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Course Obijectives

WAl c Ml Course Objectives

Overview of the NBRSS and NBS
Overview of Accounts Payable
Accounts Payable Inquiry

Important Dates and Activities
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Discuss NBRSS and NBS Project
. Owerview of Accounts Payable

. AP Inquiry
. Wrap Up
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Training Guidelines

WAL M Training Guidelines

Ask Questions
Cheating is encouraged
Don'tlet me get ahead

Have fun!
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Accessing Oracle via the NIH Portal

WALl Accessing Oracle via the NIH Portal

» Oracle is a web-based application available via the NIH Portal

» NIH Portal website: http://my.nih.gov

= To Log on use your:

= NIH Domain
= User Name
= Password

= For assistance, contact NIH Help Desk at 6-HELP (301.496.4357).

» Add the Budget & Finance Community, which is the page where the
Oracle application resides

NIH Payables Inquiry: Course Overview
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Logging in to the NIH Portal

@321l Logging in to the NIH Portal

G PETTVRS O 6
L e -

© select your domain: [NIH =] which domain should 1 selecte
(2] User narme: Ipaulsa
Password: Iwﬂ change Password

Warning Notice

This is a U.5. Government computer system, which may be accessed and used only for autharized Government business by authorized personnel. Unauthorized access or use of
this computer system may subject violators to criminal, civil, andior administrative action

Allinformation on this computer systerm may be intercepted, recorded, read, copied, and disclosed by and to authorized personnel for official purposes, including criminal
investigations. Such information includes sensitive data encrgpted to cormply with confidentiality and privacy requirements. Access oruse ofthis computer systemn by any person,
whether authorized or unauthorized, constitutes congent to these terms. There is no right of privacy in this system.

Please e-mail questions or comments to tasc@nih.gov or call 301-594-6248

BT & (¢

Follow steps below to access the NBS Travel System application from the NIH Portal.

* Launch Internet Explorer. In the browser, navigate to the NIH Portal at http://my.nih.gov.
(Note: If you need Internet Explorer installed on your computer, please contact the NIH Help
Desk at 6-HELP (301-496-4357)

» Sign in to the NIH Portal according to the steps listed below, using the account information
you currently use to log on to Windows at your workstation.

* Select your domain from the pull-down menu. (Hint: Use the "Which
domain should I select? link for assistance.)

* Enter your User name.
*  Enter your Password.
*  Click the Log in button.

For Portal account and password assistance, contact the NIH Help Desk at 6-HELP (301-496-
4357).

NIH Payables Inquiry: Course Overview
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Adding a Community to your NIH Portal View

@401 M Adding a Community to your NIH Portal View

NG PETARS &
FepeuS® Rmss & A BPPORT S

Welcome NIHYpaulsal Poral S

MY PAGES .ﬁ -
MIH PORTAL PAGE | :
»Communities | » Document Directory & l

edit Your Memberships

Yucather for (e : :

Portal Information
: Center

¥ - - -
sdadn Light Rain
RN ]
Hed May 21 10123 AN ET
Temperature: S1°F/16°C

Humidity: &8% ‘i EDIT YOUR MEMBERSHIPS =
Barameter: 30.1din/1022nb ] CHOOSE YOUR COMMUNITIES _Finish |_cancel |
=

Winds: MWME at Smph/Skph

a4 The Communities you belang to and your default Gammunity are displayed on the right. To remove yourself from a non-mandatary Gommunity, click
ihe.Tojoin a Community, search or browse to the Cammunity, put a check mark next to its name, and then click Add to My Memberships
M Wihenyou are finished, click Finish to display your default Cammunity.

Enter a city orzip:l

Search for Communities | [Nl Folders

Browse for Communities Your Cornmunity Memberships

» B2 General Communities » B3 CIO - NIHIT Comrunities Your default Community:
b E ICs & Offices - E:f NBRSS MBRES Travel Users -
Portal Information Center

ADD TO MY MEMBERSHIPS ==

Enterprise Appli

Mandatary Cormmunity
¥ NBRSS BudgetFinance [¥ NBRSS Travel Users NBRSS Travel Users
BudgetFinance Community Community for users of MBS Travel System Unsubscribe

cIr

» B3 Project-Specific » B3 zzTestFolder ey Earamuaisy

What is a Portal Community and how do I subscribe to a Portal Community?

Portal Communities provide content, documents and application access to users who have a
common area of interest. Once you subscribe to a community, it will appear in the list on your
Communities tab every time you visit the NIH portal. Follow the steps below to subscribe to a
community.

*  Click on the “Communities” tab and select “Edit Your Memberships”.

* Locate a community of interest either by clicking a folder to browse for communities or
by entering a key word in the Search field and clicking "Go" to look for a specific
community.

*  Once you locate a community of interest, select it by clicking in the box next to the
community name.

e Click “Add to my Memberships”. (You may need to select your default community.)

e Click “Finish”. The subscribed community will now appear in the list on your
“Communities” Tab every time you access the portal.

NIH Payables Inquiry: Course Overview
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Questions

@421l Questions

Frppis®

Questions?
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How to Use the Manual

Chapter 2
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How to Use the Manual

W42l How to Use the Manual

e T ST

» Each Student Guide contains a Table of Contents

Table of Contents

INIH Receivables Customer Eniry: Course Overview
HIH Receivables Customer Entry: Course Overview
Courge Objectives

Training Chaidelines

How to Use the Mangal

Accessing Oracle via the NIH Portal

Logging in to the NIH Portal

Adding a Compunity to wour NIH Portal View
Questions

NERSS Overview
HIH Business and Research Support System (MBREE) Owerview .
HIH Enterprise IT Swstems Architecture
HBR33 Project Objectives
MERZE Governance Strocture.

HBZ — How it Works

Expected Cutcomes of the NE3

Realities of the NB3

Track 1 Activities: General Ledger/Budget...
Sample Track 2 Activities: Travel

1
2
.13
4
L1-5
8
1
1
1
1

=R =Y

Accounis Receivable Overview
Track 2 Accounts Receivable Cverview
Leszon Objectives
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How to Use the Manual

W42l How to Use the Manual

BT s & RSk BV ST

» Each Chapter constitutes a lesson

» Each lesson has a set of objectives

Lesson Objectives

o160l | csson Objectives

After this lesson you should know how to:

+ Process customer addition requests

+ Process customer update requests

+ Conduct routine customer table maintenance activities

Copyright © Oracle Corporation, 2001. All rights reserved.
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How to Use the Manual

W42l How to Use the Manual

» The lessons contain information on the business processes as well as
step-by-step instructions on how to perform tasks in the NBS

Mew Customer Addition Request Frocess

3100 W New Customer Addition Request Process

OFM Processes Request

IC Enters Request

=l 1. Accessrequest

i
‘ 2. Search for Existing Customer ‘

Trawel Plarner sestches
for existing sporsor recard

Customer Addeliion

7
Travel Planrer downloads ‘ 3A. Enter 3B. Reject |

Request Request
Request fom fromthe

MIH Trave Portal Page

‘ 4. Inform Requestor |
Travel Planrer completes
the fortn and emals tta || ) l

the NERSS Customer ‘ 5. Move Request
Requests Mailkbox

&1 recpuests should be subraitted via ernail. Recuests will be forearded to a certral mailox,
accessed through Microsoft Outlook.

Copyright © Oracle Corporation, 2001. All rights reserved.
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How to Use the Manual

W42l How to Use the Manual

Entering a New Customer

Step-by-step instructions on
how to perform tasks in the _ _ _

The purpose of this documert 1s to describe how new customers are entered into NBS. Ifa
NBS are co ntained in o cé!;stomerta]..readye)dsts in MBS, bt recpuires rnodification, then refer to one of the following

“‘Navigation” documents. +  Entering New Custoraer Cortact

Entering a New Custorer Bill- To Address

Navigations: © Modfying Custorer

MIH Recerables Customer Entry

1. May contain a Purpose or I = Customers > Standard
Prior Activity Sectlon Find/Enter Custorers

Purpose

Contain a Navigation Box T

on the first page T

Account Name

Contain a picture of the B
screen that you will use to

enter the data e b .
Lastbame [ st Hama |

Search Type @ Expct® © Fugr Closr

Copyright © Oracle Corporation, 2001. All rights reserved.
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How to Use the Manual

W42l How to Use the Manual

TN RSTITTS O HEATH
q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

» Navigation Boxes describe how to get to the appropriate screen in
Oracle to perform the task

NIH Receivables Customer Entry < Oracle Responsibility
N > Customers > Standard< Navigation Path
Find/Enter Customers < Screen Name

» Navigation Boxes are always followed by a screen shot of the window
you will navigate to.

