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Course Obijectives

WAl c Ml Course Objectives

N

Overview of Travel and Accounts Payable in the NBS

Treasury Payment Batches

Travel-Related AP Adjustments

Debit Memos and Travel Refunds

GTA Reconciliation Support Activities

Invoice and Payment Processing Error Resolution
Accounts Payable Maintenance

Supplier Inquiry

Important Information
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Agenda

a2l Agenda

BT s & RSk BV ST

Day 1
8:30 — 9:00: Course Overview
9:00 — 9:30: Overview of Travel and Accounts Payable in the NBS
9:30 — 3:30 Treasury Payment Batches
Day 2
8:30 — 9:30: Review

9:30 — 11:00: GTA Support Activities
11:00 — 2:00: Invoice and Payment Processing Error Resolution
2:00 — 3:30: Supplier Inquiry

NIH Payables User: Course Overview
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Agenda

a2l Agenda

BT s & RSk BV ST

Day 3

8:30 — 9:30: Review

9:30 — 2:00: Travel-related Adjustments

2:00 — 3:30: Debit Memos and Travel Refunds
Day 4

8:30 — 9:30: Review

9:30 — 12:00: Accounts Payable Maintenance

1:00 — 3:00: Invoice and Payment Processing Error Resolution
3:00 — 3:30: Wrap up

NIH Payables User: Course Overview
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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 User: 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).
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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.
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Questions

@421l Questions

Frppis®

Questions?
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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
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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.
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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
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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.
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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
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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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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.
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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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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
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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)
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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
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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.

Accounts Payable Overview
Chapter 3 - Page 6



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
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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.
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Accounts Payable Overview
Chapter 3 - Page 8



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 include:
= 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

Invoices must be accounted in order for the accounting
information to be transferred to the General Ledger

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
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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
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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
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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 3 - 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
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Processing Payment Batches
to Treasury

Chapter 4
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Processing Travel Payments to Treasury

Processing Travel Payments to Treasury

Track 2 End User Training
Revised June 1, 2004
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Lesson Objectives

@AMl | esson Objectives

After this lesson you should know how to:
* Process travel-related payments to Treasury

* Process returned and voided Treasury payments
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Payments Made Directly by the U.S. Treasury

%ﬁ g@?"bm Payments Made Directly by the U.S. Treasury

The flow of payments made directly by Treasury is emphasized.

Refunds

Payment

ACH and Check
Payment Requests

Traveler

Travel Informaton
Invoices and
DebitMemos

@( ]
n{\: N

Patientand Foreign s Cashier PaymentRequests
Travelers and Debit Memos A
/ =

NBS Accourts L » A

Payable
ve NIH Cashier

Refunds I
|

The majority of payments to travelers are made directly by the U.S. Treasury.

»  Travelers enter a travel authorization with advance request or a travel voucher into the NBS
Travel System

» Invoices are interfaced into the NBS AP Module.

*  The OFM Travel Office prepares the files for transfer to the U.S. Treasury
*  U.S. Treasury processes the payment batch

»  The check/electronic payment is received by the traveler

OFM may process five payment batches on a daily basis.
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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
* Invoice batches are voided
created for pay ment

* Invoices are prepared
for pay ment
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Processing Travel-related Payments to Treasury

_- \4@ i&nbrss. Processing Travel-related Payments to
| il Treasury

After this lesson you should know how to:

=>» Process travel-related payments to Treasury

* Process returned and voided Treasury payments
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Option 3: Oracle Extension

w4 §@f"br53 l Treasury Payment Process

NBS Management Center NIH Certifying Officer
monitors invoice Import NIH Payables User Certifies Payment

Processes Treasury
processes Batch L /
Payment Batches v
Invoice batches are imported Certify Payment
and prepared for payment 1. Create, Build and Batches in ECS

Select Batch

NIH Payables User prepares l
invoices for payment \‘

2. Review Reports

1. Run Reports v
3. Modify Batch if

2. Take Corrective Action "eefed
to release or apply holds

4. Format Batch

!

5. Confirm Batch

3. Validate Invoices
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Roles and Responsibilities

W42l Roles and Responsibilities

NBS Management Center

v Monitor the invoice import process and resolve import errors
Prepare invoices for payment
Create, Build, and Select Payment Batches
Review the batches and modify, if necessary
Format and confirm the batches
Resolve any invoice or payment processing errors within AP

NIH Certifying Officer

v Certify payment batches in ECS based on the Oracle AP Final
Register Report
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Invoice Import and Preparation for Treasury

jl Invoice Import and Preparation for Treasury

NBS Management Center
NBS Travel monitors invoice

System Import processes

Invoice batches are
imported and prepared

AP for payment

Invoice
Workbench

AP Open
Interface

* Invoices and
Debit Memos
imported from
NBS Travel
Sy stem

* Invoices and Debit
Memos imported from
Open Interface

* Invoice batches
created for pay ment

* Invoices are prepared
for pay ment

* Invoices are imported from the NBS Travel System nightly for all travel invoices.
» Invoices payable through the Cashier office are imported every 30 minutes.
» Data is imported in batches, which contain multiple invoices.

* In the event that an invoice fails the import process from the AP Open Interface table to the
AP Invoice Workbench, it will remain in the interface until action is taken to resolve the
error. The NBS Management Center is responsible for monitoring the import process and
resolving the errors. However, the NIH Travel Office receives a copy of the invoice import
errors via email. The import error report should be used to help answer traveler inquiries and
perform the GTA reconciliation when an invoice cannot be found in AP Invoice Workbench.
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Imported Invoice Batches

a3l Imported Invoice Batches

Invoices from the NBS Travel System are imported in batches.
» Invoice Batches contain multiple invoices.

Batch Mame Date Caontrol Count Caontral Amount
TMADVD1052004 _]l_]ﬁdANQl]l]el 1 | 9l]l] |
TMDMO1052004 __I!]SJANQI]M 1 2 _ BI].BB__; |
TMIADO1052004 __I!]SJANQI]M 1 2 _ 145I].24__§ |
TMINV01052004 __I!]SJANQI]M 1 _ 42280.4?_5 |
TMRPP01052004 __II_JSJANQUM 1 ] 1 1284.88 |

TMUSB01052004 _ |05-1AN 2004 _ 229153) |
&1 :

Create Accounting “Walidate 1 Invoices
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Imported Invoice Batches

Bl Imported Invoice Batches

Daily Invoice Batches

Contents Invoice Batch Pay Hold Name
Name Groups

Travel Vouchers TMINVmmddyyyy | Travel & Non None
NIH

Travel Voucherswith | TMIADmmddyyyy | Travel & Non None
Prior Advance NIH

Travel Advances TMADVmmddyyyy | AP Advance None

Invoices for Patients | TMRPPmmddyyyy Travel Patient Recorded Pay
and Foreign Travelers

Debit Memos TM DM mmddyyyy Travel Debit Memo

GTA Invoices TMUSBmmddyyyy | IMPAC Travel | Reconciliation Process

Six travel invoice batches are imported daily. Each invoice batch may contain multiple invoices.
Depending upon how the invoices contained in the batch are to be paid, the pay group will be
selected and the required holds will be placed on the invoices.

Once the travel document is approved in the NBS Travel Management System, the daily invoice
import process:

» Imports invoices into invoice workbench with the assigned pay group
» Places holds as necessary on invoices
*  Matching invoice to purchase order
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Invoice Validation

Bl Invoice Validation

Invoices must be validated to be eligible for payment.

Contents Invoice Batch Payment Validated Held?
Name Method

Travel Vouchers TMINVmmddyyyy | Treasury Payment | Automatically No
Batch

Travel Vouchers TMIADmmMddyyyy | Treasury Payment | Automatically No
with Prior Advance Batch

Travel Advances | TMADVmmddyyyy | Treasury Payment | Automatically No
Batch

Invoices for TMRPPmmddyyyy NIH Cashiers Automatically Yes
Patients and Office
Foreign Travelers

Debit Memos TM DM mmddyyyy NIH Cashiers Automatically
Office or Treasury
Payment Batch

GTA Invoices TMUSBmmddyyyy Recorded Automatically
Payment Batch

The invoice validation program checks the matching, tax, period status, and distribution
information for invoices you enter and automatically applies holds to exception invoices.

Invoice batches are validated automatically upon import into the AP Invoice Workbench.

If an error is encountered during the invoice validation program, the NIH Travel Office will be
responsible for resolving the error. (See Chapter on “Troubleshooting AP Invoice and Payment
Processing Errors” in this Student Guide.)
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Creating Accounting for Invoices

@421t Creating Accounting for Invoices

FepgaS® st 4 ki TR T

The Create Accounting program generates the accounting entries for the
invoices that will be sent to the General Ledger on a nightly basis

Contents Invoice Batch  Accounting
Name Created

Travel Vouchers TMINVmmddyyyy | Automatically

Travel Voucherswith | TMIADmmddyyyy | Automatically
Prior Advance

Travel Advances TMADVmmddyyyy | Automatically

Invoices for Patients | TMmmddyyyyRPP | Automatically
and Foreign Travelers

Debit Memos TMDMmmddyyyy | Automatically

GTA Invoices TMUSBmmddyyyy | Automatically

The “Create Accounting” program is run automatically for invoices on a nightly basis.

However, if an invoice does not complete the validation program successfully, it will not be
eligible to be accounted. The NIH Travel Office is responsible for ensuring that all invoices are
properly accounted for by month end close. The Unaccounted Transaction Report displays any
invoice or payment that has not been accounted. (Refer to Chapter on “Accounts Payable
Maintenance” in this Student Guide.)
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Preparing Invoices for Payment

%ﬁ g%.j}nbrss Preparing Invoices for Payment

An invoice is eligible for payment when it is cleared of holds and
validated. Invoices should also be accounted.

Cleared of E
Holds

Type

Supplier

Supplier Num

Site

Invoice Date

Invoice Murm

345,
345

Invoice Curr |f Invaice Amount

Standard

' THEMBI MC

10035898

(|TRAVEL [20-JUN-2003

TRE0V1

e % Accounted

Validated ==

Actions..

1

Holds

Scheduled Payments

0
Validated
Mot Required

Payments

Oyeniew

Purchase Order

Distributions
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Required Payment Information

@321l Required Payment Information

TITUTES 0F HRTH
S APCH PR STSTI

In addition, the following information is required for payment:
» Supplier Bank Information and SSN for Treasury Electronic Batches
» Supplier Address information and SSN for Treasury Check Batches

CIAL SECURY,,

Electronic —> ; el

Payment

Check
Payment
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Invoice Reports

@421t M Invoice Reports

TITUTES 0F HRTH
S APCH PR STSTI

» Prior to creating the payment batch, you should

) 1. Run Reports
run the following reports

= Invoices On-Hold Report
= NIHAP Unpaid Invoices Detail Report

» The Invoices On Hold Report will indicate which invoices are on hold
and thus not eligible for payment

» The NIHAP Unpaid Invoices Detail Report will indicate which invoices
are not eligible for payment due to a lack of SSN, banking, and/or
address information as well as inwices for which banking has been
entered.

» Refer to the chapter “Accounts Payable Reports’ for information on
how to run and interpret the reports
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Invoices On Hold Report

§ Invoices On Hold Report

2. Take Corrective Action
torelease or apply holds

» The Invoice s On Hold Report will indicate which invoices are on hold
and thus not eligible for payment

* The issues causing the hold should be resolved as much as possible
prior to running the payment batch.

* Refer to the chapter “Troubleshooting Invoice and Payment

Processing Errors” in this Student Guide for guidance on resolving
invoice holds.

+ At a minimum, the system hold “Qty Ordered” should be removed.
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NIHAP Unpaid Invoices Detail Report

WAL NIHAP Unpaid Invoices Detail Report

q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

2. Take Corrective Action
torelease or apply holds

» The NIHAP Unpaid Invoices Detail Report will indicate which invoices
are not eligible for payment due to a lack of SSN, banking, and/or
address information as well as inwices for which banking has been
entered.

* Invoices should be placed on hold or invoices should be updated and
released from hold

* Refer to the chapter on “Accounts Payable Reports” for details on the
report and how to analyze the results.
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Validating Invoices

W42l Validating Invoices

LT e A A

3. Validate Invoices

Prior to creating the Treasury Payment batches, you should run the
validation program to ensure that all invoices are properly validated

1. Run the validation program for the following Pay Groups
» AP Advance
» Travel
» NONNIH

2. Review the log of the validation program to ensure that it
completes with a status of “Normal”

3. Ifthe program ends in an “Error” status
Review log to determine on which invoice the error was
encountered
Correct funds checker errors
Re-run validation program
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Validating Invoices

W42l Validating Invoices

q\‘ﬁﬂﬁ :| FE 534 R

If the validation program ends in an Error status,
select the View Log button to determine on which
invoice the error occurred.

3. Validate Invoices

RBefresh Data Find Requests Submit 3 Mew Request.

Invoice Validation Wlllsisissssosess 1. N,

118139 |Invoice Validation Completed Normal All, 10360, , ..., 1.N

118118 |Invoice Validation Completed Normal All, 10348, , ..., 1.N

118026 |Autoinvoice Import Progij118025  |Completed Normal MAIN, T, 1020, TRAVEL, 2004/01/21
118025 |Autoinvoice Master Progi Completed Normal 1, 1020, TRAVEL, 2004/01/21 00:00:
118020 |Autoinvoice Master Progi Completed Normal 1, 1020, TRAVEL, 2004/01/21 00:00:
118016 |Payables Open | [Comp Normal TMUSB, 21, TMUSB01212004, RECY
118014 |Payables Open | [Comp Normal TMIAD, 21, TMIAD01212004, , , 200+
118012 y Open | Comy Normal TMADV, 21, TMADVD1212004, , , 20
117979 |Reprint output of request Completed Normal 117721, nbsrican550, 1, LANDSCAI -

Hold Request View Details.. “Wiew Qutput

Canpel Requzst Diagnostics View Log

g

M3G-00015: Approving invoice TRE3I797VL

M3G-00999: Funds Checker procedure raised unhandled exception FND. (EX-EXCLUDED BY EVAL RULE=N) (33AGE=3GL 421001 CAN ONLY
M3G-00102: On-line approval of the invoice failed

M3G-00000: When Others:User-Defined Exception

REP-1419: 'beforereport': PL/30L program aborted.

If the validation program ended in error due to a Funds Checker error, correct the error and run
the validation program again.
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Submitting the Invoice Validation Program

NIH Payables User
N > Other > Requests > Run

Submit a New Request

% Submit a Mew Heguest

What type of request do you want to run?

you to submit a pre-defined set of

1. Select the OK button to submit a single request.

Result: The Submit Request window is displayed.

Copyright © Oracle Corporation, 2001. All rights reserved.

Processing Payment Batches to Treasury
Chapter 4 - Page 21



m Submit Reguest

Run this Request...

Marmne

Parareters

Languages. .

At these Times...

=0 As Soon as Possible Schedule:.

Upon Completion...

 all Cutput Files

[atify [ Cptions. ..
Print ta —]

2. In the Name field, select Invoice Validation from the LOV.

Result: The Parameters window is displayed.

Dption 2 all matching lines

Inwoice Batch Mame

Entered By

3. Enter the report parameters as described below:

Field Description
Option Select All or New from the LOV. All will validate all current
invoices in the workbench. New will validate only new
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invoices.
Invoice Batch Name Select the appropriate invoice batch name from the LOV.
From Invoice Date Select the appropriate beginning invoice date from the LOV.
To Invoice Date Select the appropriate ending invoice date from the LOV.
Supplier Name Select the appropriate supplier from the LOV.
Pay Group Select the appropriate pay group from the LOV.
Invoice Number Select the appropriate invoice number from the LOV.
Entered By Select the appropriate document creator from the LOV.

Important: In order to limit the invoices that are validated, you should at a minimum utilize
either the Supplier Name or Pay Group field when running the validation program.

4. Select the OK button.
Result: The Parameters window closes.
5. Select the Submit button to submit Invoice Validation Program.

Result: The Request window is displayed.
EE Reque

Fefresh Data Find Reguests submit a Mew Request. .

Request D Parent
MName
Invoice Validation

Invoice Yalidation Al TN
l Completed Normal All, 10360, ,,,,.,1. H
I Completed Normal All, 10348, ,,,..,1.H

Completed Normal MAIN, T, 1020, TRAVEL, 2004/01/21

Invoice Validation

Invoice Validation

|

|

|
Autoinvoice Import Prugﬂ|118l]25

comptend.  [Hotmal 1, 1020, TRAVEL, 2004/01/21 00:001 |

Autoinvoice Master Prugil I
Autoinvoice Master Prugil I Completed Hormal 1, 1020, TRAVEL, 2004/01/21 00:00:

Completed  |Normal |TMUSB, 21, TMUSBD1212004, RECY
Completed  |Normal (I TMIAD, 21, TMIADO1212004, , , 200:
|Payables Open Interface |Completed  |Normal (TMADY, 21, TMADVD1212004, , , 20

Payables Open Interface

Payables Open Interface

6. Select the Refresh Data button until the process indicates a Phase of "Completed".
If the program ends with a status of Error, goto task #7. Otherwise, end of activity.

7. Select the View Log button to determine the reason for the error.
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Result: The View Log window is displayed.

crequestiD- 119178

Copyright (o) 1972, 15999, Cracle Corporation.

APFREVL module: Invoice VWalidation

p option='Aall'
p_sob_id='1"'
p trace flag='N'

End of activity.

