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A. Introduction

Table Set Defaults

’ We come to the Table St Defaults section! This section contains the tools needed to learn
all the concepts and proceduresinvolved in table set defaults.

Goal To acquire the skills and knowledge necessary to become familiar with Table Set up
in Phoenix

Participant

Objectives At the end of this section you will be able to:

1. Describetable sat defaults
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B. Business Process

PARTICIPANT GUIDE

Activity Materials

ERIIES

LECTURE GUIDE

=

HANDOUT

Relevant Business Processes:

There are no relevant business processes for this section
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C. Exercises

Exercise 1 - Review Journal Generator Template

APRIL 2003

Scenario: Y ou have been asked to review the summarization level of your posted entries to the
generd ledger. Find thisinformation in the Journa Generator Template.
Step 1 Sdect: Go=» Define Busness Rules® Define General Options
Expected | The Define Generd Options window displays.
Results:
Step 2 Sdect: Use E-P=>»Journd Generator Template=» Defaults=>» Update/Display
Expected | A didog box displays.
Results:
Step 3 Enter or select the following:
iD: STATE
Click: OK
Expected | Thetemplatelist digplays.
Results:
Step 4 Sdlect: AP_VCHR
Click: Select
Expected | The Defaults pand displays.
Results:

PHOENIX - STATE OF GEORGIA
PEOPLESOFT PROPRIETARY AND CONFIDENTIAL

SECTION 1: TABLE SET DEFAULTS 1-3




APRIL 2003

Exercise 1 (continued)

PARTICIPANT GUIDE

Step 5 Compare your Defaults panel with the panel shown below:
Define General Dptions - Use E-P - Journal Generator Template = B3
File Edit “iew Go Favortes Used-D UseE-P UseB-2 Process Report Help
dlel@x| mkalel ele 2| g oo *lv|al |
Defaults | Summarizationl
‘ SetlD: STATE Journal Template: AP_WCHR ‘
Effective Date: Status: IAclive VI ;I
Description: IAP Youcher Transactions
R | Code
‘ & Do Not Generate Reversal " Beginning of Next Period " End of Next Period ‘
rl | Header Fields
Journal 1D Mazk: APYCHR Header Descr: I
Source: IAP ﬂ Reference Mumber: I
Journal Line Fields
’V Ref: Line Descr: I ‘
‘ Journal Date Option: IEnd Date - From Period LI Date: I j
| Defaults | Update/Display i
Expected | The paned matches. Congratulations!
Results: If the eements do not match, review the steps and consult your Instructor.
Step 6 Click on the Summarization tab to proceed to the Summarization pandl.
Expected | The Summarization pand is displayed.
Results:
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Exercise 1 (continued)
Step 7 Compare your Summearization pane with the pand shown below:
Define General Options - Use E-P - Journal Generator Template H=E3
Eile Edt “iew Go Favontes Used-D UseE-P UseB-2 Process Report Help
Hlslex| aae slel = 88 2lo0] *velwle]
Defaults Summarizationl
‘ SetlD: STATE Journal Template: AF_YCHR AP Waucher Tranzactions ‘
‘ Effective Date: 01,/0141900 Active | ;I
-Primary Summarnization Option
How Specified Option: summanze to Lhartbieldlevel ¢
How Account Specified: |AII Account Yalues ﬂ
Tree Name: I ﬂ Level: I ﬂ
Selected Values/Nodes LI
4
‘Alternate Summanzation Dption
How Default Specified: |Helain Detail ﬂ j
| Sumrmarization |Update/Display i
Expected | The pand matches. Congratulationd
Results: If the eements do not match, review the steps and consult your Ingtructor.
Step 8 .
Click: ﬁ to cancdl.
Expected | Thepand iscancelled.
Results:
Exercise completed.
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Exercise 2 - Review Location Codes

PARTICIPANT GUIDE

Scenario: Y ou have been asked to verify your agency's address on the Phoenix system. This
agency addresswill print on the outsde of system-generated checks. Perform this
function in Phoenix.

Step 1 Sdect: Go=» Define Busness Rules® Define General Options
Expected | The Define Generd Options window displays.
Results:
Step 2 Sdlect: Use E-P=>»Location=L ocation Definition=>Update/Display
Expected | A didog box displays.
Results:
Step 3 Enter or sdect the following:
St D: 42000
Click: OK
Expected | TheLocation list displays.
Results:
Step 4 Sdlect: AP_420
Click: Sdlect
Expected | The Location Definition pand displays.
Results:
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Exercise 2 (continued)

Step 5 Compare your Location Definition pand with the pand shown below:

Define General Options - Use E-P - Location M=l
File Edit “iew Go Favortes Used-D UseE-P UseB-2 Process Report Help

dlel@x| mkalal ele 2| g @l o] *lv|val ||

Location Definition | Location Detail I

| SetlD: 42000 Location Code: AF_420 |
[T 01 /0171300 Status: [Active <] =
Descr: IFoleslly Commission, State
Address 1: [P.0. Box 819 e |

Address 2: I Phone: l—
Address 3: I Ext l—
Address 4: I [Fare l—

City/Twnil: IMacon

Cnty/Twn2: I

S5t/Prov: IEA ﬂ Postal: |31 202-0819
Country: IUSA ﬂ [ In City Limit Jurizdiction: I

Building #: I Floor #: I Sector: I j

|L0c:ati0n [ efinition |Update.-"DispIay

&

Expected | The pand matches. Congratulations!
Results: If the eements do not match, review the steps and consult your Instructor.

Step 6
® Click: ﬁ to cancdl.

Expected | The pand iscancelled.
Results:

Exercise completed.
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Exercise 3 - Review Procurement Accounting Contr ol

Scenario: Y ou have been asked to review the Payables Journal Templates for your agency.
Review thisinformation on the Procurement Accounting Control pandl.

Step 1 Sdect: Go=» Define Busness Rules® Establish Business Units

Expected | The Egtablish Business Units window displays.
Results:

Step 2 Sdect: Use N-Z=>Procurement Acctg Control=» General Controls

Expected | A didog box displays.
Results:

Step 3 Enter or sdect the following:
BusnessUnit: 42000
Click: OK

Expected | The Generd Controls pane displays.
Results:
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PEOPLESOFT PROPRIETARY AND CONFIDENTIAL



PARTICIPANT GUIDE APRIL 2003

Exercise 3 (continued)

Step 4 Compare your Genera Controls pand with the pand shown below:

Establish Business Units - Use N-Z - Procurement Acctg Control HE=E
File Edit “iew Go Favortes Usep-M UseM-2 Hepot Help

dl@lmx| EEE| slw == S5 2e2] +|¢|¢+|£|\

General Contrals | Encumbrance Controls I Chartfield Balancing I

| Unit: 42000 Forestry Commizzion, GA

rInterUnit A t

‘A“““"‘At Net = ‘ Interlnit Distribution: [301055 ﬂ
InterUnit Payment: |9[|1 060 ﬂ

-ChartField Combination Template

-Prorate Policy

¥ Prorate Use Tax
[¥ | Prorate Freight Template: I ﬂ

[¥ Prorate Mon-Recoverable VAT

-Payables J 1T

Accruals:  |AP_YCHR ﬂ Closes: [ap_cLosE ﬂ
Payments: [AP_PYMT +| Revaluations:  [AP_REVALUE |
Cancels:  [AP_CANCEL ﬂ

| General Controls | Update/Display 4

Expected | The pand matches. Congratulations!
Results: If the lements do not match, review the steps and consult your Instructor.

Step 5
*® Click: ﬁ to cancd.

Expected | The pand iscancelled.
Results:

Exercise completed.
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Exercise 4 - Review Voucher Origins

PARTICIPANT GUIDE

Scenario: Y ou have been asked to review voucher origins for your agency. View this
information on the Voucher Origins pand.
Step 1 Sdect: Go=>»Define Busness Rules Structur e Procurement Options
Expected | The Structure Procurement Options window displays.
Results:
Step 2 Sdect: Use S-Z=>Voucher Origin=»Accounting and Pay Options=>» Update/Display
Expected | A didog box displays.
Results:
Step 3 Enter or sdlect the following:
SetID: 42000
Click: OK
Expected | Theoriginslig dislays.
Results:
Step 4 Select: ONL
Click: Sdlect
Expected | The Accounting and Pay Options pane displays.
Results:
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Exercise 4 (continued)

Step 5 Compare your Accounting and Pay Options pand with the pand shown below:
Structure Procurement Options - Use 5-2 - Youcher Drigin HE=E
File Edit “iew Go Favortes Usehd UszeJ-R UseS5Z HReport Help
gl &|@x| EaEE| 55 ==| EE] 2] v |4l ]
Accounting and Pay Options | Wouchering Options 1 I Wouchering Dptions 2 I WaT Options 1 I WaT Options 2 I
‘ SetlD: 42000 Origin: OML  Online ‘
‘ Descr: IEEE! Short Desc: IlIlnIine ‘
Effective Date: Il]1 0141300 Status: IAclive vl ;I
-Accounting Date -Accounting Templat
& Default & Default
" Cumrent Date ' Specify I ﬂ
" Use Specific Date I - - -
-Bank (;' Default
' Default " Specify I ﬂ
" Specify o N _
Bank Code: l—ﬂ : (;'. Der:‘lﬁndh"g
Account: I ﬂ " Specify I_ﬂ j
|Accounting and Pay Options |Update.-"DispIay 4
Expected | The pand matches. Congratulations!
Results: If the el ements do not match, review the steps and consult your Ingtructor.
Step 6 Click on the Vouchering Options 1 tab to proceed to the Vouchering Options 1
panel.
Expected | The Vouchering Options 1 panel displays.
Results:

PHOENIX - STATE OF GEORGIA
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Exercise 4 (continued)

PARTICIPANT GUIDE

Step 7 Compare your Vouchering Options 1 panel with the pand shown below:

Structure Procurement Options - Use 5-2 - Youcher Drigin HE=E

File Edit “iew Go Favortes Usehd UszeJ-R UseS5Z HReport Help

dle[# x| @lael sle == 88| 2] *velale |

Accounting and Pay Options  %¥ouchering Options 1 | Wouchering Options 2 I VAT Options 1 I VAT Dptiong 2 I

‘ SetlD: 42000 Origin: OML  Online
Effective Date: 01/01./1900 Stakus: Active ;I
Wou

&
" Pre-Approved
" Specify Routing

Business Process: I
Rule Set: I

Le Le

“Youcher Currency
& Default

' Specify

Currency: I ﬂ
Rate Type: I ﬂ

|V0uchering Options 1 | Update/Dizplay

N

Expected | The pand matches. Congratulationd
Results: If the elements do not match, review the steps and consult your Instructor.
Step 8 Click on the Vouchering Options 2 tab to proceed to the VVouchering Options 2

pand.

Expected | The Vouchering Options 2 pand displays.

Results:
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Exercise 4 (continued)

Step 9 Compare your Vouchering Options 2 pand with the pand shown below:
Structure Procurement Options - Use 5-2 - Youcher Drigin HE=E
File Edit “iew Go Favortes Usehd UszeJ-R UseS5Z HReport Help
Hlg@x| alee oe == g8 2el] #elal |
Accounting and Pay Options I Youchering Options 1 %ouchering Options 2 | VAT Options 1 I VAT Dptiong 2 I
‘ SetlD: 42000 Origin: OML  Online
Effective Date: 01/01./1900 Stakus: Active ;I
-Duplicate | ice Checking -ChartField Editing Youcher Bal g
(ol it ' Default ' Default
' Specify " Reject " Reject
¥ Invoice Number: =1 Beject " Recycle " Recycle
¥ | Gross Amount i Becycle " Warning
¥ | Invoice Date = Warning " Mo Edits
¥ Vendor Number = | Edit; Combinations
[¥| Business Wnit
|V0uchering Options 2 | Update/Dizplay 4
Expected | The pand maiches. Congratulationd
Results: If the elements do not match, review the steps and consult your Instructor.
Step 10
Click: ﬁ to cancdl.
Expected | The pand iscancelled.
Results:
Exercise completed.
PHOENIX - STATE OF GEORGIA SECTION 1: TABLE SET DEFAULTS 1'
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D. Summary and Review

PARTICIPANT GUIDE

Activity Materials

W

LECTURE

ER:

GUIDE

b

REVIEW

Objectives Review:

Table st defaults

Discussthe following questions:

1. Describe how the defaults are established for the Journd Generator Template.

2. Describe the defaults established for Location Codes.

3. Describe the defaults established for Procurement Accounting Controls.

4. Describe the defaults established for Voucher Origins.

5. How do you change atable set default?
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A. Introduction

V oucher Control Groups

Welcome to the Voucher Control Groups section!  This section contains the tools
needed to learn dl the concepts and procedures involved in working with voucher
control groups.

Goal To acquire the skills and knowledge necessary to perform al the proceduresidentified
in the Voucher Control Groups section of Phoenix.