Copyright © Oracle Corporation, 2001. All rights reserved.
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How to Use the Manual

@311 8l How to Use the Manual

s s s ms

a2 acGE e

1. Directive

i If a message is received stating that no customer matched your criteria, goto task #3.
Statements WI” Otherwise, goto task #d4.

help you
determine your
next step. The

4. Place your cursor in the line associated with the omer contact that displays both the
statements are Party Number and Customer Number.‘._é

3. Select the Cancel button.

Goto task #1.

indicated in Bold . Select the OK button.

Words |n BOId [Result: The Customers - Standard window is displayed.
font indicate a

field, window, or

button name

Copyright © Oracle Corporation, 2001. All rights reserved.
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How to Use the Manual

@311 8l How to Use the Manual

BT s & RSk BV ST

The shaded fields indicate that the entry is optional or that you should
accept the default values

Enter the city rarae in the Sie Name field.
Enter the followirng address inforemation.

Field Description

Couniry Select the appropriate country from the LOV.
Address Enter the address ling mformation

City Enter the city nare

Stake Enter the state

Postal Code Enter the Postal Code

Province Enter the province dbbresdation

County Enter the county name

Example: The following iz a saraple corapleted Supplier Sites windowr.

If a field is not referenced, you should not change the default value.

Copyright © Oracle Corporation, 2001. All rights reserved.
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How to Use the Manual

W42l How to Use the Manual

q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

Note s provided after the task instruction provide useful information or
helpful hints to complete the step.

13, In the Payment Method {i=1d, select the appropriate payment method for this suppler.

- Hote: Ornice bank irdormation is associated with a supplier, the Payment Method fisld is

antommatically updated to Electronde.

14, Sawe the record.

Copyright © Oracle Corporation, 2001. All rights reserved.
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How to Use the Manual

W42l How to Use the Manual

W SFPORT ST

The e nd Of the Example: Below 1z a sample completed Contacts: Roles region tab.

taSk Wl” be Addn T"" ificati Iordar“ q ‘I“ & ‘,If‘ icati I"‘ tact: ICnntacts‘Hnlesm

H H — Contact Name
Indlcated by Last First Title MNumber  Job Mail Stop  Referance
JIFELOMAN [BENJAMIN Mr. Treasurer

End of Activity. | il I | |
| | ' | | L

Description Primary [ |
) Bint To W
| |

| 2 =

3. Bave yvour wotle

End of activity.

Copyright © Oracle Corporation, 2001. All rights reserved.
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How to Use the Manual

@311 8l How to Use the Manual

Each lesson concludes with a Lesson Summary

Lesson Summary

AU M esson Summary

In this lesson yau learned how to:
* Process customer addition requests
+ Process customer update requests

+ Conduct routine customer table maintenance activities

Copyright © Oracle Corporation, 2001. All rights reserved.
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NIH Enterprise IT Systems Architecture

trative
IT Systems
CRIS

IT Systems
NBS, EHRP

ini
inica

cl

iy
=
2
=
5
L]
S
Q.
=

Adm

Common Services
tor al, Single

Connectivity
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4 g"‘@‘?nbrss NIH Business System (NBS) — How it all
& ==

» Project began in FY 1999 with the development of a comprehensive business
case to replace NIH’s Administrative Data Base (ADB).

» ADB -- An integrated data base thatservices most of NIH’s administrative and
support functions.

= Central Accounting, Accounts Payable, Travel, Property, Acquisitions/Supply,
Contracts, and Service and Supply Fund activities.

= Transactions feed the accounting systemfrom the point of origin, i.e.,
procurement requisition, travel order, etc.

= Used by about 5,000 NIH employees, most of whom are in the Intramural
Research Program.

= Processes approximately 150,000 transactions each day.

» Work groups comprised of 200 NIH employees helped with the NIH decision to
go with a commercial Enterprise Resource Planning (ERP) product.

» The challenge is not to design software but to adapt NIH business practices to
the “best practices” embedded into the commercial ERP product.

NBRSS Overview
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NBRSS Project Objectives

NBRSS Project Objectives

v 2 web-based systems to provide administrative support to NIH’s scientific
mission

v Links the NIH accounting structure with administrative and scientific support
functions

v Incorporates industry standard “best practices”

Deplo yed
9/9/02!

v Integrates NIH’s core administrative functions Improves Human Resources and benefits
v Finance — Scheduled Deployment 10/1/03 management and planning across DHHS and
Travel — Sch eduled Dep loyment 9/1/03 NIH
Property Modernizes the processing of Human
Acquisition/Supply Resources actions
R & D Contracts Replaced the DHHS Human Resources

v Service & Supply Fund system (IMPACT)

v" Replaces the current Administrative
Database (ADB)

NBRSS Overview
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NBRSS Governance Structure

@421l NBRSS Governance Structure

APCH SFPORT ST

20
+1

NiH Le aders
Administrative Manage ment Systems SteeT DHHg Rep, W - NBkss 1 ity ) .

= *Funct. Teams - employees reporting to
Committee (AMSSC) *Tech. Teams -CIT employees reporting to TM
] *BearingPoint employees report to SI
«CM-NBRSS employees reporting to Director
«Each, in tum, reports to Project Manager
Project Manager *Functional Advisory Committee and Resource
Colleen Barros Team members are IC/OD employees

(NBRSS) serving on ad hocbasis
Steering Committee is top policy making body
I

Functional Technical Systems Change Change Management
Managers Managers Integrator Manager Advisory
Leslie Siddeley (NBS) Carol Perrone (CIT) Tom Breuer Susan Corey Committee
Jan Maltbie (EHRP) Jack Vinner (CIT) (BearingPoint) (NBRSS) (NIH IC/OD)

Functional Advisory
Committees

(NIH IC/OD)

Functional Technical
Team Team

Members Members
(NBRSS) (NBRSS)

Functional, Technical
and Change
Management
Team
T Members
I (BearingPoint)

Change Mgmt
Team

—
A0 Et\d‘“se's Resource Teams
\ (NIH IC/OD)
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NBS - An Integrated System

Purchasing
Dracle & CompuSearch)

General Ledger / Inventory
Budget Execution (Oracle)

(Oracle)
Projects

Property
R&D Oracle
(Sunflower) Confracts ( :

(CompuSearch)

NBRSS Overview
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NBS — How it Works

FAUEM \NBS — How it Works

» Typically, transactions proceed horizontally across several administrative
functions.

Administration uses the NBS to purchase a piece of equipment for a scientist.

In real time, this information automatically transmits to finance to check funds
availability; obligate funds; and once the equipment is received, pay the bill.

Upon receipt this information automatically flows to property to track the equipment.

» Whyan integrated system?
Himinates multiple entries;
Minimizes the potential of errors;
Provides accurate reports; and

Himinates the expense and technical difficulty of linking together systems that are
dedicated to individual functions.

NBRSS Overview
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Expected Benefits of the NBS

N Expected Benefits of the NBS

» One integrated system, linking each of the major
business functions, including human resources;

» Better integration and sharing of information within the
organization;

» Improved managerial control and access to key data; and
» Improved financial statements and management reports

across NIH, using the new Accounting Classification
Structure (ACS).

NBRSS Overview
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Realities of the NBS

SUVEMN Realities of the NBS

NBS replaces a dying system —something had to be done. NBS offers a
modern-day feel, but no system is perfect, and the NBS will not solve
everything.

NBS is not a proprietary system — we’re bound by the software, and
customizations are costly.

There will be a phased conversion period, so we will not experience the full
functionality and benefits all at once. As pieces of the currentsystem are
shut down and the new system is set up, there will be disruption.

The administrative, legal, and regulatory policies outside of the NBS remain.

To reap the full benefits of the NBS, local IC policies and approval levels may
need to be reevaluated.

The NBS project is not operating independently — it is influenced by various
Department initiatives.

NBRSS Overview
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Track 1 Activities: General Ledger/Budget

WALl Track 1 Activities: General Ledger/Budget

» NBS General Ledger replaces the CAS as the system of
record

» New projects (former CANs) are created

» Budgets are entered based on the new accounting
structure

NBRSS Overview
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Sample Track 2 Activities: Travel

g%fnbrss  Sample Track 2 Activities: Travel

NBS Travel System

" Enter, approv e, and electronically route travel documents, such as authorizations and
vouchers.

