beport Help

Bla|@X| a0 el 5= S8 el el

Adiustment Information  Line Information and Charges | Schedule F'aymentl Fecord F'a_l,lmentl Approvals and Matchingl Accounting Infarmation | Accountin 4 I ’I

| Unit: 42000 Youcher ID: MEXT Balance: 0.00 |
[~ 3rd Party Pagyment Distribute by: IAmt x I ;I
Amount Item 1D Description Quantity UDM Unit Price
1] 000 | #| [TRAVEL FOR JuLY | | +
Amount Quantity Account Fund Org Program Code =
1 200,00 | [st0001 [#| [a1 | R+ [o *
Sub-Cls BY Project
[20z #| [2000 " #| [20208 |
SpeedChart GL Unit Rate DOpenltem
(| * .Flssell Stat | Proj | 42000 | |
Amount Quantity Account Fund Org Program Code
2| 7500 | [1s6035 #| [a1 | EEE #| o1 # |
Sub-Cls FProject

BEY

[202 #| [2000 " +| [20208 *
GL Unit Rate DOpenltem

.Flssell sml Ploil 42000 | | LI =

[ |Lire Irformation and Charges  |Add

Note: Thevoucher 1D may differ.

Expected The pand matches. Congratulationd!

|| Slalll 3 Groupiwise - Mailbox | ¥ Microsoft Word “” Enter Youcher Inform.... |$ N %(ﬂ?a }@ 1:35 PM

Results: If the elements do not match, review the steps and consult your Instructor.
Exercise completed.
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D. Summary and Review

PARTICIPANT GUIDE

Activity Materials
W || 2| |
LECTURE GUIDE REVIEW

Objectivesreview:

Enter atravel advance voucher
Enter atravel expense voucher

> owbdhpE

procedures

Discuss the following questions:

30. When do you clear atravel advance?

31. How do you clear atravel advance?

32. When do you set up areceivable for travel?

10—28 SecTioN 10: TRAVEL ADVANCES AND EXPENSES

Process travel expenses that equal or do not equa travel advance amounts
Navigate through the online Library to locate al other Travel Advance & Expense
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A. Introduction

ACCOUNTS PAYABLE INQUIRY

Welcome to the Accounts Payable Inquiry module! This module contains the tools
needed to learn al the concepts and procedures involved in accounts payable inquiry.

Goal To acquire the knowledge necessary to perform dl the procedures identified in the
Accounts Payable Inquiry section of the online Library.

Participant
Objectives  Attheend of this module you will be ableto:

10. Look up a scheduled pay date

11. Determine the check number which has paid a specific invoice

12. Determine that an invoice has dready been paid

13. Review avendor payment history

14. Navigate through the online Library to locate al other Accounts Payable Inquiry
procedures

PHOENIX - STATE OF GEORGIA SECTION 11: INQuIry 11-1
PROPRIETARY AND CONFIDENTIAL



MARCH 2003

B. Business Processes

PARTICIPANT GUIDE

Activity

W

LECTURE

Materials
GUIDE HANDOUT

Relevant Business Processes:

Business Processes are contingent on the inquiry search.

11—-2 SecTiON 11: INQUIRY
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C. Exercises
Exercise 1 - Look up a scheduled pay date

Scenario: Brown Printing has cdled to ask when its invoice number 89745 is scheduled
for payment. Using the voucher inquiry pands, determine the pay date for this
invoice

Step 1 Sdect: Go=>Adminigter Procurement=>Enter Voucher Information

Expected The Enter Voucher Information window displays.

Results:
Step 2 Sdect: Use=>Voucher=» Schedule Payments=>» Update/Display
Expected A didog box displays.
Results:
Step 3 Enter or sdlect the following:
Business Unit: 42000
Invoice Number: 89745
Click: OK

Expected The voucher lig displays.

Results:
Step 4 Enter or select the following:
Double-dlick: 89745
EXpeCted SCHEDULE PAYMENT PANEL DISPLAYS.
Results:
Step 5 Verify the scheduled pay date.
Expected Scheduled due date communicated to the vendor
Results:
PHOENIX - STATE OF GEORGIA SECTION 11: INQUIRY 11-3
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Exercise 1 (continued)

Check
Results

Step 6 Compare Sehedule Payment | nanel with the pand shown below:

Enter Youcher Information - Use - Youcher HE R

Fille Edit VWiew Go Favoites Use Process [nguire Heport Help
dlel@x] Elaal slel @|0] s8] Zleo] +le]7