Participant
Objectives  Attheend of this section you will be adle to:

Add avoucher control group

Add vouchersto avoucher control group
Review avoucher control group status
Verify avoucher control group

Déelete avoucher control group

s owbdpE
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B. Business Process

PARTICIPANT GUIDE

Activity Materials

W ||| e

LECTURE GUIDE HANDOUT

Relevant Business Processes:

1. AP0O69 — Add Voucher Control Groups
2. APO70 — Update VVoucher Control Groups

2-2  Section 2: VOUCHER CONTROL GROUPS
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C. Exercises

Exercise 1 — Add a voucher control group

Scenario: As an Accounts Payable supervisor, you have a group of invoices to be entered that
require a control group to be created. Y our god isto add a control group to the
System.
Step 1 Sdect: Go=>»Administer Procurement=>»Enter VVoucher Information

Expected | The Enter Voucher Information window displays.
Results:

Step 2 Sdect: Use=> Group Information=>» Total and Assgnment Entry=>» Add

Expected | A didog box displays.
Results:

Step 3 Enter or select the following:

Bugness Unit: 42000

Control Group ID: NEXT (DEFAULT VALUE — DO NOT CHANGE)
Click: OK

Expected | The Totd and Assgnment Entry panel displays.
Results:

Step 4
CLICK [¥ Run a Tape

Expected | Theadding tape function is activated.
Results:

Exercise 1 (continued)
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Step 5 In the Adding Tape frame, enter the amount of the first voucher.
Type: 549.64
Click on: ﬂ
Expected | The grossamount isincreased and a blank row is added.
Results:
Step 6 In the Adding Tape frame, on the second line, enter the amount of the second voucher.
Type: 18.23
Click on: @
Expected | Thegrossamount isincreased and a blank row is added.
Results:
Step 7 In the Adding Tape frame, on the third line, enter the amount of the third voucher.
Type: 90.88
Expected | The vouchersin the control group are listed.
Results:
2‘4 Section 2: VOUCHER CONTROL GROUPS PHOENIX - STATE OF GEORGIA
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Exercise 1 (continued)

Step 8 In the Status frame, enter or select:

Status: Assigned

Expected Statusis selected.
Results:

Step 9 In the Assignment frame, enter or select:
Assigned to: FNTRNXX

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

Expected Control group is assigned to an operator.
Results:

Step 10 Click: Accounting Optionstab to verify defaults.
Click: Vouchering Options 1 tab to verify defaults.
Click: Vouchering Options 2 tab to verify defaults.

Expected Defaults are correct.
Results:

PHOENIX - STATE OF GEORGIA SECTION 2: VOUCHER CONTROL GROUPS 2‘5
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Exercise 1 (continued)

Step 11 Click: Voucherstabto verify Vouchers count and Control Gross Amount.

Expected | Control group is set up correctly.
Results:

Step 12 Click: El to save.

Record the control group number from your screen to usein subsequent
exer Cises.

Expected | The control group is saved.
Results:
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Exercise 1 (continued)

Check
Results

Step 13 Compare your Vouchers pand with the panel shown below:

Enter Youcher Information - Use - Group Information M=l &
File Edit “iew Go Favortes Use Process Inquire Beport Help
dle(@x| alaE] slel ol =] eloo] e 4]
‘Wouchering Options 1 | “Wouchering Options 2| “ouchering Options 3| Wouchering Options 4 Youchers | h I ’I
‘ Unit: 42000 Group: 000007 ‘
| Assigned to: Trainer Status: Aszzigned |
Youchers Control Gross Amount
| 3 658.75
Youcher Entry Status Post Status  Gross Invoice Amount  Invoice Yendor ;I
0.00
Control Total: 3 B58.75
Actual Total: 1] 0.00
Difference: 3 E58.75
[Wouchers | &dd i

Note: The group number will differ.

Expected | The pand maiches. Congratulationd!
Results: If the lements do not match, review the steps and consult your Instructor.

Step 14
® Clickﬁ to cancdl.

Expected | Thepand iscancdled.
Results:

Exercise completed.
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Exercise 2 — Add vouchersto a voucher control group

Scenario: As Accounts Payable personnel, you have been assigned the control group created in the
previous exercise. Enter the vouchers for this control group.
Step 1 Sdect: Go=>Adminiger 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)
Click: OK
Expected | TheInvoice Header Information pane displays.
Results:
Step 4 Enter or sdect the following:
Group: Usethe number from the voucher control group number that you
created in Exercise 1.
Expected | Voucher isassgned to a control group.
Results:
2‘8 Section 2: VOUCHER CONTROL GROUPS PHOENIX - STATE OF GEORGIA

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL




PARTICIPANT GUIDE APRIL 2003

Exercise 2 (continued)

Step 5 Enter or sdlect the following:

Shortname: . UN

Press shift F4.

Thisdisplays dl vendorsin the system that start with UN.
Sdlect UNIVERSITY OF GEORGIA from the vendor listing.
Double- click.

Press TAB.

Expected | University of Georgia vendor information and terms are popul ated.
Results:

Step 6 Enter or select the following:
Date; Current date
Invoice number: 8219-XX

Replace XXX with the number assigned to you by your Instructor.
Gross amount: 549.64

Expected | Correct data entry
Results:

PHOENIX - STATE OF GEORGIA SECTION 2: VOUCHER CONTROL GROUPS 2‘9
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Exercise 2 (continued)

Step 7 Click: LineInformation and Chargestab to proceed to the Line Information and
Charges pandl.

Enter or sdect the following:

Description: Management Training Seminar
Account: 627003

Fund Al

Organization Code: 4201100270

Program Code: 01

Sub-Class. 301

Budget Year: Current Budget Year

Project: 20105

Expected | Correct data entry
Results:

2-10 Section 2: VOUCHER CONTROL GROUPS PHOENIX - STATE OF GEORGIA
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Exercise 2 (continued)

Step 8 Click: Schedule Payment tab to verify defaults.
Click: Record Payment tab to verify defaults.

Click: Approvals& Matching tab to verify defaults.
Click: Accounting Information tab to verify defaults.
Click: Status Summary tab to verify defaults.

Click: Comments tab to verify defaults.

Expected | Veification of default vaues
Results:

Step 9 Click: El to save.

Expected | Thenew information is saved.
Results:

PHOENIX - STATE OF GEORGIA SECTION 2: VOUCHER CONTROL GROUPS 2‘11
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Exercise 2 (continued)

Check
Results

Step 10 Compare your Line Information and Changes pand with the pand shown below:

Enter ¥Youcher Information - Use - Youcher )

File Edit View @Go Favoribes Use Process Inquire Repart  Help

sl @@ x| HaE sle Bc| 8| @2 #lelald]

Invoice Header Information  Line Infarmation and Charges | Schedule Pavment I Record Payment I Approvals and Match 4 I E I

=10l |

| Unit: 42000 Youcher ID: Qo004 Group: noooom Balance:

Quantity UOM Unit Price

0.0 |

£

[ 2rd Party Pagment

Amount Item 1O Description

i

549 64 |

ﬂ Management Training Ses I

o]

Amount

Quantity

Account

Fund

Program Code

'

Sub-Cls

549,64 |

|627003

Froject

of [

|3n|

|2mus

+| o e

o

£

-

SpeedChart

BY
ﬂ [2002 ﬂ
GL Unit

Hate Openitem

r 3| Asset| stat| Proj | semo [ 1.0000000 |

IFMTRNS

|Line Information and Charge |Add

Note: Thevoucher 1D will differ.

Expected
Results:

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 11

Expected
Results:

Compare your Invoice Header Information pand with the panel shown below:

Enter Youcher Information - Use - Youcher ) i [m] |

File Edit View @Go Favoribes Use Process Inquire Report  Help

glg[@x alEE e = 85 Blel] ® |4

Invoice Header Information |Line Information and Charges I Schedule Payment I Record Payment I Approvals and Makch 4 I ’I

Unit: 42000 Youcher: 00000346 Group: |ununu1 ﬂ Lines: 1 Balance: n.on

ShortMame: IUNIH’EHSIT"l’-DﬂI ﬂ Loc: I 1 #| UNIVERSITY OF GEORGIA

A 123 Main Street
Yendor:  [0000000086 #| %

Athens, GA 2011

Terms: [N30 ﬂ Gross: | 54364 USD Use: | ﬂ 0.00
Date:  [03/05:2003 Sales: 0.00
Invoice: |8219-21 Freight: 000 YAT: I 0o

Go T
Contract ID: I lI hed
Ratch Mar. | Match Ermors

[FMTRIS [Invoice Header Information [Add 4

Note: Thevoucher ID and invoice number will differ.

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

Step 12

Expected
Results:

Clickﬁ to cancel.

The pand is cancelled.
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Exercise 2 (continued)

PARTICIPANT GUIDE

Step 13 Follow steps 5 through 13 to create the second voucher for the control group. Use
these values to create the voucher:
Group: Usethe number from the voucher control group
that you created in Exercise 1
Vendor: Nations Electric Company
Date: Current Date
Invoice Number: 7439-XX
Gross: 18.23
Description: Wire
Account: 627003
Fund Al
Organization Code: 4201100270
Program Code: 01
Sub-Class. 301
Budget Year: Current Budget Year
Project: 20105
Expected Correct data entry
Results:
Step 14 click: Bl tosave
Expected The new information is saved.
Results:
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Exercise 2 (continued)

APRIL 2003

Check
Results
Step 15 Compare your Line Information and Changes pand with the pane shown below:
=
File Edit “iew Go Faworites Use Process  Inguire  Report  Help
dl#@ x| @eE s 5= S8 2] #|e]A7|
Invoice Header Information  Line Information and Charges | Schedule Payment I Record Payment I Approvals and Makch 4 I ’I
| Unit: 42000 Youcher ID: 0a000347 Group: aaaaom Balance: .00 |
[~ 3rd Partg Pagment Distribute by: Im vI ;I
Amount Item IO Description Quantity UOM Unit Price
1] 1823 | 3| [wire | [ #|]
Amount Guantity Account Fund Org Program Code ;I
1] 1823 | [627002 ﬂ [a1 ﬂ mﬂ Jm ﬂ
Sub-Cls BY Froject
[301 3| [2003 & [z20105 !
SpeedChart GL Unix Rate Openitem
r #| Asser| stat | Proj | #2000 | 10000000 |
IFMTRINS |Line Information and Charge [add 4
Note: Thevoucher ID will differ.
Expected The pand matches. Congratulations!
Results: If these dements do not match, review the steps and consult your Instructor.
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Exer cise 2 (continued)

Step 16 Compare your Invoice Header Information panel with the pand shown below:
-1l x
File Edit View @Go Favoribes Use Process Inquire Report  Help
glg[@x alEE e = 85 Blel] ® |4
Invoice Header Information |Line Information and Charges I Schedule Payment I Record Payment I Approvals and Makch 4 I ’I
Unit: 42000 Youcher: 00000347 Group: |ununu1 ﬂ Lines: 1 Balance: n.on
Shorthame: [NATIONSELE-001 ﬂ an:l 1 #| NATIONS ELECTRIC COMPANY
Yendor:  [o0voo0o0ss  #| N “199| :ii?_liri::";;‘ﬂ
Terms: [N30 ﬂ Gross: | 1823 LSO Use: | ﬂ 0.00
Date: |usmsfzun3 Sales: n.no
Invoice: |7439-21 Freight: IJ.IJD YAT: I 0o
Contract 10: I ﬂ R
Ratch Mar. | Match Ermors
[FMTRIS [Invoice Header Information [Add 4
Note: Thevoucher 1D and invoice number will differ.
Expected The pand matches. Congratulationd!
Results: If these dements do not match, review the steps and consult your Instructor.
Step 17
Click ﬁ to cancdl.
Expected The pand is cancelled.
Results:
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Exercise 2 (continued)

APRIL 2003

Step 18 Follow steps 5 through 13 to create the third voucher for the voucher control group.

Group:

Vendor:

Date:

Invoice Number:
Gross:
Description:
Account:

Fund
Organization Code:
Program Code:
Sub-Class
Budget Year:
Project:

Use these values to create the voucher:

Usethe number from the voucher control group
that you created in Exercise 1
Holiday Inn

Current Date

7504-XX

90.88

Conference Room Rental
627003

Al

4201100270

01

301

Current Budget Year

20105

Expected The Control Group Baance dialog box displays.

Results:

Step 19 Click: El to save.

Expected The new information is saved.

Results:

PHOENIX - STATE OF GEORGIA
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Exercise 2 (continued)

Step 20
PeopleCode Manager (Update) El
— Control Group 000001 balances. Do you want to move to the
\‘!) next contral group azzigned to you? [7030,137)
Mo | Explain |
Expected
Results:

Sep2l | Qlck: 2

Note: By clicking“ Yes’, the system will calculate the completed timeframe of
the entered vouchers. Click Yeseven if no other controls groups are assigned
to you.

Expected The Line Information and Charges pand displays.
Results:
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Exercise 2 (continued)

APRIL 2003

Check
Results

Step 22

Expected

Compare your Line Information and Changes pand with the panel shown below:

Enter ¥Youcher Information - Use - ¥oucher g

File Edit “iew Go Faworites Use Process  Inguire  Report  Help

=181

g @ X EEE se =z g8 el *|e]sli|

Invoice Header Information  Line Information and Charges | Schedule Payment I Record Payment I Approvals and Makch 4 I ’I

| Unit: 42000 Youcher ID: 0a000348 Group: aaaaom Balance:

0.0 |

[~ 3rd Partg Pagment

Amount Item IO Description Quantity UOM Unit Price

JET] Conterence Foom renc NN LY |

s0.g8 |

£

Amount Guantity Account Fund Program Code
o

B

=

'

Sub-Cls

sogs |

BY

|627003

Froject

#| [ai

+| X0+

|ELT
SpeedChart

r

ﬂ [2002 ﬂ [20105

#| Asser| stat | Proj | #2000

GL Unit

R
Rate
| 10000000 |

Openitem

IFMTRINS

|Line Information and Charge [Add

Note: Thevoucher 1D will differ.