Accounts Payable

" Process pay ments to travelers and travel management centers for expenses entered in the
NBS Travel Sy stem
" Maintain the database of travelers and banking information

Accounts Receivable
. Establish a list of sponsors that is referenced by the NBS Trav el Sy stem
= Track amounts due from and paid by non<ederal organizations that sponsor travel

Cash Management

" Reconcile inv oices from TMC files to expenses entered inthe NBS Trav el Sy stem and
processed in Accounts Pay able

General Ledger/Fed Admin

. Collect data from all financial subledgers
" Record in-kind contributes from sponsors
= Enter manual journal v ouchers

NBRSS Overview
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Accounts Payable Overview

Chapter 4
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Accounts Payable Overview

Accounts Payable Overview

Track 2 End User Training

Copyright © Oracle Corporation, 2001. All rights reserved.
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Lesson Objectives

@AMl | esson Objectives

After this lesson you should know:

» What Accounts Payable functionality is being used for
Track 2

* How invoices are generated

 How payments are generated and recorded

Copyright © Oracle Corporation, 2001. All rights reserved.
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Track 2 Accounts Payable Purpose

%ﬁ %’inbrss l Track 2 Accounts Payable Purpose

The main purpose of Accounts Payable is to pay individual travelers and
vendors for travel-related services.

NIH Trawel
Authorization

Traveler: John Smith
#TR35697-V1

Advance Requested
-$240

NIH Travel Voucher
Traweler: John Smith
#TR35697-V 1

Airfare - $325
Hotel - $200
Per Diem - $100

The majority of travel-related payments are made to
Individual travelers
*Impac Government Services (for TMC airfare charges)

Copyright © Oracle Corporation, 2001. All rights reserved.
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Track 2 Accounts Payable Purpose

%ﬁ g@?"bm l Track 2 Accounts Payable Purpose

In the event that a person is paid too much, Accounts Payable will be

used to record the amount due to the NIH and the payments that have
been received.

b

NIH Cashier

Copyright © Oracle Corporation, 2001. All rights reserved.
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Accounts Payable Functionality

@311 8l Accounts Payable Functionality

In order to process travel-related payments and refunds, the following functions
must be performed:

Traveler and Vendor information is
maintained in the supplier table Government

Supplier bank information is Accounting Branch
maintained in the bank table

Invoices and debit memos are
received, entered and prepared—> Travel Office

Payments and refunds are _
generated and recorded — > Travel and Cashier Offices

Copyright © Oracle Corporation, 2001. All rights reserved.
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Relationships with other Financial Modules

WALl Relationships with other Financial Modules

Accounts Payable works with many other financial modules

General
Ledger

T

Accounting
Interface

Purchasing [«— Accounts Payable SSlie Fed Admin

Confirmation

—— GTA Payment Project Em—
Reconciliation Validation

y

Cash

Management Projects

Accounts Payable works with other modules
Purchasing — AP matches invoices to purchase orders located in the Purchasing module

Cash Management — GTA payments located in the AP module are reconciled to the TMC
invoice in Cash Management

Projects — AP validates project information located within the Projects module
Fed Admin — AP Treasury Payment Batches are confirmed in Fed Admin

General Ledger — All AP accounting information is transferred to the General Ledger

Copyright © Oracle Corporation, 2001. All rights reserved.

Accounts Payable Overview
Chapter 4 - Page 7



High-Level Travel Payment Flows

4 %""@“jnbrss f High-Level Travel Payment Flows

Refunds

ACH and Check
Payment Requesfs

Traveler

Travel Inormaton
Invoices and
DebitMemos

)85

Pafientand Foreign > Cashier Payment
Travelers Requests and Debit
Memos

NBS Accounts

Payable
4 NIH Cashier

Refunds |
L

Travel-related Accounts Payable payments can be separated into three distinct groups:
. Payments made directly through US Treasury
. Payments made through NIH Cashiers

. Payments made on a GTA Account

Each payment group will have its own specific payment process.

Copyright © Oracle Corporation, 2001. All rights reserved.
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Travel Document Processing

4211 Ml Travel Document Processing

FepgaS® st 4 ki TR T

The diagram below describes when information is passed to the NBS Financial
Modules from the NBS Travel System

1
1
Obligation

Accounts
—»] Payable

Traveler/
GTA

Inwoices
-—

NBS Travel Cash
System Management

Sponsored

invoice Accounts o
Receivable Authorization Related

Vouc her Related

Sponsored In-kind

Accounts Payable may receive information from the NBS travel system upon the approval of
both a travel authorization (order) and a voucher.

Approval of Travel Authorization

If an advance is approved, a prepayment invoice may flow into Accounts Payable for travel
advances.

Approved Travel Voucher

After a travel voucher is approved, three documents may flow into Accounts Payable:
*An invoice for expenses reimbursable to the traveler

*An invoice for expenses charged through a TMC

*A debit memo for outstanding advance due to the NIH

Copyright © Oracle Corporation, 2001. All rights reserved.
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Accounts Payable Invoices and Payments

Fpess® e

W31l Accounts

Payable Invoices and Payments

NBS Travel
System

AP Open
Interface

* Invoices and
Debit Memos
imported from
NBS Travel
Sy stem

Inv oices
imported from
Cash

Management

AP
Invoice
Workbench

AP
Payment
Workbench

Invoices and Debit
Memos imported from
Open Interface

Invoice batches
created for pay ment
and refund

Invoices are prepared
for pay ment

* Payment batches are
generated for Treasury

* Payments and
Refunds are recorded
by Cashier

* Payments are
recorded for GTA
Reconciliation

us
Treasury

Cash
Management

* Payments are
reconciled to
TMC File

Accounts Payable Overview
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Invoice Import from NBS Travel System

j Invoice Import from NBS Travel System

NBS Travel
System

AP
Invoice
Workbench

AP Open
Interface

* Invoices and
Debit Memos
imported from
NBS Travel
Sy stem

* Invoices and Debit Memos imported
Inv oices from Open Interface

i f
|(r:napsc;1rted rom * Invoice batches created for pay ment

and refund

Management

* Invoices are prepared for pay ment

Invoice batches paid directly through Treasury
Travel vouchers
Travel vouchers with prepayments
Travel advances

Invoice batches not paid directly through Treasury
Patient and foreign payments
Individual TMC Charges
Debit Memos

Copyright © Oracle Corporation, 2001. All rights reserved.
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Invoice Workbench

} Invoice Workbench

Invoice batches can be:
= |mported from other sources or
= Created manually

Invoice batches may contain multiple invoices

Invoice Types incude:
= Prepayment (Advances)
= Standard
= Debit Memos (Money due to NIH)
= Credit Memos (Money due to NIH)

In order for an invoice to be paid, it must be:
= Validated
= Free of Holds
= Matched (As needed)
= Accounted

AP
Invoice
Workbench

* Invoices and Debit

memos imported from
Open Interface

Inv oice batches
created for pay ment
and refund

Invoices are prepared
for pay ment

Copyright © Oracle Corporation, 2001. All rights reserved.
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Payment Workbench

@311 Ml Payment Workbench

FepgaS® st 4 ki TR T

Payments are:

= Batched in AP for transfer to Treasury
= Paid from the Cashiers Office and recorded in AP AP

= Recorded in AP for reconciliation in Cash Payment
Management Workbench

Payment types include:
= Payment
= Refund

* Payment batches are
generated for Treasury

* Payments and
Refunds are recorded
by Cashier

* Payments are
recorded for GTA
Reconciliation

Copyright © Oracle Corporation, 2001. All rights reserved.
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Travel Invoices Paid Directly by Treasury

@321 Ml Travel Invoices Paid Directly by Treasury

e

NBS Travel
System

AP AP
AP Open : us
Interface letel(ss Payment Treasury

Workbench Workbench

* Invoices and
Debit Memos
imported from
NBS Travel
System

Invoices and Debit + Payment batches are
Memos imported from generated for Treasury
Open Interface

* Returned pay ments
Inv oice batches are voided
created for pay ment
and refund

Invoices are prepared
for pay ment

Copyright © Oracle Corporation, 2001. All rights reserved.
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Travel Invoices Paid by Cashier

¢ Enbrss

ek e

| Travel Invoices Paid by Cashier

NBS Travel
System

AP Open
Interface

* Invoices and
Debit Memos
imported from
NBS Travel
System

AP
Invoice
Workbench

* Invoices and
Debit Memos are
imported from
Open Interface

(@)
—
©)
I
oY
L
&
<
@)

AP
Payment
Workbench

* Invoices are
Validated

* Invoice

» Payments and
Refunds are
recorded by
Cashier

holds are

* Invoices are released

placed on hold

Copyright © Oracle Corporation, 2001. All rights reserved.
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Travel Invoices for Expenses Charged by TMC

@321 Ml Travel Invoices for Expenses Charged by TMC

TR B
Fpes® a1 e

NBS Travel
System

AP
AP Open Invoice

Interface Workbench

* Invoices and
Debit Memos
imported from
NBS Travel
System

AP
Payment
Workbench

GTA HOLD

* Invoices imported « Irvoices are + Payments are
+ Invoices from Open Validated recorded Cash

imported from Interface Management
Cash * Invoice

Management ) Irlvz\;cc:);jezna:wild holds are
P released + Payments are
reconciled to
TMC File

Copyright © Oracle Corporation, 2001. All rights reserved.