Oracle Public Sector Payables: Version @ 11.5.0 - Dewvelopment

411 rights reserved.
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Practice Lab

A2 Ml Practice Lab

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

Lab Time

Complete Lab 1: Preparing Invoices for Payment
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WAl c Ml Treasury Payment Batch Process

NBS Management Center NIH Certifying Officer
monitors invoice Import NIH Payables User Certifies Payment

Processes Treasury
processes Batch L /
Payment Batches v
Invoice batches are imported Certify Payment
and prepared for payment 1. Create, Build and Batches in ECS

Select Batch

NIH Payables User prepares l
invoices for payment \‘

2. Review Reports

1. Run Reports v
3. Modify Batch if

2. Take Corrective Action "eefed
to release or apply holds

4. Format Batch
3. Validate Invoices l

5. Confirm Batch

The steps listed under NIH Payables User Processes Treasury Payment Batches must be
completed for each payment batch.
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List of Daily Treasury Payment Batches

4 NVES I | ist of Daily Treasury Payment Batches

L e -

Payment batches should be processed with the 1. Create, Build and
corresponding payment batch name, inwice Select Batch
criteria, document, and transaction code.

Payment Invoice Criteria Document Transaction
Batch Name* Code

Pay Group = AP
Advance

TETYDDD# Pay Group = Travel EFT.TRAVEL

TCKYDDD# | PayGroup =Travel | CHECK.TRAVEL

Pay Group = NON
NIH

Pay Group = NON
NIH

TETYDDDAD# EFT.TRAVEL

TETYDDD# EFT.TRAVEL

TCKYDDD# CHECK.TRAVEL

Y = Last digit of the year D = Day of the year
# = Sequential number for multiple batches in a single day.

Examples of Payment Batch Names:

TET3001AD = Travel Advance Electronic payment batch for January 1, 2003

TET3001AD1 = Second travel advance electronic payment batch for January 1, 2003

TET3365 = Travel electronic payment batch for December 31, 2003, excluding travel advances.
TCK3365 = Travel check payment batch for December 31, 2003, excluding travel advances.

Important Guidelines for Treasury Payment Batch Names
Do not use dashes, periods or other punctuation
Limit batch names to 10 characters
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Other Travel Treasury Payment Batches

@321 Ml Other Travel Treasury Payment Batches

L e -

Other payment batches will be created using the 1. Create, Build and
invoice batch name to select the inwices. Select Batch

Payment Batch Invoice Transaction
Document

Type Name* Criteria Code

Daily

Sponsor Invoice Batch
Refunds TETYDDDSR Name EFT.Travel

Y = Last digit of the year = D = Day of the year
Example:
TET3001SR = Sponsor Refund Electronic payment batch for January 1, 2003

The invoice batch names for Sponsor Refunds will be covered in a subsequent lesson.
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Payment Batches Window

A2 LMl Payment Batches Window

All activities are completed in the Payment . Create, Build and
Batches window. Select Batch

To view additional fields to the right, you may use
the horizontal scroll bar.

Batch Mame Batch Set Mame  ||Fayment Date Status Invoice Batch MNa
Inew

Actions... 1 Requery Batch Copy To... 1 Eayments

Note: This window can be customized for each user to display the fields in the
order of user preference. See Navigation Student Guide.

In this step, you are
» Assigning a Payment Batch name
* Indicating the Document type which is tied to a payment method

* Indicating which invoices to select by indicating a Pay Group, Invoice Batch Name, and/or
Supplier Name

* Running the Select and Build functions that pulls eligible invoices into a payment batch and
validates that all payment criteria are met, and

* Generating a Preliminary Payment Register Report
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Payment Criteria

WAL Ml Payment Criteria

Eligible invoices will be selected for payment 1. Create, Build and
based upon the following criteria entered in the Select Batch
Payment Batches Window:

Pay Group
Invoice Batch Name

Supplier Name

Document

>
>
>
» Pay Through Date
>
>

Invoice Criteria

Pay Group: Selects invoices in that particular pay group which is identified on the invoice
header. The OFM Travel Office utilizes two Pay Groups: AP Advance and Travel.

Invoice Batch Name: (Optional) Selects invoices within a particular invoice batch name.
Supplier Name: (Optional) Selects invoices for a particular supplier

Pay Through Date: Defaults to five days from the date the batch was created. Selects invoices
that have payment terms and terms date through the date listed on the payment batch window.

Document: Determines the Payment Method, check or electronic. Selects invoice with the
selected payment method as specified on the invoice.
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Payments - Create, Select, and Build a Payment Batch for Travel

Purpose

The purpose of this document is to describe how to create, select and build payment batches in
NBS.

NIH Payables User
N > Payments > Entry > Payment Batches

Enter Transaction Events

&% Enter Transaction Events
Form Activity
Transaction Event kgj
Transaction Code ;y

W Do not display this window again

1. Click into Transaction Event field and select the appropriate transaction code from the
LOV.

Result: The Transaction code field value defaults.
2. Select the OK button.

Result: The Payment Batches window is displayed. Use the folder tools to select the NBS
folder.
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Fayment Date Status

Pay Group

New

Create the batch by completing the following fields:

Field Description
Batch Name Enter a batch name.
Notes:
This value must be unique.
Refer to the Payment Batch Naming Convention job aid.
Payment Date Defaults to the current date.
Status Defaults to New. This field cannot be updated
Next Step Defaults. This field cannot be updated.
Pay Group Select the appropriate value from the LOV.

Invoice Batch Name

Select an invoice batch name from the LOV.
Note: Only payments for invoices in this batch will be
selected.

Bank Account Defaults select Main Disbursement. Do not change

Document Select a value from the LOV, depending upon the method
of payment.
Note: The system will display messages related to the
reservation of document numbers. Select the OK button to
both messages.

Payment Method Defaults based upon document.

Pay Through Date Defaults to five days from the current date.

Supplier Name Select a supplier name from the LOV.

Note: Only payments for this supplier will be selected.

First Document Number

Defaults to the next available check or wire transfer
number.

Last Document Number

Defaults. Do not change.

Document Order

Defaults to Supplier Name

Example: Below is a sample completed Payments window.
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(MNIH-0L

Batch Set Mamea

4. Select the Actions... button.

Note: The Payment Batches Action window is displayed.

Program

Printer
B Faormat Payments
Frogram
O Frinie Flo
Printer

I T A L L

Printer

B Hrinie Bzt

Frogram
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5. Confirm that the Select Invoices and Build Payments check boxes are enabled.
6. Enable the Print Preliminary Register checkbox.
7. Tab to the Printer field and select a printer from the LOV.

Note: If you do not want the report to print automatically, select no print. The report will
still be accessible through the Requests window.

Example: Below is a sample completed Payment Batches Action window.

Syl
% Print Preliminary B

Frogram
S Erine e
Printer
B Confirm Payment Batch...
Bl S|
G

Frinter
I = = e L

Pragram

8. Select the OK button.

Result: The concurrent request is submitted and a message box is displayed with the request
ID number.
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9. Select the OK button.

Result: You are returned to the Payment Batches window.

E Payment Batches (MIH-OLY

Batch Mame

10. Select the Requery Batch button and review the batch status and next step. Repeat until the
status changes to Built.

Example:

If the Status field indicates an error, goto task #11.

If you want to review an on-line version of the report, goto task #12. Otherwise, end of
activity.

11. Contact the NIH Help Desk.
End of activity.

12. From the menu bar, select View > Requests to review the status of your request.
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Result: The Find Requests window is displayed

Elinclude Regt

S in Cluery
WG EEETE Request [D =

13. Select the Find button.

Result: The Requests window is displayed.

Refrash Data Find Reguests | Submit a New Reguest.

10448 |Preliminary Payment Re:|110445 Completed Warning TET3111 =
110447 ||Build Payments 110445 Completed Normal P_USER_ID="1730", P_LOGIN_IDﬁ‘ZE
110446 [AutoSelect 110445 Completed Normal P_PAYMENT BATCH=TET3111’, P
110445 ||Payment Process Manag Completed Normal Payment_batch:TET3111<<#%Proy |
110425 |Print Invoice Notice Completed Normal s .. 10002, ,, , '
110424 |Print Invoice Notice Completed Hormal o (1118 LR

=
Hold Reguest “iew Details... | ey Clutput
Cancel Heguest Diagnostics | “iew Log...

14. Select the Refresh Data button to check on the status of the requests until the request lines
complete with a status of normal.
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15. Highlight the Preliminary Register Report.
16. Select the View Output button.

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

Font Size

Preliwminary Pavwment Register

WATIONAL INSTITUTES OF HEALTH

September 6, 2003 10:57

e
: Mame: TET3111 Bank =
1

i Payment Docwwent: EFT.TRAVEL Dayme
1

i Document COrder: Supplier Name Ma irmar
1

i Maximam Pavyient: Minirmam

1

i Payment Method: Electronic Pay Only

1

i Pay Through Date: 11-ZEP-03 Zero Pavients

1

i Bank Account Currency: USD Zero Invoices

1

; Payment Batch Currency: U3D P4
!

Erevious

17. Select Tools > Copy File from the menu bar.

Result: The Preliminary Register Report will be displayed in a browser window.
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hrssprod.cit.nih.gov:8022/0A_CGI/FNDWRR.exe?temp_id=3420568539%login :APPLS\"SPUB,.-"PUB@

File Edit ‘iew Favorites Tools Help

=tack v = - @[3 & | Qisearch [GFavorites  §iMedia £% | S g®

Address I@ https: finbrssprod.cit. nib, gov: 8022 108 _CGLIFMDWRR, exettemp_id=342056853%Jogin=APPLSYSPUB/PUE@a156trng

=] e |Links >

! Preliminary Payment Register

£ NATICNAL INSTITUTES COF HEALTH

L Septewber &, 2003 10:57

| Mame: TET3111 Bank Looount: MAIN DISBURSEMENT
1

; Paywent Docuwent: EFT.TRAVEL Payment Date: 06-3EP-03

1

i Document Order: Supplier Name Maxiwum Outlay:

1

i Maximam Payvient: Minimam Payment:

1

i Payment Method: Electronic Pay Only When Due: Mo

1

i Pay Through Date: 11-3EP-03 Zero Payments Allowed: No

1

L EBank Account Currency: U3D Zero Invoices Allowed: i
!

£ Payment Eatch Currency: USD Pay Group: TRALVEL

!

£ Exchange Rate Type: Priority Range: Low: 99 High: 1
1

i Exchange Rate:

|

; Original Invoices Total: 1,654.50 HNumber of et Up Documents: O

1

£ Total Discount Taken: 0.00 Nurber of Non Fayment Documents: O

!

£ Payment Batch Total: 1,654.50 Hurber of Cwverflow Documents: O

!

! Nunber of MNegotiable Documents: 3

End of activity.
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Preliminary Payment Register Report

WAL Ml Preliminary Payment Register Report

The Preliminary Payment Register report is your
tool to verify that:

» payments included in the batch should be processed;

2. Review Reports

« payments contain the information necessary to be paid

* no unwanted payments are included in the batch

Preliminary Payment Register
HATTONAL IWSTITUTES OF HEALTH

June 21, 2003 16:54

Name: TETEL7L Bank Aocount: MATH DISBURSEMENT
Payment Document; EFT Payment. Date: Z1-JUN-03
Document Drder: Supplier Name Maximum Qutlay:
Maxiuvm Payuent: Nininum Payment:
Payment Method: Electronic Pay Only When Due: Mo
Pay Through Date: 26-JUN-03 Zero Payments Allowed:
Bank Account Currency: USD zero Invoices Allowed:
Payuent Batch Currency: USD Pay Growp:

Exchange Rate Type:

Original Invoices Total: Number of $et Up Documents: 0O
Total Discount Taken: Huuber of Hon Pavment Documents: 4

Payuent Batch Total: Number of Dverflow Documents: 0

The first page of the report displays the following:
* The batch name

» The criteria used to create the batch, (Pay Group, Payment Method, Invoice Batch Name,
Supplier Name, Pay Through Date)

* the number of set up documents

* the number of non-payment documents (those documents that do not have banking
information, exceed the maximum payment amount or are below the minimum payment
amount, zero payments allowed, zero invoices allowed, or payment documents that you
deselected while making modifications to the payment batch)

* the number of negotiable documents (number of payments in the batch), and
* the payment batch total.

The subsequent pages display all the payments that were selected for the batch based upon the
criteria you specified. For each payment, the report will display:

* the invoice number(s),
* the supplier name and number,
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* the amount of the payment, and
+ the non-payment reason if one is given.

If invoices are selected for payment in the payment batch, but they do not meet payment
requirements, the invoices are marked by asterisks and a non-payment reason is given. These
payments will require additional action before the payment can be made. Refer to Chapter
entitled “Troubleshooting AP Invoice and Payment Processing Errors” in this Student
Guide.

Review the report for any foreign payments or other payments that should not be included in the
payment batch. For example, invoices payable to Impac Government Services should not be
included in a payment batch for Treasury. Additionally, if you have built a batch for advances,
only invoices containing the suffix —AD should be included. All other should be removed.

Note: If you notice that you have used an incorrect batch name, pay group, and transaction code
combination, you may cancel the batch while the status is Built.
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NIHAP Unpaid Invoices Error Resolution Report for Payment
Batch

TN NIHAP Unpaid Invoices Error Resolution
gl Report foerayment Batch

» In addition to the Preliminary Register report, the
NIHAP Unpaid Invoices Error Re solution
Report for Payment Batch should be run prior
to moving forward with the batch.

2. Review Reports

» The report will indicate invoices that are:
= Missing SSN
= Missing Address information
= Missing ACH information

» All invoices that are displayed on this report should be removed
from the payment batch and placed on hold.

» Refer to the chapter “Accounts Payable Reports” for guidance on
how to interpret the report.
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Submitting the NIH Invoices Error Resolution Report for Payment
Batch

NIH Payables User
N > Payments > Entry > Payment Batches
Payment Batches
2
Batch Mame Batch Set Mame || Payment Date Status Invoice Batch Mal
New =
4 R >
Actions... 1 Requery Batch Copy To... 1 Eayments

1. From the menu bar, select View > Requests

Result: The Find Requests window is displayed.

Copyright © Oracle Corporation, 2001. All rights reserved.

Processing Payment Batches to Treasury
Chapter 4 - Page 42



&% Find Requests

Feqguest |D

Marme

Date Submitted

Diate Caompleted

Feguestor %

Miinclude Reguest Set Stages in Cluery

8150 Request 1D _T
T

2. Select the Submit a New Request Button.

Result: The Submit a New Request window is displayed.
2 Submit a New Request

What type of request do you want to run?

you to submit a pre-defined set of

3. Select the OK button to submit a single request.

Result: The Submit Requests window is displayed.
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B Submit Reguest

Run this Request...

if ,

Languages. .

At these Times...

=0 As Soon as Possible Schedule:.

Upon Completion...

Fil Save all Cutput Files

[atify [ Cptions. ..
Ptint to

4. Inthe Name field, select NIHAP Unpaid Invoices Error Resolution Report for Payment
Batch.

Result: The Parameters window is displayed.

5% P arameters

5. Inthe Payment Batch Name field, select the payment batch you are currently processing
and select the OK button.

Result: The Parameters window closes.
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% Submit Regquest

Run this Request...

PEGES N IHAP Unpaid Invoices Error Resolution Report for Payment Batch
EEE = SB042904 C

B E American English

At these Times...
Run the Job [ Soon as Possible

Upon Completion...

e all Output Files

[Hotify
Frint to

6. Select the Submit button.

Result: The Requests window is displayed.
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EERequest

Refresh Data Find Requests Subrnit a Mew Reguest...

Request ID Farent

Mame ] Status Parameters

HIHAP Unpaid Invoices E| 1 1 Norm: SB042904C

Reprint output of requésﬂl 503698, nhsr3cans?, 1, LAHDSCAE

NIHAP Unpaid Invoices E SB042904C o
503697 |Reprint output of request| 503696, nhsricanda?, 1, LAHDSCAE [
503696 ||NIHAP Unpaid Invoices [Il:[ NCL Y, Y, Y, Y, ¥
503695 [NIHAP Unpaid Invoices D| Y |
503694 |NIHAP Unpaid Invoices D| o g Bt e |
903693 |NIHAP Unpaid Invoices E SB042904C |
503692 |Preliminary Payment Re: 503691 SB042904C |
|503691 |Payment Process Manag. Payment_hatch:SB042904 C<<##Pr|.

7. Select the Refresh Data button until the request displayed a Phase of Completed.
8. Select the View Output button to view the report.

Important:

* All invoices that are displayed on this report should be removed from the payment batch
and placed on the applicable hold.

*  We recommend printing this report and filing it with the Preliminary Payment Register

End of activity.
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Modifying a Payment Batch

£-Ml Modifying a Payment Batch

You should remove all invoices that you do not 3. Modify Batch
want to be included in the batch.

All inwices that are listed on the NIHAP Unpaid Invoices Error
Re solution Report for Payment Batch should be removed and
placed on hold

=
Batch Mame Batch Set Mame | Payment Date | Status | MNext Step Irwoice Batch
ET3111 ] Jossep2003  [Built {Format [

E SMITH:0909990005

Yos

150,00

N\
N\,

Bayments

Payment batches can be modified to exclude a payment from the batch.
Once you modify the payment batch, it must be rebuilt.

Once rebuilt, we suggest that a revised preliminary register report be run to verify changes made
to the payment batch.