The pand matches. Congratulations!

Results:

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

Step 23 Compare your Invoice Header Information panel with the pand shown below:

Enter Youcher Information - Use - Youcher ) i [m] |

File Edit View @Go Favoribes Use Process Inquire Report  Help

glg[@x alEE e = 85 Blel] ® |4

Invoice Header Information |Line Information and Charges I Schedule Payment I Record Payment I Approvals and Makch 4 I ’I

Unit: 42000 Youcher: 00000343 Group: |ununu1 ﬂ Lines: 1 Balance: n.on
ShortMame: |HDLIDA'|'INN-I.‘IIJI ﬂ an:l 1 #| HOLIOAY MM

3463 Church Street

Yendor:  [0000000087 #| % fom i
eatur,

Terms: [N30 ﬂ Gross: | 9088 USD Use: | ﬂ 0.00
Date:  [03/05:2003 Sales: 0.00
Invoice: |7504-21 Freight: 000 YAT: I 0o

Go T
Contract ID: I lI hed
Ratch Mar. | Match Ermors

[FMTRIS [Invoice Header Information [Add 4

Note: Thevoucher ID and invoice number will differ.

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

Step 24
® Click x to cancdl.

Expected Pandl is cancdlled.
Results:

Exercise completed.
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Exercise 3 — Review avoucher control group status

Scenario:  AsAccounts Payable personnd, you must ensure that your voucher control group is
ready for review by your supervisor. Perform this function in Phoenix.
Step 1 Sdect: Go=>Adminiger Procurement=>»Enter Voucher Information
Expected The Enter Voucher Information window displays.
Results:
Step 2 Sdect: Use=>» Update Status- EntryPeople
Expected A didog box displays.
Results:
Step 3 Enter or sdlect the following:
Operator ID: FNTRNXX
Replace XX with the number assigned to you by your instructor.
Business Unit: 42000
Click: OK
Expected The control group list gppears.
Results:
Step 4 Select: The control number which you created in Exercise 1.
Double-click.
Expected The Update Status — EntryPeople pandl appears.
Results:
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Exercise 3 (continued)

Step 5 In the Status frame, Verify that the group is Ready for Review.

' Heady for Beview:

Expected The status is changed to Ready for Review.
Results:

Check
Results

Step 6 Compare your Update Status - EntryPeople pand with the pand shown below:

Enter Youcher Information - Use - Update Status - EntryPeople =101 x|

File Edit View @Go Favoribes Use Process Inquire Repart  Help

Bl@@x| Elae =e 5= g5 @lkels] #lelvsll]|

|Update Skatus - EntryPeople |

Umt: 42000 Group: 000007 |
Date:  03/05/2003 |
Gross Amt Youchers
Group Total: ERE. 7R 3
Youcher Total: ER8.75 3
Dilference: 0.00 0
‘Status— ‘Assignments

" Assigned Aszzigned to: FHTRM21 Trairer
~ R Assigned: 0340642003 10:234k
" Entry Set Aside By: FHTRMH21 Trainer

Due: 0340642003 10414k

Completed: 03/05/2003 10: 234k

IFMTRNS |L||3date Skatus - EntryPeople |Update/Display o

Note: The group number will differ.

Expected The pand matches. Congratulationd!
Results: If the elements do not match, review the steps and consult your Instructor.
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Exercise 3 (continued)

Step 7
® CIickﬁ to cancdl.

Expected Panel is cancelled.
Results:

Exercise completed.
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Exercise 4 — Verify avoucher control group

Scenario:  Asan Accounts Payable supervisor, you must verify the vouchers that were created in a
voucher control group. Verify the vouchers that were added to the voucher control
group that was created in Exercise 1.

Step 1 Sdect: Go=>Adminiger Procurement=>»Enter Voucher Information
Expected The Enter Voucher Information window displays.
Results:
Step 2 Sdect: Use=>» Group Information= Total and Assignment Entry=» Update/Display
Expected A didog box displays.
Results:
Step 3 Enter or sdlect the following:

Business Unit: 42000

Click: OK
Expected The control group list gppears.
Results:
Step 4 Sdect: The number of the voucher control group which you created in

Exercise 1.

Double-click.
Expected The Total and Assgnment Entry pand appears.
Results:
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Exercise 4 (continued)

Step 5 Click on the Voucher s tab.

Expected The Vouchers pand displays.

Results:
Check
Results
Step 6 Compare your Vouchers pand with the panel shown below:
=T
File Edit Yiew Go Faworites Use Process  Inguire Report  Help
Blel®x| Elael slel == S=] 2] *e]|s |
Yauchering Options 1 I Youchering Cptions 2 I Youchering Options 3 I Youchering Options 4 Wouchers | 1 I ’I
Unit: 42000 Group: 000001
| Assigned to: Trainer Status: Fieady for Fleview |
Youchers Control Gross Amount
| 3 658.75
Youcher Entry Status  Post S5tatus  Gross Invoice Amount  Invoice Yendor ;I
00000348 Postable Unposted 9082 Fo04-21 HDLID;fl‘-.‘l’Ir‘JN-IZID1I
00000347 Postable Unpasted 1823 7433-21 N.&TIDNSELE-DD?
00000346 Postable Unposted R49.64 B219-21 UNIMERSITY-001
Control Total: 3 E58.75
Actual Total: 3 E58.75
Difference: a 0.0o
IFMTRINS [wouchers [Update/Display 5

Note: The voucher numbers will differ.

Expected The pand matches. Congratulations!
Results: If the lements do not match, review the steps and consult your Instructor.
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Exercise 4 (continued)

Step 7 Review the vouchers to ensure that they were entered correctly.
Click onthe Total and Assignment Entry tab.

Expected The Totd and Assgnment Entry pand disolays.

Results:

Step 8 In the Status frame:
Select: Verified

Expected The Tota and Assgnment entry pand displays.

Results:

Step 9 Click: g to save.

Expected The control group is updated.

Results:
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Exercise 4 (continued)

Check
Results
Step 10 Compare your Totd and Assgnment Entry pand with the pand shown below:
_loix]
File Edit “iew Go Faworites Use Process  Inguire  Report  Help
dlgl@ x| Blasl sle o= A= 2iels] #e]a] |
Total and Assignment Entry |.0.|:|:|:|unting Options I Youchering Options 1 | Youchering Cptions 2 I Youchering Options 3 I 1 I ’I
Unit: 42000 Group: 000007
rControl Totals ‘Adding Tape ;I rActual Totals
v ; | 549.64 B58.75
Gross Amt: I 658.75 I 18.23 2
Youchers: I 3 I 90.88 rDifferences
-Status 0.00
Verified j 11 0
~Assignment = “Woucher Humbering
Aszsigned to: IFNTHN21 ﬂ Trainer [ Reserve Voucher Numbers
Assigned: Il]3a'l]512l]l]3 10:23AM Starting From: Q000
Due: II]3J'I]5!2I]I]3 10:41AM
Completed:  [03/05/2003 10:33AM
IFMTRINS |T|:utal and &ssignment Entry [Update/Display 4

Note: The group number will differ.

Expected The pand maiches. Congratulationd!
Results: If the dlements do not match, review the steps and consult your Ingtructor.

Step 11
® Click x to cancdl.

Expected Panel is cancelled.
Results:

Exercise completed.
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Exercise 5 — Delete a voucher control group

Scenario:  Asan Accounts Payable supervisor, you have been asked to delete the voucher control
group which was created in Exercise 1 as well as the vouchers which were added to this
voucher control group in Exercise 2.

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

Expected The Enter VVoucher Information window displays.
Results:

Step 2 Sdect: Use=>Delete Control Group

Expected A didog box displays.

Results:

Step 3 Enter or select the following:
Business Unit; 42000
Click: OK

Expected The control group list displays.

Results:
Step 4 Select: Thenumber of the voucher control group which you created in
Exercise 1.
Double-click.

Expected The Delete Control Group panel displays.
Results:
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Exercise 5 (continued)

Step 5

CLICK v Delete Control Group Becord:

Expected The voucher control group is selected for deletion.
Results:

Step 6 Click: El to save.

Expected The voucher control group and all associated vouchers are deleted.
Results:
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Exercise 5 (continued)

Check
Results
Step 7 Compare your Delete Control Group pand with the pand shown below:
Enter Youcher Information - Use - Delete Control Group =101 x|
File Edit View @Go Favoribes Use Process Inquire Repart  Help
gl@@X| alae| 5E 5= g5 @lkel=] #lelvsll]]
Delete Control Group |
‘ Umt: 42000 Group: 000007
| Azsigned to:  Trainer Azsigned: 03/05/2003 10:230M |
¥ Delete Control Group Record: " Delete Youchers in Group @ @
Gross Amt Vouchers Status of Control Group
Control Totals: B58.75 3 Werified
Youcher Totals: ERE.75 3
Difference: 0.00 0
Youcher Entry Status Post Status Gross Amt Invoice Yendor ;I
[T 00000348 Pastable lnposted 9088 USD 7504-21 HOLIDWAY INN-0C
[T 00000347 Pastable Unposted 1823 USD  7439-21 MNATIONSELE-Q
[T 00000346 Paostable Unposted 4964 USD  8219-21 UNIVERSITY-00 j
IFMTRNS |Delete Control Group |Update/Display o
Expected The pand matches. Congratulationd!
Results: If the dlements do not match, review the steps and consult your Instructor.
Exercise completed.
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D. Summary and Review

Activity Materials

W

LECTURE GUIDE REVIEW

| |

Objectives Review:

Add avoucher control group

Add vouchers to avoucher control group
Review avoucher control group status
Verify avoucher control group

Deete avoucher control group

SIS I

Discuss the following questions:

6. How will you use voucher control groups in your agency?
7. What will be the process for managing the flow of voucher control group vouchersin your
agency?
8. What will you do if you find an error when you are verifying a voucher control group?
9. Why would you delete a voucher control group?
2-32  section 2: VOUCHER CONTROL GROUPS PHOENIX - STATE OF GEORGIA

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL




PARTICIPANT GUIDE APRIL 2003

PHOENIX - STATE OF GEORGIA SECTION 2: VOUCHER CONTROL GROUPS 2‘33
PEOPLESOFT PROPRIETARY AND CONFIDENTIAL






TTTTTTTTT

Phoenix End-User Training

SECTION 3:
VOUCHER I NFORMATION

PARTICIPANT GUIDE

PEOPLESOFT FINANCIALS FOR PuBLIC SECTOR 7
PEOPLESOFT ACCOUNTS PAYABLE
APRIL 2003






PARTICIPANT GUIDE APRIL 2003

Section Contents

4

VOUCHER INFORMATION

SECTION CONTENTS.....cci ittt sttt st e bbb e ne e I
A. INTRODUCTION ..ottt ste e ee e st e e s e e s e e e nneeeennseesnnaeeenneesneeeens 1
B. BUSINESS PROGCESSES........ccceitiiiieiirie sttt sttt 2
O o (O 1 T 3
Exercise 1 — Create a SPeadChart..........ccveiuiiiriiiisieeeieee e 3
Exercise 2 — Create a Regular Voucher — SpeedChart...........coocovveieecececece e, 6
Exercise 3 —Change or Correct a SpeedChart ...........coocoveiirinineneieeesese e 10
Exercise 4 — Egtablish a Recurring Voucher Run Control..............ccoeveeveeieceesieecie e 12
Exercise 5 — Egtablish aRecurring VOUCHEY ..........cooueiiiiiiieneeeeeee e 15
Exercise 6 — Set up Run Control and Close a Recurring Voucher Contract.................... 26
Exercise 7 — Update Regular Voucher — Online Budget Checking ..........cccoeveverenieneene 31
D. SUMMARY AND REVIEW......oo ettt 34
PHOENIX - STATE OF GEORGIA SECTION 3: VOUCHER INFORMATION 3"

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL



APRIL 2003 PARTICIPANT GUIDE

3‘” SECTION 3: VOUCHER INFORMATION PHOENIX - STATE OF GEORGIA
PEOPLESOFT PROPRIETARY AND CONFIDENTIAL



PARTICIPANT GUIDE APRIL 2003

A. Introduction

Voucher |nformation

4

Welcome to the Voucher Information section! This section contains the tools needed
to learn dl the concepts and procedures for vouchers.

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

Participant
Objectives At the end of this section you will be able to:

Lo

Create a Speedchart
Create a voucher using a Speedchart
3. Create Recurring Vouchers

N
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B. Business Processes

PARTICIPANT GUIDE

Activity Materials
LECTURE GUIDE HANDOUT

Relevant Business Processes:

1. AP-012 — Recurring Voucher
2. AP-068 — Recurring VVoucher Run Control
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C. Exercises
Exercise 1 — Create a Speed Chart

Scenario:  You have agrant for Budget Year 2004. The grant needs to be set up 75 percent
federa funds and 25 percent gate funds. When a SpeedChart is created, it is available
for al operatorsin your Business Unit to use on purchase orders or vouchers.