Accounts Payable Overview
Chapter 4 - Page 16



Lesson Summary

@31 Ml | esson Summary

In this lesson you learned:

» What Accounts Payable functionality is being used for
Track 2

* How invoices are generated

 How payments are generated and recorded

Copyright © Oracle Corporation, 2001. All rights reserved.
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Accounts Payable Inquiry

Chapter 5
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Accounts Payable Inquiry

Accounts Payable Inquiry

Track 2 End User Training
Fall 2003
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Lesson Objectives

@AMl | esson Objectives

After this lesson you should know how to:
* Locate and View Invoices
» Locate and View Payments

» Generate Accounts Payable Reports

Accounts Payable Inquiry
Chapter 5 - Page 3



Locating and Viewing Invoices

WAl | ocating and Viewing Invoices

After this lesson you should know how to:
=> Locate and View Invoices
* Locate and View Payments

» Generate Accounts Payable Reports

Accounts Payable Inquiry
Chapter 5 - Page 4



Travel Invoices from NBS Travel Manager

@421 Ml Travel Invoices from NBS Travel Manager

LT e A A

The following invoices are interfaced from the NBS Travel Manager.

Invoice Name Invoice Description Invoice Type
TRx-AD Travel Advances Prepayment

TRx Local travel vouchers Standard

TRxV# Invoices payable to Travel upon approval of
a voucher

TRxV#-CB Invoices for TMC Charges Standard
TRxV#-DM Debit Memos for excess advances Debit Memo

Standard

Accounts Payable Inquiry
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Travel Invoices Created Manually

@321 Ml Travel Invoices Created Manually

VAR STITLTES 3 WA
q\lﬁﬂﬁ RIS & RS ARCH RFPORT STSTH

The following invoices may be created manually as a result of a need for
an adjustment to an already approved travel voucher.

Invoice Name Invoice Description Invoice Type

TRxV#-DM-LQAD Invoices to clear outstanding advances | Standard

TRxV#SR Invoices to refund money to asponsor | Standard

Debit memos resulting from an Debit Memo

TRxV#-DM ADJ i

Accounts Payable Inquiry
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Travel Invoices Generated from GTA Reconciliation

4 "S‘%nbrss_ Travel Invoices Generated from GTA
Eaa Reconciliation

The following invoices may be created as a result of the reconciliation of
the TMC file to the invoices in Accounts Payable.

Invoice Name

TRxV#-CB GTA

Invoice Description

Adjusting entries resulting from GTA
reconciliation

Invoice Type
Standard

TRxV#-CB DM GTA

Debit memos resulting from GTA
Reconciliation

Debit Memo

TRxV#-CB CM GTA

Credit memos for credits received on TMC file

Credit Memo

Accounts Payable Inquiry
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Searching for Invoices using the Find Invoices Window

Searching for Invoices using the Find Invoices
e Window

Supplier

Invoice

Invoice Statu:

. Enter your search criteria.
. Select the Find button to execute your search.

Note: In order to select certain search criteria, you must select an additional criteria for the
search. For example, the system will not allow you to search for all paid invoices without
first selecting a specific supplier, invoice type, or other search criteria.

Selected Search Criteria

Supplier
Name: Select the name of the payee from the LOV
Taxpayer ID: Enter the SSN or Taxpayer ID of payee
Invoice
Number: Enter a full or partial invoice number or use the LOV to select a single
invoice
Type: Select the type of invoice (Standard, Prepayment, Debit Memo, Credit Memo)
Amounts: To and From: Enter a range of invoice amounts

Accounts Payable Inquiry
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Dates — To and From: Enter a date range for the invoice
Pay Group: Select a pay group from the LOV

Payment Method (Available as an option under drop down menu): Select a payment
method from the LOV

Terms: Select the terms from the LOV
Invoice Status
Paid: Select Paid, Unpaid, or Partial paid from the drop down menu
Accounted: Select Yes, No, or Partial from the drop down menu
Status: Select the appropriate invoice status from the LOV
Holds
Status: Select either Held or Held/Released
Name: Select a hold name from the LOV
Reason: Defaults after selecting a hold name

Accounts Payable Inquiry
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Searching for Invoices Using Query Mode

{ﬁ g%.j}nbrss Searching for Invoices Using Query Mode

You may also search by using Query mode directly in the Invoices
window.

s
e

Supplier Supplier Mum || Site Invoice Date Irvaice Rum | Invoice Curr || Invoice Amount
TR402%|

Haolds Payments

Scheduled Payments Clverview Distributions

Press the F11 key to enter query mode.
Enter your search criteria in any of the blue fields. You may use the % as a wildcard.
Press Ctrl + F11 to execute the query.

Accounts Payable Inquiry
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Invoices Window

@321 8l Invoices Window

BV PETARS O A
L e -

Search results are displayed in the Invoices window. The values displayed
in the fields under the scroll bar reflect the inwice which is currently
highlighted.

o
e

=

Type | Supplier Supplier Mum || Site Invoice Date Invoice Murn || lrvoice Curr | lnvaice Amount
Ftandard JUSTIN JOI1051973 | TRAVEL [11.SEP.2003 jTR402v1  USD 245,
Standard |IMPAC GO\{1042796 FARGO [11-SEP2003  |TR402v1-CB jUSD 491,

‘ ; : For invoice
el Validated ] TR402V1

Not Required

Halds Eayments Use buttons to
view invoice
information

Scheduled Payments Ove e Distributions

Selected Field Descriptions:

Type: The type of invoice (Prepayments are advances, Debit Memo and Credit Memo indicate
that the supplier owes the NIH money)

Supplier: The payee of the invoice

Supplier Number: A unique number for each supplier
Invoice Date: The date of the invoice

Invoice Number: The number of the invoice

Invoice Amount: The amount of the invoice

Payment Method: Indicates the method by which the supplier will be paid. If the payment
method is check, the payment may be made in cash from the cashier if the supplier is a clinical
center patient.

Pay Group: AP Advances — travel advances, Patient Travel — patients and foreign travelers,
Travel — other non-gta invoices

Amount Paid: The amount paid on this invoice to date
Holds: Indicates the number of holds currently on the invoice
Status: The current status of the invoice

Accounts Payable Inquiry
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Distribution Total: The total amount of accounting distributions for this invoice. This amount
should match the invoice total.

Accounted: Indicates if the accounting transactions have been generated for this invoice. If the
status is No, then accounting information has can not be transferred to the General Ledger.

Button Descriptions:

Holds: Select to view hold information

Payments: Select to view payment information

Scheduled Payments: Select to view the scheduled payments for the invoice
Overview: Select to view invoice overview

Distributions: Select to view accounting information for the invoice

Accounts Payable Inquiry
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Invoice Holds

jInvoice Holds

You may view the holds that have been place upon and released from an
invoice by selecting the Holds button Holds
from the Invoice s window.

(NS RSOSSN PNy [AWAITING CASHIER PICKUF Holds Quick Released Holds Released

11&&2003

23-SEP 2003
CASHIER1

Scheduled Payments

In the screen shot above, you may determine that the initial Patient Recorded Pay hold was
placed upon the invoice on September 11, 2003 by Sironj_nih. The hold was released on
September 23, 2003 by Cashierl.

Accounts Payable Inquiry
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Invoice Distribution

f Invoice Distribution

By selecting the Distribution button on the Invoice s window,
the Invoice Distribution window is displayed. | Distributions

ke

245.00|
245.00,

Tax Code GL Date Account
J11-sEP2003  {08056620031RAD.2003.06.A100

Validated | Yes _: TR402

0566 MF 2003 ANNL REIM A.2003.CENTRAL SVCS.0D.HNG1 CSR OD OFC DIR.IIﬁi

Yiew Feceipt

The Distributions window displays the ACS value that was debited for the invoice expense.
You may use the horizontal scroll bar to view the transaction code for the invoice.

Accounts Payable Inquiry
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Invoice Overview Window

4 Invoice Overview Window

By selecting the Overview button on the Invoices Ovenview
window, the Invoice Overview window is displayed.

PUSTIN JONES:CPO0D09178 _ TRAVEL
1051973 222447777
TR4D2V1 : Standard 11-SEP-2003
TMI9110220RECPAT | usp

TRAD2
Yes

Yes
Validated

HotHuguiisil

3

.00 11-5EP-2003 | 50011 - Check _‘ 24 SEP-2003

Bayment Overnview “iew Beceipt Supplier Invoices

The invoice overview window displays valuable summary information related to the invoice
include the

*Acutal payment amount
*Payment date

*Payment document number
*Active hold name

Accounts Payable Inquiry
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Invoice Payments

By selecting the Payments button on the Invoices | Payments
window, the Payments window is displayed.