Reasons to modify the payment batch may include:
* invoice is displayed on NIHAP Unpaid Invoices Error Resolution Report for Payment Batch

» apayment of a different type is included in the batch (Example: advances are included in the
regular travel batch)

+ foreign payments are in the batch
+ atraveler requests an emergency payment out of the Cashiers Office.
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Excluding a Single Payment

@311 Ml Fxcluding a Single Payment

To exclude a single payment, change the )
Selected Invoices: Pay field to “No” as shown 3. Modify Batch
below:

JANE SMITH:9999399999 | TRAVEL
Yes ¥

199999999
AMmo

TR33563V1 750.00]

05.SEP2003 |

Invoice Overview Cancel
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Generate New Preliminary Register Report

@421 Ml Generate New Preliminary Register Report

We recommend running a new Preliminary 3. Modify Batch
Register Report |

i

=
Batch Marne Batch Set Mame  ||Payment Date Status Mext Step Invoice Batch

ET3111 |06 SEP 2003 | Built Format

-

| I~

. _ nhsi3cani50

Actions... 1 Reguery Batch

Cancel
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Payments - Removing a Payment from a Batch

Prior Activity

Before completing this activity, the payment batch must have been created and built. Refer to
Create, Select and Build a Payment Batch [NAVI009A4]

Note: If you did not exit the Payment Batches screen after creating the payment batch, then
skip Steps 1-6 and proceed directly to Step 7.

NIH Payables User
N > Payments > Entry > Payment Batches

Enter Transaction Events

BEE Enter Transaction Events
Transaction Event k;]
Transaction Code g

W[ not display this window again

1. Close the Enter Transaction Events window by clicking the X in the upper right hand
corner.

Result: A caution message will appear asking you if you want to turn off the enhanced
transaction code feature.

2. Select the OK button.

Result: The Payment Batches window is displayed.
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3
Batch Mame Batch Set Mame (| Payment Date Status Invoice Batch Na

New =
4 ) b
Actions... 1 Eequery Batch Copy To... 1 Eayments

3. Press the F11 key to enter query mode.

Result: The fields turn blue.
4. Enter the search criteria to locate the batch, such as the batch name.
5. Press the Ctrl + F11 keys

Result: The batches meeting the search criteria are displayed.

6. Highlight the batch to be modified by placing your cursor in the line.
7. Select the Payments button.

Result: The Modify Payment Batch window is displayed.
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Armount 75000

Selected Invoices

BBk RN 05-SEP 2003 Amount Due
Withheld Amount _ i

Irvoice Overview

8. Press the F11 key to enter query mode.
Result: Your fields turn blue.
9. Enter the search criteria.

Example: Below is a sample search criteria for the supplier name.
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WJANE SMITH%

[rvaice Oueriewy Cancel Build

10. Press Ctrl + F11 keys to execute the query.
Result: The invoices that match your search criteria are displayed.

11. Use the Page Down button on your keyboard to scroll through the search results to find the
invoice you would like to exclude.

12. In the Pay field in the Selected Invoices block, select No from the drop down menu to
exclude the invoice from the payment batch.

Example: Below is a sample completed screen.
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JANE SMITH:9999999999 TRAVEL

Yes v
0.00 199999999

TRH5363Y1

0.00 750.00 0.00| =

05-SEP-2003 750.00

Invoice Cluendew Cancel Build

If there are additional invoices to exclude, goto task #8. Otherwise, goto task #13.
13. Save the record

14. Close the Modify Payment Batch window.

Result: The Build payment batch process is automatically submitted. A message will be
displayed indicating the request ID number.

15. Select the OK button.

Result: You are returned to the Payment Batches window.
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16. Select the Requery Batch button until the Status changes from Rebuilding to Built.
17. Select the Actions button.

Result: The Invoice Actions window is displayed.
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LSl P iz
Frograrm
Sl ileislify Fegrrizis
W Frint Preliminary Reqi
Frinter
EIFarmat Payments
Sl =i HIHAP Bulk Transfer Form
W Print Mow
Frinter
I T TR S E T S e
| Create Acc BLrijrc)
B Eirzzia Pasite Pay Fil
Bl Rin Rl Hagiziz
Frinter
Bl Rinr Rerriitzines

Frogram

Bzl P rriant Bz

o | G
X

18. Disable the Format Payments checkbox.
19. Enable the Print Preliminary Register.

20. If you want to print the register report, select a printer from the LOV in the Printer field.

Example:
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E Payment Batch Actions

Salzet rpn]ses
e E e S
ElE el P ezt

Frograrm

Printer

Frogram

I R

Frinter
SR eynifirrr vzt Bt
G
B

I E e T EET

Frinter

I e e

Frograrm

Sl ane =] Fernznt Eiziic)

21. Select the OK button.

If you want to review an on-line version of the report, goto task #22. Otherwise, end of
activity.

22. From the menu bar, select View > Requests to review the status of your request.

Result: The Find Requests window is displayed
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Eilnclude R

BIGEEE Request 1D >

23. Select the Find button.

Result: The Requests window is displayed.

Befresh Data Find Reguests | Submit a Mew Request...

10448 |Preliminary Payment Re:| 110445 Completed Warning TET3111 =
110447 |Build Payments 1104453  |Completed Normal P_USER _ID="1730", P_'LOGIN_IDé'Zg
110446 [AutoSelect 1104453  |Completed Normal P_PAYMENT BATCH=TET3111’, P
110445 |[Payment Process Manay Completed Normal Payment_hatch:TET3111<<#%Prog |
1104249 |[Print Invoice Notice Completed Normal .+ .. 10002, , .. '
110424 |Print Invoice Notice Completed Normal e {1]8 Lt AR

=
Hold Regueast “iew Details. | “Aew Output
Cancel Reguest Diagnostics | “Wiewe Log...

24. Select the Refresh Data button to check on the status of the requests until the request lines
complete with a status of normal.

25. Highlight the Preliminary Register Report.
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26. Select the View OQutput button.

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

%HEF}DHZ T O L L D

Page Font Size

Freliminary Payment Register

NATIONAL INSTITUTES OF HEALTH

September 6, 2003 10:57

+ __________________________________________________________________________________________
! Name: TET3111 Bank =
1

I Fayment Docwwent: EFT.TRALAVEL Pavyroe
1

' Document Order: Supplier HName HMaximuar
1

! Maxirum Pavient: Minirmam
1

I Payment Method: Electronic Fay Only
1

! Fay Through Date: 11-3EP-03 Zero Payments
1

! Bank Account Currency: USD Zero Invoices
1

U Payment Eatch Currency: USD P
1

Erevious

27. Select Tools > Copy File from the menu bar.

Result: The Preliminary Register Report will be displayed in a browser window.
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hrssprod.cit.nih.gov:8022/0A_CGI/FNDWRR.exe?temp_id=3420568539%login :APPLS\"SPUB,.-"PUB@

File Edit ‘iew Favorites Tools Help

=tack v = - @[3 & | Qisearch [GFavorites  §iMedia £% | S g®

Address I@ https: finbrssprod.cit. nib, gov: 8022 108 _CGLIFMDWRR, exettemp_id=342056853%Jogin=APPLSYSPUB/PUE@a156trng

=] e |Links >

! Preliminary Payment Register

£ NATICNAL INSTITUTES COF HEALTH

L Septewber &, 2003 10:57

| Mame: TET3111 Bank Looount: MAIN DISBURSEMENT
1

; Paywent Docuwent: EFT.TRAVEL Payment Date: 06-3EP-03

1

i Document Order: Supplier Name Maxiwum Outlay:

1

i Maximam Payvient: Minimam Payment:

1

i Payment Method: Electronic Pay Only When Due: Mo

1

i Pay Through Date: 11-3EP-03 Zero Payments Allowed: No

1

L EBank Account Currency: U3D Zero Invoices Allowed: i
!

£ Payment Eatch Currency: USD Pay Group: TRALVEL

!

£ Exchange Rate Type: Priority Range: Low: 99 High: 1
1

i Exchange Rate:

|

; Original Invoices Total: 1,654.50 HNumber of et Up Documents: O

1

£ Total Discount Taken: 0.00 Nurber of Non Fayment Documents: O

!

£ Payment Batch Total: 1,654.50 Hurber of Cwverflow Documents: O

!

! Nunber of MNegotiable Documents: 3

End of activity.
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Marking Invoices for Cashier Pickup

@421 Ml Marking Invoices for Cashier Pickup

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

Remove the invoice from the payment batch 3. Modify Batch

Place the invoice on “Cashier Payment” hold

Update the invoice payment method to check
if possible.

You should follow existing NIH Policy on
issuing payments from the Cashier’s Office.

|
Cashier Hold

US Treasury NIH Cashier
l

If the invoice is located in a payment batch, then you must remove the invoice from the batch
and completely process the payment batch prior to applying the “Cashier Payment” hold and
updating the payment method.
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Invoices - Applying Holds to Invoices

Purpose

The purpose of this document is to describe how to apply manual holds to invoices. An invoice
that is on hold cannot be included in a payment batch. The hold must be released prior to
processing payment on that invoice.

NIH Payables User
N > Invoices > Entry > Invoices

Find Invoices

EEFind Invo

Supplier
Murnber

. Taxpayer D
PO Murm PO Shipment: -

Invoice

Murnber Terms: 7

Standard Pay Group: i

Invoice Status Holds
Paid

Accounted

Status

Voucher Audi Invoice Template
C MNurnber

Period Type

Numbers .

1. Enter search criteria into the Find Invoices window.

2. Select the Find button.
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Result: The invoices matching your search criteria are displayed.

Batch Control Total

Actual Total

Amount Paid

usp. s K Distribution Tota 100.00
: J =S alidated Accounted s
¢ Not Required lest

Scheduled Payments Distributions

3. Highlight the invoice that you would like to place on hold by clicking in the line of the
invoice.

4. Select the Holds button.

Result: The Invoice Holds window is displayed.
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05-SEP_2003

Scheduled Payments Wiy BO Release. 1
5. In the Hold Name field, select a hold from the LOV.
Result: The Hold Reason field defaults.
CASHIER PAYMENT CASHIER PAYMENT PICKUP ] =
l -
[} . [}
05-SEP-2003
SIRONJ _HIH
Scheduled Payments iy BO Release... 1

6. Save your work.

7. Close the Invoice Holds window.

Result: The Invoices window is displayed. The Holds field should display the hold.
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Invoice Date || Invaice Mum
tandard BENJAMIN 1000142 TRAVEL D5-SEP-2003 [TRA512 100.00 | Check

nlds Distribution Total
- \Meeds Revalidation Accounted e
Approval T Required est |

End of activity.
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Invoices - Updating an Invoice Payment Method

Purpose

The purpose of this document is to describe how to change the payment method on an invoice.
Note that for some invoice types, you will be unable to change the payment method after the
invoice has been validated.

NIH Payables User

N > Invoices > Entry > Invoices

Find Invoices

B Find Invi

Supplier
Marne Murnber

Site

PO Murm PO Shipment: -

Invoice

Mumber Terms: -
L= Standard Pay Group: -

Invoice Status Holds

Paid
Lccounted

Voucher Audit Invoice Template

- ' Murr
e Peariod Type
Murnbers -

Calculate Balance Owed...

1. Enter search criteria into the Find Invoices window.
2. Select the Find button.

Result: The invoices matching your search criteria are displayed.
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100.00 | Electronic

Amount Paid
Holds

w0 om [ 1 Distribution Total 100.00
=S Needs Revalidation Accounted s
= EEI Not Required Desc

3. Place your cursor in the line of the invoice for which you want to change the payment
method.

4. In the Payment Method field, use the LOV to select the desired payment method.

Note: You may only update this field for invoices that are not paid or selected for a
payment batch.

Result: The payment method is updated.
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Invoice Date || Invaice Mum
tandard BENJAMIN 1000142 TRAVEL D5-SEP-2003 [TRA512 100.00 | Check

nlds Distribution Total
- \Meeds Revalidation Accounted e
Approval T Required est |

5. Save your work.

End of activity.
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Format Treasury Payment Batches

LM Format Treasury Payment Batches

Payment batches should be 4. Format Batch
formatted only when the payment
batch contents have been reviewed
and finalized

Once this step is complete, the
payment batch will be placed on the
on the senver

No changes are allowed to the :
payment batch after formattin NIHAP Bulk Transfer Form:

Batch Mame Batch Set Name ‘ Payment Date us ‘ MNext Step Invoice Batch
ET3111 |06_sEP 2003 Built Format

Actions... 1 Bequery Batch Copy Ta... 1 Payments Cancel

In this step, you are:
» Formatting the payment batch file for Treasury to process
» Placing the payment batch on the server to be transmitted to Treasury

Note: If you attempt to format a payment batch that contains zero negotiable payments, the
format process will end in error. You should cancel the batch if this occurs.

If the payment batch should be modified after it has been formatted, the payment batch
must be cancelled and you must inform NMC and Treasury so that they can take necessary
action to ensure that the payment batch is not processed.

An email must be sent immediately to Saeed Latifian (NMC) with a copy going to Robert Miller
(Treasury). It must include the Payment Batch name, # of payments included, and the batch
generation date. If this is not done before the batch is forwarded to Treasury, then Certifying
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Officer must not certify batch when a confirmation is sent back to the Certifying Officer from
Treasury.
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Payments - Formatting a Payment Batch

Purpose

Formatting a payment batch creates the payment batch file and places that file on the server for
the US Treasury to pick up for processing. Once a payment batch is formatted, it cannot be
modified. If changes are required to a formatted payment, it must be cancelled and CIT and
Treasury contacted immediately.

Prior Activity

Before completing this activity, the payment batch must have been created and built. Refer to
Create, Build and Select a Payment Batch [NAVI009A4]

Note: If the payment batch window displays the batch you want to format, then skip Steps #1-7.

NIH Payables User
N > Payments > Entry > Payment Batches

Enter Transaction Events

% Enter Transaction Events
Transaction Event kg
Transaction Code ;‘

W Do not display this w gain

Cancel

1. Close the Enter Transaction Events window by clicking on the X in the upper right corner.
Result: A caution window is displayed.
2. Select the OK button.

Result: The Payment Batches window is displayed.
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3
Batch Mame Batch Set Mame (| Payment Date Status Inwnice Batch Ma

New =
4 ) b
Actions... 1 Eequery Batch Copy To... 1 Eayments

3. Press the F11 key to enter query mode.

Result: The fields turn blue.
4. Enter the search criteria to locate the batch, such as the batch name.
5. Press the Ctrl + F11 keys

Result: The batches meeting the search criteria are displayed.

%F' e B G S R e

Batch Mame Batch Set Mame [|Payment Date : et Invoice Batch

7. Highlight the batch(s) to be formatted.

Note: The Status of the batch must be "Built". Also, the number of payments in the batch
must be one or greater.

8. Select the Actions... button.

Result: The Payment Batches Action window is displayed.
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FeE S NIHAP Bulk Transfer Furml

FlFarmat Payments

B Print Mow

prote:

9. Confirm that the Format Payments check box is enabled.
10. Select the OK button.

Result: A message box is displayed that asks if you want to perform AP/AR Netting.

11. Select No.

Result: The concurrent request is submitted and a message box is displayed with the request
ID number.

12. Select the Requery Batch button to review the batch status and next step.
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(HIH-CL)

Batch Set Marne F"a'ymént Date

13. Review the Next Step field to ensure that there were no errors during formatting.
If there were formatting errors, goto task# 14. Otherwise, end of activity.
14. Contact the NIH Help Desk.

End of activity.
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Confirming Treasury Payment Batches

@311 Ml Confirming Treasury Payment Batches

» Before you confirm a check payment batch,
write down the value in the Negotiable
Payments field in the Payment Batch window

5. Confirm Batch

» You will be asked to enter range of
payment documents

= NB
Batch Name Batch Set Name | Payment Date | Status Mext Step Invoice Batch
TET311 |6 sepzo0s [Fggffited [Confirm

Confirming Treasury Payment Batches updates the AP Invoice information to indicate:
» The amount paid on the invoice

* The payment date

* The payment document number

In addition, confirming the payment batch releases the payment document type to be used on
future payment batches. If this step is not completed, the new payment batches cannot be created
using that document type.

This step should not be confused with the Treasury certification step that is required in the ECS.
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Payments - Confirming a Payment Batch

Purpose

The purpose of this document is to describe how to confirm a payment batch in Accounts
Payable. Confirming is the final step in processing a payment batch. This step updates the
payment history of invoices paid in a payment batch, associates payment document numbers
with the invoices and invoice payments, and releases the payment document for use on future
batches. Also, the accounts payable period cannot be closed until all payment batches in progress
are completed.

Prior Activity

Before completing this activity, the payment batch must have a status of Formatted, and the
Next Step field must display Confirm.

In addition, for check payment batches you will be required to enter the payment document
range. Before starting the confirmation process, write down the starting payment document
number and number of negotiable payments in the batch.

Note: If the Payment Batch screen has not been closed after formatting the payment batch, the
user may skip steps 1 - 7.

NIH Payables User
N > Payments > Entry > Payment Batches

Enter Transaction Events

E Enter Trangaction Events
(TSP ayment Batches

BDo not display this w

gair

1. Close the Enter Transaction Events window
Result: An error message is displayed.

2. Select the OK button.
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Result: The Payment Batches window is displayed.

2
Batch Mame Batch Set Mame || Payment Date Status lrwvoice Batch Na
New 2
4 T, 3
Actions.. 1 BEequery Batch Copy Ta... 1 Eayments

3. Press the F11 key to enter query mode.

Result: The fields turn blue.
4. Enter the search criteria to locate the batch, such as the batch name.
5. Press the Ctrl + F11 keys

Result: The batches meeting the search criteria are displayed.