Step 1 Sdect: Go=>Define Business Rules=» Structure Procurement Options
Expected | The Structure Procurement Options window displays.
Results:
Step 2 Sdect: Use S-Z=» Speed Chart=>» Add
Expected | A didog box displays.
Results:
Step 3 Enter the following:
SetiD: 42000
SpeedChart: XX - PINETREES (Limited to 15 characters)
Operator ID: (Optional)
Operator Class: (Optional)
Effective Date: Current Date (Defaults)
Date funds are available
CLICK:
Expected | A didog box displays.
Results:
Step 4 Enter the following comments:
This grant covers the cost of planting pinetrees dong Georgia s highways. Federd funds
@ 75% and State Funds @ 25%.
Expected | A new digtribution line appears.
Results:
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Exercise 1 (continued)

Step 5 Enter the following:
Description: SEEDLINGS
Security: Universal (All Operators)
Percent: 75.00
Acoount: 614015
Fund: A1l (Optional)
Org: 4201100270 (Optional)
PROGRAM:
SuB-CLs:
BY:
PRJ/GRT:
Expected | Special Note: Mugt enter account number field dl other digtribution fields are optiond.
Results:
Step 6 Click: Cursor in Percent field ﬂl insert arow or (F7)
Expected | A new digtribution line appears.
Results:
Step 7 Enter the following:
Percent: 25.00
Acoount: 614015
Fund: Al
Org: 4203100201
PROGRAM:
Sus-CLs:
BY:
PRJ/GRT:
Expected | A new digribution line displays.
Results: Special Note: Enter onefidd or dl on the digtribution line
Step 8 Click: Bl save.
Expected | Thenew information is saved.
Results:
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Exercise 1 (continued)

Step 9 Compare -2 #PEE8ehatt | el wiith the panel shown below:

Structure Procurement Options - Use 5-Z - SpeedChark =10l x|

File Edit “iew Go Faworites Use A-1 Use J-R Use5-Z Report Help
Bl @l@x| ElaE =E Bjm] g5 @lel=] #elvwl ]|

D Speedchart |

SetlD: 42000 Effective Date:  03/06/2003

SpeedChart: - SEEDLINGS Status: IM v|

D escription: IPlNETFIEE SEEDLINGS Total Percent: 100.00
Definition

Secunty
' Universal [All Dperators) {* Enter Percentages
{” One Dperator {" Enter Weights UOM: I ll

" One Class

Comments: Thiz grant covers the cost of planting pinetrees along Georgia's highways. Federal funds @ 5%

=]
and State Funds (33 257, LI

Percent  Weight Account Fund Org Program 5ub-Clz BY PrifGrt Stat

B
[ 75.00 [0.00000 [614015  [Ar el 18273 [308  [2004  [EEL |
[25.00 [0.00000 [614015 [Ar 4203100 [ [308~  [2004 o1 | :l

IFMTRMS D Speedehart |add A

e

Note: After the‘Grant’ has been fully expensed, the SpeedChart can be
inactivated. Change Statusto Inactive and this SpeedChart will no longer be

listed asavalid value for selection.

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

Exercise completed.
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Exercise 2 — Create a Regular Voucher — Speed Chart

Scenario:  You havereceved aninvoice from Smith’s Consulting. Create avoucher for this
invoice using aregular voucher. It does not have a purchase order, and the vendor is
dready on the statewide vendor file. 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
Busness Unit: 42000
Voucher ID: NEXT (Default Value- Do Not Change)
Click: OK
Expected | The Invoice Header Information window displays.
Results:
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Exercise 2 (continued)

Step 4 Enter or sdect the following:
Short name: SMITH (Shift F4 or Double-click )
Sdect: SMITH'SCONSULTING
Date: Current Date (For more explanation see Business
Process AP007)
Invoice: 4482-XX
Replace XX with the number assigned to you by

your |ngructor.
Gross: 1000.00

Expected | Correct dataentry
Results:

Step 5 Click: I Line Imformation and Charges |

Expected | TheLine Information and Charges Pand displays.
Results:

Step 6 Enter following:

Voucher Linel:
Description: Wellness Training

Digribution Line 1;

Click: SpeedChart (ON)

From the drop down listing select:

Sdlect: 10207 “Wellness Training” (Double-click)
Tab

Expected | Correct data entry. Should have two separate lines of digtribution, one at 75% and
Results: oneat 25%.
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Exercise 2 (continued)

Step 7 Click: Remaining tabsto verify defaults.

Expected | Correct dataentry

Results:

Step 8 Click: Bliosave.

Expected | Thenew information is saved.

Results:

Step 9 Compare your Line Information and Changes pand with the pand shown below:

Enter Youcher Information - Use - Youcher i =101 x|

File Edit View @Go Favoribes Use Process Inquire Repart  Help

Hlgl@ X BeEE sw =z 8 @kl *]e]sli|

Invoice Header Information  Line Infarmation and Charges | Schedule Pavment I Record Payment I Approvals and Match 4 I E I

| Unik: 42000 Youcher ID: 00000349 Balance: 0.00 |
[ 2rd Party Pagment Distribute by: IW vI ;I
Amount Item 1O Description Quantity UOM Unit Price
1] 100000 | ﬂ [Wellness Training | I ﬂ|
Amount Guantity Account Fund Org Program Code ;I
1] 750.00 | [c270e3  #| [mi | [EELE #| [z2s #|
Sub-Cls BY Froject
[a04 #| [2003 | [12208 +
SpeedChart GL Unit Hate Openitem
| 3| Asset| stat| Proj | semo [ 1.0000000 |
Amount Guantity Account Fund Org Program Code
2 | z50.00 | [c27003  #| [mi d Y 20310021 8 O +
Sub-Cls BY Froject
[304 #| 2003 #| [m )
GL Unit Hate Openitem
Asset| stat | Proj | #2000 [ 1.0000000 | ﬂ j

IFMTRNS |Line Information and Charge |Add o

Note: Thevoucher 1D will differ.

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

Step 10

Expected
Results:

Compare your Invoice Header Information pand with the panel shown below:

Enter Youcher Information - Use - Youcher -0 x|

File Edit Yiew Go Faworites Use  Process  Inguire  Report Help
Blg@ x| EaEE el ojc| S5 2] #lelsl]

Invoice Header Information |Line Information and Charges I Schedule Payment I Record Payment I Approvals and Makch 4 I ’I

Unit: 42000 Youcher: 00000343 Lines: 1 Balance: 0.00

ShortMame: !SMITHSCDHS—I][H ﬂ Loc:l 1ﬂ SMITH'S CORSULTIMNG

[ 1278 Hurt Road
Yendor: Il]lll]lll]lll]lml ﬂ \

Austell, Ga 30106

Terms:  [N30 ﬂﬁruss: | 100000 USD Use: | ﬂ 0.00

Date: Il]3fl]lif2l]ll3 Sales: 0.00
Inuvoice: |4182—XX Freight: D.DD ¥AT- I LRI

Go T
Contract ID: I l-I i
hatch Mar. | Match Ermors

[FMTRRS [Invoice: Header Information [Add o

Note: Thevoucher ID and invoice number will 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 3 — Change or Correct a SpeedChart

Scenario:  You created a SpeedChart for Budget Y ear 2003 and you need to change it to Budget
Y ear 2004.
Step 1 Sdect: Go=>Define Business Rules= Structure Procurement Options
Expected | The Structure Procurement Options window displays.
Results:
Step 2 Sdect: Use S-Z=» SpeedChart=>» Correction
Expected | A didog box digolays
Results:
Step 3 Enter the following:
SetiD: 42000
SpeedChart Key: XX-TRAINING
Replace XX with the number assigned to you by your Instructor.
Operator ID: Optional
Operator Class: Optional
Effective Date: Optional (Date funds are available)
CLICK: Ok
Expected | A didog box displays.
Results:
Step 4 Sdect: XX —Training
CLICK:
Expected | A didog box displays.
Results:
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Exercise 3 (continued)

Step 5 Change the following:
BY: 2004

Note: Ensurethat the budget year is changed on both digtribution lines

Expected | Budget year ischanged.

Results:

Step 6 Click: Bliosave.

Expected | The new information is saved.

Results:

Step 7 Comparew panel with the panel shown below:

™ Structure procuremen Dptions - Use 5-2- Speedchart _ioix
File Edit Yiew Go Faworites Use A-1 Use J-R Use 5-Z2  Repork Help
8l@@x| alale| =e 5@ g8 @lkel] *elvwle]]
D Speedchart |
SetlD: 42000 Effective Date:  03/06/2003
SpeedChart: ==-TRAINIMNG Status: IActive v|
D ezcription: ITHAININE Total Percent: 100.00
S ecurity Definition
* Universal [All Dperators) {* Enter Percentages
" One Dperator {" Enter Weights UOM: I ﬂ
" One Class
Comments: d
Percent  Weight Account Fund Org Program 5ub-Clz  BY PrifGrt Stat LI
| 75.00 [0.00000 [651010  |A1 4203100:) [ |308 [2004 |01 |
| 25.00 [0.00000 (651010  |Al 4203100 [ {308 {2004 |m |
IFMTRNS |Dx apeedchart |Correction 4
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 4 — Establish a Recurring Voucher Run Control

Scenario:  You have been asked to set up arecurring voucher. The system will require arun
control for thisaction. Your goa isto set up arun control to be used repeatedly for this
process.

Business
Process: AP-068 Recurring Voucher Run Control

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

Expected | The Edit Run Controls didog box displays.
Results:

Step 2 Sdect: Process2Voucher Edit Request=>Add

Expected | The Add-Voucher Edit Request dialog box displays.

Results:

Step 3 Enter the following:
Run Control 1D: XXRECURR_VCHR
Click: OK

Expa:taj THE VOUCHER EDIT REQUEST PANEL DISPLAYS.

Results:

Step 4 Enter the following:

Request ID(first box): VCHREDIT
Request |D(second box): VOUCHER EDIT

Process Frequency: Always Process
Extent: Unit

Unit: 42000
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APRIL 2003

Step 4

Expected
Results:

Enter the following:

VCHREDIT
VOUCHER EDIT

Request ID(first box):
Request 1D(second box):

Process Frequency: Always Process
Extent: Unit
Unit: 42000

The run control is established.
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Exercise 4 (continued)

Step 5 Click: Bliosave

Expected | Therun control is saved.

Results:

Check

Results

Step 6 Compare |/ HenerEdtReauest | el with the panel shown below:

Enter Youcher Information - Process - Youcher Edit Request -0l x|

File Edit View @o Favoribes Use Process Inquire Report  Help

Blg@x| alale| zle 5= g8 @lkelo] *lelvsls]]

voucher Edit Request I

Operator 1D: FHTRM21
Run Control 1D: FARECURR_MCHR

HEI]I.IBS[ 1D: I CHREDIT i‘-l'l]UlIHEFI EDIT Mesgageg I ;I

‘Process Frequency — Extent Edit Options
{+ Always Process " EditAll © Group  EDI Load Youcher | | Reasonable Date Edit
" Process Once " Unit " Ongin ¢ EDI Edit Voucher
(" Don't Run (" Contract " Yendor ¢ Other Youcher

Walues

Unit: |4zuuu ll

Request Status
[ Ingtance: |

Sk

IFMTRINS [oucher Edit Request |add

Note: The run control ID will differ.

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 5 — Establish a Recurring Voucher

Scenario: Y ou have recaeived an invoice from Tidwell Generator Supply, Inc., for amonthly
rental fee for agenerator. It isdue the first of the month and is the same amount every
month. 'Y ou have been asked to set up a recurring voucher contract.

Business

Process: AP-012 Recurring Vouchers

Step 1 Sdect: Go=>Adminiser Procurement=>»Administer Contracts
Expected | The Administer Contracts window displays.
Results:
Step 2 Sdect: Use=>Recurring Voucher Contracts=»Enter Contract Voucher=>Add
Expected | A didog box displays.
Results:
Step 3 Enter or sdect the following:
Business Unit: 42000
Contract ID NEXT (Default Value— Do Not Change)
Click: OK
Expected | The Recurring Voucher Contracts pand displays.
Results:
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Exercise 5 (continued)

Step 4 Enter or sdlect the following:
Vendor Shortname: TIDWEL (Shift F4)
Sdlect: Tidwel Generator Supply, Inc.
TAB

Expected | Vendor information is populated in the pand.