GL Date
etokt ST SEE 0N

Discount Taken

Accounts Payable Inquiry
Chapter 5 - Page 16



Payment Overview

By selecting the Payment Overview button on the Payments window,
the Payment Overview window is displayed. | Bayment Owervis |

JUSTIN JONES:CPO0009178
222447777

-

25 MAIN STREET
BOSTON, MA 00125
United States

MAIN DISBURSEMENT
CASH.SM
Check

Invoices
_ Mumber Amount Paid GL Date

245.00)24.SEP-2003
I
|

Accounts Payable Inquiry
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Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 1: Searching for and Viewing Accounts Payable Invoices

Accounts Payable Inquiry
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Locating and Viewing Payments

W21l | ocating and Viewing Payments

After this lesson you should know how to:
* Locate and View Invoices
=> Locate and View Payments

» Generate Accounts Payable Reports

Accounts Payable Inquiry
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Searching for Payments using the Find Payments Window

Ty g Searching for Payments using the Find
& Z Lo Paymentgl Windo)\cv J

Use the Find Payments window to locate payments

E Find Fayments

Payment

Supplier

Status

. Enter your search criteria.
. Select the Find button to execute your search.

Note: In order to select certain search criteria, you must select an additional criteria for the
search.

Selected Search Criteria

Payment
Number Range: Enter a range of payment numbers
Dates Range: Enter a date range for the payment
Amounts Range: Enter a range of payment amounts
Accounted: Select Yes, No, or Partial from the drop down menu
Document Name: Select a document name from the LOV
Payment Method: Select a payment method from the drop down menu
Batch: Select a payment batch name from the LOV

Accounts Payable Inquiry
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Supplier
Name: Select the name of payee
Number: Select the supplier number
Taxpayer ID: Enter the SSN or Taxpayer ID of payee

Status
Status: Select the payment status from the drop down menu
Date Range: Enter a date range

Accounts Payable Inquiry
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Payments Window

WALl Payments Window

Fepea® e s i

Search results are displayed in the Payments window. User the horizontal
scroll bar to view additional payment information.

=3
Type | Bank Account | Document Document Num Payment Date Payment Armaunt |
Batch _|!_‘JIAIN DISBURSEN'EFTA __|3l]l]l]34l] 25 SEP 2003 500.00,

For payment
8000340

Payment Overview Wiew lrnvoices

~—

Use buttons to view additional information

Selected Field Descriptions

Type: Batch -paid in a payment batch, Refund - refund against a debit memo, manual - paid
from an outside system such as the CDWS.

Document: EFT - Electronic Funds Transfer, Check - Check payment, Check.initials - Cashier
third party draft payment, Cash.initials - cashier cash payment, USB.Recorded - recorded US
Bank invoices for reconciliation

Document Number: AP payment number
Payment Amount: The amount of the payment
Batch Name: The payment batch name which is equivalent to the schedule number

Accounts Payable Inquiry
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Payment Overview Button

¥a

By selecting the Payment Overview button on the Payments window,
the Payment Overview window is displayed. | Bayment Owervis |

i LIUSTIN JONES:CPO0009178
222447777
unt 245.00, 51973 | TRAVEL |

ECE 24 SEP-2003 el 25 MAIN STREET
- BOSTON, MA 00125
United States

Mumber |

Negotiabhle
(=" TREAS PHIL FIN CTR/FUNDS TRANS |

.00)|24 .SEP-2003
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View Invoices Button

@318l View Invoices Button

s

By selecting the View Invoices button on the Payments window,

the Invoice s window is displayed. > :
ievw lnvoices

40, REMEE D D

Invoice

_ Mumber Date Amount GL Date
l_ | TR10524-AD  |20-SEP-2003 500.00 125-SEP 2003

Invaice Cverview
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Invoice Overview Window

f Invoice Overview Window

By selecting the Invoice Overview button on the Invoice s window,
the Invoice Overview window is displayed. Invoice Overview

RENEE D DAVIS:0011323178 TRAVEL
1000596 394258188
TR10524-AD Prepayment | 20-SEP-2003
TMO92003061799ADV 4 USD |

|

\

| 22.SEP-2003

Yes
Yes

Available

HotHe et

A

500,00 .00[22.SEP2003 | 8000340 - Electr(|25.SEP-2003
\

Hayment Dveryew: Yiew Beceipt Supplier Inwoices

The invoice overview window displays valuable summary information related to the invoice
include the

*Actual payment amount
*Payment date

*Payment document number
*Active hold name
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Invoices Window

j Invoices Window

By selecting the Invoice button on the Invoice Overview window,
the Invoice s window is displayed. Invoices

=
Type | Supplier Supplier Mum || Site Invoice Date Irvaice Mum  [fInvoice Curr || Invoice Amount
Pre_pay_m(:lRENEE D Di{1000396 (|TRAVEL [20-SEP-2003  [TR10524-AD _lUSD 5004

0
Available
Not Required

Holds Payments

Scheduled Payments Clyeview Distributions

The Amount Paid field indicates how much has been paid on this invoice.
The Holds field indicates the number of holds placed on this invoice

The Accounted field indicates if the accounting transactions have been generated for this
invoice. If the status is No, then accounting information has can not be transferred to the
General Ledger.
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Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 2: Locating and Viewing Payments
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Selected Accounts Payable Reports

WALl Selected Accounts Payable Reports

After this lesson you should know how to:
* Locate and View Invoices
» Locate and View Payments

= Generate Accounts Payable Reports
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Invoice History Report

W a11VEMl Invoice History Report

Description: The Invoice History Report provides information to
support the balance due on an invoice. It helps you
quickly identify and review a detailed list of all
payment activities pertaining to a specific invoice.

Purpose: Use this report to research payment activities related
to an invoice

Source: Accounts Payable

Frequency: This report should be run as needed

Attention: Payments must be accounted before the associated payment activities are
shown on the Invoice History Report. Run the Payables Accounting Process before
generating this report to ensure that you are seeing the most accurate invoice history
information

Selected Report Headings
Invoice Number: Invoice number of the invoice.

Payment Number: Number of the payment document that paid for the invoice. If the
invoice has not yet been paid, this field is blank.

Transaction Date: Date of the transaction.

Activity Type: Activity that affected the balance of the invoice. For the invoice itself,
this column displays the type of invoice, such as credit memo. For all the payment
activities, this column displays what the activity is, such as Discount.

Transaction Amount: Transaction amount in the payment currency.

Open Balance Amount: Displays the open balance amount of the transaction in the
payment currency.
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Invoice History Report

Selected Report Parameters

Supplier Name: If you want to submit the report for one supplier, enter the supplier. Leave this
parameter blank to submit the report for all suppliers.

Prepayments Only
*No. Submit this report for all invoices, including Prepayment type invoices.
*Yes. Submit this report for only Prepayment type invoices.

Invoice Number From/To: If you want to limit the report to one invoice or to a range of
invoices, enter the invoice or invoice range. Leave this parameter blank to submit the report for
all invoices.

From/To Invoice Date: If you want to limit the report to one invoice date or to a range of
invoice dates, enter the date or date range. Leave this parameter blank to submit the report for all
invoice dates.
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Submitting a Single Request

Purpose

The purpose of this document is to describe how to submit a single request in the NBS Financial
Modules. The steps will be the same regardless of the report or program that is being submitted.
However, the request name and parameters will vary depending upon the module. In addition,
the navigation path may be different. The student guide will describe the exact navigation path
for each responsibility.

NBS Financial Modules

N > Requests > Run

Submit a New Request

% Submit a Mew Reguest

What type of request do you want to run?

t
U ta submit an individual request.

® Heguest Sat
This a you to submit a pre-defined set of

requests.

1. Select the OK button.

Result: The Submit Request window is displayed.
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E Submit Request

Run this Hequest...

Mame

Parameters

LEI‘I!;]UE!:_‘E! ﬂ_mer_il:an E“g“sh _

Larguages. ..

At these Times...

SR As Soon as Possible ' Schedule..

Upon Completion...

| Il Dutput Files

Nty
Print to _ .

oo @

2. Click on the LOV in the Name field and select the report or program you want to run.

Result: The Parameters window is displayed. NOTE: This window will be different for
each report that you select.

= Parameters

Organization Id
Start Date
i~

End Date

3. Complete the Parameters window and select the OK button.

Result: You are returned to the Submit Requests window.
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B Submit Reguest

Run this Request...