Irvoice Header Infurmallonl Line Information and Charges  Schedule Papment | Record Paymenll Approvals and Matchmgl Accuunlmglnfurmallunl Acco | *

Unit: 42000 Invoice: 89745 Vendor:  BROWH PRINTING
Voucher:  AP101Xxx  Date: 05421415939 1D: 0000000112
rPayment Detaills———— Payment Method—; Payment Action ;I
Bank: 1200 ﬂ < Gystem Check < Schedule Payment
. Wire " Record a Pa
- iyment
Account: 1000 ﬂ © EFT

Net Due: lm " Draft Gross Amt: IW

Discount Due: I Goto— | Discount: l—[I[II]

Scheduled Due: [01/05/2000 Payment ||| 7 Separate I 1099 Hold

Handling: RP 4 _Espress Check || | T Hold  Resson [ 3
Comment... I More.... I

Payee

Remit to: [LIIITRF ﬂ EROWN FRINTING
~ 1 227 Morth Oruid Hills Rd
Location: ﬂ Atlanta, G 38542 j
-

[FNTRHN1 |Schedule: Payment |Update/Display
§m5larl| () Statu. I B Grou. | WMich...I 'Enler...“wEnl... @F’lucs...l S Enter. I ‘?@N%PG@ 12:08 P
Expected The pand matches. Congratulationd!
Results: If the eements do not match, review the steps and consult your Ingtructor.
Exercise completed.
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Exercise 2 - Deter mine check number which has paid a specific invoice

Scenario: Y our supervisor has asked you for the check number that paid AAA
Electronics for invoice number 78439.

Step 1 Sdect: Go=>Adminiser Procurement=»Enter Voucher Information

Expected The Create Payments window displays.

Results:

Step 2 Select: Inquire=»Voucher

Expected A DIALOG BOX DISPLAYS.

Results:

Step 3 Enter or sdlect the following:
Business Unit: 42000
Invoice Number: 78439
Click: OK

Expected The Voucher Ligt displays.
Results:

Step 4 Enter or sdect the following:
Double-Click: 78439

Expected Voucher Information pand displays.
Results:

Step 5 The payment reference number or check number is on the bottom of the panel.

Click: LD Gray box at the bottom left to view more
detailed information.

Expected Informeation about payment available for the supervisor
Results:

11-6 secTion 11: INQUIRY PHOENIX - STATE OF GEORGIA
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Step 5 The payment reference number or check number is on the bottom of the panel.

Click: LD Gray box at the bottom left to view more
detailed information.

PHOENIX - STATE OF GEORGIA SECTION 11: INQUIRY 117
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Exercise 2 (continued)

Check
Results

Step 6 Compare | FmentInfamation | - ot \yith the panel shown below:

Enter Youcher Information - Inquire - Payment Information M=l E
File Edit “iew Go Favortes Use Process Inquire Beport Help

S R EENEENSEEE N EE a2 A

Payment Infarmation |

SetlD: 42000 Bank: 1200 Account: 1000 3600706026 Reference: 0000001012
Remit to: 0000000113 Aa4 ELECTRONICS
ShortName: AAAELECTRO-001 830 Marth Ave
Atlanta, GA 45896
Amount: 375.00 US Dallar Created: 05/26/1939
Dated: 05/26/1939 Cleared On:
By: I anual Reconciled On:
Payment Status: Faid Days outstanding: u]
Post Status: Unposted
Cancel Status: Mo Cancel Action
Comments: =
=
Unit Youcher Invoice Doc Date Paid Amount D zcnt[Lost] ;I
G 42000 00000073 78439 064191993 375.00 0.00
|F'a_l,lment Infarmation | Update/Display i
NOTE: DAYSOUTSTANDING MAY VARY
Expected The pand matches. Congratulationd!
Results: If the elements do not match, review the steps and consult your Ingtructor.
Exercise completed.
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Exercise 3 - Determine that an invoice has already been paid

Scenario: John Tanner Ford has caled to inquire aout payment on invoice number
47829. Usng the voucher inquiry screen, inform the vendor that payment has
been made.

Step 1 Sdect: Go=>Administer Procurement=>»Enter Voucher Information

Expected The Create Payments window displays.

Results:

Step 2 Sdect: Inquire=>»Voucher

Expected A didog box displays.

Results:

Step 3 Enter or sdect the following:

Busness Unit: 42000
Invoice Number: 47829
Click: OK

Expected The Voucher Ligt displays.
Results:

Step 4 Enter or sdect the following:
Double-dlick: 47829

Expected Voucher Information pand displays.
Results:

Step 5 Payment reference number or check number is on the bottom of the panel.