Results:

Step 5 Enter or sdlect the following:
AP Unit: 42000
Begin Date: 07/01/03
Expire Date: 06/30/04
Gross Amt: 1200.00
Note: Gross Amt should equal amount to be paid per period (i.e. monthly,
quarterly)
Description: Rental (Optional)
Invoice: APS33XX
Didribution Description: Generator Rental
Account: 653600
Fund: Al
Org: 4201100270
Program: 01
Sub-Cls: 301
BY: Current Budget Year
Prj/Grt: 20105

Expected | Correct dataentry

Results:
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Exercise 5 (continued)

Enter Cantract Waucher .
Step 6 Compare panel with the pand shown below:
" pdminister Contracts - Use - Recurring Youcher Contracts 1=k
File Edit Yiew Go Faworites Use  Report Help
Blgl@!x| wlwE| slel o= alE| Sel=] #elsl ||
Enter Conkrack Youcher | Schedule Contrack I Contract Dekails i
SetlD: 42000 Contract ID:  MEXT Balance 0.00  Manager |
“Yendor
ShortMame: |[TIDWELLGEN-001  +| Vendor: [0000000162  +| TIOWELL GENERATOR 51
Copy Contract Master Contract ID AP Unit Begin Date Expire Date Status
| s #|[42000 " +| [0770172003 " [06730/2004  pen
Gross Amt: | 1.200.00 Description: |RENTAL
Invoice: IAPS33XX Currency: IUSD +| VAT: I @
1 Amount Item ID Description 1093 Code ™ 1099 ;I
| 1200.00 | +| [GENERATOR RENTAL [ *| © biscount
1 Amount Account  Fund Org Program Sub-Cls BY Pr/Git GL Unit ;I
[ 1200.00 [653600  [A1 | 4201100} [T [30n " [2004 " [20105  [42000 :I :I
IFMTRNS [Enter Cankract Youcher |Add A
Note: Contract |D hasnot been established until all information isentered and
saved.
Expected | Pand shot of data entry..
Results:
Step 7 Click: Schedule Contract I
Enter or sdlect the following:
Until date: 06/30/04
Invoice Dates Generated-
. : |
Click: . Calculator icon
Expected | Voucherswill display.
Results:
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Exercise 5 (continued)

Step 8 Compare Schedule Contiset | el \ith the panel shown below:
Administer Contracts - Use - Recurring Youcher Contracts ] I [m] |
File Edit Yiew Go Faworites Use Report  Help
alel®(x| ElaE slel == S=] 2] #e]s |
Enter Contrack Youcher Schedule Contract IContract Details i
SetlD: 42000 Contract ID:  MEXT Manager |
rInvoice Dates Generated——
-Repeat Youcher Harsi
Interval: Monthly vI
On The: 11' Tt Dy of 1 Im
Every: I 1 il Every Marith 2 IW
rContract Duration 3 Il]EU'I]1 /2003
Start Date: Il]?.r"l]1 £2003 Expire Date: 06/30,/2004 4 |1l].fl]1 £2003
& Untl II]EJ'3I]J'2I]I]4 a |11!I]1 72003
" For (5 |12J'I]1 72003
 Times 7 [o170172004 o
Fepeat voucher an the 1st Day of Every Month starting 2003-07-00 wuntil ;I ¢ Il]21l]1 fekia
2004-06-30. ~| 3 [0370172004 54
IFMTRINS |schedule Contract |add A
Note: Contract ID hasnot been established until all information isentered and
saved.
Expected | Pand shot of dataentry.
Results:
Step 9 Invoice Dates Generated-
. .
Click: I (= Explode Vouchersicon
Expected | The Contract Details pand displays.
Results:
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Exercise 5 (continued)

Step 10 Using the scroll bar, on each voucher enter or sdlect:
Accounting Date:  07/01/03
Note: New vouchersare created in atemporary worktable. At thistime, the
voucher fields can still be changed. Update Accounting Date for each exploded
voucher to current date or a date the voucher should post to budget. If the
Accounting Date is not changed, it will default to the date of invoice and will not
pass budget until that accounting period is open.
Expected | The Accounting dates on the recurring vouchers are changed
Results:
Step 11 Compare ' Centiact Details: 5an el with the panel shown below:
Administer Contracts - Use - Recurring Youcher Contracts =101 x|
File Edit View @Go Favoribes Use Repaort Help
gl@@(x| alaE| vlel 5(=] A=) @lkel=] *lelvsll]]
Enter Conkract Voucher I schedule Contract  Contract Details I
SetiD: 42000 Contract ID:  MNEXT
‘Totals
Youchers: 12  ¥oucher Total: 14,400.00 | Commit I
Business Unit: 42000 Invoice Date: Iﬂ?fl]'l 2003 ﬂ
Youcher 1D: MEXT Accounting Date: Il]?fl]1 F2003
Invoice Number: IAPSE?;XXJ Curiency: IUSD ﬂ
Gross Amt: I 1.200.00 VAT
1 Amount Item 1D Deszcription 1099 Code — 1pag LI
| 1200.00 | +| [GENERATOR RENTAL [ #| F Discount
TAmount Account Fund O Progrtam 5ub-Clz  BY PrifGrt GL Unit il
[ 120000 [653600 [A1 | #2011 06|} [301 " [2004 "~ [20105 [42000 :, :l =
IFMTRNS |Contract Details ladd A
Note: Contract ID hasnot been established until remaining process has been
completed.
Expected | Pand shot of data erntry.
Results:
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Exercise 5 (continued)

Step 12 clik Commit | button
Expected | The Contract Manager pand displays.
Results:
Contract Manager -
Step 13 Compare . | panel with the pand shown below:
Il x
File Edit View @o Favoribes Use Repart Help
ale®x| alalE| zle 5= g2 @lels] #lelvsle ]|
Contract Manager |
Search Criteria Actions
SetlD: 42l]l] +
J . Youcher Edit | Cloze Contract
Contract ID:  [0000000006 ﬂ
Yendor ID Master Contract 1D
000000 62 I ﬂ Loaded
Select Unit Voucher ID Invoice Invoice Date Gross Amt Status =
I ] 42000 Q0000350 APS33x-1 0701 /2003 1200.00 Unposted
I ] 42000 Q000031 APS3ZH=-2 02/01/2003 1200.00 Unposted i
I ] 42000 Q0000352 APS33<-3 0901 /2003 1200.00 Unposted
I ] 42000 00000383 APS3ZH<-4 100712003 1200.00 Unposted
[ ] 42000 00000354 APS3ATHk.5 110142003 1200.00 Unposted LI
Go To Reports
IEonllact Header j @ IHasler Contracts j @
IFMTRINS |Contract Manager [Update/Display a4
Note: Contract 1D has been established. The contract number will differ for
each user.
Expected | Pand shot of dataentry.
Results:
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Exercise 5 (continued)

Step 14 I mportant Note:
1. Write down the Contract number displayed on the Contract Manager panel.
2. Write down the Voucher numbers displayed on the Contract Manager panel.
Click: Youcher Edit |y tton.

Expected | A diaog box gppearsfor the Voucher Edit Run Control 1D.

Results:

Step 15 Enter or sdlect the following:
Run Contral 1D: XXRECURR_VCHR
Click: OK
Message Received: Panel has changed, Save?
Click: No
Note: If Yesischecked, therun control that was set up in Exercise 2 will not
display in Run Control box.

Expected | The Voucher Edit Request pand displays.

Results:
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Step 16

Expected
Results:

Enter or sdlect the following:

Extent: Contract

Contract:  The contract number you wrote down in step 13

Enter Youcher Information - Process - Youcher Edit Bequest

File Edit “iew Go Favortes Use Process Ingquire Beport Help

[ [O] %]

ElEEEEEENE E R EEENE +|¢|¢+|£|\

Woucher Edit Request |

DOperator 1D: FMTRMO1

Run Control 1D:

01RECURR-CHR

Request ID:  [VCHREDIT

VOUCHER EDIT

| [=]
Messages

-Process Freq -y Extent
' Always Process
¢ Process Once " Unit

" Don't Run

C EditAll ¢ Group ¢ EDI Load Youcher

" Origin ¢ EDI Edit Youcher

' Contract ~ Wendor " Other Youcher

Edit Opti

™ Reasonable Date Edit

Walues

Unit: [+2000 ﬂ

000000000

Contract:

4

R t Status

q

Instance:

7195 |

[FNTRNE

[Woucher Edit Request

|Update.-"DispIay

N

&

Click:

The Process Scheduler displays. Voucher edit process APPBV CHR will run

successtully.
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Exercise 5 (continued)
Step 17 Enter or sdlect the following:
Run Location: Server
Server: PSUNX
Output Dedtination: File
Fle/Printer: ftmp/ +P-d
From the list of programs
Sdect: PS/AP Voucher Edits
Click: OK
Enter Youcher Information - Process - Youcher Edit Request =& x]

Expected
Results:

File Edit “iew Go Favortes Use Process |nquire Report Help

e EEENEEEE S EET2E )

Woucher Edit Request |

Process Scheduler Request [ %]

Operator ID: FHTRHO1

Operator 1D:
Run Control 1D:

Run Control [D: - 001RECURRING_VCHR |

Request ID: Iﬁ — Fun Location r— Output Destination
 Client ™ Server & File € Printer " Window

Server IPSUNX VI File/Printer: I.-"tmp.-" +F-d

-Process Frequency

' Always Proces:

¢ Process Once

" Don't Run — Run Date/Time: —RunRecumence ———————————————— Cancel |
Values—— | Dater [m1/03/2001 =l [ance =l
Witle [420 | gipe Jos:38:00 am [] Name:
Contract:  [000 :
ontrac Feset to curent Date/Time | e | WiEW | Delete |
| Description [Hame |Process Type Descr

|-R equest Status——

£ pplication Engine

[FMTRN1 ["oucher Edit Fequest
“w Enter Youcher Inform...

|Update.-"DispIay

| @ NAGHE RS 237 aM

iR Slalll (7 Status: HP Laserlet BL on | % Grouphwise - Mailbox

B Microsoft word - AP002_.. |

The Voucher Edit Request pane will display.
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Exercise 5 (continued)

Step 18 Sdect: Go=>Adminigter Procurement=>» Enter Voucher Information
Expected | The Enter Voucher Information window displays.
Results:
Step 19 Sdect: Use=>»Voucher=» Invoice Header Information=» Update/Display
Expected | A didog box displays.
Results:
Step 20 Enter or select the fallowing:

Busness Unit: 42000

Voucher ID: Firg recurring voucher number you

wrote down in Step 13

Click: OK
Expected | The voucher panel displays.
Results:
Step 21 Click: Status Summary tab.
Expected | The Status Summary pand displays.
Results:
Step 22 Verify voucher Entry Status.~ Postable
Expected | The voucher can be paid.
Results:
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Exercise 5 (continued)
Check
Results
Step 23 Compare | ='aius Summary | pane with the pand shown below:
o x
File Edit Yiew Go Faworites Use  Process  Inguire Report  Help
olgl@x| wlale| slel o= A= @] #elsalz ||
Accounting InFu:urmatiu:unI Accounting InFnrmatinnI Currency I Template Information  Status Summary |Comments | Bissi 4 I ’I
Unit: 42000 Invoice: APSIDE Yendor: TIDWELL GEMERATOR SUPPLY, IMC
Youcher: 00000350 Date: 07/01/2003 1D: 0000000162
~Status rEntry Information
Entrp Status: Poztable Entered By: FMTRMZ1
Post Status: Unposted Origin: OmL
10919 Status: Unposted Entered on: 03062003
BCH Status: Mot Chi'd Last Updated: 03/06/2003
Cloze Status: Open Updated By:
IFMTRMS |Skatus Summary |Update/Display A
Note: Thevoucher number & date will differ.
Expected | The pand matches. Congratulationd!
Results: If the el ements do not match, review the steps and consult your Instructor.
Step 24 _
Click: 5 to cancel.
Repeat steps 23 thru 26 to ensure that your remaining- recurring vouchersare
postable.
Expected | The screenis cancelled.
Results:
Exercise completed.

PHOENIX - STATE OF GEORGIA
PEOPLESOFT PROPRIETARY AND CONFIDENTIAL

SECTION 3: VOUCHER INFORMATION 3-25




APRIL 2003 PARTICIPANT GUIDE

Exercise 6 — Set up Run Control and Close a Recurring Voucher Contract

Scenario: Y ou have cancdlled Tidwell Generator Supply, Inc., for monthly generator rentad. Go
back and close out the unpaid and unposted vouchers.

Step 1 Sdect: Go=>Administer Procurement=>» Administer Contracts

Expected | The Administer Contracts window displays.
Results:

Step 2 Sdect: Report=>» M aster Contracts=>» Add

Expected | The Add-Master Contracts Run Control ID diaog box displays..
Results:

Step 3 Enter the following:
Run Control 1D: CLOSE_RECVCHRXX
Click: OK
Expected | The Master Contract pand displays.
Results:
Step 4 Enter or sdect the following:
SetID: 42000
Expected | The Master Contract pand displays.
Results:
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Exercise 6 (continued)

Step 5 Click: Bliosave

Expected | Therun control is saved.

Results:

Check

Results

Step 6 Compare  Master Fentiacts | panel with the pand shown below:

ol x

File Edit Yiew Go Faworites Use  Report Help

Bl &@x EaEE &= =E EE2 B2ls=] +|¢|¢+|£||

Master Contracks |

Operator 1D: FHMTRM21

Run Control ID:  CLOSE_RECYCHRNX Language: |Wvl

[Hepurl Request Parameters

SeHD: |4zuuu ﬂ

IFMTRNS [Master Contracts |Add

Note: Therun control 1D will differ.

Expected | The pand matches. Congratulations!
Results: If the ements do not match, review the steps and consult your Instructor.
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Exercise 6 (continued)

Step 7
& Click: 1 to cancdl.
Expected | The screenis canceled.
Results:
Step 8 Sdect: Go=>Administer Procurement=>»Administer Contracts
Expected | The Administer Contracts window displays.
Results:
Step 9 Sdect: Use=>Contract Manager
Expected | The Contract Manager pand displays.
Results:
Step 10 Enter or sdect the following:
Business Unit: 42000
Contract ID: The Contract ID you wrote down in Exercise 3.
Click: pull in the vouchersfor the contract.
Expected | The vouchersdisplay at the bottom of the pandl.
Results:
Step 11 Click: Close Contract button.
Expected | Thefollowing message gppears. “Thiswill close the unposted/unpaid vouchersin this
Results: Contract.”
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Exercise 6 (continued)

APRIL 2003

Step 12 User will receive this message:

PeopleCode Manager (Update)

X

€y

(7700.4)

k. I Cancel

Thiz will cloge the unposted/unpaid vouchers in thiz Contract.

E=plain

Click: OK

Results:

Expected | The Enter Contract VVoucher pand displays.