Unaccounted Transactions Report

Operating Unit:NIH-OU:::

American English :
e

At these Times...

S As Soon as Possible Schedule.

Upon Completion...

e all Cutput Files

Print tao

If you want to run the report now for a single time, goto task #10. Otherwise, goto task #4.
4. Select the Schedule button in the At these times block.

Result: The Schedule window is displayed.
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&% Schedule -

~ Apply a Saved Schedule..

Run the Jaoh...

soon as Possible

5. Select the appropriate schedule alterative in the Run the Job... block.
If you want to run the job once, goto task #6.
If you want to run the job periodically, goto task #7 Otherwise, goto task #8.

6. Inthe Run At field, enter the date and time you want the job to run. The time should be
entered in military time (24 hour clock)

Example:
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% Schedule

Run the Jaoh...

FESe04 -SEP-2003 08:38:51

Goto task #9.

7. Complete the schedule information.

Example:
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EE Schedule

Run the Jaoh...
e 04 SEP-2003 08:38:51
=i e 30 AUG-2004 00:00:00

Leave End Date blank to run indefinitely

Re-run every (1N (L )

Apply the Interval...
S Frarm th rt of the prigr run

® From the Completion of the priar run

Fllncrement date parameters each run

Goto task #9.

8. Complete the schedule information.

Example:
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EE Schedule

Seiee4 _SEP 2003 08:38:51
SiEAS30-AUG 2004 00:00:00

Dates of Every Month:

Run the Jaoh...

9. Select the OK button.
10. Determine whether or not you want to view the report prior to printing.

If you want to print the report before viewing it on-line, goto task #11. Otherwise, goto task
#14.

11. Select the Options button.

Result: The Upon Completion window is displayed.
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% Lpon Completion...

Notify the following people:

_ Mame Far Language

Print the Output To:
Style

Frinter Copies For Language

0 |All languages

12. Select a printer and the number of copies
13. Select the OK button.
14. Select the Submit button.

Result: The result will depend upon the report and the schedule that you have selected. To
view the output of the request on line, select View > Requests from the menu bar. This will
take you to the Requests window.

End of activity.
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Saving a Report to a File

Purpose
This document describes how to save reports and other types of request output to files in Oracle.
Before you begin

Before you begin, ensure that you are located in the Requests window and the request containing
the output you want to save is visible on the screen.

NBS Financial Modules

M > View > Requests

Requests

Refresh Data Find Reguests Submit g New Request...
184193 |Suppliers Report Completed Normal , » Vendor Hame, 1, , 2003/08:25 00| =
184192 [NIHTM Import Patient as Completed  |Normal
183353 |[Suppliers Report Completed Normal +» Vendor Name, 1, , 2003/08/13 00
180182 |Supplier Merge Program)| Completed  |Normal Ii':LAST_UPDATED_BY="1514",,P_ -
179659 [Supplier Audit Report Completed  |Normal 15,1, N
179563 |[Suppliers Report Completed Mormal , SPONSOR, CREATED BY, 1,, ., ,
178658 |MIHTM Import Patient as Completed  |Normal
178657 |NIHTM Patient Audit Rep Cl:l_mpleted Normal CLlNlCAL_CENTER_PﬂTlENT, o
178656 [NIHTM Patient Audit Rep Cl:l_mpleted Normal CLlNlCAL_CENTER_PATlENT, o
178655 |Reprint output of reque Completed Normal 178654, nhsr3can5a0, 1, LANDSCAI| .

Hold Request Yiew Details. . e Cutput

Cancel Reguest Diagnostics “iew Log. ..

1. Place your cursor in the line of the containing the output you want to save.
2. Select the View Output button.

Result: The Report - Request ID... window is displayed.

Accounts Payable Inquiry
Chapter 5 - Page 39



NATICHNAL INITITUTES ©OF HEALTH

a0
Report Parameters[]
_________________ D
a0

Supplier MNawe:

Supplier Type:

Order EBvy:

Income Tax Reportable Only:[]
From Creation Date:

To Creation Date:

From Update Date:

To Update Date:

Created EBEy:

Updated EBy:

Include All/Active Suppliers:
Include 3ite Information:
Include Al1/Active Jites:
Include Home country:

S3ite Pay Group:

Include Contact Information:
Include All/Active Contacts:
Include Bank Account Information:

O
O

Suppliers Eeport

Supplier MNamwe[]

Z5-AUG-2003 O
Z5-AG-2003

ooono

Aetive
Tes
Aot iwve[]
TezO

O

TesO
hotiwve]
Tez

Previous

|":

From the menu bar, select Tools > Copy File.

Result: A browser window displaying your report is opened.

Accounts Payable Inquiry

Chapter 5 - Page 40



File

Edit ‘iew Favorites Tools  Help

dmBack - = - £ o3 | Qhsearch [fFavorites GFMedia ¢4 | Ey-S = ]

=l
=

Address I@j https: ffnbrssprod. cit. nib, gov: 8033/ 08 _CGIFNDWRR, exeTtemp_id=36462615608l00in=APPLSYSPUB/PUB@a 1580 2E3

H

@Go |Links

WNATIOWAL INSTITUTES OF HEALTH
Suppliers Report

Report Parameters

Supplier Name:

Supplier Type:

Order EBy:

Incowe Tax Reportable Only:
From Creation Date:

Supplier Name

Z5-AUG-Z003

To Creation Date: 25-AUG-2003 [§
From Update Date:
To Update Date:
Created By:
Tpdated By:
Include A11/Active Suppliers: Active
Include Site Information: Yes
Include A11/Active Jites: Aotive
Include Home country: Yes
Site Pay Group:
Include Contact Information: Yes
Inzlude A11/Active Contacts: Active
Include Bank Account Information: Yes
Include All/hctive Accounts: Active

ONATIONAL INSTITUTES OF HEALTH
Suppliers Report

Supplier Neme: ALICIA HOEKESTRA:PPOOOODO3Z Taxpayer ID: 222221109
Supplier Nuw: 10050855 Tax FRegistration Mum:
Supplier Type: Income Tax Reportable: No
One Time: No State Reportabhle: No
PO Hold: Mo Income Tax Type:
Creation Created

EIEAII | S [E P [T, Thma Core

4|

Report Date:

Page:

25-AUG-Z1 |

-

Report Date: Z5-AUG—
Page:
Status: Active
Creation Date: Z5-AUG-03
Created By: ANONYMOUS
Update Date: 25-LUG-03
Updated By: ANCHNTMOUS
Tpdate Tpdate

Tims

4. From the menu bar, select File > Save As.

Result: The Save Web Page window is displayed.
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Save ir: I@ Desklop j e EF

= My Docurments Unaccounted Transactions Repaor_Z20703
A= My Compuker

Inwaice Aging Repart_240703
MIHTM Patient Audit Report_Z210303
Preliminary Payment Register 210603

Supplier Audic Repork_ 150803
Trial Balance - Summary 1_090103

L4l | >
File name: Eiu pliers Report 25 j | Save I
Save as lype: ITe:-:t File [*.txt] j Cancel |
Encoding: I'W'estern Evropean [150] j

Enter the file location, type, and name and select the Save button.
Close the browser window.
Close the Report - Request ID... window.

Close the Requests window.

End of activity.
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Supplier Payment History

W3S UEMl Supplier Payment History

Description: This report provides totals for the payments made to
each supplier included in the report. If you choose to
include the invoice details, the paid invoice's invoice
number, date, invoice amount, and amount paid by
the payment is displayed.

Purpose: Use this report to review the payment history for a
supplier. You can submit this report by supplier or
supplier type to review the payments you made
during a time range you specify.

Source: Accounts Payable

Frequency: This report should be run as needed

Selected Report Headings

Address: Address to which payment was sent.

Account Name: Bank account used for the payment.

Gross Amount: Invoice amount, displayed in the payment currency.
Payment Number: Payment document number. For example, check number.
Payment Amount: Payment amount in the currency in which it was paid.

Void Date: Void date if you void a payment. If you void a payment, 0.00 is displayed in the
Functional Amount column and does not include the payment in the payment total. You enter a
void date when you void a payment.