Click: [J Gray box at the bottom left to view more
detailed information.

Expected Informetion about the payment available for the vendor
Results:

PHOENIX - STATE OF GEORGIA SECTION 11: INQuIRY 11-9
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Step 5 Payment reference number or check number is on the bottom of the panel.

Click: [ Gray box at the bottom Ieft to view more
detailed information.

11-10 SecTioN 11: INQUIRY PHOENIX - STATE OF GEORGIA
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Exercise 3 (continued)
Check
Results
Step 6 Compare - F2/ment Infermtion I panel with the pand shown below:
Create Payments - Inguire - Payment Information HE R
File Edit View Go Favortes Use Process |nquire Beport Help
Blel®(x| AlaE| EE o S5 2leE] el
Payrment Infarmation |
‘ SetlD: 42000 Bamk: 1200 Account: 1000 3600706026 Reference: 0000001013
Remit to: 0000000714 JOHN TANNER FORD
ShortName:  JOHNTAMNMER-O01 904 Pleasanthil Rid
Duluth, GA 37856
Amount: 73.00 US Dollar Created: 05/26/1933
Dated: 05/26/1939 Cleared On:
By: Manual Reconciled On:
Payment Status: Paid Days outstanding: 490
Post Status: Unposted
Cancel Status: Mo Cancel Action
Comments: E’
Unit Youcher Invoice Doc Date Paid Amount Dscnt{Lost) ;I
[ 42000 00000014 47523 06/25/1933 T3.00 0.00 ﬂ
| \F'ayment Infarmation \Updale/Display
jaﬁlalll TV Microsoft Word - AP00T_ II’E[EE[E Payments - In._. QENB%PE 9:20 Ahd
Note: Daysoutstanding may vary
Expected The pand matches. Congratulationd!
Results: If the ements do not match, review the steps and consult your Ingtructor.
Step 7 Click: [J Gray box at the bottom I€ft to view more
detailed information.
Expected Information about the payment available for the vendor
Results:
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Exercise 3 (continued)

Step 8 Compare  "eucheringuity | panel with the pand shown below:

Enter Youcher Information - Inguire - Youcher M= E3
File Edit “iew Go Favortes Use Process Ingquire Beport Help
ElEE R R ENE E Nl s S E NS +|«|«+|£I\
Waucher Inquiry |
| Unit: 42000 Youcher: 00oooo14 Invoice: 47823
Yendor: 0000000114 JOHN TAMMER FORD! Unposted
ShortName: JOHMTAMMER-001 Date:  05/26/1333
Gross: F2.00
Discount: 000 Use Taz: 0.00 Due: DE{25¢1333
Freight: 000 ¥AT: 0.00 Disc due:
Sales Tax: 000 Balance: 0.0
Line [Item ID Quantity UomM Unit Price  Description Amount
1 headlight 7300
Account Payment To Date Amount Status ¥chr Portion -
D 1200 1000 0000001013 JOHMTAMMER-001  05/26/1933 7300 USD  Paid 73.00
-
|FNTF|N5 |V0ucher Inquiry |Update.-"DispIay i

Note: Daysoutstanding may vary

Expected The pand matches. Congratulations!
Results: If the lements do not match, review the steps and consult your Instructor.

Exercise completed.
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Exercise 4 - Review avendor payment history

Scenario: West Atlanta Security has cdled and wants to know the payment status of
severd invoices. Usng the voucher inquiry pands, help this vendor determine
which payments have been made.

Step 1 Sdect: Go=>Administer Procurement=>»Enter Voucher Information

Expected The Enter VVoucher Information window displays.

Results:

Step 2 Sdect: Inquire=»Voucher

Expected A didog box displays.

Results:

Step 3 Enter or sdect the following:

Business Unit: 42000
Short Vendor Name; WESTATLA
Click: OK

Expected The Voucher Ligt displays.

Results:

Step 4 Sdect the fallowing:

Double-Click: 89810

Expected Voucher Information pand displays.

Results:

PHOENIX - STATE OF GEORGIA SECTION 11: INQUIRY11—13
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PARTICIPANT GUIDE

Exercise 4 (continued)

Step 5

Expected
Results:

Sinceinvoice 89810 has not yet been paid, view the voucher to determine the scheduled pay date.

Sdect: Use=>Voucher=>» Schedule Payment=» Update/Display

The Schedule Payment pand displays.

