Purchasing and Payables Business Processes
Release 8.8

Create Purchase Order
Purchasing — Purchase Orders — Add/Update POs
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Select a Vendor

Enter a Description

Enter the Quantity

Enter the UOM — Unit of Measure — size, weight, length, etc.
Enter a Category

Enter a Price — no decimal needed




Note: If a Buyer ID is not available, the operator does not have User Preferences setup properly

Preferences using the User ID “johnkong” as a model.

Scroll to the right of the Line Information and click on the Schedule Icon
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. Setup User

The Schedule Page should be fully populated based on default information. Information can be modified if

necessary.

Scroll to the right of the Schedule Information and click on the Distribution Icon =3
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The Account comes from the item category
Enter FAU Information on the Distribution Page.
Click OK to return to the Schedule Page.

Click the Return to Main Page link to return to the Header/Line Page.
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Click Save. Notice that a PO ID is assigned.
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The PO Status should now be Approved. If the PO Status is Open, simply click on the icon next to the PO
Status to change the status to Approved. If this icon is not available, the user must be given approval authority
in the User Preferences.

The PO is now complete and ready for processing.

Optional Match Settings

If Matching is required on this Purchase Order, select Matching from the Go To List box.
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Select Match Action = Standard and Match Rule = UCR.
The Matching process will now need to be run.




2 Al Uipmlater POs - Microsoll nberned Explorer
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Click OK, then click Save.

Budget Check Purchase Order
Purchasing — Purchase Orders — Budget Check
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Add or use an existing Run Control ID to access the Run Control Page.

Run Budget Checking for the Purchase Order.

Dispatch Purchase Order
Purchasing — Purchase Orders — Dispatch POs
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Add or use an existing Run Control ID to access the Run Control Page.
Run PO Dispatch for the Purchase Order.

Validate PO Statuses
Purchasing — Purchase Orders — Add/Update POs
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Retrieve the Purchase Order and validate that the PO Status is Dispatched, and the Budget Status is Valid. If
this is not the case, resolve any budget and/or dispatch issues.

The Purchase Order is now ready for Receiving.
THE P/O Creation Process in now complete.

Receive Purchase Order
Purchasing — Receipts — Add/Update Receipts
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Click Add.
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On the Purchase Order Search Page, enter the appropriate search criteria and click Search in order to retrieve

the PO created earlier.
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Select the Purchase Order from the list, then click OK. If the PO does not appear on this list, revise the search
criteria and click on Search again.
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When the Receipt Page appears, simply enter the appropriate Receipt Quantity, and click Save. Notice that a
Receipt ID is automatically generated. Note the receipt quantity may be pre-populated based on setup of User
Preferences.

The Receipt is now complete and the Purchase Order is ready for Vouchering/Payment.
The Entire P/O Process is now complete.




Create Voucher
Accounts Payable — VVouchers — Add/Update — Regular Entry
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Click Add.
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Enter the PO Business Unit

Enter the PO ID

A valid FAU may be required in the Distribution Lines field
Click Copy PO
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The Voucher is now populated with the Purchase Order information. Make adjustments as necessary.

Enter the Invoice Number
Enter the Invoice Date
Save the VVoucher

bewevindow | Help | Customae Page | 95 A

| Summany | knwice nfornabon |- Payments | Youther Atiibutes | Eror Summary |
Huginess Ul ICR Imcn Numbsar: | 453453453
Vaucher ID: 00000010 Imvoice Date: 10172004 [w)
Voucher Sty Figulas B
[ Ratth Processas
[ Revigw Accounts Payable Mandor: 0000000001 Q Misc, Amount;
o Marme: Froight Amount:
© Archiving CONPUSAD0T O Bight
I Reparts Location: o0 Q Sales Tax:
p Assethanagamert el Y
- Banki
b Cnn’:mumu Comp LiSA Tatat: T
& Comenitmurd Contiol 123 hiin Batance: e
i+ General Ledger
b mnﬂm‘:w T e Exempt Flag
t- o1t = —
1 Data Exthanges Use Ta: o000 5
o ?; Up Financialasupnty . N
ain Gomments
» Enferprize Componerits Riverside, CA 93133
J :;wwm’ow;;:";%::: Agdeingid Vender Seach
b ;’::I:’:“i'ag “PayTers:  [oue f- | Accounting Date: a1 zo0e 5 Action: [ ] _Fun |
I PeopheTools Currency: ueD O
i+ Development Ualities.
I Packaging Control Group: Q
.
= M s Pl —
- et £ G EemesmeE ]
Ieeus T e

Notice that a Voucher ID is automatically generated.