PHOENIX - STATE OF GEORGIA
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Exercise 6 (continued)

Check
Results
Enter Contract Woucher .
Step 13 Compare | pane with the panel shown below:
Administer Contracts - Use - Recurring ¥Youcher Contracts i [m] |
File Edit View @Go Favoribes Use Report Help
gle®X alael slel 5(=] 2= slel] *lelslz ]|
Enter Contract Woucher | Schedule Contrack I Contract Dekails i
SetlD: 42000 Contract 1D: 0000000006 Balance
“Wendor
ShortName: [TIDWELLGEN-001  +| Vendor: [0000000162 4| TIGWELL GENERATOR 51
Master Contract ID AP Unit Begin Date Expire Date Status
ﬂ [42000 ﬂ [07/01/2003 " [06/30/2004  Ciosed
Gross Amt: I 1.200.00 Description: IHENTAL
Invoice: IAP533XX Currency: IUSD +| VAT: I @
1 Amount Item 1D Description 1099 Code ™ 1099 LI
| 1200.00 | +| [GENERATOR RENTAL [ #| = Discount
1 Amount Account  Fund Org Program Sub-Cls BY Pri/Grt GL Unit ;I
[ 120000 [653600  [A1 | #201100) (] [301 [2004  [20105  [42000 :I :I
IFMTRINS [Enter Cantract Youcher [Update/Display 4
Note: Thecontract statusis closed.
Expected | The pand matches. Congratulationd
Results: If the lements do not match, review the steps and consult your Instructor.
Step 14
Click: ﬁ to cancdl.
Expected | The screenis cancelled.
Results:
Exercise completed.
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Exercise 7 — Update Regular Voucher — Online Budget Checking

Scenario:  You have received approva to run budget checking online for avoucher. Perform this
process in Peoplesoft
Note: You must have the correct Security accessin order to perform thisfunction. If
you have the correct security access, you will have two Accounting I nformation
panelsin your pane group. Budget Checking is performed on the second
Accounting Information pane in the group.
Step 1 Sdect: Go=>Adminiser Procurement=» Enter Voucher Information
Expected | The Enter Voucher Information window displays.
Results:
Step 2 Sdect: Use=>Voucher=>»Accounting I nfor mation #2=»Update/Display
Expected | A didog box displays.
Results:
Step 3 Enter or select the following search criteria
Busness Unit: 42000
Voucher ID: 000003X X
Replace XXX with the number assigned to you by
your ingructor.
Click: OK
EXpeCtaj The Accounting Information panel di spl ays
Results:
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Exercise 7 (continued)

Step 4 Enter or sdlect the following:

Click: Budget Checking Button EEJ

Expected | The*"Successful” Budget checking didog box appears
Results:

Step 5

Budget Check Process x|

The Youcher zuccezsfully met Budget Checking
reguirements. Do pou want the panel refreshed?

Yes Mo Cancel

Click

Expected | Budget Checking statusis“Vadid’
Results:

Step 6 Click: El to save.

Expected | Thenew information is saved.
Results:
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Exercise 7 (continued)

Step 7 Compare your Accounting Information pane with the panel shown below:

Enter Youcher Information - Use - Youcher -0 x|

File Edit Yiew Go Faworites Use  Process  Inguire  Report Help

Hlg @ X =EE e 2z 25 2lel=] *e]sli|

Schedule Payment I Record Payment I Approvals and Matching I Accounting Information  Accounting Information |CurrE 1 I ’I

Unit: 42000 Invoice: 5E682-01 Vendor:  AKINS SUPPLIES & MATERIAL

Youcher: 00000301 D ate: 0242472003 1D: Oo0ooooos2

‘¥oucher Processing

rAccounting Instructions

Accounting Date: 0242472003 ¥ Post Youcher

Accounting Template: IAECTSPAY1 ﬂ " | Close Voucher

I Delete Youcher

rAccounting Policy

Account At Met -

-Budget Checking

‘¥oucher Proration Rules
V¥ Sales Tax BCM Status:  Valid

¥ Use Tax
¥ Freight E

¥ Hon-Becoverable VAT

IFMTRNS |.ﬁ.cc0unting Information |Update/Display o

Note: Thevoucher 1D will differ.

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

Exercise completed
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D. Summary and Review

PARTICIPANT GUIDE

Activity Materials
||| CE | |
LECTURE GUIDE REVIEW

Objectivesreview:

1
2
3.
4

Create recurring vouchers
Create vouchers using a Speedchart
Create a Speedchart

Perform On-Line Budget Checking

Discuss the following questions:

1. IsaSpeedchart to be used by only one Vendor?

2. What isthe difference between a speedchart and a voucher template?

3. For what type of payments would you use Recurring V ouchers?
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A. Introduction

Entering Voucher /1099 Vendor

4

Wecome to the 1099 Processing section!  This section contains the tools needed to
learn al the concepts and procedures involved in entering vouchers and 1099 vendor
informetion.

Goal To acquire the skills and knowledge necessary to perform al the procedures required in
1099 Processing.

Participant
Objectives At theend of this section you will be adleto

1. Create aregular voucher — vendor 1099 applicable.
2. Create a 1099 adjustment.
3. Inquiry on 1099 baance.
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B. Business Processes

PARTICIPANT GUIDE

Activity Materials
LECTURE GUIDE HANDOUT

Relevant Business Processes:

APOO05 — Enter 1099 Vendor Information
APO07 — Regular Voucher
AP030 — 1099 Processing

4—2 SECTION 4: 1099 PROCESSING

PHOENIX - STATE OF GEORGIA
PEOPLESOFT PROPRIETARY AND CONFIDENTIAL




PARTICIPANT GUIDE APRIL 2003

C. Exercises
Exercise 1 — Enter 1099 Vendor

Scenario:  You have received an invoice from Williamson Consulting. The vendor isnot on the
gatewide vendor file. Your god isto successfully enter the vendor information into
Phoenix.

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

Expected TheMaintain Vendor window displays.

Results
Step 2 Sdect: Use=>Vendor Information= 1 dentifying I nfor mation=>»Add
Expected A dialog box displays.
Results
Step 3 Enter or select the following:
Business Unit: STATE
Voucher ID: NEXT (Default Value- Do not typein thisfield)
Click: OK
Expected The Invoice Header Information pane displays.
Results:
Step 4 Enter or select the following:
Name 1: WILLIAMSON CONSULTING - XX
Shortname: WILLIAMSON

Classification: Supplier - Minority

Satus: Unapproved

Perdgstence: Regular (Default value)

1099: ON

Note: Indicator must remain clicked on for vendor to berecognized asa 1099
vendor.

Expected Correct data entry
Results: Note: Status will be Unapproved in Production until approved by Security

PHOENIX - STATE OF GEORGIA SECTION 4: 1099 PRocessING 4—3
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PARTICIPANT GUIDE

Exercise 1 (continued)

Step 5 Click: @(1099 I nformation 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: 583221239
Type: Fed ID
1099 Code: 07
Control I1D: WILL
Name 1 WILLIAMSON CONSULTING
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:
Step 7 Click: oeation to proceed to the L ocation panel.
Enter or sdlect 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: 404-362-1234
Expected Correct data entry
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Step 7 Click: =93 |+ proceed to the L ocation pane.
Enter or select the fallowing:
Descr: LOCAL
Effective Date: Current system date (Default value)
Status. Active (Default value)
Addressl: 1011 LYNNE CT
City/Twn1. LAWRENCEVILLE
S/Prov: GA
Pogstd: 301475847
Country: USA (Default value)
Phone Main: 404-362-1234
Results:
PHOENIX - STATE OF GEORGIA SECTION 4: 1099 ProcEssING 4—5
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Exercise 1 (continued)

PARTICIPANT GUIDE

Step 8 Click: el proceed to the SIC Codes
and User Types panel.
In the User Classification section of the pand:
Sedlect Minority — Asan American
Expected Correct data entry
Results:
Step 9 Click: Bl save
Expected The new information is saved.
Results:
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APRIL 2003
Exercise 1 (continued)
Check
Results
St 10 . | dentifying |nformation I
® Click:
Expected The Identifying Information pand displays.
Results:
Step 11 Compare I dentifying I nformation pane to the pand shown below:
_ioix
File Edit Yiew Go Faworites Use  Inguire  Report Help
Bl @@ x| wlwE| slel o= Sl=] @l #olsal7 |
Identifying Information |L0cati0n I Payment Options I EFT Payment Options I SIC Codes and User Types I Wendor MIGP /4 I 4 I
SetlD: STATE Yendor: 00000007 65
Hame 1:
Hame 2: I
ShortMame: iWILLIAMSDN sl L LIRS DM -001
Clazzification: ISupplier- Minority j ¥ 1099 @ ¥ Open For Drdering
Status: Approved -
Persistence: Regular -
Yendor Relationships
[T Corporate Yendor I ﬂ
[ Remit Yendor I ﬂ
Last Updated By:  FNTRNZT Student ID 21 External Update Type: [ONL ﬂ
IFMTRNS [Identifying Information |add A
Expected If the pand matches, click: EI (2099 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 1 (continued)

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

Maintain Yendors - Use - Yendor Information i [m] |

File Edit View Go Favoribes Use Inguire Report Help

slg®@X alaE slel 5= 8] elel] *sivlz ]|

SetlD:  STATE Vendor 0000000165 WALLIAMSON COMSULTING - 3 |
Effective Date: Il]3fl]?!2l]l]3 Status: IActive vl _I
~Tax ldentification Humber———— Reporting Address
1D: IEB3221 239 Control 1D: I‘W'ILL
Type: IFed D -l Mame 1: [WILLIAMSON CONSULTING
[ Motified Twice of Invalid 1D Mame 2: I
"' Direct Sales > $5000 Country: IUSA ﬂ
“Wouchering Defaults —————— | Addiess: |1l]11 LYNNE CT
1099 Code: |I]? ﬂ MonEmpComp City: |LAWHEN[:EVILLE
-Percent Withheld State: IEA ﬂ Zip: |3I]1 475847
* Default
" Specify  Pecent: 0.00 j
IFMTRINS [1099 vendor Information  Add A

Expected If these dements do not match, review the steps and consult the Ingtructor.
Results: Note: The Vendor number may vary from the number shown here.

If the panel matches, click: to proceed to the Identifying Information pand.
Click: E=E . proceed to the Location panel.
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Exercise 1 (continued)
Step 13 Compare L ocation pand to the panel shown below:

laix

File Edit View Go Favoribes Use Inguire Report Help

sle®X alaE| slel 5= 8] elel] *sivlz ]|

Identifving Information  Location |Pa\;ment Options I EFT Pavment Options I SIC Codes and User Types I Yendor MIGP /4 I ’I

SetlD: STATE Yendor: 00000001 65 WILLIAMSON COMSULTIMNG - 5
[Loc; ]
Location: 001 Descr |(HUIe:YR Default: | Ordering ¥ Invoicing ¥ Remitting

Effective Date: |U3fﬂ?32|]|]3 Status: I.Active vl

Address 1; |1n11 LYNNE CT

Address 2: I

Address 3: I

Address 4: I
City/Twn1: [LAWRENCEVILLE

Cnty/Twn2: I

St/Prov: IEA ﬂ Paostal: |3U14?-534?
Country: IUSA :l

Phone

Country: I_

Main: |4[I4-3E2-1 234

E xtension: I—

Fax: I—

-Payment Alternate Names

Mames... I

£

Gl

IFMTRINS |Location

|add

A

Expected If these dements do not match, review the steps and consult the Ingtructor.
Results: Note: The Vendor number may vary from the number shown here.

If the pmd matches, dick: 5IC Codes and User Types

User Types pand.

| to proceed to the SIC Codes and
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Exercise 1 (continued)

Step 14 Compare SIC Codes and User Typespand to the pand shown below:
il
File Edit View Go Favoribes Use Inguire Report Help
Blg®@X| alaE| slel 5= 2= slelo] #zlvalz]]
Identifving Information | Location I Payment Opkions I EFT Payment Options 1€ Codes and User Types |Vendu:ur IR 4 I ’I
SetlD: STATE Yendor: 00000001 65 WILLIAMSON COMSULTIMNG - 5
-SIC Classification
Division: I_ﬂ
Group: i_- LI
SubGroup: i_ ﬂ
Type: i_ﬂ
SubTppe: i ﬂ
rUszer Classification LI
Minority - Azian American LI
IFMTRINS |SIC Codes and User Types  |Add A
Expected If these dements do not match, review the steps and consult the Ingtructor.
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 2 — Createaregular voucher - Vendor 1099 applicable

Scenario:  You have recaived an invoice from Smith’s Consulting. Create avoucher for this
Invoice using the Standard voucher pand group. It does not have a purchase order, and
the vendor is dready on the Statewide vendor file. Your god is to successfully enter the
voucher information into Phoenix.

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

Expected A dialog box displays.
Results:

Step 2 Sdect: Use=>Voucher=»Invoice Header Information=>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 Invoice Header Information pane displays.