Invoice Batch

7. Highlight the batch(es) to be confirmed by placing your cursor in the lines of the batch.
8. Select the Actions...1 button.

Result: The Payment Batches Action window is displayed.

Copyright © Oracle Corporation, 2001. All rights reserved.

Processing Payment Batches to Treasury
Chapter 4 - Page 78



Prograrm

SlE I Fralieinz)

Printer
Sl ezt Pz
Fragram
I e
Printer

Printer
S Bt R =priiEie

Frograrm

Cancel

9. Confirm that the Confirm Payment Batch and the Print Final Register checkboxes are
enabled.

10. Tab to the Printer field and select the appropriate printer from the LOV.

Example: Below is an example of a completed Payment Batch Actions window.
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Fragram

Frinter
B T TS
Fragram
I =R

Printer

Printer

Pragram

Clesimes| Hayrnznt B

12. Select the OK button.

If you are confirming a check payment batch, goto task #13. Otherwise, goto task #15.
13. In the Status field, select Printed from the LOV.

14. In the To field, enter the final check number.

Hint: To calculate the final check number, add the beginning check number to the number
of negotiated payments in the batch and subtract 1.

Goto task #16.
15. Review the information displayed.

Example: The Confirm Payment Batch window is displayed.
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%l::n A A R R e R R B e e e LA X

= ET - TET3171

Payment Documents

Frorm

Restart Batch. .. Cancel Remainder

16. Select the Confirm button.

Result: A message box is displayed that provides the request ID.
17. Select the OK button.

18. Select the Requery Batch button to confirm that the Status is Confirmed.

Result: The Status field displays Confirmed.

Batch Set Name | Payment Date Invoice Batch Na

[

End of activity.
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Final Payment Register

@321 Ml Final Payment Register

q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

» The final payment register report displays all payments included in a
payment batch

» The report should be

= Printed
= Provided to the Certifying Officer for re view prior to ECS certification

NATIONAL INSTITUTES OF HEALTH

September 3, 2003 1l6:34

Name: TET324l Bank Account: MAIN DISEURSEMENT

The final payment register must be used as support by the Certifying Officer when certifying the
payment batches in the ECS.
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Practice Lab

A2 Ml Practice Lab

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

Lab Time

Complete Lab 2: Processing Payment Batches to Treasury
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Certifying Treasury Payment Batches in ECS

W42t Certifying Treasury Payment Batches in ECS

W, STITITES OF HETH
WENST s AN SRR ST

» The Certifying Officer should match the — :
. . . . NIH Certifying Officer
Treasury confirmation information with the Certifies Payment
Final Register Report before certifying the Batch
batch in the ECS.
Certify Payment

Unless this certification is completed in the Batches in ECS
ECS, Treasury will not process the payment
batch.

&

NMC will continue to provide the OFM Travel Office with the treasury confirmation number,
which is required for ECS confirmation. This code will be available to NMC when the payment
batch has been formatted.

Note: We recommend that before certifying the batch in the ECS, the certifying officer should
confirm that the batch was fully processed in the NBS and that the totals match through the Final
Payment Register report.
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Canceling a Payment Batch

@421 Ml Canceling a Payment Batch

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

» You may cancel a payment batch prior to
completing the formatting stage

= Includes payment batches in the built stage or
those that completed in error during formatting

* You should cancel a payment batch if zero
invoices were selected for payment. ‘\cﬁf\’
@

» Canceling a payment batch

= Releases the invoices in the batch, marking the
invoices as available for future payment
batches

= Releases the payment document, allowing the
document to be used on another payment
batch

» The status of the payment batch will change
to “Cancelled”

If the payment batch should be cancelled after it has been formatted, the payment batch
must be cancelled and you must inform NMC and Treasury so that they can take necessary
action to ensure that the payment batch is not processed.

An email must be sent immediately to Saeed Latifian (NMC) with a copy going to Robert
Miller (Treasury). It must include the Payment Batch name, # of payments included, and
the batch generation date. If this is not done before the batch is forwarded to Treasury,
then Certifying Officer must not certify batch when a confirmation is sent back to the
Certifying Officer from Treasury.
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Payments - Canceling a Payment Batch

Purpose

Canceling a payment batch cancels the existing the payment batch file, releases the document
number for use on other batches, and releases the invoices contained in the file to be picked up in
other batches.

This action can be taken for a payment batch up to the point that the batch has been successfully
formatted.

Important: If the payment batch should be modified after it has been formatted, the payment
batch must be cancelled and you must inform CIT and Treasury so that they can take necessary
action to ensure that the payment batch is not processed.

An email must be sent immediately to Saeed Latifian (CIT) with a copy going to Robert Miller
(Treasury). It must include the Payment Batch name, # of payments included, and the batch
generation date. If this is not done before the batch is forwarded to Treasury, then Certifying
Officer must not certify batch when a confirmation is sent back to the Certifying Officer from
Treasury.

NIH Payables User
N > Payments > Entry > Payment Batches

Enter Transaction Events

&% Enter Transaction Events
Transaction Event kg
Transaction Code g

W Do not display this window again

1. Close the Enter Transaction Events window.
2. Click OK.

Result: The Payment Batches window is displayed.
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3
Batch Mame Batch Set Mame (| Payment Date Status Inwnice Batch Ma

New =
4 ) b
Actions... 1 Eequery Batch Copy To... 1 Eayments

5. Press the F11 key to enter query mode.
Note: The fields will turn blue.
6. Enter search criteria for the payment batch.

Note: The payment batch name can be entered using wild card characters in the Batch
Name field.

7. Press Ctrl + F11 to execute the query.

Result: The batches meeting the search criteria are displayed.

8. Highlight the batch(s) to be cancelled.
Note: The Status of the file cannot be Formatted or Confirmed.

9. Select the Actions... button.
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Result: The Payment Batches Action window is displayed.

W Print Prelimi

Printer
Ek =l MIHAP Bulk Transfer Form

FiFarmat Payn

W Print Mow

CFime Farmii:

10. Deselect any boxes that are enabled.
Result: The Cancel Payment Batch option will be available.

11. Enable the Cancel Payment Batch box.

Example:
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Fragram
IS
O Bt Frzliminz
Printer
Sl oz

Prograrn

O B e

Frinter

Frinter

Frogram

12. Select the OK button.

Result: A message box is displayed indicates you must requery the batch.

13. Select OK.
14. Select the Requery Batch button to review the batch status.

Result: The Status field displays the Cancelled status.
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End of activity.
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Confirming Treasury Payment Batches in Fed Admin

17 -3 Confirming Treasury Payment Batches in Fed
ﬁ@ e Admin

» The following day, the OFM General Ledger OFM General Ledger
Branch will receive the GOALSs report for the e o
. ayment Batches
payment batches paid by Treasury the day
before.

Review Goals Report
» The General Ledger Branch will confirm the
payment batch in the Fed Admin module. v
Confirm Batch in Fed
Admin
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Processing Returned Treasury Payments

w4 §@jnbrss Processing Returned Treasury Payments

After this lesson you should know how to:
* Process travel-related payments to Treasury

= Process returned and voided Treasury payments
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Roles and Responsibilities

& oM el
W42l Roles and Responsibilities

NIH Payables User

Void the payment in Accounts Payable, entering the void schedule
number

Take appropriate action required to resolve the return
Update the invoice information, if necessary

Release the hold on the invoice once the problem has been
resolved

OFM General Ledger Branch

v Inform the NIH Payables User of the payments that have been
returned and provide a return schedule number

OFM Government Accounting Branch

v Update the supplier address or bank information as requested
from Traveler
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Option 3: Oracle Extension

w4 §@jnbrss Processing Returned Treasury Payments

OFM General Ledger
Branch Confirm Treasury s:ﬂ:easysaebsles User
Payment Batches Returned Payments

Review Returned
Payment Notification

v

Deliver returned I 4

payment notice to NIH 2. Research Payment
Payables User : y

1. Void Payment

A4

3. Update Invoice

y

4. Release Hold

Alternatively, the traveler may contact the OFM Travel Office if the payment was not received
within the expected timeframe. In this case, OFM would check the NBS to ensure that the
payment was processed. If so, OFM may request a check tracer be placed on the payment. In
the event that the check tracer indicates that the payment was returned to Treasury, you should
follow the same process as when the General Ledger Branch provided you with a copy of the
returned payment notifications.
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Voiding a Payment

a2 1Ml Voiding a Payment

» Upon receipt of a returned payment
notification from GL Branch or

1. Void Payment

confirmation from the check tracer
process, you must void the
payment in Accounts Payable

» The GL Branch should provide you
with a return schedule number to
enter on the payment.
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Voiding a Payment

a2 1Ml Voiding a Payment

When voiding the payment,
the system allows you to
choose one of three options
for the invoice:

. Void Payment

3600

1. Place the inwice on hold

=

Type Supplier Supplier Num || Site Invoice Date Invoice Num || Invoice Curr || Invoice Amount

2 Cancel the |nVO|Ce Standard |JOHN SMIT|1008475 TRAVEL |05-SEP2003 | TRSS514¥1  [USD 600,

3. None

If voiding a payment due
to a returned payment, g - v

you should place the :
invoice on HOId. Actions.. 1 Halds Bayments Purchase Order

Scheduled Payments Ovenview Distributions

When an invoice is being voided due to a banking or address error, we suggest that you place the
invoice On Hold to allow for time to research the reason for the error.

The hold name selected may be
* Bank Research

* Invoice Research

* Address Research
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Payments - Voiding a Payment

Purpose

The purpose of this document is to describe how to void a payment in Accounts Payable from
the Invoice Workbench.

NIH Payables User
NIH Payables Cashier Office User

N > Invoices > Entry > Invoices

Find Invoices

EZFind Iny

Supplier
Mumber

Site Taxpayer D

PO Mum PO Shipment:

Invoice

Murmber Terms: >

Type Pay Group: >

Amounts .
Dates =

Invoice Status Holds
Faid

Accounted

=

qory Mumber

Invoice Template

Mame Feriod Type

Mumbers —J . —J
Calculate Balance Owed. .

1. Enter your search criteria in the Find Invoices window.
Note: Use the invoice number if available.
2. Select the Find button.

Result: The invoices matching your search criteria are displayed in the Invoices window.
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=

Type Supplier Supplier Mum | Site Invoice Date Irvaice Murn  ||Invaice Curr || Invaice Amount
ian’dar.th BEMJAMIN §1000142 TRAVEL ﬂﬁ-SEP-2,|]|]3 TRA512 usn 100.0=
W b
Amo Pa
' 0 100.00
usn 100.00
== Validated Yes

Not Required
Actions... 1 Halds Payments ' tdatch Purchase Order -

Scheduled Payments Cverview Distributions

3. Ensure that the invoice is accounted by looking at the Accounted field.
If the Accounted field displays "Yes", goto task #7. Otherwise, goto task #4.
4. Select the Actions button.
Result: The Invoice Actions window is displayed.
5. Enable the Create Accounting checkbox.

Example: Below is a sample enabled Create Accounting checkbox.
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% Invoice Actions

Dlfmabpnzmaly Fragzimant.,

B Rz i mHllL.

Hold Marme

B Felease Haolds

]

B Frint Motice

Sender Title

6. Select the OK button.
7. Select the Payments button.

Result: The Payments window is displayed.
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2, BEMJAMIMN SMITH

nent Document Woid

|:|;j Mumber Date GL Date

110002 05-5EP-2003 05-SEP-2003

Discount Taken ﬂ

8. Select the Payment Overview button.

Result: The Payment Overview window is displayed.

Supplier

T8N 110002
Currency m
Armount )
) SULl96125 SILVER CREST DR

LAYTONSVILLE, MD

ared Arnount CEIEAN TREAS PHIL FIN CTR/FUNDS TRANS
ared Date / G2 |MAIN DISBURSEMENT

“oid Date Payment Docurment

Maturity Date Fayment Meathod

Invoices
Mumber Amount Paid GL Date Description
100.00 |05 SEP-2003 |

-/ ]

9. Select the Payments button.

Result: The Payments window is displayed.
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Dacument MNum Payment Date
110002 05.SEP-2003

If the Accounted field contains "NO", goto task #10. Otherwise, goto task #13.
10. Select the Actions button.

Result: The Payment Actions window is displayed.
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% Fayvment Actions

EIE nrrrizi Frograrm

B Rl Ptz ez Selies

Frogram

Date
5L Date

Invoice Action

11. Enable the Create Accounting checkbox.
12. Select the OK button.

Result: The Payment window is displayed and the Accounted field displays "Yes"
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Document Mum Payment Date
110002 05_-SEP-2003

Accounted

Actions... 1 Enter/fdiust [nvoices

13. Use the horizontal scroll bar to locate the Flexfield [] and place your cursor in the field.

Result: The Payment Information flexfield is displayed.

g== Payment Information

14. Enter the return schedule number into the Voided Payments field.
15. Select the OK button.

Result: The Payment Information flexfield closes.
16. Select the Actions... button.

Result: The Payment Actions window is displayed.
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Frograrm

W Prirt Mo Printer

e e e

S R R

T R

|| _ nid

17. Enable the check box Void.
Result: The current date defaults into the Date and GL Date fields.
18. In the Invoice Action field, select the appropriate value from the drop down menu.
If you selected Hold, goto task #19. Otherwise, goto task #21.
19. Select Void Payment from the LOV in the Name field.

Result: The Reason field will populate automatically
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&% Hold (MIH-0U)

= YOID PAYMENT
Reason OID PAYMENT HOLD

20. Select the Hold button.
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Example: Below is a sample completed Actions window.

== Favment Actions

M| Farmat Fragram
B Print Mo Printer
o [ e T
N e TS =T L R

Fragram
iz ETEEIE

Fayrment Date

Voucher Mum

I TR

Miaid

GL Date

[mvoice Action

21. Select the OK button.
Result: A message appears to confirm that you want to void this payment.
22. Select the OK button.

Result: The payment is voided. The status of the payment is updated to Voided.
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Account Currency Payment Method

[ 3]

23. Select the Actions button.

Result: The Payment Actions window will be displayed.
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% Fayvment Actions

EIE nrrrizi Frograrm

B Flrini e

B Rl Ptz ez Selies

Fayment Date

Fayment Rate

‘heck Mum

Youcher Mum

Ellpiitfziiz Sy

Snil

24. Enable the Create Accounting checkbox.

Example: Below is a sample enabled Create Accounting checkbox.
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% Fayvment Actions

EIE nrrrizi Frograrm

B Flrini e

B Rl Ptz ez Selies

Fayment Date

Fayment Rate

‘heck Mum

Youcher Mum

Ellpiitfziiz Sy

Snil

25. Select the OK button.

Result: You are returned to the Payments window.
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MIH-0L

Account Currency Payment Methad
Check

Accounted

Actions. . 1 Enteridiust Invaices
Paymet Qenien

End of activity.
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Researching Return Reason

@321 Ml Researching Return Reason

FepgaS® st 4 ki TR T

» The Travel Office should work 2. Research
with the traveler or travel planner Payment
to determine the corrective
action needed and communicate
with the appropriate individuals

» You may search for the
supplier's address and bank

information in the NBS (Refer to
the Supplier Inquiry Section of
this Student Guide)

Changes to Traveler Bank Information

If an update is needed to the bank information, the traveler should update the information at the
source.

Changes to Traveler Address Information

If an update is needed to the individual’s address, then the travel planner should request the
update be made in the appropriate source system: NED, HRDB, or the NBS.

Changes to Sponsor Bank and Address Information

In the event that a sponsor payment was made to the incorrect bank or address information,

update requests should be submitted to the Government Accounting department according to
department policy. Address updates should be submitted via the Govt Acctg mailbox. Bank
Information updates should be submitted via the Miscellaneous Vendor ACH Request Form.
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Updating the Invoice Information

w4 S1IESEE Updating the Invoice Information

» Once the updates have been made to

the bank or address information, you

3. Update Invoice

must update the invoice accordingly.

» We suggest that you confirm the
changes with the supplier record prior to
moving to the next step (See Supplier

Inquiry)

Problem
Resolved
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Updating the Address Information on the Invoice

(¢ ‘@inbrss. Updating the Address Information on the
g™ INnVoice

» The Supplier address information can
be updated by selecting the LOV on the
Supplier Site field.

3. Update Invoice

fuic
o

=
Type Supplier Supplier Murm | Site ‘ Invoice D
Standard fBENJAMIN 11000142 _' TRAVEL| K

B

1| 1100.00
Needs Revalidation
Not Required

Actions. . 1 Holds Bayments Purchase Order ¥

Scheduled Payments Chygryigw Distributions

Note: The value in the Site field may not change depending upon how the updates were made to
the address by Government Accounting. However, you will be able to validate the supplier’s
address within the Supplier table and on the Preliminary Payment Register Report.

Copyright © Oracle Corporation, 2001. All rights reserved.

Processing Payment Batches to Treasury
Chapter 4 - Page 113



Updating the Bank Information on the Invoice

@421 Ml Updating the Bank Information on the Invoice

» The Supplier bank account information

can be updated by selecting the 3. Update Invoice

Scheduled Payments button on the
Invoices window.

JLIE K Bl

Due Date. Second Discount. “Third Discount Remit-To Bank Account

Huold Payrent Priority Falmert — Bank A

| Due Date Gross Amount ‘ Method Marng Murnber
I [12.sepzo03 | 1425.00| 50 [Electronic 2226669999 1111111111

\
\
\
\
1

Amount Remaining 1425.00
Discount Amount Remaining 0.00
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Invoices - Updating Banking Information on an Invoice

Purpose

The purpose of this document is to describe how to update the banking information on an AP
Invoice in the event that changes were made to the information after the AP Invoice was created.