This Voucher is now complete and ready for processing.




Match Voucher (if required)
Accounts Payable — Batch Processes — Vouchers — Matching
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Add or use an existing Run Control ID to access the Run Control Page.
Run Matching for the VVoucher.

Voucher Budget Check
Accounts Payable — Batch Processes — Vouchers — Budget Check
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Add or use an existing Run Control ID to access the Run Control Page.
Run Voucher Budget Check for the Purchase Order.
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Voucher Post
Accounts Payable — Batch Processes — VVouchers — VVoucher Posting
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Fum Control I VEHRFOST Process Monitor | Report Manager |

Process Request Paramaters

“Rusquest 10: 1
WCHRPOST

[Aeweays Frocess x

“Description:

b Payment
I+ Exdracts and Loads

Process Fequency:

Malidale Poshng Sehip
(3 mwmww Payable *Post Visucher Option: Pl Busingss Unt

I Archhing
[+ Ruparts.

I
I+ Agel Wanagerment
o Bankin

U Cash Management

0 Comenitman Gorrl

1 General Ledger

i+ Mllocations

o Stautory Repods

1 Data Exchanges

o 261 Up FinancialsmEupply
Chain

“Prepayment Application Mathod: [Ivaiting vendor =
Post Voucher List
Bursiness o

Controd Group 1D

Voucher 1D Contract I

@D suve) CiPatum s Search | 48 RectimList| | 10 Previous nList | EXltewry | Ratmesn

I+ Enlerprige Compomerts
i+ Background Frocesses
¥ Applic alion Diagrostics
o Tret Manages

1 Reporting Tools.

o PiophTools

4 Miewminmant | Aiifias.

Add or use an existing Run Control ID to access the Run Control Page.
Run Voucher Post for the VVoucher.

Validate Voucher Statuses
Accounts Payable — VVouchers — Add/Update — Regular Entry

lunks @liPocelesalt & PecpleBooks  (EJUCRFS & FSRET Process Monkor

B Requilar Fubry - Microsoll Inkernet Explorer IR
| B0 gk o Favotes Took *|| Jebeck o - D D) A | @sewsh (wifavoes Fede P D B = | o |
| hadess [ ) VOUCHER 3 =] @= ‘

Mewindow | Help | Sustomize Page | 95 Al
| sumenany [ nvoice Wnformstion | Bayments ] Youcher Atsibutes | Error Summar |
Fi Bursiess Uril: Ut Tenice M MEHEHES
o Agprov Woucher I0: 00000010 v Dt 100172004
[ Control Groups.
e Woucher Stybe: Regular Gross Amt: 100000 USD
© Batth Processes
I Review Accounts Payable | oo
it Veendar Naeme: Comp USA Py Tormss e
© Areniing
I Rogorts 123 Main
et . Riverside, CA 93333 Origiec R
1 Agget Management
5 gln:l;‘ i Entry Status: Pustable Voucher Sowrce:  Onling
v Casl BNEgemen
: L o Mateh Post Status: Posted
i+ General Ledger enval Sl
L. Alloclions Appr s Approved
& Ssanutory Repods Bt Hesadder Staturs: Valld Budget Check
g:.u?::‘?,ﬂ::,mm,' valid Entered ore 1000172004
Chain Created By: lohnkong
I |
b ﬂﬂﬁﬂdﬁm ERG Type: Mot Agplicable Last Upaatedd: 1040172004
1 Appilicalion Diagnostics Chase Status Indicson 2 u L
© Tren Manager e Qpen i atind Ry johaikang
i Reporting Tools
e :ennhYoolc
1+ Develol nt Ualities
R Py (Ciomaonts bomss) (M) 3 Bl ) S s
” Chanat Wy Passora
" I . Bummary | IGlc e 108, 0 | Eayments | Youcher Atirnbenes | Enor Suimary
- M Svadie Pl = =
v ictnaaee =l S =
[Ejeone [ [y et

Retrieve the Voucher and validate that the Budget Header Status is Valid Budget Check, the Match Status (if
required) is Matched, and the Post Status is Posted. Note that if Matching is not required, the Match Status will
remain No Match.