Results:

Step 4 Enter or select the following:
Short name: SMITH (Shift F4 or double-click)
Double-dick: SMITH'SCONSULTING
Click: TAB

Expected Smith’s Consulting vendor information and terms are popul ated.
Results:

PHOENIX - STATE OF GEORGIA SECTION 4: 1099 ProceEssingd—11
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Exercise 2 (continued)

PARTICIPANT GUIDE

Step 5 Enter or sdect the following:
Date: Current Date
(For more explanation see Business Process
AP0Q7)
Invoice number: 1598-xxx
Replace XXX with the number assigned to you by
your Ingructor.
Gross amount: 3500.00
Expected Correct data entry
Results:
Step 6 Click: Line Information and Char ges panel
Enter or select the following:
Voucher Linel:
Amount: 3000.00
Description: Management Training
Digribution Line 1:
Acoount: 627003
Fund Al
Organization Code: 4201100270
Progran Code: 01
Sub-Class 301
Budget Year: Current Budget Year
Project: 20105
Expected Correct data entry
Results:
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Exercise 2 (continued)

Step 7 Cursor in Description fied: ﬂl or F7toinsert aline
Enter or select the following:

Voucher Line2:
Amount: 500.00
Destription: Booksfor Management Training

Distribution Line 1:

Account: 627003

Fund Al

Organization Code: 4201100270
Progran Code: 01

Sub-Class: 301
Budget Year: Current Budget Year
Project: 20105
Expected Correct data entry
Results:
PHOENIX - STATE OF GEORGIA SECTION 4: 1099 ProcESsING4—13
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Exercise 2 (continued)

Step 8 Click: Invoice Header I nformation Panel
Click: (1099 button) located beside thevendor 1D No.
Determine if the lines of the voucher should be charged as
1099 applicable.
Click: Uncheck line 2
laix

File Edit View @Go Favoribes Use Process Inquire Report  Help

Ble@X| ElaE| slel 5(=] 2= elel] *lelslz ||

Umit: 42000 Invoice: 1898 Vendor:  SMITH'S COMSULTIMNG
Youcher: 00000362 D ate: 0340772003 1D: 0000000031
Deselect All 1093 1099
Line Amount Description Applicable Code
1 300000 Management Training T Il]? ﬂ
2 RO0.00  Books for Management Training - I ﬂ
IFMTRINS 1099 Information |add A

Expected The Invoice Header Information pand displays.
Results:
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Exercise 2 (continued)

Step 9 Click on the 1099 applicable check box to desdlect linesfor 1099 processing

The 1099 code defaults on the voucher based on the 1099 code set up for the
vendor.

If necessary, 1099 code can be changed.

If the voucher lineisdeselected, it will not be selected for 1099 processing.

If the voucher lineis selected, it will be selected for 1099 processing.

If the voucher lineis selected and grayed out, the line has been updated to

1099 Ledger. Therefore a 1099 adjustment hasto be created to correct the

1099 L edger.

Note: Detail Report (APXXX0413) 1099 applicable vouchers before
updateto L edger.

Summary Report (APXXX0412) 1099 voucher s after posting to 1099 L edger .
Expected 1099 Procedures
Results:

Step 10 Click: return to Invoice Header Information panel.

Click: Schedule Payment tab to verify defaults.
Click: Record Payment tab to verify defaults.
Click: Approvals & Matching tab to verify defaults.
Click: Accounting I nfor mation tab to verify defaults.
Click: Status Summary tab to verify defaults.
Click: Comments tab to verify defaults
Expected Veification of default values
Results:
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Exercise 2 (continued)

Step 11 Click: g to save.
Expected The new information is saved.
Results:
Check
Results
Step 12 Compare Line Information and Changes (Line 1) panel with the pand shown
below:
™ v Voucher Inormation-Use -Voucher S =
File Edit “iew Go Faworites Use Process  Inguire  Report  Help
ole# x| alwE slel ==| a8 2= #v|s |
Invoice Header Information  Line Information and Charges | Schedule Payment I Record Payment I Approvals and Makch 4 I ’I
| Unit: 42000 Youcher ID: 0a00o03e2 Balance: .00 |
[~ 3rd Partg Pagment Distribute by: Im vI ;I
Amount Item IO Description Quantity UOM Unit Price
1 I 200000 I ﬂ IManagement Training I I ﬂl
Amount Guantity Account Fund Org Program Code ;I
1] 300000 | [627002 ll [a1 ll mﬂ Jm ﬂ
Sub-Cls BY Froject
[301 3| [2003 & [z20105 !
SpeedChart GL Unix Rate Openitem Sgree
| #| Asser| stat | Proj | #2000 | 10000000 |
o
IFMTRINS |Line Information and Charge [add 4
Note: The voucher ID may differ.
Expected The pand matches. Congratulationd!
Results: If these dements do not match, review the steps and consult your Ingtructor.
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Exercise 2 (continued)

Step 13

Expected
Results:

Compare Line Information and Changes (Line 2) panel with the pand shown
below:

Enter Youcher Information - Use - Youcher ) i [m] |

File Edit View @Go Favoribes Use Process Inquire Report  Help

glg@x e e = a8 2lel] ® 4]

Invoice Header Information  Line Information and Charges | Schedule Payment I Record Payment I Approvals and Makch 4 I ’I

| Unit: 42000 Youcher ID: 00000362 Balance: IJ.IJIJ|

[ 3rd Partg Pagment

]

Amount Item IO Description Quantity UOM Unit Price
2 | 5000 | JEI] ook for ansgement 1IN RN |
Amount Guantity Account Fund Org Program Code ;I
1] s00.00 | [c27003  #| [mi Ld ) +201i002 {1 O +
Sub-Cls BY Froject

SpeedChart

[301 ﬂ [2003 ﬂ [20105

GL Unit

|_| ﬂ Assetl Statl PmiI 42000

3

Rate

Openitem

10000000 |

o 1

[FMTRIS Line Infarmation and Charge [add

Note: The voucher ID may differ.

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

Step 14

Expected
Results:

Compare Invoice Header Information pand with the panel shown below:

Enter Youcher Information - Use - Youcher -0 x|

File Edit Yiew Go Faworites Use  Process  Inguire  Report Help
Blg@ x| EaEE el ojc| S5 2] #lelsl]

Invoice Header Information |Line Information and Charges I Schedule Payment I Record Payment I Approvals and Makch 4 I ’I

Unit: 42000 Youcher: 00000362 Lines: 2 Balance: 0.00

ShortMame: !SMITHSCDHS—I][H ﬂ Loc:l 1ﬂ SMITH'S CORSULTIMNG

" 1278 Hurt Road
Yendor: Il]lll]lll]lll]lml ﬂ ]

Austell, Ga 30106

Terms:  [N30 ﬂ Gross: | 350000 USD Use: | ﬂ 0.00
Date:  [03107¢2003 Sales: 0.00
Inuvoice: |1598-HH Freight: 0.00 ¥AT- I LRI

Go T
Contract ID: I l-I i
hatch Mar. | Match Ermors

[FMTRRS [Invoice: Header Information [Add o

Note: Thevoucher 1D and invoice number 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 3 — Create a 1099 Adjustment

Scenario:  You requested a1099 Summary Report (APXXX0412) and after reviewing the report
you discovered that Smith’s Consulting had been flagged as a 1099 for materials on

voucher.
Step 1 Sdect: Go=>Administer Procurement=>» M aintain Vendors
Expected The Enter VVoucher Information window displays.
Results:
Step 2 Sdect: Use=>»1099 Adjustments=Add

[N\ [o) (= If an adjustment was created previoudy for thisvendor goi

Expected A didog box displays.

Results:

Step 3 Enter or sdlect the following:
Busness Unit; 42000
Vendor ID: 0000000091
Click: OK

Expected A didog box displays.

Results:
Step 4 Enter or sdect the following;
DATE:
Code: 07
Amount: -50.00
Reason: Not 1099 applicable
Voucher ID: (Optional)
Click: Post |
Expected A didog box displays.
Results:
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Step 4 Enter or select the following;

DATE:

Code: 07

Amournt: -50.00

Reason: Not 1099 applicable

Voucher ID: (Optional)

Click: Post |
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Exercise 3 (continued)

APRIL 2003

Step 5 Click: El to save.
Expected The new information is saved.
Results:
Step 6 Compare 1099 Adjustment pand with the pand shown below:
1=k
File Edit Yiew Go Faworites Use  Inguire  Report Help
Bl g@x| Elaa| =E 5@ g8 @lkel=] #elvull]|
1099 Adjustments |
Unit: 42000
Vendor: 0000000097 SMITH'S CONSULTING
Date. ] 1099 Balance |
{+ Post
Code: Iﬂ? ll Mon-Employes Compensation Do Not Post
Amount: I -50.00
Reasin: [Not 1099 Applicable 'sif'"s
Fosted
Youcher 1D: I ﬂ & Urposted
Post I
IFMTRNS |1099 Adjustments |Update/Display A
Note: Date may differ.
Expected The pand matches. Congratulations!
Results: If these dements do not match, review the steps and consult your Instructor.

PHOENIX - STATE OF GEORGIA
PEOPLESOFT PROPRIETARY AND CONFIDENTIAL

SECTION 4: 1099 Processingd—21




APRIL 2003

PARTICIPANT GUIDE

Exercise 3 (continued)

Step 7

Expected
Results:

The adjustment amount will add to or substract from the 1099 L edger
amount.

Only one 1099 adjustment for a given vendor may be entered per day. The
date field may be changed as needed.

If additional 1099 adjustments are necessary for a vendor, a line should be
inserted and 1099 adjustment infor mation entered (adjustment history will
betherefor each year).

In order to post a 1099 adjustment; click on the Post button. The 1099 Balance
Post radio button will default to post.

The 1099 adjustment will bereflected on the 1099 Summary Report
(APXXX0412) and 1099 Balance Inquiry, if the 1099 adjustment has been
posted.

After reviewing the 1099 Summary Report, a 1099 adjustment can be
unposted immediately by clicking on the Unpost button.

Unposting rever sesthe 1099 adjustment from the 1099 L edger.

If an adjustment isunposted in error, you smply post the adjustment again
in order torecord the adjustment to the 1099 L edger.

If a 1099 adjustment has been posted and isnot required, unpost, select the
Do Not Post Option and Save.

1099 Procedures.

Exercise completed.
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Exercise 4 — 1099 Balance I nquiry

Scenario: How to review the 1099 baance by vendor.

Step 1 Sdect: Go=>Administer Procurement=>» Review Vendor Information

Expected The Enter VVoucher Information window displays.

Results:

Step 2 Sdect: Inquire=»1099 Baances

Expected A didog box displays.

Results:

Step 3 SetID: STATE

Vendor ID: 0000000091
Fiscd Year: Current Budget Year
Click: OK

Expected A didog box displays.

Results:

Step 4 The 1099 Balance displays 1099 balance by vendor for all business units.
You mugt scroll to your business unit to obtain the 1099 balance for your
agency.

Click on the checkbox ‘Include Business Unit’ in order for all of the 1099
code amountsto be displayed for the given vendor for your agency.

Expected 1099 INQUIRY PROCEDURES.

Results:
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Exercise 4 (continued)

Step 4 Compare M- pand with the pand shown below:

Review Yendor Information - Inquire - 1099 Balances -0 x|

File Edit Yiew Go Faworites  Inguire  Help

SR ENE E NN ENE RN R 2 A

M1099 Bal vndr |

SetlD:  STATE Wendor: 00000507107 A1 PLUMBING HEATING & SEWER SERVICE  Year: 2002
~Totals From Selected Units

Rent Amount: Med/Health Care Payments Amt:

Royalties Amount: Honemployee Compensation Amt: 325,00

Pnzes, Awards Amount: Subshitute Payment: Amount:

Federal Income Tax Withheld: Exzcess Golden Parachute Amt:

Fizhing Boat Proceeds Amount: Crop Insurance Proceeds Amt:

Attorney Gross Proceeds Amount:

Business Unit: 40200 Agriculture, Dept of ¥ | Include Business Lnit ;I
1099 Code Amount |
07  Mon-Employee Compenzation 326.00
IFMPROD 1099 Eal Yndr |Update/Display A
Note: Date and Vendor ID may differ.
Expected The pand maiches. Congratulations!
Results: If these dements do not match, review the steps and consult your Instructor.
Exercise completed.
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Exercise 5 — Discuss 1099 Processing Schedule
PeopleSoft 1099 Overview

The firgt step in 1099 processing is to establish appropriate vendors as 1099 gpplicable. 1099
information specific to each vendor is captured on Maintain Vendor pands. If avendor is marked as
1099 applicable, then dl lines for avoucher to that vendor will be marked as 1099 applicable. The
systlem uses this information during voucher processing and 1099 reporting. A voucher can be
recorded as 1099 applicable via the 1099 button on the Invoice Header Information Pand only if the
vendor is 1099 applicable. A voucher line can aso be desdlected as 1099 applicable. 1099 amounts
are posted to a 1099 L edger, summarizing vendors 1099 transactions by caendar year for each
business unit. The 1099 transactions are based on amounts paid from vouchers that have voucher lines
marked as 1099 gpplicable. Once the 1099 baance is posted for a voucher, any changesin the
balance must be done via a 1099 Adjustment panel. Then, the 1099 Adjustment transaction is posted
to the 1099 ledger. The final 1099 ledger isthe basis for vendor reporting and IRS file cretion.

In order to produce a 1099 MISC Form, the vendor must be established in PeopleSoft as a 1099
vendor. Therefore, any vendors, beneficiaries or individuals for whom you need to produce a 1099
MISC Form must be setup as a vendor.

1099 Adjustments:

If avendor’s 1099 reporting has been overstated or understated, corrections to the vendor’s 1099 balance can
be made via the 1099 Adjustment panel [Go- Administer Procurement — Maintain Vendors — Use — 1099
Adjustments]. The 1099 Adjustments panel allows users to adjust the overall 1099 balance for a vendor at the
business unit level, or to apply an adjustment to a specific voucher. See the attached ‘Posting a 1099
Adjustment’ instructions.

1099 Reporting:
Applicable 1099 vendors with payments totaling $600.00 or more are required to receive a 1099
MISC Form. The 1099s will be printed on laser forms and will be folded and sedled.