NIH Payables User
N > Invoices > Entry > Invoices

Invoices

BB Find Iny
Supplier
Murnber
Ta ar |0

PO Shipment: -
Invoice

Murnber Terms: -
Type Pay Group: h
Amounts - _ Invoice Batch

Dates - Currency -

Invoice Status

Accounted

ot

Voucher Audit Invoice Template

Murnber

1. Enter search criteria into the Find Invoices window.

2. Select the Find button.
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Result: The invoices matching your search criteria are displayed.

=

Type Supplier Supplier Num | Site Invnice Date Invaice Mum || Invaice Curr || Invaice Amaount

iaﬁdatdj JULIE K BR 1036798 TRAVEL [12-SEP-2003 TR473W1 usD 1425.0=
Standard JJULIE K BR}1036798 TRAVEL [12-SEP-2003 TR1458 usD 50.
Standard JJULIE K BHJ' 1036798 TRAVEL [07-0CT-2003 TR99991v1  [USD 1000.1 -
T 3
Amo Pa

1 1425.00

usn 0.00 - S

- Never Validated No

Not Required
Actions.. 1 Holds Payments ' Match Purchase Order Rl

Scheduled Payments Overview Distributions

3. Highlight the invoice on which you would like to update the payment information by
placing your cursor in the line of the invoice.

4. Select the Scheduled Payments button.

Result: The Scheduled Payments window is displayed.
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heduled Fa WIH-OL - TR

Fayment Currency TN vaice Amount 1425.00
Armount Paid m Armount Total 1425.["]]

]

Due Date

Discount Discount
| Due Date Gross Amount MWethod Date Amount

12_SEP-2003 1425.00| 50 |[Electronic

Hold Payment Priority Payment

Amount Remaining 1425.00

Discount Amount Eemaining 0.00

5. Select the Remit-To Bank Account region tab.

Result: The bank-related fields are displayed.
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heduled Fa WIH-OL - TR

Fayment Currency TN vaice Amount 1425.00
Armount Paid m Armount Total 1425.["]]

]

Remit-Tao Bank Account

Hold Payrment Priority Payment — Bank Account

| Due Date Gross Amount MWethod Mame Mumber
12_.SEP-2003 1425.00| 50 |[Electronic r

Amount Remaining 1425.00

Discount Amount Eemaining 0.00

6. In the Name field, use the LOV to populate the current primary bank account for the
supplier.

Example: Below is a sample completed Bank Account region.
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heduled Fa WIH-OL - TR

Fayment Currency TN vaice Amount 1425.00
Armount Paid m Armount Total 1425.["]]

]

Remit-Tao Bank Account

Hold Payrment Priority Payment — Bank Account

| Due Date Gross Amount MWethod Mame Mumber
12_.SEP-2003 1425.00| 50 |[Electronic 2226669999 111111111 r

Amount Remaining 1425.00

Discount Amount Eemaining 0.00

7. Save the changes
8. Close the Scheduled Payments window.

End of activity.
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Releasing the Invoice Hold

@311 Ml Releasing the Invoice Hold

» Once the problem causing the return
has been resolved, the invoice must be
released from hold in order to be
processed.

4. Release Hold

=
Type Supplier Supplier Mum || Site Invoice Date Invoice Mum || Invoice Curr || Invaice Amount
Standard |THEMEI MC|10035898 \TRAVEL [20-JUN-2003  JTRBOV1 jusp 345

0
Validated

Not Required

Actions... 1 Holds Payments Purchase Order

Scheduled Payments Owerview Distributions

Once you release the hold from the invoice, ensure that the Status field indicates that it has been
validated. If not, validate the invoice on-line.

Once an invoice has been released from hold and validated, it may be selected for the next
payment batch.
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Invoices - Releasing Holds from Invoices

Purpose

The purpose of this document is to describe how to release holds from invoices. Only certain
types of holds can be released according to this procedure, including the following:

— Cashier Payment

— Debit Memo

— Invoice Research

— Patient Recorded Pay

— Reconciliation Process

— Void Payment

Other holds may be released by validating the invoice. Refer to Validating Invoices On-Line
[NAVI003A].

NIH Payables User

N > Invoices > Entry > Invoices

Find Invoices

E Find Invoices

Supplier
Mame Wumber

Site Taxpayer D

PO Mum PO Shipment: -

Invoice
Murmber Terms: >

Type Pay Group: x

Amounts

Dates

Invoice Status
Paid

unted

Status
Voucher Audit Invoice Template
Fumber
Petiod Type

1. Enter search criteria into the Find Invoices window
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2.

Select the Find button.

Result: The invoices matching your search criteria are displayed.

=
Type Supplier Supplier Mum | Site Imvoice Date Irenice Mo | Invoice Curr || lnvoice Amount
taht‘]ard_ JAMES Ch'! 1042813 TRAVEL [11-SEP-2003 TR1371W1 uson 110.0=
. 3
Ao P
’ 1 110.00
usD 0.00 — :
— Heeds Revalidation No
Not Required
Actions... 1 Holds Payments Match Purchase Order b

Scheduled Payments Ovepview Distributions

Highlight the invoice that you would like to release from hold.
Select the Holds button.

Result: The Holds window is displayed.
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%II‘I'-.-‘EHE:E Holds (MIH-0LL - TRS JAME SMITH:S

_ Hald Mame Hold Re
l VOID PAYMENT VOID PAYMENT HOLD

Purchase Order Receipt Current Record

Murmber e sNaE =06 -SEP-2003
Rele Line g BRSNS IRONS _HIH

Line Diate

Ship To

Note: If the hold can only be released through Validation, the Release Name and Release
Reason fields will be grey.

5. Inthe Release Name field, use the LOV to select an appropriate value.
Result: The Release Reason defaults.

6. Save the record.

Result: The Release Date and Released By fields are populated.
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= Inwoice Halds (MIH-OLL - TR1 37

_ Hald Mame { e Jarme Felease Reason
[_ 0ID PAYMEN VOID PAYMENT HOLD Validated

Hold Released

Purchase Order Receipt Current Record
Mumber Mumber Hald Date
Rele Line Held By
Line Date ze Date
Ship To leleased By

7. Close the Holds window

Result: The hold on the invoice should be released.

=
Type Supplier Supplier Mum | Site Inwnice Date Invoice Murm || Invaice Cure || Invaice Arount
iandardi JANE SMITI{1018795 TRAVEL [05-SEP-2003 TR55563V1  |USD 750.0=
i e b
Amo Pa
0 ¥50.00
USDJ 0.00/
s o Validated ] Yes
Not Reguired
Actions... 1 Holds Payments fatch Purchase Order -
Scheduled Payments Owerview Distributions
End of activity.
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Invoices - Validating Invoices On Line

Purpose

The purpose of this document is to describe how to validate an invoice or group of invoices from
the Invoices window.

NIH Payables Cashier Office User
NIH Payables User
N > Invoices > Entry > Invoices

Find Invoices

B Find Inu

Supplier
[Mame Murmber

Site nayer 0

PO Mum PO Shipment: -

Invoice

Murmber Terms: >

Pay Group: s

Amounts - Invoice Batch
Ciates g Currency

Invoice Status Holds
Paid

=

Invoice Template
Fumber
Petiod Type

Murmbers —J - —J

1. Enter the appropriate search criteria and select the Find button.

Result: The invoices matching your search criteria are displayed in the Invoices window.
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=

Type Supplier Supplier Mum || Site Invoice Date Irvaice Mur | Invaice Cure | Invaice Amount

tandard |ANGELA FA{1000085 TRAVEL |10 SEP2003 [TRZ79v1  JUSD 781.0=
L e 4
Amo Pa

1 F81.00

usn 0.00 . e

— Needs Revalidation No

Not Required
Actions... 1 Halds Payments ' fdatch Purchase Order -
Scheduled Payments Cverview Distributions

2. Highlight invoices that you want to validate.
3. Select the Actions... button.

Result: The Invoice Actions window is displayed.
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% Imnice Actions

L Emm

=

Create Accounting

Haold Mame

[ [{=F]

"

B Frint Motice

Printer

Sender Mame

ender Title

4. Enable the Validate checkbox

Example: Below is a sample enabled validate checkbox.
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B [Nvoice Actions

Hald Marre

|

W Print Motice

Ptinter

Sender Marre

Sender Title

5. Select OK.

Result: You are returned to the Invoices window.
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=

Type Supplier || Supplier Mum || Site Invaice Date Imvoice Mum  ||Invoice Curr || Inwvoice Amount
Standard |ANGELA F£ 1000085 TRAVEL |10-SEP-2003 TR279\1 ush 781.0=
4 ¥
L 0 P -
0 751.00
usD 0.00 :
. e Validated Ho

Not Required
Actions. 1 Halds Payments | tdatch | Purchase Order -
Scheduled If!;aymerr{s Oiverview Qi-st-'ril:rutinns
Notes:
— Refer to the Status and Holds fields to view the results of the validation program.

— If the Status field displays "Needs Revalidation", view the holds that have been
placed on the invoice.

End of activity.
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Practice Lab

A2 Ml Practice Lab

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

Lab Time

Complete Lab 3: Processing Returned Payments
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Lesson Summary

@31 Ml | esson Summary

In this lesson, you learned how to:

* Process travel-related payment batches to Treasury

* Process returned and voided Treasury payments
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Accounts Payable Travel-Related Adjustments

Accounts Payable Travel-Related Adjustments

Track 2 End User Training
Revised June 1, 2004
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Lesson Objectives

@AMl | esson Objectives

After this lesson, you will know how to:

* Review the adjustment request and determine the appropriate
method to correct it

Enter a debit memo
Enter an invoice to refund a sponsor
Cancel an invoice

Void a payment
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Option 3: Oracle Extension

WAL AP Invoice Adjustment Process

IC Informs NMC or OFM OFM Takes
of error on travel g=g Corrective Actionz™¢
document L4 A

1. Perform

IC contacts OFM adjustments in
v financial modules

IC provides OFMwith | 1l

correct information

2. Document and file

NMC contacts OFM and
requests corrective action

Errors may be identified by the IC, OFM, or the NIH Management Center
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Determining Appropriate Corrective Action

¥ g@?"bm f Determining Appropriate Corrective Action

After this lesson, you will know how to:

=> Review the adjustment request and determine the
appropriate method to correct it

Enter a debit memo in AP
Enter an invoice to refund a sponsor

Cancel an AP Invoice
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Determining Appropriate Corrective Action

@421 Ml Determining Appropriate Corrective Action

TITUTES 0F HRTH
4 4RCH WPPRT ST

» OFM will receive requests for corrective
action from the ICs or the NIH Help Desk.

> Eight scenarios have been identified as
the most probable adjustment scenarios

» Use the eight scenarios listed in the
upcoming slides to determine the
appropriate corrective action
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AP Adjustment Scenarios

WALl AP Adjustment Scenarios

q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

» Scenario 1: An Expense was included on the voucher that should be
removed

= Enter a debitmemo in AP
= Record the refund when paymentis received

= Enter an AP Invoice if a Sponsor refund is requested
» Scenario 2: Incorrect Accounting was used on the Voucher

* Requesta manual joumal voucherin GL
Scenario 3: Traveler reported a direct expense as sponsored in-cash on

the travel voucher
= Requesta manual joumal voucherin GL

Each scenario may require an AR adjustment if it affects a sponsored travel in-cash expense.

Travel-related Adjustments in Accounts Payable
Chapter 5 - Page 7



AP Adjustment Scenarios

WALl AP Adjustment Scenarios

» Scenario 4: Traveler reported a sponsored in-cash expense to a
direct project on the travel voucher
* Requesta manual joumal voucherin GL

» Scenario 5: Traveler reported a sponsored in-kind expense as a
sponsored in-cash expense on the travel voucher
= Enter a debitmemo in AP
= Enter an AP Invoice if a Sponsor refund is requested
» Scenario 6: Traveler reported a sponsored in-cash expense as a
sponsored in-kind expense on the travel voucher
= No AP action required

= The Travel Planner enters a new voucher for the in-cash amount previously
reported in error

Travel-related Adjustments in Accounts Payable
Chapter 5 - Page 8



AP Adjustment Scenarios

WALl AP Adjustment Scenarios

q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

» Scenario 7. Sponsor pays less than expected

= Enter a manual joumal voucher in GL, if the invoice is posted
» Scenario 8: Sponsor pays more than expected

= Enter an AP Invoice if a Sponsor refund is requested
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Inform IC of Adjustments

} Inform IC of Adjustments

» Once the corrective action has been
determined, the OFM should inform the IC of
the steps that will be taken.

» In addition, if the IC must take corrective
action in the NBS Travel System, provide the
IC with explicit directions as to the information
that should be entered.

» All communications with the ICs should
be done in writing.
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Entering a Debit Memo

& ienbrss Entering a Debit Memo

After this lesson, you will know how to:

* Review the adjustment request and determine the appropriate
method to correct it

=>» Enter a debit memo
» Enter an invoice to refund a sponsor

* (Cancel an invoice
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Entering a Debit Memo

WAl CMll Fntering a Debit Memo

1. Perform
adjustments in
financial modules

» A debit memo in AP indicates that a supplier
owes the NIH money.

» The following Scenarios may require an AP
Debit Memo:

Scenario 1: An Expense was included on the
voucher that should be removed

Scenario 5: Traveler reported a sponsored in-
kind expense as asponsored in-cash expense
on the travel voucher

» In addition, the NIH Cashier may notify the

Travel Office of a refund for which a debit
memo is required, but not yet entered.
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Entering a Debit Memo

¥ ienbrss Entering a Debit Memo

1. Perform
adjustments in
financial modules

Follow the steps below to enter a Debit Memo:

Step 1: Determine the correct accounting information based
upon the Distributions of the original invoice

Step 2: Enter a Debit Memo Invoice Batch

Invoice Type = Debit Memo

Invoice Number = TRx-DM ADJ

Transaction Code = B107x, where X is the fund type
Invoice Amount entered as a negative

Accounting information taken from the original invoice and

verified with Requestor

Place Debit Memos on Hold

When placing a debit memo on hold, use the hold reason “Debit Memo™.

Fund Suffixes:

Management Fund = M

IC Reimbursable = E
Direct=D

CRADA=C

Service and Supply Fund = O
Gift=0

Royalty = O
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Invoices - Entering Debit Memos

Purpose

The purpose of this document is to describe how to enter debit memo invoices into the NBS.

Before you begin

Before you begin, the following information must be available:
— Supplier Name
— Supplier Site
— Invoice Number
— Invoice Date
— Amount
— Payment Terms (if different from default)
— Accounting Information:
— Project Number
— Expenditure Type
— Expenditure Date
— Transaction Code based on Fund Value

NIH Payables User
N > Invoices > Entry > Invoice Batches

Invoice Batches

z

Contral Count Caontral Arnount

=]

-]

Create Accounting Yalidate 1

1. Enter a unique name for the invoice batch in the Batch Name field.
Note: The naming convention for this field should be followed.

2. Tab to the Control Count field and enter the number of invoices in the batch.
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Note: This field is optional.

3. Tab to the Control Amount field and enter the total dollar value of the invoices in the
batch.

Note: This field is optional.
4. Save your work.

Example: Below is a sample completed Invoice Batches window.

%“’I"."E”CE e e S s S S S e s e R R R R e R R R R e R e i

Z

Contral Count Contral Arnount

500,

D O (o =

-

Create Accounting ‘alidate 1

5. Select the Invoices button.

Result: The Enter Transaction Events window is displayed.

& Enter Transaction Events
Form Activity [Unmatched Invoice ﬂ

Transaction Code

B[ not display this wi

Cancel

6. Close the Enter Transaction Events window by clicking on the X in the upper right corner.
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Note: The transaction code will not be entered at the invoice header level, but will rather be

entered at the distribution line level.

Result: A Caution window appears.

Cancel

7. Select the OK button.

Result: The Invoices window is displayed.

500
=
Type Supplier Supplier Mum | Site Inwnice Date Invoice Murm || Invaice Cure || Invaice Arount
il USD &
i o b
Ao P
0.00
usn 0.00 ; 7
- Never Validated Mo
Not Required
Actions. .. 1 Halds Bayments fatch Purchase Order &
Scheduled Payments Cverview Distributions

8. In the Type field, select Debit Memo from the LOV.

9. Tab to the Supplier field.

Result: A note is displayed.
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y the payment te
ehit memos.

10. Select the OK button.

11. Select the appropriate supplier name from the LOV.

Result: The Supplier Number field defaults.

12. Enter the remaining invoice information based upon the table below:

Note: If a field is not referenced in this table, it is not required. Do not complete any fields

that are not listed below.

Field

Description

Site

Accept default value or select the appropriate site from the
LOV

Invoice Date

Enter the date of the debit memo.

Invoice Number

Enter a unique number based upon the approved invoice
naming conventions.

Invoice Amount

Enter the amount of the debit memo. This value must be
negative.

Terms Date Defaults to the current date.
Terms Defaults from the supplier record.
If necessary, use the LOV to select a different term.
Payment Method Defaults from the supplier record. If necessary, use the LOV
to select a different payment method.
Pay Group Defaults from the supplier record.