The Voucher is now ready for Payment. Note that completion of Voucher Posting is not required for Payment.
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Validate PayCycle Selection Criteria
Accounts Payable — Payments — Pay Cycle Processing — Payment Selection Criteria

:JW & VEA_DEFI.GEL E
JEAT] L]

it window | Helo | £

Fayment Selection Criteria
Eritir amy information you hine and click Search, Lisa Gilos Dlank for @ 15108 il values

Finid an Existing value | Add & Hew Valus

Pay Cyctec [+ ¥ UCR qQ

Seach | | Cear | Bask Seach [ Hie eanch Citeria

fsimace L Find an Exsting Value | Add a New Value
[ Pgy Cytlie Approvals I
I Pary Gyl Excaplions
i Express Payments

& Drafts
i Pay Cycle Defindion
I Mamual Paymend and
Propamont
[ Cancelvold Paymerts
[ Bateh Frocosses
[ Review Accounis Payable
Info

[ Aschiving
[ Reports

1 Asset Management

© Banking

i Cash Management

b Gomenitment Corrol
o Genoral Ladger

1 Allocations

& Statutary Repons

b Miata Farhanass =

[Eivee [T [ et

Select Pay Cycle UCR and click Search.

P apment Soles b Criteria - Microssll Inbered Explorer _ =l2ix
| Be £ yom Fgertes Tosk || guteck - % - @[ A Qewch Gifowerss @eds 30 S 5

| _J_a-"-
gress [ NCL_DEFM.GEL -] @5
JEAT] L]

bewevindow | Help | Customae Page | 95 A

| Dotex [ Preferences | Source /U] Bank/Method | Pay Group  Neting | Drat Qstiors
Py Cycle: UCR UCR G5 T Pre sl Marisr
Pay Cycla Selection Dates
1000172004 (W Fui “Waxd Pay Though Date: 10012004 (5 £qy
Py Thoough Dates 107002004 3 Fri “Heet Payrmeend Dabie: 100172004 B Fin

Payment Date: noIRed Hoofd
‘Change Selection Dates:

il
[ Pay Cyele Approvals 1 |Wu|:m;::;| - Increment Decrement
o Pay E
U Express Payments
¥ Drafts
v :23”,,,",,“";:2, *Recounting Date: | Curort =] om0 { Withholding Date: [Fayment =] 008 [
Propamont
[ Cancelivold Payments
- Bateh Procissis
I Review Accounts Payable & Mo Validation I Validate Pay Thiough Dates
iy " Use Standard Waek [ Validate Payment Dates
[ Arthiving pe . a
b Reports Ust Holiday Cabendar: a,
 Agzel Managament (i
» Bankin
i Cazh Management
o Comenitment Cortrol B savel  Chnann b seanen | Elmoy | £ iwam e
& Gonnral Ledger —
U Allocations Oates | Ereferences | Source fEA) | BAnky Wetnod | Ear Group [ Neming | Draf Cotions
© Sxatulory Fenons -
 Miata Fachanass =4 .l—l
RN

Adjust the dates appropriately, then click on Save. Typically, the dates should be set to the current date.

Click on the Go to Pay Cycle Manager link. Optionally, access the Pay Cycle Manager directly using Accounts
Payable — Payments — Pay Cycle Processing — Pay Cycle Manager.
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P ayiment Selextion Criberia - Microsoll Indernet Explorer E =181
| B B gew Fgestes Tk 7| debeck - = - @) A s Girevors Bvede 3 B S = H |« |
e [ FCREATE _PATMENTS #YCTEL_DEFM.GEL x| @6 I
[tz Epoceieslt & Pocelebocks  EUSHES & FSRST Prcess Monker J

FsQA

o

5 Trawnl and Expensos ] Mewwingow | Help | Sustomige Page | 75 Al

il

© Accounts Receivable

= Accounts Fayasle Pay Cycle Manager
b Vouchers

[ Control Groups.
bosby Py Cyche: UCR UcR

| gelechon Criferla Approve  Trial Renisber Rtirine e Coremation  Dran Staging Appraval

Status: Completed Refresh Brocess Monitor

Py From Date: 100172004 Frocess I IFSW' '| Payment Selection

Py Through Dstes 1 001/2004 =] Payment Gelection &
Pluw,s“FSl’)ﬂ.U I pl =
Payment Date: 100172008

urnma

& Pay Cyule Approvals

b Pay
o Express Paymants ]
U Drafs

o Pary Cytlie Dirfirition
i Manusl Payment and
Prepayment
[ CancaliViosd Faymants
[ Baleh Processes
3 mwkwms Payable

[ Reparts
| - Ascounts Pavable Conler | w) | |

[T [y e

Pay Cycle processing is a multi-step, interactive process.