Amount Paid: Amount of an invoice that you have paid. (Displayed only if you choose the
Invoice Detail option)
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Supplier Payment History Report

WA2 L Ml Supplier Payment History Report

Sample report parameters:

QUL Payment Date

Selected Report Parameters

Supplier Name: Select the supplier name from the LOV

Start/End Payment Date: Enter the date range for the payments.
Invoice Detail: Enter Yes to include invoice details for each payment.
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Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 3: Submitting Selected Accounts Payable Reports

Accounts Payable Inquiry
Chapter 5 - Page 45



Lesson Summary

WAl | esson Summary

BT s & RSk BV ST

In this lesson, you learned how to:

* Locate and View Invoices
» Locate and View Payments

» Generate Accounts Payable Reports
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Supplier Inquiry

Supplier Inquiry

Track 2 End User Training
September 2003
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Lesson Objectives

@AMl | esson Objectives

After this lesson you should know:
How the Supplier Table is utilized in the NBS

How individual and organization supplier informationis
entered into the Supplier and Bank Tables

How to search for suppliers

How to review supplier information

Supplier Inquiry
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How the NBS Supplier Table is Utilized

¥ 35118l How the NBS Supplier Table is Utilized

After this lesson you should know:
= How the Supplier Table is utilized in the NBS

How individual and organization supplier informationis
entered into the Supplier and Bank Tables

How to search for suppliers

How to review supplier information

Supplier Inquiry
Chapter 6 - Page 4



Supplier Table in Oracle

W42 Ml Supplier Table in Oracle

FepgaS® st 4 ki TR T

» The Supplier Table is the main source of supplier information in NBS.

» Basic supplier information such as name, address, payment method,
must be entered prior to the creation of a purchase order or AP
invoice.

» Bank information is required prior to the issuance of electronic

payments in AP. Supplier Table

Name Address Supplier # Organization | Bank Information
John Smith 1256 Democ | 1526354 HN2536C Bank of America
Jare Doe 2563 Fernw | 152685 HN2563C Citibank

B Qrde Invoice
raveler $375.5 raveler $3755

Ban
Purchase Order

Impac  $120

Impac  $120
Citbank # 1256

Before a purchase order or AP invoice can be set up, the supplier must be entered into the
Supplier Table.

Before an electronic payment can be issued from AP, the supplier’s bank information must be
entered into the Bank Table.
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Source of Supplier Information

¥4 UMl Source of Supplier Information

After this lesson you should know:
* How the Supplier Table is utilized in the NBS

= How individual and organization supplier information is
entered into the Supplier and Bank Tables

» How to search for suppliers

» How to review supplier information

Supplier Inquiry
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Overview of Supplier and Bank Tables

al Overview of Supplier and Bank Tables

NBS Travel System

Travelers

Supplier Table

Individuals Individuals

Bank Table

Bank Information
(ACH)

Employee Table

1. Information for individuals will be interfaced from HRDB (Human Resources Database) and
NED (NIH Enterprise Directory) into the Employee Table.

- The process that transfers records from NED to the Employee Table will run on a
nightly basis.

- The process that transfers records from HRDB to the Employee Table will run every
two weeks.

2. Individuals who are not located in either of those two systems will be entered directly into the
Employee Table.

- Individuals entered into NBS directly include patients and non-nih affiliated persons.

3. The process that brings information from the Employee Table to the Supplier Table and the
NBS Travel System will run every half hour.

Supplier Inquiry
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4. Vendors have been converted from the ADB. If any new vendors are required, the request
should be submitted to the NBRSS- Govt Acctg mailbox.

5. The process that transfers ACH information from the ADB to the NBS Bank Table will run on
a nightly basis.

6. ACH information for Phoenix patients, non-NIH affiliated travelers and new sponsors must be
entered into the NBS manually.
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Entering New Suppliers

W42l Entering New Suppliers

q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

» New suppliers will be created

upon request from the
payment processing office

» Government Accounting must

receive the following
information:

= Name of the Supplier
Supplier Address
Supplier Taxpayer ID
ACH Information

Supplier Contacts (optional)

Supplier Setup Request

Please set up the following
sponsor as a supplier.

The NIH will refund money to this
organization due to overpayment.

Name: Pew Charitable Trusts

TaxID: 253652363

Address: 1254 Lincoln Ave
Chicago, IL 45256

ACH submitted

The request to add a new supplier should be sent to the NBRSS — Govt Acctg mailbox.

Supplier Inquiry
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NBS ACH Source and Manual Entry Process

WAL NBS ACH Source and Manual Entry Process

» The chart below describes the source of ACH information in the NBS.

Traveler Type NBS ACH
Source
Employees ADB Vendor File
Domestic and Foreign Fellows with US bank account |ADB Vendor File
Foreign Fellows without US bank account N/A
Consultants/Contractors ADB Vendor File
Committee Members/Appointments ADB Vendor File
Bethesda CC Patients N/A

Baltimore Patients N/A

Phoenix Patients OFM

Non-NIH Affiliated Persons OFM

Foreign Non-NIH Affiliated Persons N/A

» Entry Process
= |C faxes ACH Request form to Government Accounting
= Government Accounting reviews request for completeness
= Government Accounting enters ACH information

Supplier Inquiry
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Searching for Suppliers

W22l c Ml Searching for Suppliers

After this lesson you should know:
* How the Supplier Table is utilized in the NBS

« How individual and organization supplier informationis
entered into the Supplier and Bank Tables

= How to search for suppliers

» How to review supplier information
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Searching NBS for Supplier

(¢ fexnbrss

X DTS 3 HEATH
GeyppiS nass § RS BPPORT STETM

% 1. Select the
Find button

2. Enter Search
Criteria

ppl BENJAMIN N FELDMAN:NND0003657

(614111224596 |
31.DECA71Z |

General

Supplies Mumber gINEIEEE] |

on Mumber _
[l

Farent Supplier Kame

Navigate to N > Suppliers > Inquiry.

Murmber

*  Select the Flashlight on the Applications toolbar.

*  Enter your search criteria in the Find Suppliers window.

. Select the Find button.

Result: Supplier Record is displayed in the Suppliers window.
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Records for Individuals in the Supplier Table

1 EMll Records for Individuals in the Supplier Table

ST s

In order to pay an individual through Accounts Payable, the individual
must be set up as a supplier

The Supplier Name field for individuals contains their name and their
employee number.

BENJAMIN N FELDMAN:NNOOOD3657

31-DEC 4712

Parent Supplier Mame
Customer Mumber

Supplier Name is equal to the Employee Name:Employee Number for individuals.

Taxpayer ID field is populated with the Social Security Number for individuals.
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Other Suppliers

W42 Ml Other Suppliers

» OFM must maintain other supplier records such as:
= Impac Government Services

= Sponsor organizations that have overpaid for travel
= Other vendors

IMPAC GOVERNMENT SERVICES | Supplier Murmber gL )
U.S. BANK )

410417860 | ax Registration Nurmber | R

General | Class ccour o Tax |

Farent Supplier Name | Mumber |

Custamer Mumber |
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Reviewing Supplier Information

¥4 ;’@jnbrss Reviewing Supplier Information

After this lesson you should know:
How the Supplier Table is utilized in the NBS

How individual and organization supplier informationis
entered into the Supplier and Bank Tables

How to search for suppliers

= How to review supplier information

Supplier Inquiry
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Viewing Supplier Records

@311 8l Viewing Supplier Records

e s 0 A
GeyppiS nass § RS BPPORT STETM

Each supplier will have:

1. Aheader record that contains basic organizational information
ddress, banking, and contactinformation

=T8S 10000000 )
tration Number !

General

r Site Uses
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Viewing Supplier Information

Purpose

The purpose of this document is to describe how to view a supplier in the supplier table. This
document does not cover entering banking information for a supplier.

NIH Payables User
N > Suppliers > Inquiry

Suppliers

% T R R R R R i

Supplier Mame ! Supplier Mumber _
) _] Tax Registration Mumber !

| General

Parent Supplier Name |

Custormer Murmber |

1. Select the Find button on the application toolbar.

Result: The Find Suppliers window is displayed.
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E Find Suppliers

Suppliet Marme

Supplier Mumber

Tax Hegistration Mumber

Cne Time

Employee Mumber

x4

Patent Mumbet

Reportable

Federal

Incorne Tax

Enter your search criteria as described below:

Field Description
Supplier Name Enter the supplier's name using the appropriate wildcard
characters
Supplier Number Enter the supplier number
Alternate Name Enter the alternate name for the supplier
Taxpayer ID Enter a SSN or company's taxpayer ID.

Note: Do not use dashes

Tax Registration Number

Enter the organization's tax registration number
Note: This is generally used for foreign companies

Inactive Date Range

Enter a date range during which the supplier became inactive

Supplier Type Select the supplier type from the LOV
Employee Name Enter the employee's name

Employee Number Enter the employee number

Parent Supplier Enter the name of the parent supplier

Parent Number

Enter the number of the parent supplier

Payment Priorities Range

Enter the payment priorities range

Reporting Name Select the supplier's reporting name
Payment Terms Select the supplier's payment terms from the LOV
Pay Group Select the supplier's pay group from the LOV

Reportable: Federal

Select if the supplier is reportable on a federal basis

Reportable: Income Tax
Type

Select the supplier's income tax type

Reportable: State

Select the supplier's state

Select the Find button.
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Result: Your search results are displayed in the Suppliers window.