Example: Below is a sample completed debit memo invoice line.
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Amount Paid P
Distribution Total

Accounted ]

|:.IEe:5:|::
Scheduled Payments Distributions

13. Select the Distributions button.

Result: The Distributions window is displayed.
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% Distributions (MIH-0OUy - TR1526Y1-DMAD, MELL ARMSTROMNG: 00101 5

Imvaice Total

Distribution Total

Arrount Tax Code L Date
27-FEB-2004

i+
=i Hever Validated Accounted PO Mumber _

Account Description

ey BO Wiew Receipt

14. Enter the amount of the debit memo distribution line in the Amount field. This value must
be negative.

If you have the project, expenditure type, and expenditure date information, goto task #16.
Otherwise, goto task #15.

15. Enter the account information in the Account field.
Goto task #17.

16. Enter the following information in the first available distribution line:

Field Description
Project Enter the Project number
Task Select 1 from the LOV
Expenditure Type Select the Expenditure Type from the LOV
Expenditure Item Date Enter the Expenditure Date
Expenditure Organization | Select HN from the LOV

17. Scroll to the USSGL Transaction Code ficld, and select the appropriate value from the
LOV.

Note: The appropriate value should be B107 followed by the correct fund value suffix. For
example, if the original invoice contained a value of B302D, then for the debit memo, the
appropriate value would be B107D. If the original invoice was a prepayment, enter B107.
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Example: Below is a sample completed distributions window.

% Distributions (MIH-OLY - TR DwAD, NELL ARMS

Mum || Type Tax Code 5L Date
I. |1 Item : 27 FEB-2004 08024320041D40.2004.01.H100

&
Status Ne\rer Validated Accounted PO Mumber —
NI R B sl 0243 NIA 2004 ANNL DRCT A.2004.GENERAL.HIA.HNN1 NIA OD OFC DIR.INTERN

18. Close the Distributions window.

Result: You are returned to the Invoices window.
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% Distributions (MIH-0OLU - TR OmAD, MELL ARMSTROMN

Distribution Total

Tax Code GL Date
27-FEB-2004

B
=i Hever Validated

el e BT 024 3 NIA 2004 ANNL DRCT A£.2004. GENERAL.NIA HNN1 NIA OD OFC DIR.INTERN

If there are additional debit memos to enter, goto task #19. Otherwise, goto task #20.
19. Place your cursor in the next line.

Goto task #8.

20. Close the Invoices window.

Result: You are returned to the Invoice Batches window.

L

Z

CC =]

-

Create Accounting ‘alidate 1

21. Review the Batch Control Total and Actual Total fields.
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End of activity.
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Invoices - Applying Holds to Invoices

Purpose

The purpose of this document is to describe how to apply manual holds to invoices. An invoice
that is on hold cannot be included in a payment batch. The hold must be released prior to
processing payment on that invoice.

NIH Payables User

N > Invoices > Entry > Invoices

Find Invoices

B Find Invi

Supplier
Marne Murnber

Site

PO Murm PO Shipment: -

Invoice

Mumber Terms: -
L= Standard Pay Group: -

Invoice Status Holds

Paid
Lccounted

Voucher Audit Invoice Template

- ' Murr
e Peariod Type
Murnbers -

Calculate Balance Owed...

1. Enter search criteria into the Find Invoices window.

2. Select the Find button.
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Result: The invoices matching your search criteria are displayed.

Batch Control Total

Actual Total

100.00 |Check

Amount Paid

usp. s K Distribution Tota 100.00
: J =S alidated Accounted s
¢ Not Required lest

Scheduled Payments Distributions

3. Highlight the invoice that you would like to place on hold by clicking in the line of the
invoice.

4. Select the Holds button.

Result: The Invoice Holds window is displayed.
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05-SEP_2003

Scheduled Payments Wiy BO Release. 1
5. In the Hold Name field, select a hold from the LOV.
Result: The Hold Reason field defaults.
CASHIER PAYMENT CASHIER PAYMENT PICKUP ] =
l -
[} . [}
05-SEP-2003
SIRONJ _HIH
Scheduled Payments iy BO Release... 1

6. Save your work.

7. Close the Invoice Holds window.

Result: The Invoices window is displayed. The Holds field should display the hold.
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Invoice Date || Invaice Mum
tandard BENJAMIN 1000142 TRAVEL D5-SEP-2003 [TRA512 100.00 | Check

nlds Distribution Total
- \Meeds Revalidation Accounted e
Approval T Required est |

End of activity.
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Practice Lab

A2 Ml Practice Lab

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

Lab Time

Complete Lab: Entering Debit Memo Invoice Batches
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Entering an Invoice to Refund a Sponsor

W42 Ml Entering an Invoice to Refund a Sponsor

After this lesson, you will know how to:

* Review the adjustment request and determine the appropriate
method to correct it

» Enter a debit memo
=> Enter an invoice to refund a sponsor
» Cancel an invoice

* Void a Payment
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Entering an Invoice to Refund a Sponsor

W42 Ml Entering an Invoice to Refund a Sponsor

» OFM may refund money to sponsors for 1. Perform
overpayment. The OFM Travel Office will be adjustments in
requested to make such payments by the financial modules
department responsible for the AR tasks.

Before a sponsor refund payment can be
processed, the sponsor must be included in
the Supplier Table by the Government
Accounting Department.

» The following Scenarios may require a refund to a sponsor:

Scenario 1: An Expense was included on the voucher thatshould be
removed

Scenario 5: Traveler reported a sponsored in-kind expense as a
sponsored in-cash expenses on the travel voucher

Scenario 8: Sponsor pays more than expected
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AR Group Requests New Suppliers

WALl AR Group Requests New Suppliers

q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

» The AR group is responsible
for requesting that the sponsor
be added to the supplier table.

Supplier Setup Request

» Government Accounting must :
Please set up the following

_receive t_he following sponsor as a supplier.
information:
The NIH will refund money to this

. organization as a result of
Supplier Address overpayment.

Supplier Taxpayer ID

= Name of the Supplier

) Name: Pew Charitable Trusts
ACH Information TaxID: 253652363

Supp“er Contacts (Optiona|) Address: 1254 Lincoln Ave
Chicago, IL 45256

ACH submitted
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Entering an Invoice for a Sponsor Refund

WAl Fntering an Invoice for a Sponsor Refund

BT s & RSk BV ST

Follow the steps below to enter a Sponsor Refund 1. Perform
adjustments in

Invoice Batch: . .
financial modules

Step 1: Enter a Standard Invoice Batch

* Invoice Type = Standard
* Transaction Code = NONE
* Invoice Amount entered as a positive

* Accounting Information Provided by Requesting AR Group

Step 2: Validate the Invoice Batch

Step 3: Create Accounting for the Invoice Batch
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Invoices - Entering Invoice Batches

Purpose

The purpose of this document is to describe how to manually enter invoices into the NBS. All
manual invoices must be entered into NBS in batches. Invoices that are entered manually will
require the user to indicate the correct account code distribution, project, and task information.
Once the invoice batch is entered, it will be necessary to validate and create accounting for the
invoice as well. Refer to Validating an Invoice On-Line [NAV1003A4] and Creating Accounting
for Invoices On-Line [NAVI0O06A].

Before you begin

Before you begin, the following information must be available:
— Supplier Name
— Supplier Site
— Invoice Number
— Invoice Date
— Payment Terms
— Payment Method
— Project Number
— Expenditure Type
— Expenditure Date
— Transaction Code based on Fund Value

NIH Payables User

N > Invoices > Entry > Invoice Batches

Invoice Batches

%Irl'-.-'l:lil::eEi:atl::hEE:I[f'-IIH—Ell..J]I"""""""""'"'""""'"'"'""""""""""""'"":_E,.n

Batch Mame ,C'nnt'rnl Count Caontrol Amount

{15 1AN 2003

Create Accounting Yalidate 1
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1. Enter a unique name for the invoice batch in the Batch Name field.
Note: The naming convention for this field should be followed.
2. Tab to the Control Count field and enter the number of invoices in the batch.

3. Tab to the Control Amount field and enter the total dollar value of the invoices in the
batch.

4. Save your work.

Example: Below is a sample completed Invoice Batches window.

%II‘I"."DEE T S i __:_::_.

Contral Count Cantraol Amount

Create Accounting Yalidate i

5. Select the Invoices button.

Result: The Enter Transaction Events window is displayed.

% Enter Transaction Events XA X
Form Activity ﬂ
Transaction Event ;‘
Transaction Code ;}

MO0 not display t
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If a transaction code should be entered, goto task #7. Otherwise, goto task #6.

6. Close the Enter Transaction Events window by clicking on the X in the upper right corner.

Result: A Caution window appears.

Goto task #8.

7. In the Transaction Event field, select the appropriate transaction code from the LOV.

Result: The Transaction Code field value defaults.
8. Select the OK button.

Result: The Invoices window is displayed.

93.57
93.57
=
Type Supplier | Supplier Num | Site Imvoice Date Irvoice Mo |Invoice Cure | lnvaice Amount
USD %
4 3
Ao p -
|].|]|]J
usp 0.00¢ :
— Newver VYalidated No
Not Required
Actions... 1 Holds Eag_fments hdatch Purchase Order bi

Scheduled Payments Clyepview

Diat-'rihutinns

9. Inthe Type field, select the appropriate type of invoice from the LOV.

10. Tab to the Supplier field and select the appropriate supplier name from the LOV.

Result: The Supplier Number field defaults.

Note: You may receive a message indicating that a prepayment is available.
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11.

Enter the remaining invoice information based upon the table below:

Note: Ifa field is not referenced in this table, it is not required. Do not complete any fields

that are not listed below.

Field

Description

Site

Accept default value or select the appropriate site from the
LOV

Invoice Date

Enter the invoice date

Invoice Number

Enter a unique invoice number

Invoice Currency

Defaults to USD

Invoice Amount

Enter the amount of the invoice

Project Enter the Project information

Task Select the Task information from the LOV
Expenditure Type Select the Expenditure Type from the LOV
Expenditure Item Date Enter the Expenditure Date

Expenditure Organization

Select the Expenditure Org from the LOV

GL Date

Defaults. Do not change

Payment Currency

Defaults to USD. Do not change

Description

Enter a description of the invoice.

Payment Rate Date

Defaults to current date. Do not change

Transaction Code

Defaults from value entered in Enter Transaction Code
window. Do not change

Terms Date Defaults to the current date.

Terms Defaults from value entered in Invoice Batches window.
If necessary, use the LOV to select a different term.

Payment Method Defaults from what is entered on the Invoice Batches
window. If necessary, use the LOV to select a different
payment method.

Pay Group Defaults from value entered in Invoice Batches window

Example: Below is a sample completed invoice line.
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93.57

93.57
=
Typa Supplier Supplier Mum || Site Invoice Date Irvaice Mur | Invaice Cure | Invaice Amount
and 3 J PEW CHﬂRJ 10040490 TRAVEL §29-AUG-2003 TRODDD12v1 - {USD 935=
T b
Amo Pa
0 0.00
usn 0.00 . -
— Never Validated No
Not Required
Actions... 1 Halds Payments tdatch Purchase Order -
Scheduled Payments Cverview Distributions

If you want to apply a prepayment, goto task #12. Otherwise, goto task #19.

12. Select the Actions button.

Result: The Invoice Actions window is displayed.
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B [Nvoice Actions

“alidate

ate Belated Invoices

yilinapply Prepayment. ..

Fay in Full...

Dl ramia Secauntine)

Hald Marre

W Felease Holds

Felease Marme

Feleaze Reasan

Ptinter
Sender Title

13. Enable the Apply/Unapply Prepayment checkbox and select the OK button.

W Print Motice

Result: The Apply/Unapply Prepayment window is displayed. The available prepayments
are displayed in the upper portion of the window.
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vilnapply Prepavments (MIH-OU - TR1Y-1, D ShITH: 99

Arnount

Invaice Amoaunt Unpaid

GL Date utnber
\D 154.50

TE0100 MF 2/4 MULTI DRCT A2004.ROYALTY.NIAID.HNM2 NIAID DIF GETRNTS
Exlstlng Prepayment Appllcatluns
Arnount

Applied  GL Date Mumber

Jescription FO Murn -I
Account Receipt Mum -

14. Enable the Apply checkbox on those prepayment lines you want applied to the invoice.

15. Enable the Prepayment on Invoice checkbox.
16. Update the Amount To Apply field as necessary.

Example: Below is a sample completed window.
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Arnount

Invaice Amoaunt Unpaid

‘ ly GL Date Mumber de )
154.50 {06.SEP2003 |TR1-AD 154.50

[

) [ L)
{1 i T

| | | |

2080100 MF 24 MULTI DRCT A.2004. ROYALTY.NIAID.HNM2 NIAID DIFGECENTE
Existing Prepayment Applications
W Arnount
Applied GL Date Mumber

De
Account _ Receipt Murn [N

17. Select the Apply/Unapply button.

Result: The applied prepayment is displayed in the Existing Prepayment Applications
block.
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Arnount

Invaice Amoaunt Unpaid

GL Date utnber

| | | |

Fo vum [N
—j Receipt Murm -

Existing Prepayment Applications
i Armount

Applied  GL Date MNumber

06-SEP-2003

e porum [N
AL 0100 MF 2/4 MULTI DRCT A.2004.ROYALTY.NIAID.HNMZ NIAID DIFGECCTITS

18. Close the Apply/Unapply Prepayments window.

Result: You are returned to the Invoices window.
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157.5

154.5
&
Type Supplier Supplier Num | Site Invaice Date Irvoice Murm | Invoice Curr | lnvoice Amount
JLENE | DAYVID SMITE1000756 TRAVEL |06-SEP-2003 TR1VA usD 154.4°
s 3
Amo Pa
0 154.50-
usD 0.00 :
Mever Validated Mo
Not Required
Actions... 1 Holds Fayments tdatch Purchase Order -
Scheduled Payments Civerview Distributions

If the invoice total matches the distribution total, end of activity. Otherwise, goto task #19.

19. Select the Distributions button.

Result: The Distributions window is displayed.
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% Distributions (MIH-OLL - TROOO00O

ARITABLE TRUETS

Imvaice Total

Distribution Total

=i Hever Validated

Account Description

Allocate

Tax Code GL Date
29-AUG-2003

Accounted gj PO Mumber

20. Enter the following information in the first available distribution line:

Field Description

Amount Enter the amount that will be charged to the accounting
information for that line.
Note: If entering a Debit Memo or Credit Memo, the amount
must be entered as a negative.

Project Enter the Project number

Task Select 1 from the LOV

Expenditure Type Select the Expenditure Type from the LOV

Expenditure Item Date Enter the Expenditure Date

Expenditure Organization | Select HN from the LOV

Notes:

— If the Project, Task, Expenditure Type, Expenditure Item Date, and
Expenditure Organization fields were not completed in the Invoice window, they
must be completed in the Distributions window.

— The total amount for all lines should equal the invoice total displayed in the top
right hand corner of the screen.

Note: Below is a sample completed distributions window.
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% Distributions (MIH-OLU) - TROI Y, PEW CHARITABLE TRUS

I fwo | i

Distribution

Amount Tax Code 5L Date
93.57

e Never Validated Accounted PO Number _

If the Invoice Total matches the Distribution Total, goto task #21. Otherwise, goto task #20.

21. Close the Distributions window.

Result: You are returned to the Invoices window.
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93.57

93.57
=
Type Supplier || Supplier Mum || Site Imvoice Date Irvoice Mo |Invoice Cure | lnvaice Amount
andardj PEW CH.ﬂRJ. 10040490 TRAVEL [29-AUG-2003 TRO0123v1 —SJ' usn 934>
4 3
Ao Pa
0 93.57
usp 0.00¢ :
— Newver VYalidated Mo
Not Required
Actions... 1 Hold= Payments tlatch Purchase Order A
Scheduled Payments Oiverview Distributions

If there are additional invoices to enter, goto task #22. Otherwise, goto task #23.

22. Place your cursor in the next line.
Goto task #7.

23. Close the Invoices window.

Result: You are returned to the Invoice Batches window.

24. Review the Batch Control Total and Actual Total fields.

End of activity.
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Invoices - Validating an Invoice Batch On-Line

Purpose

The purpose of this document is to describe how to validate an invoice batch from the Invoice
Batches window. An invoice batch must be validated in order to be eligible for payment.
Invoices that do not pass validation will be put on hold and will require revalidation in order to
be released for payment.

If you have not exited the invoice batches window after entering an invoice batch, you may skip
steps 1 - 3.

NIH Payables User

N > Invoices > Entry > Invoice Batches

Find Invoice Batches

Contral Count Caontral Arnount

]

-]

Create Accounting Yalidate 1

1. Press the F11 key to enter query mode.

Result: Your fields turn blue.
2. Enter your search criteria to locate the invoice batch you want to validate.
3. Pres the Ctrl + F11 keys to execute the query.

Result: The query results are displayed in the Invoice Batches window.
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%Irr-.-'l:lil::e B RBE (NI o Ch e r e e T Lt ot et T Ee T T T PP BT TR TP PR Pt Tt 3 % .

I
g

Control Caunt Cantrol Amount

I (O =

Create Accounting “alidate 1

4. Select the Validate button.

Result: A caution message appears to confirm that you want to validate the invoice batch.

5. Select the OK button.

Result: A message is displayed that indicates the concurrent request number.

6. Select the OK button.
7. From the menu bar, select View > Requests.

Result: The Find Requests window is displayed.
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&% Find Requests

Feqguest |D

Marme

Date Submitted

Diate Caompleted

Feguestor %

Miinclude Reguest Set Stages in Cluery

BGEEETE Request 1D .v

8. Select the Find button.

Result: The Requests window is displayed.
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Refresh Data

Find Requests

Subrnit a Mew Reguest...