1. Click on the “first” Process button (Payment Selection). Make sure the appropriate Server is identified
in the drop down list box next to the Process button.. The Status will change to Running. Click on
Refresh until the status changes to Selected.

Notice that Schedule Payments Selected should be at least one. This means that there is one (or more)
Vouchers to be paid.

2. Click on the next Process button (Payment Creation). Make sure the appropriate Server is identified in
the drop down list box next to the Process button. The Status will change to Running. Click on Refresh
until the status changes to Approved.

T ayrment Sl tioe Crite ol Inkeriet Exploner

FCREATE_PATMENTSFYCYOL DEFM.GEL

: E SLIES
| bk e - DD A Drewen (airowrtes Birwese 3| Gy b ) | |
=] &6 |

J

u-h & Elucnrs s et

5 Trawnl and Expensos \a| Py Cycle: UCR UCR |
1 Gilling

Seleciion Criterla  Approve Trial Beniste Rtirine:; e Corfemation  Dral Staging Appreval

= Arcounts Fayaole
[ Vouchers
[ Control Groups.
= Payments
= Pay Cyele Processing
oA

Status: Appraved Refresh | process Montor
Py Fom Dates 100172004

Py Through Bt 1 Q00112004
Payment Date: 100172004

iy
i Fay Cyile Approvals
U Py Gyl Exceplions
o Eress Paymants I
b Drafts I 1
& Py Cytlie Diirion iy

el Enpeent o rocess_| Pt Chicks e Apgrownd Faoaun =] [Fie =] fonemat

3 EWRPWC5$55'P
[ Fotiiw Accounts Payable
\nfo B Bave

04 Rt b St | E ity

[ Archiving
[ Reparts -
| - Ascounts Paable Conler | w) | | i

[T [y neame

3. Click on the Process button (Print Checks). Make sure the appropriate Server is identified in the drop
down list box. Also, set the Output Type = File and Output Destination = c:\temp\. The status changes
to Printed.
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In the current environment, a series of error screens will appear. Simply click Yes or OK to clear the
error messages.

4. Click on the Process button (Confirm Check References). When the Payment Reference Page appears,
click on Search.

T Payrwend Sl i Criteria - Microsoll Inbernel Egplorer 3 =12l
| B B gew Fgestes Tk 7| debeck - = - @) A s Girevors Bvede 3 B S = H N

I

o Tranl and Exponsas g blevewindow | Help | Customae Page | 35
" Bl

i Actous Riecevale
|- Aceounts Payabie Payment Reference
I Vouchers

& Gontrol Geoups
i St Dark: Account:  Payment Method: From RefTo Ref zl
vcR @ aF @ p q [oheex =] 000004

1 oove aninciad Ranumibis All | Canfrm Al Pay Cyels Manager

| Pamend Amount |Pems Hame

000004 100172004 Paid 100,000 Comp UEA

) Summaey File
& Pay Cycle Approvals
¥ Pay Cycle Exceptions
o Express Paymants ]
b Drafts

b By Gyl Derision
¥ Manual Payment and el EY
Propaymont @ e
I Cantalliold Paymants
[ Batch Processes
[:3 mwkwmn Payable

[ Archiving
[ Reparts
= Agxounts Pavable Canlir | w)

@ [T

5. Click Confirm All, then click Save.
The Pay Cycle is complete. The Pay Cycle status changes to Complete.

The Pay Cycle is now complete and ready for processing.

Payment Post
Accounts Payable — Batch Processes — Payments — Payment Posting

B
=

oo e v e Tee|

Payment Posting Request

Fun Control . FAFOST Fun | | Process Monier

Every
i Exracts and Loads
Walidate Posling Seluo Process Request Parameters

[ Risiaw At colts Payable
I Request I0: PRPOST

n
I Reparts Dascriptiore PRPOET

= Agcounts Paable Contor Prncess Frequency: Alwars Process v]

o Assel Managarent
b Banking

- Ciksh Management
i Comenitmand Cotrol
o Gimiral Ledger

i Allocations

i+ Statulory Reports

© Data Exchanges

Chain
© Enlerprize Compenerts
b Background Processes
- Apple aion (agnostics
1 Tree Manager
o Ritporing Taols.
i PeopleTools
U+ Dirvnloprrsint Utlitios:
I Packaging

Chingg Wy Pigswond

B gave) ) Rabam b Saarch || JBKesctinLint| |+ Pravious inList | EXNewty || S Ratresh Phig

38m Prodl
= M Cictioniry

[ome [T [ toearmet
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Add or use an existing Run Control ID to access the Run Control Page.
Run Payment Post for the Payment.