The 1099 block numbers are the same as previous years 1- Rents, 6- Medicd and Health Care
Payment, and 7 — Non-Employee Compensation. Wages paid to an edtate or beneficiary should be
entered as code 3 — Prizes, etc., usng a 1099 Adjustment.

The following 1099 Reports are on-request reports available any time in PeopleSoft:

1099 Detail Report (APXXX0413,) — Thisreport provides alist of 1099 gpplicable vouchersin
vendor name order. Vouchers that have been updated to the 1099 Ledger will no longer appear on
thisreport. The 1099 Detail Report will be produced automaticaly before each 1099 Ledger
Update. (See Attachment C)
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Exercise 5 (continued)

1099 Summary Report (ApXXX0412) — Thisreport provides alist of the vendorsin vendor
name order and the 1099 codes/amounts from the 1099 Ledger. The 1099 Summary Report will
be produced after each 1099 Ledger Update (See Attachment C).

1099 Balance Inquiry:

Thisinquiry displays the 1099 Bdance for avendor. Since vendors are defined at the STATE levd, the
inquiry displays 1099 Balances for dl busness units. Once a 1099 Adjustment has been posted, the
amount will be reflected on the 1099 Balance Inquiry. (Navigaion: Go — Review Vendor Information
— Inquire— 1099 Balance)
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Exercise 5 (continued)

Attachment B — 1099 Processing Schedule for 2003

Year Round — Agencies should request and review the APXXX0413 1099 Detail report to anayze
1099 applicable vouchers.

Wednesday, April 30, 2003 — 1099 L edger Update #1 for 1099 applicable vouchers in Peoplesoft
for the months of January 2003 — April 2003. The 1099 Detail Report will be autometically produced

before the 1099 Ledger Update. The 1099 Summary Report will be automaticaly produced after the

1099 L edger Update for agenciesto review.

After the 1¥ 1099 L edger Update (April 30, 2003) - Agencies should begin entering 1099
Adjustments and requesting the APXX X412 1099 Summary Report as tools for correcting 1099
vendor balances prior to creation of the 1099 forms and IRSfile. The Adjustments can be POSTED
immediately to the 1099 L edger (See the attached instructions * Posting a 1099 Adjustment’) or
automatically posted during the next scheduled FSS 1099 Ledger Update.

Friday, August 29, 2003 — 1099 Ledger Update #1 for 1099 applicable vouchers in PeopleSoft
(January 2003 — June 2003 1099 Data). The 1099 Detail Report will be automatically produced before
the 1099 Ledger Update. The 1099 Summary Report will be automaticaly produced after the 1099
Ledger Update for agenciesto review.

Monday, January 5, 2004 — 1099 L edger Update #2 for 1099 applicable vouchers and adjustments
in PeopleSoft (July 2003 — December 2003 1099 Data). The 1099 Detail Report will be automaticaly
produced before the 1099 Ledger Update and the 1099 Summary Report will be automaticaly
produced after the 1099 Ledger Update for agenciesto review. The 1099 Ledger Update will occur in
overnight processing so users will have the entire working day to complete their adjustments.

Monday, January 5, 2004 — Update the 1099 Adjustment table and the 1099 Ledger filesfrom
agency with offline interface. A 1099 Interface Error Report and query of loaded 1099 Offline
Adjustments will be produced for agency to review.

Tuesday, January 6- Tuesday, January 13, 2004 — Agencies enter 1099 Adjustments as needed
for balances updated to the 1099 Ledger from vouchers and offline adjustments. During thistime,
agencies can POST and UNPOST Adjustments as needed.

Tuesday, January 13, 2004 —Final 1099 Ledger Update from 1099 Adjustments entered from
January 6 — January 13, 2004. The 1099 Detail Report will be automaticaly produced before 1099
Ledger Update and 1099 Summary Report will be automaticaly produced with 1099 Ledger Update
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for agenciesto review. The 1099 Fina Ledger Update will occur in overnight processing so users will
have the entire working day to complete their adjustments.

Exercise 5 (continued)

Wednesday, January 14, 2004— L ast Chance Day-Agencies will receive find 1099 Detall and
Summary Reports produced from the January 13" Fina Update. The APXXX0412 Summary Report
reflects the vendors and amounts that will be printed on the 1099 MISC form. Agencies can usethis
day to review and correct their data. To make any necessary 1099

adjustments, users must Post or Unpost adjustments and then can verify changes are made by
requesting another 1099 Summary Report. User posting is necessary because FS will not run another
update before the 1099 forms are printed.

Thursday, January 15, 2004 — Users should not make any 1099 Adjustments or Posting on this day.
Financid Systems will be processing 1099 information in preparation to print the next day.

Friday, January 16, 2004 —The 1099 MISC Forms will be printed.

Monday, January 19- Friday, March 5, 2004 - 1099 Adjustments can be done and they will be
reflected on the IRS file but a new 1099 form will not be printed by PeopleSoft. Corrected forms must
be typed by the agency. We may have extra laser forms, but the block sizeis smdl and may require a
gpecid sze-typing ement. Y ou may want to request blank forms from the IRS.

Monday, Mar ch 8, 2004 — Creste Electronic IRS file containing 1099 vendor baancesfor al
agencies and tranamit to the IRS.

Exercise completed.
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Activity Materials
W || 2| |
LECTURE GUIDE REVIEW

Objectivesreview:

Create a 1099 vendor.

Create avoucher and vendor is a 1099 gpplicable.
Create a 1099 adjustment.

Inquiry on 1099 balances.

Discuss the following questions:

What is a 1099 vendor?

When is avendor 1099 applicable?

How do you post and unpost 1099 voucher lines?

How do you change avendor’s 1099 history?
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A. Introduction

Reports/Queries

Welcome to the Report/Queries module!’ This module contains the tools
needed to learn dl the concepts and procedures involved in Reports/Queries.

Goal To acquire the skills and knowledge necessary to perform al the procedures of
Reports/Queries section of Peoplesoft.

Participant

Objectives At theend of this module you will be ableto:

1. Request an AP report
2. Peform AP Query
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B. Business Processes

Activity Materials
LECTURE GUIDE HANDOUT

Relevant Business Processes:

There are no relevant business processes for this module,
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C. Exercises
Exercise 1 — Discuss Accounts Payable Queries

Scenario: Review and discuss Accounts Payable Queries

Note: Queriesare run in Peoplesoft and can contain extremely valuable information about
Purchase Orders, Vouchers, Voucher Payments, and Vendors. Queries are run usng the path:
View, Navigator Display, Query

Note: Queries are run using the path: View, Navigator Display, Query
(Security access needed to run queries in Peoplesoft)

Accounts Payable queries begin with OAPXXX (XXX=Query Number)

Following isaligting of Accounts Payable Queries
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Exercise 1 (continued)

Query# Ouery Name Required Fields

OAPOO1 M1099 Adjustments Business Unit
OAP002 All Recycled Transactions Busness Unit
OAPO03 Vouchersw/o Vendors  Busness Unit
OAPO04 Verify Cash Disbursement Bank Set ID
Bank Code
Bank Account
Acct Period From
Acct Period Thru
Fiscal Year From
Fiscd Year Thru
OAPOO5A Verify Exp. For Pad Vchr Busness Unit
Fiscal Year From
Fiscd Year Thru
Acct Period From
Acct Period Thru
Account From
Account Thru
OAPO05B Veify Exp. By Origin Business Unit
Fiscal Year From
Fiscd Year Thru
Acct Period From
Acct Period Thru
Account From
Account Thru
Origin
OAPO05C Verify Exp. For Pad Busness Unit
Voucher by Vendor Fiscal Year From
Fiscd Year Thru
Acct Period From
Acct Period Thru
Vendor ID
OAPO05D Verify Exp by Sub-Class Busness Unit
Fiscal Year From
Fiscd Year Thru
Acct Period From
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Acct Period Thru
Sub-Class From
Sub-Class Thru
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Exercise 1 (continued)

OAPOOSE Verify Exp by Organization Busness Unit
Fisca Year From
Fiscd Year Thru
Acct Period From
Acct Period Thru
Organization From
Organization Thru
OAPOO5F Verify Exp by Program Busness Unit
Fiscal Year From
Fiscd Year Thru
Acct Period From
Acct Period Thru
Program From
Program Thru
OAPQOO5G Verify Exp by Project Busness Unit
Fisca Year From
Fiscd Year Thru
Acct Period From
Acct Period Thru
Project From
Project Thru
OAPO05 Verify Expense Busness Unit
Fiscal Year From
Fiscd Year Thru
Acct Period From
Acct Period Thru
Account From
Account Thru
OAPO06 Unposted Vouchers/Vdid Business Unit
BCM
OAPOO7 Deeted Vouchers Busness Unit
OAPO08 Match Exceptions Busness Unit
0AP0O09 Bank Recondiliatior/ Bank Set ID
Payment Reference Bank Code
Bank Account
Payment Date From
Payment Date Thru
O0AP010 Reconciliation Voucher ~ Business Unit
by Vendor Invoice Date From
Invoice Date Thru
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OAPO11 Vendor Locations Vendor ID
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Exercise 1 (continued)

0APO12

0APO13

0APO14
O0APO16

0APO18

0AP020

0AP021B

0APO21

0AP0O22

0APO23

0APO24

Voucher Accounting Line Busness Unit
Voucher From
Voucher Thru
Vouchersby Remit Vendor  Business Unit
Remit Vendor
Invoice Date From
Invoice Date Thru
Vouchers on Hold Business Unit
Expended Amount by Busness Unit

Sub-Class Sub-Class

Budget Year
Account From
Account Thru

Closed Vouchers Business Unit

Fiscal Year From

Fiscd Year Thru
Payments not Applied Bank Set ID
Adjustment Vouchersby Period  Business Unit

Fisca Year

Acct Period From

Acct Period Thru
Adjustment VVoucher Busness Unit

Fisca Year

Acct Period From

Acct Period Thru
Outstanding Payments Bank Set ID

Bank Code

Bank Account

Fiscal Year From

Fiscd Year Thru

Acct Period From

Acct Period Thru
Bdancing Year End Busness Unit

Account

Budget Year From

Budget Year Thru
Bdancing Trave Busness Unit

Account From

Account Thru

Acct Period From
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Acct Period Thru
Y ear

Exercise 1 (continued)

O0AP025 Different VendorgVoid-Reissue  Budness Unit
Account From
Account Thru
Acct Period From
Acct Period Thru
Fiscd Year
Budget Year
OAP026 Trave Voucher without Business Unit
Recipient Vendor 1d
Acct Period From
Acct Period Thru
Y ear
OAPO27 Negative Vouchers Bank Set ID
Bank Code
Bank Account
Acct Period From
Acct Period Thru
Fiscal Year From
Fiscd Year Thru
OAP028 1099 Vendors
Sncedl vendors are a the *State’ leve, thereis no prompt dialog box
0AP029B Outstanding PY Vouchersw/o$  Business Unit

Account From
Account Thru
0AP029 Outstanding PY Vouchersw/o$  Business Unit
Account From
Account Thru
O0APO30 AP/PO Operator Origins Business Unit
O0APO32 Payables with Discounted Busness Unit
Amount
OAPO33 Outstanding PY with Inactive  Business Unit
Vendor
O0AP034 Paid Voucher by Vendor Busness Unit
Vendor ID
Payment Date From
Payment Date Thru
OAPO34B Paid Voucher by Vendor Busness Unit
wi/dig lines Payment Date From
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Payment Date Thru
OAPO35 Budget Override by User ID Business Unit
OAPO36 1099 Voucher Line Info Busness Unit
Payment Date From
Payment Date Thru

Exercise 1 (continued)

0APO37 Vouchers Created w/0$ Amt
Fisca Year
Acct Period From
Acct Period Thru
O0AP040 Unreconciled Bank Statements Bank Set ID
0AP0O42 Vouchers Not Posted Busness Unit
Accting Date From
Accting Date Thru
OAPO42A Vouchers Not Posted w/Dist.
Accting Date From
Accting Date Thru
0AP0O43 Payments not Posted Busness Unit
Accting Date From
Accting Date Thru
O0AP045 Voids by Period Bank Set ID
Bank Code
Bank Account
Payment Date From
Payment Date Thru
Date Cancelled From
Date Cancelled Thru

O0APO46 Payment Amts differ from Bank Set ID
Voucher Amt Bank Code
Bank Account
From
Acct Period Thru

O0APO47 Voucherswith Split Payments  Business Unit
O0APO48 Outstanding Pay Bdl. Errors 1 Business Unit

Acct Period From

Acct Period Thru

Account From

Account Thru

Fiscal Year From

Fiscd Year Thru
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0APO49 Outstanding Pay Bal Errors 2 Busness Unit
Acct Period From
Acct Period Thru
Account From
Account Thru
Fiscd Year From
Fiscd Year Thru

Exercise 1 (continued)

OAPO50 Voucher w/Future Budget Year  Business Unit

OAP051 Payment Cancdlation Bank Set ID
OAP052  Vouchers by Payment Reference  Business Unit
Payment Reference
Bank Code
Bank Account
OAP053 Vendors Ranked by Payments Busness Unit
Beginning Pay Date Ending Pay
Date
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Exercise 2 — Discuss Accounts Payable Reports

Scenario: Review and discuss Accounts Payable Reports

Note: Accounts payable reports are ordered online using the Vendor, Voucher and Create
Payments pand groups. Most reports will appear in Document Direct within afew hours. Some
reports run during overnight batch processing.
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APPENDIX
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