234 33 4444

Clagsification |

Type |SPONSOR
Employee Mama

[ One Time

SIC

Minarity Owned

" Small Business
™ Worran Owned

Note: Use the down arrow on your keyboard to view your results if multiple records
matched your query.

4. Select the Classification Tab to review the supplier's classification information.

Result: The Classification region is displayed.
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; (MIH-0L)

Supplier Mame  MOTT FOUNDATION Supplier Mumber  gLUEE KT |
234 33 4444 ax Registration Murmiber

Inactiva On

| Classification

Type 'SPONSOR
Employee Mame

[ One Time

SIC |

Minority Owned |

[ Small Business
[ Waman Owned

Field Description
Type Indicates the type of supplier
Employee Name Displays the name if an employee
Employee Number Displays the employee number
One Time Enabled if one-time supplier during setup
SIC Displays the Standard Industry Code
Minority Owned Indicates minority ownership
Small Business Enabled if the supplier is marked a small business
Woman Owned Enabled if the supplier is marked a woman-owned business

5. Select the Sites button.

Result: The Supplier Sites window is displayed.
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State  [IN

County

General ||

Inactive On

— Site lses
I Pay

[ Primary Pay

Customer Numher|
Shipping MNetwoark Ll:n:atiunl

[ Procurement Card Supplier Matification Method

v Purchasing

[ RFQ Only

— Communication

“oice

Fax

Area Code Mumber

6. Use the down arrow on your keyboard to view other supplier sites

7. View the address information

Field Description
Alternate Name Enter an alternate name for the site
Alternate Address Enter an alternate address for the site
Country Select the appropriate country from the LOV.
Address Enter the address line information
City Enter the city name
State Enter the state
Postal Code Enter the postal code
Province Enter the province abbreviation
County Enter the county name
Language Enter the language used at that site
Inactive On Enter the date the site will no longer be active

8. Review the information on the General region tab.

Field

Description

Site Uses

Pay - Enabled if this site can be used for payments
Primary Pay - Enabled if this is the primary payment site
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Purchasing - Enabled if site can be used for purchase
orders

RFQ Only - Enabled if you do not allow entering
purchase orders for a supplier site

Procurement Card - Accepts the credit card brands of
your procurement cards

Communication Contact information for this supplier site.

9. Select the Contacts tab to review supplier contacts.

Result: The fields related to supplier contacts are displayed.

Seneral T Cnntactsl Au;counting] CnntrolT F'ag.r'me_ntl Elank-AccuunIs'T EEJ_IT Invoice Ta}{T Withhplding.Ta}{--E
— Name Frefix Mail
Last First it ‘ Title Telephone Stap Inactive On

] /cornELL IKRISTANNE | [MS  |CFO 202 2222222 | | &

| | [ [ | |

| | [ [ | | -

Department [FINANCE
Alternate Contact Mame |
Field Description

Name: Last The contact's last name
Name: First The contact's first name
Name: M The contact's middle initial
Prefix The appropriate prefix for the contact
Title The contact's title
Telephone The contact's telephone number
Inactive On The date on which the contact will no longer be active
Department The department name
Alternate Contact Name | The name of an alternate contact

10. Select the Control tab to view any restrictions placed on the supplier's activities

Results: The control-related fields are displayed.
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"General | Contacts | Accounting | Contral | Payment | Bank Accounts | EDI | Invaics Tax | Withholding Tax | "]

[rwoice Amount Limit |

Invaice Match Option |Purchase Order '|

[ Hold All Payments

" Hold Unmatched Invoices

[~ Hald Unvalidated Invaices

Fayrient Hold Reasaon

Field Description

Invoice Amount Limit The supplier's invoice amount limit

Invoice Match Option Displays the invoice match option

Hold All Payments Enabled if you want to hold all payments to the supplier

Hold Unmatched Invoices Enabled if you want to hold all unmatched invoices to the
supplier

Hold Unvalidated Invoices | Enabled if you want to hold all unvalidated invoices to the
supplier

Payment Hold Reason Displays the reason for the payment hold

11. Select the Payment tab to review payment information for the Supplier.

Result: The payment-related fields are displayed.

" General T Cun_t*act-s-T _A‘ccnun,tingI CantmlT PaymentI Bank Ac—cnu_ntsT EDIT Invoice Ta}eT iithiboldirg Ta}{-]

Terms |II'I.I'II'LI|EDI£\TE Irwvoice Currency
Fay Group | Fayment Currency

Fayment Priority {99

Remittance E-mail |

Terms Date Basis |Im.-'uit:e Received V| [ Always Take Discount
Fay Date Basis |Due V| [ Exclude Freight From Discount
Fayrment hethod |Chet:k V| [ Pay Alone

[ Attention AR

Field Description
Terms Displays the supplier's payment terms
Pay Group The supplier's pay group can be used to segregate invoices
in payment batches
Payment Priority The supplier's payment priority
Terms Date Basis The basis on which terms date is determined

Supplier Inquiry
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Pay Date Basis The basis on which payments are made
Payment Method The default payment method in accounts payable

12. Select the Bank Accounts tab to review the bank information entered for this supplier.
Result: The bank account fields are displayed.

' General I CuniactS'I A‘ccnunﬁngl Cunirnll F'a.ymentl Bank Accnuntsl ED’II Inwaice Taxl ithholding Ta -_']

Primarf' — Effective Dates

Mame Mumber Curr From To
B 1264444444 115263544444 UsD ~ [19.AUG2003 | £
| | e |
| | e | 2
Bank Branch
Marme |FIRST BANK OF BOSTON Mame |123456?39
Murmber | Murnber 123456789
Field Description
Name Displays the Tax ID number of the individual or company
Number Displays the account number
Primary Indicates that this is a primary bank account for the supplier
Effective Date Range Indicates the effective date of the bank information
Bank Name and Number Indicates the bank name of the highlighted bank account
Branch Name and Number | Displays the routing number of the highlighted bank account

13. Close the Supplier Sites window.

Result: You are returned to the Supplier window.
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= Suppliers (MIH-0L)

Supplier Name

Alternate Mame

R34 33 4444

Classification |
Type

Emplayee Mame

SIC
Minarity Owned

End of activity.

Supplier Inquiry
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Lesson Summary

@31 Ml | esson Summary

In this lesson, you learned:
How the Supplier Table is utilized in the NBS

How individual and organization supplier informationis
entered into the Supplier and Bank Tables

How to search for suppliers

How to review supplier information
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Important Dates and
Information

Chapter 7
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Important Dates and Information

Important Dates and Information

Track 2 End User Training
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NBS Track 2 Go-Live

WAL NBS Track 2 Go-Live

September 1, 2003

NBS Travel System and supporting
financial modules were deployed for
entering FY04 travel documents

October 1, 2003 or when FY04
funding is available

Financial transactions resulting from FY04
travel documents will be processed

Important Dates and Information
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Initial Oracle Set Up Required

M Initial Oracle Set Up Required

The first time you log into the NBS, you will be required to:
» Download Oracle J-Initiator and

» Update your internet browser security settings

Refer to the technical guidance provided on the NBS
Technical website:http://nbs.nih.gov/technical.html
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NBS Travel Support Resources

@321 'cll NBS Travel Support Resources

FepgaS® st 4 ki TR T

» NBS Travel Web links available 24/7

= NBS Oracle Online Help and Reference: http://nbs.nih.gov/training.html
» NIH Portal Support

= Phone NIH Help Desk at 6-HELP (301.496.4357)

= Portal website address: htip://my.nih.gov
» NBS Customer Support

= Phone: Call 5-NBS7 (301.435.6277)
= E-mail: Send e-mail to tasc@NIH.gov
= Web Request for Support: Submit to: http://support.cit.nih.gov

> nVision

= nVision is an evolution of the NIH Data Warehouse, and it is the new reporting sy stem designed
to work in concert with the NBS. nVision is a business intelligence system that delivers NIH-
defined standard reports and facilitates the development of user-created ad hoc reports to
support decision-making and analysis. The first NBS module to be supported by nVision is
Travel.

= E-mail: Send e-mail to nVisionSupport@nih.gov
= Web Site for infformation: httpJ//nvision.nih.gov
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Evaluation

W42l Evaluation

TN RSTITTS O HEATH
q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

Please take a moment to complete the

on-line training evaluation
www.surveymonkey.com/s.asp?u=44111257699

Your comments are important to us!
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Good Luck

W21 M Good Luck

L e -

Good Luck!
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