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Accounts Payable
PurchasingPurchasing
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Vendor Overview
Summary
Identifying Information 
Add  Address 
Location
ContactsContacts
Custom
???1099 Tab??????1099 Tab???
Other new features

Links replaced with expandable sections
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Checks for duplicate vendors
Vendor Maintenance Page



Summary Tab
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Identifying Information Tab

Identifying Information page
This is the first page appearing when adding a vendor
Expandable bars replaces links
New feature:  checks for duplicates upon saving
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Identifying Information Tab
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Duplicate Checking
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Duplicate Vendor 
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Address Tab
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Address Search Link
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Payment/Whld Alt Names
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Contacts Tab
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Location Tab
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Payables Link
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Search and Select Address
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Update Address for Invoice
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Procurement Options 
Return to Locations Page 
Select Procurement Options Link
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Location Tab:Location Tab:
Procurement Options
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Locations Tab:  1099

1919



Locations Tab: 1099
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Custom Tab (not used)
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9.0 Vendor Features ‐ Review
New Summary Tab
Identifying Tab – expandable bars replaced links, 
d li   d  duplicate vendor 
Address Tab
C  T bContacts Tab
Location Tab, 1099 information, payables and 
procurement links for addressesprocurement links for addresses
Custom Tab (not used)
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Review a Vendor

Navigation: Vendors>Vendor Info> Add/ Update> 
R i  V d   Review Vendors  
Search Criteria:  Example is UND

Search for vendors 
User specified criteriaUser specified criteria
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Review Vendor:  Search Return
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Review Vendor:  Search Return
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Review Vendor:  Search Return
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Vendor Maintenance Link

Return to Left of vendor return: Select Vendor ID Icon of one address

Select Vendor Maintenance Link
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Location Tab is Shown
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Purchasing Review
PO Entry
Express POs
Purchase Order with outstanding encumbrances
Re‐open/adjust closed purchase orders
Future Features
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PO Entry
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Schedule
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Distributions
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Express POs
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Expanded link
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Purchase Order 
Outstanding EncumbrancesOutstanding Encumbrances

Navigation:  Commitment Control > Review Budget Activities >Budgets Overview
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Budget Inquiry Criteria
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Inquiry Results
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Activity Log
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Activity Log: POs display
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Looking Glass/PO Inquiry
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PO Source Inquiry
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Sourced PO Document
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Foot Prints/Activity Log
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RE‐Open a Closed PO

Navigation:  Purchasing> Purchase Orders> Reconcile 
PO   R  POPOs> ‐ Reopen POs
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Re‐Open Run Control  
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Future PO Features
Comments Link to add attachments to PO
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Business Process Change
8.4:  Budget check and Save were done in 1 function

9.0  Save is required FIRST
Then Budget checking will be available
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Payables  Overview

• Voucher Entry
• Chartfield Copy Down Functionality
Voucher Close – Voucher Delete

lPaycycle
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It’s still here!
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Voucher Entry
Voucher Entry starts with a the Invoice Information 
section
I f i   l d    h  Add    l  Information completed on the Add page populates 
fields
Invoice Lines and Distribution Lines are completedInvoice Lines and Distribution Lines are completed.

Upon SAVE the voucher offers more information for Upon SAVE the voucher offers more information for 
processing statuses and/or review of the voucher later 
on.
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Invoice Information

53



Invoice Information con’t
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Review of Voucher Tabs
In‐put Vendor, invoice amounts and chartfields 
SAVE
Voucher has more tabs upon SAVE
Tabs available though‐out life of voucher.

Next slides show each new voucher tab
Summary
Related Documents
Error 
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Error 



Voucher Tabs ‐ Summary
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Summary Tab Inquiry
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Voucher Tabs – Related Docs
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Voucher Tabs ‐ Error
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Voucher Copy Down
3 distribution rows added without copy down checked
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Voucher Copy Down
3 distributions rows added with copy down box checked.
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Voucher Close ‐ Delete
The voucher close and payment cancellation 
functionality for vouchers and payments is enhanced. 
This new functionality also integrates with the This new functionality also integrates with the 
Commitment Control application.
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Voucher Close
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Voucher Delete
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Paycycle 
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Paycycle Manager
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New Payables Features

Voucher Invoice Print Screen
Voucher Amount Error
Paycycyle Metrics
Payment Inquiry
Payment Metrics
Excel Spreadsheet 
Mass Payment Cancel
M  V h  M i
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Mass Voucher Maintenance



Print Invoice
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Another window opens~
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Voucher Amount Error
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Voucher Error – Balance amount
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Summary Tab showsSummary Tab shows 
Status of Recycle
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PayCycle ‐Metrics

Navigation:  Accounts Payable> Review Accounts 
P bl  I f  P   S  M i  (f ll d Payable Info> Payments> ‐ Summary Metric (followed 
by payment inquiry)

This menu also includes review of Payment Details, 
Document Status, Payment Inquiry, Replaced Document Status, Payment Inquiry, Replaced 
Payments. 
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PayCycle Metrics
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Paycycle Metrics con’t
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Payment Inquiry
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Payment Inquiry Con’t
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Payment Inquiry Metrics
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Excel Spreadsheet Voucher

9.0 Payables introduces the ability to enter invoice 
i f ti    th    E l  d h t  h  information on the new Excel spreadsheet voucher 
that can be uploaded into PeopleSoft. This allows for 
easier entry and manageability.y g y
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Spreadsheet Data Entry
Template is used
Paste your data to spreadsheet
Generate
Post

XML File is generated
Voucher Build
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Spreadsheet Template
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What Peoplesoft Does
The data is reviewed and validated for voucher build.

Any errors will need correcting

Data is copied into voucher staging tables

Voucher build process is used, current criteria used

Vouchers available for accounts payable processing
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Mass Payment Cancellation
Navigation:  Accounts Payable> Payments> 
Cancel/Void Payments> ‐Mass Payment CancellationCancel/Void Payments>  Mass Payment Cancellation

Purpose example:  if you completed a Pay Cycle where p p y p y Cy
all payments/vouchers should not have been done.

Process with Step 1. and Step 2.
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Step 1. Search 
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Step 2.  Processing Criteria
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Review Mass Cancellation

Navigation:  Accounts Payable> Payments> Cancel/Void Payments> 
- Review Mass Cancellation
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Mass Cancellation Job Detail
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Mass Cancellation Search Criteria
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Mass Voucher Maintenance

Navigation:  Accounts Payable> Vouchers> Maintain –g y
Voucher Mass Maintenance
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Mass Voucher Maintenance
Examples of search criteria:  start with Business Unit
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Mass Voucher Maintenance
Beginning list of search results:  
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Mass Voucher Maintenance

End of search list shows a selection of actions to select.
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Receiving

No longer titled ‘shipping’ on menu
RECEIPTS is what to look for…
Add/update
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Receiving Search Criteria

Continue receiving processes the same as used in PSoft 8.4
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RUN CONTROLS
Run control can be deleted in 9.0

Criteria to delete
b d f dMust not be used for 60 days

NavigationNavigation
ND HE Applications> Technical> HE Delete Run 
Control IDs.

(note:  process time may be about 5 minutes)
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Set up Run Control (once)

9696
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~~The End~~