24478 |Invoice Validation All, 10640, ,,,,,,1, N =
124455 [Cancel Payment Batch |124454 Completed Normal TET3121, 2003/08/29 15:17:04, 1654
124454 |Payment Process Manag Completed Normal Payment hatch:TET3121<<#7Proygy|
124379 |Preliminary Payment Re:|124378  [Completed  [Warning TET3121-AD-1 '
124378 ||Payment Process Manag Completed | Normal | Payment_hatch:TET3121-AD A<=
124377 |Build Payments 1243753 |Completed Normal P_USER ID="1654", P_LOGIN_ID*'.'{
124376 |AutoSelect 124373 |Completed Normal P_PAYMENT'_BATCH=TET3121JJ\DE
124375 ||Payment Process Manag Completed Normal Paj‘ment_hatch:TET:i121-ﬂD-il‘:{#i"!
124374 [Cancel Payment Batch 124373 Completed Normal TET3121-AD, 2003/08/29 12:22:12, 1i
124373 |Payment Process Manag Completed Normal Payment_batch:TET3121-AD=<<#%P | .

Hald Request “iew Details... ey Dutput
Cancel Request Diagnostics e Log...

9. Select the Refresh Data button until the Invoice Validation program completes.

Note: If the program completes in error, contact the NIH Help Desk.

End of activity.
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Invoices - Creating Accounting for Invoice Batches On-Line

Purpose

The purpose of this document is to describe how to create the accounting transactions for
invoices batches on-line. This process is required prior to creating payments for the invoices.

Before you begin

Before the accounting can be created for an invoice batch on-line, the invoice batch must be
validated.

NIH Payables User

N > Invoices > Entry > Invoice Batches

Invoice Batches

Contral Gount Control Amount

]

-]

Create Accounting Yalidate 1

1. Press the F11 key to enter query mode.
Result: The fields turn blue.
2. Enter your search criteria.
3. Press the Ctrl + F11 keys to execute the query.

Result: The query results are displayed in the Invoice Batches window.
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Z

1
]
[l
[l
[l
]

-]

4. Select the Create Accounting button.

Result: A caution message appears to confirm that you want to create accounting for the
invoice batch.

-]

5. Select the OK button.
6. From the menu bar, select View > Requests.

Result: The Find Requests window is displayed.
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&% Find Requests

Feqguest |D

Marme

Date Submitted

Diate Caompleted

Feguestor %

Miinclude Reguest Set Stages in Cluery

BGEEETE Request 1D .v

7. Select the Find button.

Result: The Requests window is displayed.
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Refresh Data Find Requests Submit 3 Mew Reguest...

24479 |Payables Accounting Pra Completed  |Normal . » Invoices, N, N, Y, Y, 20, 103, ¥, 1=
124478 |Invoice Validation Completed Hormal All, 10540, ,,,...,.1.H
124455 |Cancel Payment.Batch 124454 Completed Normal TET3121, 2003/08/29 15:17:04, 1654 |
124454 ||Payment Process Manag Completed Normal Payr'nen't_batch:TETBﬂ1:'-‘-_<##Prug. -
124379 |Preliminary Payment Re((124378  |Completed ] Warning TET3121-AD-1
124378 |Payment Process Manag Completed HNormal Payment_batch:TET3121-AD-1<<##
124377 |Build Payments 124375 |Completed  |Normal P_USER_ID="654", P_LOGIN_ID="3
124376 | AutoSelect 124375 |Completed  |Normal P_PAYMENT BATCH="TET3121.AD|
124375 |Payment Process Manag Completed Mormal Payment_batch:TET3121-AD-1<<##
124374 |Cancel Pa!rment.Eatch 124373 Completed Normal TET3121-AD, 2003/08/29 12:22:12, 1 -
Hold Request “iew Details... “iew Qutput
Cancel Heguest Diagnostics Wiewe Lag.. .

8. Select the Refresh Data button until the Payables Accounting Process completes.
Note: If the program completes in error, contact the NIH Help Desk.

End of activity.
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Practice Lab

A2 Ml Practice Lab

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

Lab Time

Complete Lab: Entering Sponsor Refund Invoice Batches
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Canceling an AP Invoice

@421l Canceling an AP Invoice

After this lesson, you will know how to:

* Review the adjustment request and determine the appropriate
method to correct it

* Enter a debit memo
» Enter an invoice to refund a sponsor
=» Cancel an invoice

* Void a payment
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Canceling an AP Invoice

@421 Ml Canceling an AP Invoice

» Invoices may be cancelled in Accounts Payable in the event that the
invoice should not be paid now or in the future.

» When you cancel an invoice, it remains visible in the Invoice
workbench, but has the status of “Cancelled”

Type Supplier Supplier Mum || Site ‘ Irwoice Date Irnvoice Wom | Invaice Cure | Invoice Amount
Standard [JANET D SI}1018795 TRAVEL |Q5-SEP-2I]I]3 ||TR39563V1  JUSD 0.

1]
Cancelled

Not Required

Actions. .. 1 Holds Payments Purchase Order x

Scheduled Payments Ovepview Distributions

Notes:

*  You cannot cancel an invoice that has been matched against a final closed purchase order.
In this case, you must contact the NIH Help Desk to cancel the invoice.

»  Ifyou cancel an invoice, you should inform the NIH Help Desk so that the outstanding
obligation can also be cancelled.

*  Ifyou cancel an invoice in AP, you should verify that a corresponding invoice does not
exist in AR. If so, you must contact the travel planner to determine if an adjustment if any
is required in AR.
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Invoices - Canceling an Invoice

Purpose

The purpose of this document is to describe how to cancel invoices.

Before you begin

Before you begin, ensure that the invoice
— has not had a prepayment applied to it. If so, you must first unapply the prepayment
before canceling the invoice.
— has not been matched to permanently closed purchase orders.

NIH Payables User

N > Invoices > Entry > Invoices

Find Invoices

EEFind Invoices
Supplier

Mame

Site

PO Mum

Invoice

Mumber
Type

Amounts :
Dates ’

Invoice Status Holds
Paid
aumted

Invoice Template

& i MNumber
R Fertiod Type
Mumbers -

Calculate Balance Owed. .

1. Enter search criteria into the Find Invoices window

2. Select the Find button.
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Result: The invoices matching your search criteria are displayed.

=

Type Supplier || Supplier Mum | Site Imvoice Date Imvoice Mum | Invoice Curr || Invoice Amount
Standard |JANET D SI{1018795 TRAVEL Uﬁ-SEP-Zﬂﬂ3 TRA5563V1  fUSD 7a0.0=
L v
Amo Pa

0 750.00

usp 0.00

= Validated Yes

Not Required
Actions... 1 Holds Payments ' fdatch | Purchase Order -

Scheduled Payments Overview Distributions

3. Highlight the invoice(s) that you would like to cancel.
4. Select the Actions button.

Result: The Invoice Actions window is displayed.
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B [Nvoice Actions

B Create Accounting

Hald Marre

W Felease Holds

Felease Marme

Feleaze Reasan

Ptinter
Sender Title

5. Enable the Cancel Invoices checkbox.

W Print Motice

Example: Below is a sample completed Invoice Actions window.
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aly Prepayment...

e e

Hold Marme

B Helease Holds

——

M| Frint Motice

Sender Title

6. Select the OK button.

Result: A Caution window is displayed.

Important: Once you have cancelled an invoice, it cannot be undone.
7. Select the OK button.

Result: The invoice is cancelled and is reflected in the Status field.
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=

Type Supplier || Supplier Murn || Site Invoice Date Iroice Mum | Invaice Curr | Invaice Amount
tandard [JANET D SI{1018795 TRAVEL [05-SEP-2003 TRA5563V1  [USD 0.0=
T 3
Amo Pa
0 0.00
usn 0.00 :
— Cancelled Partial
Not Required
Actions... 1 Haolds Payments fateh Purchase Order -
Scheduled Payments Cverview Distributions
End of activity.
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Canceling an AP Invoice

w4 N1V ES Ml Canceling an AP Invoice

Fepea® e s i

» When an invoice is canceled, we recommend using the Attachments
feature to record the written request to cancel the invoice.

» Attaching the back up documentation to cancelled invoices will help
with future research.

Seq éatégory Description Data Type Way Be Changed
lm lMisceIIanenus GTA Reconciliation Short Text =

Entity Mamelnvoice

Dehit Memo cancelled due to charge appearing on December invoice

Sllneltel = Balead Puri=nts Dogument Catalog,

Refer to the job aid on attachments.
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Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab: Canceling AP Invoices
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Voiding a payment

WAl \/oiding a payment

After this lesson, you will know how to:

Review the adjustment request and determine the appropriate
method to correct it

Enter a debit memo
Enter an invoice to refund a sponsor
Cancel an invoice

=> Void a payment
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Voiding a Payment

a2 1Ml Voiding a Payment

You may be required to void a
payment due to:

» Incorrect Transaction Code on the
payment batch

» Invoice generated incorrectly from
the NBS Travel System

Follow the instruction on the next slide to correct a payment with the incorrect transaction code.

If a payment should be voided due to the incorrect generation of an invoice, you should work
with the NMC to resolve the issue.
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Voiding a Payment

a2 1Ml Voiding a Payment

When voiding the payment,
the system allows you to
choose one of three options
for the invoice:

3600

1. Place the inwice on hold

=

Type Supplier Supplier Num || Site Invoice Date Invoice Num || Invoice Curr || Invoice Amount

2 Cancel the |nVO|Ce Standard |JOHN SMIT|1008475 TRAVEL |05-SEP2003 | TRSS514¥1  [USD 600,

3. None

You should select the
correct option based upon 5 - o 0

Validated

the situation. T

Actions. . 1 Holds Payments Purchase Order

Scheduled Payments Ovenview Distributions

When an invoice is being voided due to a banking or address error, we suggest that you place the
invoice On Hold to allow for time to research the reason for the error. The hold name selected
may be Bank Research, Invoice Research, or Address Research.
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Payments - Voiding a Payment

Purpose

The purpose of this document is to describe how to void a payment in Accounts Payable from
the Invoice Workbench.

NIH Payables User
NIH Payables Cashier Office User

N > Invoices > Entry > Invoices

Find Invoices

Supplier

Narme ﬂ Murmber
Site Y ar |0
PO Mum PO Shipment: v

Invoice

Mumber Terms: >
Tipe
Armounts - o ch

Invoice Status Holds

Faid
Accounted
Status %

Voucher Audit Invoice Template

Categaory Mumber J
Wasae Period T}" pe 4]
Mumbers —J . —J

1. Enter your search criteria in the Find Invoices window.
Note: Use the invoice number if available.
2. Select the Find button.

Result: The invoices matching your search criteria are displayed in the Invoices window.
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=

Type Supplier Supplier Mum | Site Invoice Date Irvaice Murn  ||Invaice Curr || Invaice Amount
ian’dar.th BEMJAMIN §1000142 TRAVEL ﬂﬁ-SEP-2,|]|]3 TRA512 usn 100.0=
W b
Amo Pa
' 0 100.00
usn 100.00
== Validated Yes

Not Required
Actions... 1 Halds Payments ' tdatch Purchase Order -

Scheduled Payments Cverview Distributions

3. Ensure that the invoice is accounted by looking at the Accounted field.
If the Accounted field displays "Yes", goto task #7. Otherwise, goto task #4.
4. Select the Actions button.
Result: The Invoice Actions window is displayed.
5. Enable the Create Accounting checkbox.

Example: Below is a sample enabled Create Accounting checkbox.
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Hold Marme

Fel arme

Felease Beason

B Frint Motice

Frinter

sehder Marme

Sender Title

K

6. Select the OK button.
7. Select the Payments button.

Result: The Payments window is displayed.

‘ ICheck 110002 05-SEP 2003 05-SEP-2003 100.00

‘ 0.00

Scheduled F'ayment an_mem e ey
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8. Select the Payment Overview button.

Result: The Payment Overview window is displayed.

% Fayment Cwerview (MIH-0L)
Supplier
gl 10002

Currency

Armount 100.00

805.SEP 2003 Sl D5175 SILVER CREST DR

o LAYTONSVILLE, MD
“oucher
S Negotiable Bank
Amount {E[RN TREAS PHIL FIN CTR/FUNDS TRANS

MAIN DISBURSEMENT

Invoices
_ Mumber
| | TRS! 100.00 |05_SEP 2003

9. Select the Payments button.

Result: The Payments window is displayed.
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Payment Date
05.SEP-2003

If the Accounted field contains "NO", goto task #10. Otherwise, goto task #13.
10. Select the Actions button.

Result: The Payment Actions window is displayed.

Travel-related Adjustments in Accounts Payable
Chapter 5 - Page 72



% Fayvment Actions

EIE nrrrizi Frograrm

Youcher Mum

Ellpiitfziiz Sy

Snil

11. Enable the Create Accounting checkbox.
12. Select the OK button.

Result: The Payment window is displayed and the Accounted field displays "Yes"
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Document Mum Payment Date
110002 05_-SEP-2003

Accounted

Actions... 1 Enter/fdiust [nvoices

13. Use the horizontal scroll bar to locate the Flexfield [] and place your cursor in the field.

Result: The Payment Information flexfield is displayed.

g== Payment Information

14. Enter the return schedule number into the Voided Payments field.
15. Select the OK button.

Result: The Payment Information flexfield closes.
16. Select the Actions... button.

Result: The Payment Actions window is displayed.
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Frograrm

W Prirt Mo Printer

e e e

S R R

T R

|| _ nid

17. Enable the check box Void.
Result: The current date defaults into the Date and GL Date fields.
18. In the Invoice Action field, select the appropriate value from the drop down menu.
If you selected Hold, goto task #19. Otherwise, goto task #21.
19. Select Void Payment from the LOV in the Name field.

Result: The Reason field will populate automatically
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&% Hold (MIH-0U)

FEEYOID PAYMENT
Reason [VOID PAYMENT HOLD

20. Select the Hold button.

Travel-related Adjustments in Accounts Payable
Chapter 5 - Page 76



Example: Below is a sample completed Actions window.

== Favment Actions

M| Farmat Fragram
B Print Mo Printer
o [ e T
N e TS =T L R

Fragram
iz ETEEIE

Fayrment Date

Voucher Mum

I TR

Miaid
Z3-JUN-2003
EEE-E T JUN -2003

[mvaice Action

21. Select the OK button.
Result: A message appears to confirm that you want to void this payment.
22. Select the OK button.

Result: The payment is voided. The status of the payment is updated to Voided.
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Actions... 1 Enter/Adjust lnvoices

23. Select the Actions button.

Result: The Payment Actions window will be displayed.
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% Fayvment Actions

EIE nrrrizi Frograrm

B it Fhappiitizipea Sebiee

Frogram

B itz

I el
Date
5L Date

Invoice Action

24. Enable the Create Accounting checkbox.

Example: Below is a sample enabled Create Accounting checkbox.
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% Fayvment Actions

EIE nrrrizi Frograrm

B it Fhappiitizipea Sebiee

Frogram

B itz

I el
Date
5L Date

Invoice Action

I
I
I
]
SR

oK

25. Select the OK button.

Result: You are returned to the Payments window.
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& Payments (NIH-0L)

Account Currency Payment Method
Check

Accounted

Actions... 1 EnterAdjust Inyoices

Fayment Overvigw “iew Invoices

End of activity.
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Option 3: Oracle Extension

(¢ fexnbrss How should | correct the Transaction Code on
g 2 Payment to Treasury?

Void Payment With Payment Batch for Single Invoice

NIH Payables User NIH Payables User Creates A Recorded
Incorrect TC @R}

Create, Build and Select Batch
Transaction Event = Use correct TC
Pay ment Batch Name = Original + TCADJ
Supplier Name = Payee Name
Pay Group = Appropriate Pay Group
Document = Recorded

2
e Review Batch

Ensure that the batch contains the single invoice

Void Payment
Search for invoice based
upon the Prelimnary
Register Report and Void
the payment.

Modify Batch
Remove any invoices that should not be in the batch

v

Format Batch
Y

B Confirm Batch

Travel-related Adjustments in Accounts Payable
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Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab: Voiding Payments
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Lesson Summary

@31 Ml | esson Summary

After this lesson you learned how to:

* Review the adjustment request and determine the appropriate
method to correct it

Enter a debit memo
Enter an invoice to refund a sponsor
Cancel an invoice

Void a payment
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Debit Memos and Travel
Refunds

Chapter 6
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Processing Debit Memos and Refunds

Processing Debit Memos and Refunds

Track 2 End User Training
Revised June 1, 2004
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Lesson Objectives

@AMl | esson Objectives

After this lesson you should know how to:
» Describe the different types of debit memos
» Clear outstanding prepayments

« Perform monthly maintenance of debit memos

Debit Memos and Travel Refunds
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Types of Debit Memos

%ﬁ §"‘@“‘jnbrss f Types of Debit Memos

After this lesson you should know how to:
= Describe the different types of debit memos
» Clear outstanding prepayments

« Perform monthly maintenance of debit memos

Debit Memos and Travel Refunds
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Refunds of Excess Travel Advances or Expenses

4 P Q%nbrss Eefunds of Excess Travel Advances or
Tt & ke xpenses

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

Debit Memos and Travel Refunds
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Use of Debit Memos

(4 ‘einbrss.

Use of Debit Memos

» In Accounts Payable, debit memos indicate that the supplier owes the
NIH a refund.