Processing of PeopleSoft transactions from PO through Payment is now complete.
View Payment Information
Reporting Tools — Query — Query Manager

UC Riverside utilizes PS_PAYMENT_TBL data to create Payments via an external system. Therefore,
PS_PAYMENT _TBL data creation is key to the completion of the Procurement Cycle for UC Riverside.

A PeopleSoft Query can be used to access PS_ PAYMENT_TBL data.

In the PSQA environment, a custom query has been created: PAYMENT_TBL

3 Query Manager - Microsofl Internel Fplorer i =181
| e Edt Yo Fgories Jook )| dusdk + = - @ 3 A Deedh (Girwores Biveds 3 D O = 5]

| agidress [] SUERY_MANAGER. QUERT_HANAGER. G x| @ |
Unks ] PoopleSolt & PoopkeBooks (R UCARS & PSRST Process Monkor

i Froduct Configurations lal Pewwindow | Help | Sustomizs Page | B
I Quality

© Project Costing Query Manager

Tﬁml?‘ﬂﬂ Expensis Enter any inforrnaion you have and dick Search, L fields blank for & list of all values,

b Billing Find an Ex v | Creste bgw Qusey

i Accounts Receivable

:‘!“:‘m:;f:::m *Search By: [Quern Nami =] uegnswan  [PAvMENT THL

» Banking Seareh | Agvanced Search

I Cash MEnagement

© Comemnitmend Contrel

i+ General Ledger Search Results

b Allgcations

© Swautory Reports “Folder Viewr: |- All Folders -

1 Dats Exrhanges

Z%l:";l:ﬂ"mm%wn'r Chock All Unchock All “ation: [~ Choose - = Y |

i+ Enforprige Componerts

0 Background Frocacgas I’

1 Application Déagnostics

© Tren Manager

i~ Reporting Tools

[ PSinVegion
- Fitpan Manager
i PeopleTools
U+ Dirvnloprrsint Utlitins:
i Packaging

Chingg My Pigswond
- My PArsoNMTALONS

To run this query simply click on the Run to HTML link.
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b el s i s_4 FHPLOYER, (ERP e 710 A bion = 10 rySmseUIRL =PURLICPAYMENT_TBL - Microsolt Internet Bxgplorsr =181 %l

| B gl Pew Fgotes Tk || &0 - S - Q[ A Qe (Efavortes Biiedo 3|0 ST -

| Acgiress [ dal 0 =PUBLIE PATMENT_TEL zl é |
Unks ] PoopleSolt & PoopheBooks (R UCRFS & PSRST Process Monkor

PAYMENT_TBL- PAYMENT_TBL

Diownload resulls in© Exel Sorescsnesy CovTenrie (4 kb)

1UCR AP AP 0000000001 DO0G01  CHECKS UCR 0000000001 001 3::" US4 ::‘ Rivarside CA 03333 (RON2004 100.000 090
ZUCR AP AP 0000000002 000002 CHECKS UCR 0000000001 001 3;':" UGA l‘i‘;!ﬂ Rivarside CA 93333 (RON2004 2076000 090N
JUCR AP AP 0000000003 D00G03  CHECKS UCR 0000000001 001 Sg‘ (01 ::‘ Riverside CA 83333 08N /2004 108.000 086
4UCR AP AP 0000000004 000004 CHECKS UCR 0000000001 001 3;::" UsA l‘i‘;!ﬂ Riverside CA §3333 10/01/2004 100.000 10:01)
SUCR AP EFT 0000000001 0000001 EFT UCR 0000000002 001 5:'::““ (01 \".‘ﬁﬁal Riverside CA 8383 (R0H2004 100.000 0903
BUCR AP EFT 0000000002 0000002 EFT VCR 0000000002 001 f‘:;nw UsA \‘:ﬁnl Riverside CA $8383 0R0F2004 100.000 080

PO Process Checklist

__ Create Purchase Order
__Budget Check Purchase Order
__Dispatch Purchase Order
___Validate PO Statuses
___Receive Purchase Order

__ Create Voucher

__Match Voucher (if required)
__Voucher Budget Check
__Voucher Post

__Validate Voucher Statuses
__Validate PayCycle Selection Criteria
___Payment Post

__View Payment Information
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