Check
Results

Step 6

Expected
Results:

Compare  Sehedule Payment | nanel with the panel shown below:

Enter Youcher Information - Use - Youcher HEER

File Edit View Go Favoites Use Process |nguire Report Help
Blg|@x| EHEE &e o= g8 2le=] #le]sle]

Irvoice Header Infurmallonl Line Information and Charges  Schedule Papment | Record Paymenll Approvals and Matchmgl Accuunlmglnfurmallunl Acco | *

Unit: 42000 Invoice: 83810 Vendor:  WEST ATLAMTA SECURITY
Youcher: 00000071 & Date: 05/26/1939 1D: 0000000115
‘Payment Details — Payment Method |, Payment Action :I
Bank: 1200 4] @ System Check| | * Schedule Payment
' wire " Record a Pa
- iyment
Account: 1000 ﬂ © EFT

Net Due: lm " Draft Gross Amb: IW

Discount Due: I Goto | Discount: I—I]I]I]

Scheduled Due: [11715/1399 Paymentl || || | Separate = 1099 Hold

Handling: e Express Check || | [ Hald Reason: [ +|
Comment... I More.... I

Payee
Remit to: ﬂ WEST ATLANTA SECURITY
) 7937 Lee St
brEzime L ﬂ Atlanta, GA 30035 j

[FNTRN1 |5chedule Payment |Update/Display

iﬁStaltl {7 Status: I B Group... I T Micraso. I 'Entalv...”wEn[BL,, &2 Pioces. | wEnterV..l ‘?@N%PG@ 1210 Ph

The pand matches. Congratulationd!
If the elements do not match, review the steps and consult your Instructor.
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EXERCISE 4 (CONTINUED)

Step 7

Click: to cancel

Expected Screen is cancelled.

Results:

Step 8 Sdect: Inquire=»Voucher

Expected A didog box displays.

Results:

Step 9 Enter or sdlect the following:
Business Unit: 42000
Short Vendor Name: WESTATLA
Click: OK

Expected The voucher ligt displays.
Results:

Step 10 Select the falowing:
Double-dlick: 89783

Expected The Voucher Information panel displays.
Results:

Step 11 Verify that theinvoiceis paid by checking the bottom of the voucher information panel.

Click: [J Gray box at the bottom left of the panel to see
mor e detailed payment information.

Expected Verification of paid voucher
Results:

PHOENIX - STATE OF GEORGIA SEcTION 11: INQUIRY11-15
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Step 11 Verify that theinvoiceis paid by checking the bottom of the voucher information panel.

Click: [J Gray box at the bottom left of the panel to see
mor e detailed payment infor mation.
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Exercise 4 (continued)

Check
Results

Step 12 Compare Faprent [nfarmation | panel with the pand shown below:

Enter Youcher Information - Inquire - Payment Information H=

File Edit “iew Go Favortes Use Process Inquire Beport Help

SRR EEEEEEENE R A )

Payment Information |

SetlD: 42000 Bank: 1200 Account: 1000 3600706026 Reference: 00000071074
Remit to: 0000000115 WEST ATLANTA SECURITY
ShortName: ‘WESTATLANT-001 7987 Lee St
Atlanta, GA 300595
Amount: 300.00 US Dallar Created: 05/26/1939
Dated: 05/26/1333 Cleared On:
By: M anual Reconciled On:
Payment Status: Paid Days outstanding: 0
Post Status: Unposted
Cancel Status: Mo Cancel Action
Comments: H
Unit Youcher Invoice Doc Date Paid Amount D zcnt[Lost] ;I
G 42000 00000015 89733 06/25/1959 300.00 0.00
|F‘a_l,lment Infarmation | Update/Dizplay 4
Note: Daysoutstanding may vary
Expected The pand matches. Congratulationd
Results: If the elements do not match, review the steps and consult your Instructor.
Exercise completed.
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D. Summary and Review

PARTICIPANT GUIDE

Activity Materials
W || e ||
LECTURE GUIDE REVIEW
Objectivesreview:
Look up a scheduled pay date

gk owbdpE

procedures

Discuss the following questions:

33. How do these three Phoenix pands differ?
Enter Voucher InformationUse-V oucher
Enter Voucher Information Inquire-V oucher

Create Payments-Inquire-Voucher Inquiry

Determine the check number which has paid a specific invoice

Determine that an invoice has aready been paid

Review avendor payment history

Navigate through the online Library to locate dl other Accounts Payable Inquiry

34. If you know both the vendor name and the invoice number, how should you search

to determine if the invoice has been paid?
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