=
Type

Supplier

Supplier Num

Site | Invoice Date

Irvoice Mum

Irvoice Curr

Invoice Amaount

Debit Mer

BEMJAMIN |

1000142

|TraveL Jos-sep-2003

[TrRaass-Dm |

usp

250.0

EA

Actions

1

Holds

Scheduled Payments

Debit Memos and Travel Refunds

0
Validated
Not Required

FPayments

Overview

Chapter 6 - Page 6

Purchase Order

Distributions




Accounts Payable Invoices and Payments

W42 Ml Accounts Payable Invoices and Payments

Fpes e

NBS Travel
System

AP AP
Invoice Payment
Workbench Workbench

us
Treasury

AP Open
Interface

* Invoices and
Debit Memos
importedfrom
NBS Travel
Sy stem

* Invoices and Debit * Payment batches are
Inv oices Memos imported generated for Treasury Cash

imported from from Open Interface Pay ments and Management

Cash Invoice batches Refund
. efunds are
Management created for pay ment recorded by Cashier

. + Payments are
* Invoices are prepared Pay ments are reconciled

for pay ment recorded for GTA
Reconciliation

Debit Memos and Travel Refunds
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Travel Refund Types

WALl Travel Refund Types

BT s & RSk BV ST

1. Travel Advance Refunds

= Debit Memo automatically created from the NBS Travel System if the
amount of the final travel voucher is less than the amount of the

prepayment
Outstanding prepayment exists for travel advances issued at the time of
travel authorization

= Naming convention is TRx-DM
2. Travel Refunds

Debitmemos manually created by the travel office for the amount due
back from the traveler as a result of overpayment of advance or expenses

Prepayments may or may not exist for these types of refunds
Naming convention is TRx-DM ADJ

Debit Memos and Travel Refunds
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Debit Memo for Travel Advance Refunds

W42 Ml Debit Memo for Travel Advance Refunds

» Debit Memos are automatically created from the NBS Travel System in
the event that a traveler receives an advance that is greater that the
amount of their final voucher.

Example:
Estimated out of pocket expenses = $1000
Travel Advance = $800
Final Voucher Amount (out-of pocket only) = $600
Traveler owes NIH = $200

Debit memo is automatically created in AP for $200.00

Debit Memos and Travel Refunds
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Debit Memo for Travel Refund

WAL Ml Debit Memo for Travel Refund

q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

» Debit Memos are manually created by the NIH Travel Office in the
event that the traveler was overpaid for advances or expenses
= Travel Planner creates two travel documents for the same trip

= Travel Planner indicates a GTA expense or Sponsored In-Kind is
reimbursed to the traveler

= Travel expense is incduded in the voucher that is larger than what the
traveler actually spent.

» The creation of the manual debit memo is covered in the Chapter on
“Accounts Payable Adjustments” in this Student Guide

Debit Memos and Travel Refunds
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Debit Memo Refund Process Overview

w4211t Debit Memo Refund Process Overview

q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

Debit memos can be refunded in two ways:

v @
» The traveler presents a check payable to the B | éhj\j
NIH to the Cashier ( A

NIH Cashier

» The debit memo amount is subtracted from a
future payment to the traveler

U.S. Treasury

In order to give the traveler time to submit the refund to the cashier, the debit memo is placed on
hold, which prevents the debit memo amount from be deducted from future invoice payments.

However, if the traveler does not submit the refund to the cashier, the NIH Travel Office may
release the hold and validate the debit memo so that it can be deducted from future invoice
payments.

Debit Memos and Travel Refunds
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Clearing Outstanding Prepayments

%ﬁ g@?"bm Clearing Outstanding Prepayments

After this lesson you should know how to:
» Describe the different types of debit memos
=> Clear outstanding prepayments

« Perform monthly maintenance of debit memos

Debit Memos and Travel Refunds
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Travel Refunds Paid to Cashier

w4 g%"bm W Travel Refunds Paid to Cashier

The flow of travel refunds to Cashier is emphasized.

Refunds

ACH and Check
Payment Requests

Travel
Manage; /”

Invoices and
Debit Memos — Payments - JON

Traveler

n{\: \
A

Patientand Foreign s Cashier PaymentRequests -
Travelers and Debit Memos :

)

e

NBS Accourts ﬁ %‘-
Payable

NIH Cashier

Travel Informaton

Refunds I
]
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Option 3: Oracle Extension

{é Zinbrss. Debit Memo Process When Traveler Presents
S Refund to the Cashier

Traveler Presents Travel Office
Refund to Cashier Clears Prepaymen &'

1. Locate the Debit Memo 1. Determine if Unapplied
¥ Prepayment Exists

2. Record the Refund L

¥ 2. Enter Invoice to Clear
Prepayment

3. Generate Schedule of

Collections Report

4. Deposit the Refund
v

5. Provide Schedule of
Collections report to
Travel Office

The Schedule of Collections report is generally created twice a week.

Debit Memos and Travel Refunds
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Identifying Refund Type

| Identifying Refund Type

» The Cashier’s office will provide the NIH Travel Office with a copy of
the Schedule of Collections report on a bi-weekly basis that lists the
travel advance refunds received

» The report contains the invoice number for which the refund was

received

National Institutes of Health
AP Schedule of Collections Report

Page 1 o0f 1
Report Date : 02/01/04

Deposit Ticket MNumber: 41234
Payee IName

Check Date

Invoice Num

Amount Void? Comwents

REMEE Ir DAVIS:0011323178
NATALIE R DRAPER:0011517966
NATALIE R DRAPER:0011517966
ELLEN B RUDY¥:0011255026

Deposit Ticket Total:
Report Total:

O1/23/2004%
O1/23/2004%
O1/23/2004%
Oz/ol/2004%

TR1292V2-DM
TR1282V3-DM
TR1293V2-DM
TR1O0V1-DM
ADJ

114.
174,
114.
100.

s502.
s502.

Debit Memos and Travel Refunds
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Travel Refunds Paid to Cashier

@321 8l Travel Refunds Paid to Cashier

» The NIH Travel Office must take the AP 1. Determine if Unapplied
Schedule of Collections Report and determine Prepayment Exists
which refunds relate to travel advances.

» The report contains the invoice number for which
the refund was received.

National Institutes of Health
AP Schedule of Collections Report Req

Deposit Ticket Number: 41234 Unapplied
Payes Name Check Date Invoice Num Awount Void? .
Prepayments Exist

RENEE D DAVIS:O011323178 01/23/2004  TR1Z9ZVZ-DH
NATLLIE R DEAPER:0011517366 01/23/2004  TR1ZSZVI-DH
NATLLIE R DEAPER:0011517366 01/23/2004  TR1Z33VZ-DH .
ELLEN E BULY:0011255026 02/01/2004  TRiOV1-DM 100.00 W Unapplied

g Prepayments May

Deposit Ticket Total: 5 EXISt
Report Total:

For travel advance refunds, an unapplied prepayment exists.
For travel refunds, an unapplied prepayment may exist. You must search for prepayments.

Debit Memos and Travel Refunds
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Travel Refunds Paid to Cashier

(4 ‘einbrss.

Travel Refunds Paid to Cashier

» Use the NIH Schedule of Collections report to 1. Determine if Unapplied
locate the travel refunds containing ADJ in the Prepayment Exists
invoice number.

» Use the base number to search for existing
prepayments in the system.

PO Shipment:

N TR677% B Terms: ~
- Prepayment % Pay Group: )
: ! - .

Holds

In the Invoice Number field, enter the base travel number followed by a %.
In the Invoice Type field, select Prepayment.

If no records matched your search, there is no prepayment that requires clearing for that debit
memo.

If records matched your search, review the status of the prepayment. If it is Fully Applied, you
do not need to clear the prepayment. If it is Partially Applied, then you do need to clear the
prepayment.

Debit Memos and Travel Refunds
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Clearing Prepayments in Accounts Payable

W42t Clearing Prepayments in Accounts Payable

» This step applies to 2. Enter Invoice to Clear
Prepayment

= Travel Advance Refunds
= Travel Refunds with Unapplied Prepayments

» Clearing prepayments in Accounts Payable
is performed by
= Gathering the accounting information from
the original prepayment
= Entering a single line invoice for the amount
of the refund
= Apply the prepayment to the invoice
» By applying the prepayment to the inwice,
the invoice will be marked as paid

Refer to the Naming Convention document for the appropriate Invoice Batch Name and Invoice
Name conventions.

Debit Memos and Travel Refunds
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Invoices - Entering Invoice Batches to Clear Prepayments

Purpose

The purpose of this document is to describe how to enter invoices to clear outstanding
prepayments.

Before you begin

Before you begin, the following information must be available:
— Supplier Name
— Original prepayment invoice number
— Accounting information from the original prepayment invoice
— Amount of the refund

NIH Payables User

N > Invoices > Entry > Invoice Batches

Invoice Batches

%In'-.-'l:lil::e (== (ol g E=T= 11 o B 0 S RS AR EA R ARSI E MR SEE ) I

Batch Mame ,C'nnt'rnl Count Caontrol Amount

{15 1AN 2003

Create Accounting Yalidate 1

1. Enter a unique name for the invoice batch in the Batch Name field.
Note: The naming convention for this field should be followed.

2. Tab to the Control Count field and enter the number of invoices in the batch.
Note: This is an optional field.

3. Tab to the Control Amount field and enter the total dollar value of the invoices in the
batch.

Note: This is an optional field.

Debit Memos and Travel Refunds
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4. Save your work.

Example: Below is a sample completed Invoice Batches window.

B Invoice Batehe s (NI O oL e DT T e e e L T e e DD e Pk

I
g

Batch Mame at Contral Count Cantral Arnount

j| TRO20204DT123456

I (O O (=3

Create Accounting “alidate 1

5. Select the Invoices button.

Result: The Enter Transaction Events window is displayed.

BEE Enter Transaction Events
I ortn Actiity - [Unmatched Invoice
Transaction Event

Tra tion Code

| Do not display this

6. Close the Enter Transaction Events window by clicking on the X in the upper right corner.
Result: A Caution window appears.
7. Select the OK button.

Result: The Invoices window is displayed.

Debit Memos and Travel Refunds
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603.5

=
Type Supplier Supplier Mum || Site Invoice Date Imvoice Murm  |{Invaice Curt || Invoice Amount
4 usD =
T »
Ao P
0.00
usD 0.00
= Never WYalidated Ho
Not Required
Actions. .. 1 Halds Payments tdatch Purchase Order -
Scheduled Payments Clvarview Distributions

8. Tab to the Supplier field and select the appropriate supplier name from the LOV.

Result: The Supplier Number field defaults.

Note: You will receive a message indicating that a prepayment is available.

-10746: 1

on to

1TV

the
in the In

9. Enter the remaining invoice information based upon the table below:

Note: If a field is not referenced in this table, it is not required. Do not complete any fields
that are not listed below.

Debit Memos and Travel Refunds
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Field Description

Site Accept default value or select the appropriate site from the
LOV

Invoice Date Enter the invoice date

Invoice Number Enter a unique invoice number based upon the appropriate
naming convention

Invoice Currency Defaults to USD

Invoice Amount Enter the amount of the invoice

GL Date Defaults. Do not change

Terms Date Enter today's date

Terms Defaults from the supplier record. If necessary, use the LOV
to select different terms.

Payment Method Defaults from the supplier record. If necessary, use the LOV
to select a different payment method.

Example: Below is a sample completed invoice line.

rol Total

Actual Total

Invaice Mum Invaice Curr || Invaice Amol

[TR454V1.DM LOAD JUSD

|
|

Amount Paid
Halds Distribution Tatal
o om U —
i : = Never Validated ]

Accounted [0

.ﬂr-'k,F:l Not Raq u ired Desc

10. Select the Actions button.

Result: The Invoice Actions window is displayed.

Debit Memos and Travel Refunds
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B [Nvoice Actions

“alidate

ate Belated Invoices

yilinapply Prepayment. ..

Fay in Full...

Dl ramia Secauntine)

Hald Marre

W Felease Holds

Felease Marme

Feleaze Reasan

Ptinter
Sender Title

11. Enable the Apply/Unapply Prepayment checkbox and select the OK button.

W Print Motice

Result: The Apply/Unapply Prepayment window is displayed. The available prepayments
are displayed in the upper portion of the window.

Debit Memos and Travel Refunds
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697.00
697.00

=

TR454-AD 697.00 TRAVEL

0243 HIA 2003 ANNL DRCT A.2003.GEMERAL .NIA.HHN1 HIA OD O

Prens p N atin

Invoice Dverview ApplyiUnapply

12. Enable the Apply checkbox on those prepayment lines you want applied to the invoice.
13. Enter the amount of the to be applied to this invoice in the Amount To Apply field.

Example: Below is a sample completed window.

Debit Memos and Travel Refunds
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(PRI FEB-2004] 68

TR454-AD

=

697.00

697.00

TRAVEL

0.00/

0243 HIA 2003 ANNL DRCT A.2003.GEMERAL .NIA.HHN1 HIA OD O

Prens p N atin

14. Select the Apply/Unapply button.

Invoice Dverview

Apply/Unapply

Result: The applied prepayment is displayed in the Existing Prepayment Applications

block.
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697.00

0.00

697.00 [12-FEB-2004

TR4534-AD 1

TRAVEL

Invoice Dverview

15. Close the Apply/Unapply Prepayments window.

Result: You are returned to the Invoices window.

Debit Memos and Travel Refunds
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Amount Paid P
Distribution Total

Accounted ]

|:.IEe:5:|::
Scheduled Payments Distributions

16. Select the Distributions button.

Result: The Distributions window is displayed.

Debit Memos and Travel Refunds
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% Cistributions (MIH-0OLY - TR454% -0l

2AD, LOUIE D BU

Tax Code

Irvoice Total

Distribution Total

GL Date

12-FEB-2004 08024320031DA0.2003.01.H100

otatus Ne\rer Validated

Account Description

Allocate

[+

Accounted PO MNumber —
0243 HIA 2003 ANNL DRCT A.2003.GENERAL.NIA. HNN1 NIA OD OFC DIR.INTERN

17. Place your cursor in the first blank line.

18. In the Amount field, enter the amount of the invoice.

19. Tab to the Account field and enter the account value that was present on the original

prepayment invoice.

Note: If you have copied the value from the original prepayment, you may utilize the past

function to populate this field

20. Select the = Edit Field button from the application toolbar.

Result: The Accounting Flexfield window is displayed.

Debit Memos and Travel Refunds
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EE Accounting Flexfield

FUND Da0243200310 A0 5 0242 i
BFY 2003
Funp umim TEIl  GENERA
' N100 BRI
HRMMT MIA OD OFC DIR
e [l nTERNAL

COHORT il DEF

HHE F1 kil DEF

HERE 9999 J DEF
] e

21. Type 101002 into the SGL field and press the Tab key.

Result: The SGL field description is updated.

% Accounting Flexdield

FUND 3 ANML DRCT A4
BFY 2003
Funo Lmir [Tl cEnERa
Lot orc [T e
0 HMMT MIA DD OFC DIR
E [l nTERN
BACT -

MEC

LIkE TEM [T
OBJECT CLASS M FTHTS TRH ETvM M-FED&PHS FOLTY

(I  DSBRMNTS (OTR THAN PAYROLL)
o g DEF

HHS F1 DEF

nHF1 R DEF

22. Select the OK button.
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Result: The Accounting Flexfield window closes and the Distributions window is
displayed.

% Distributions (MIH-OLY - TR -Divd LAAD, LOLUIS D BUR

Tax Code GL Date
12.FEB2004  [08024320031DA0.2003.01.N100
12-FEB-2004 08024320031DA0.2003.01.N100

>
e Never Validated Accounted PO Mumber _
NS B 0243 NIA 2003 ANNL DRCT A.2003.GENERAL.NIA.HNN1 NIA OD OFC DIR.INTERN

23. Tab to the USSGL field and enter NONE.
24. Close the Distributions window.

Result: You are returned to the Invoices window.

Debit Memos and Travel Refunds
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Invoice Date

M' LOWIS D BLI 1032063

D
Amount Paid
ds m Distribution Total 697.00
usop 697.00 _J -
'——J 21 | Never Validated Accounted [
S IEELE Not Required Desc

If there are additional invoices to enter, goto task #25. Otherwise, goto task #26.
25. Place your cursor in the next line.

Goto task 6#.

26. Close the Invoices window.

Result: You are returned to the Invoice Batches window.

L1 [ T[] =]
"EEEEERF

Create Accounting Yalidate 1
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27. Review the Batch Control Total and Actual Total fields to ensure that they match your
control amounts.

End of activity.
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Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab: Clearing Outstanding Prepayments

Debit Memos and Travel Refunds
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Monthly Debit Memo Maintenance Process

¥4 §@jnbrss Monthly Debit Memo Maintenance Process

After this lesson you should know how to:
» Describe the different types of debit memos
» Clear outstanding prepayments

= Perform monthly maintenance of debit memos

Debit Memos and Travel Refunds
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Option 3: Oracle Extension

w4 §@jnbrss Monthly Debit Memo Maintenance Process

> In order for a debit memo to be subtracted from a future payment, it
must be released from hold and validated

» On a regular basis, the OFM Travel Office should research debit
memes on hold and release the holds that have not been refunded to
the cashier

Memos

Travel Office Validates
Outstanding Debit

1. Locate Unpaid Debit Debit Memos are
Memos automatically deducted

L from future travel
payments to that payee

2. Release Hold

v

3. Validate Debit Memos

In the event that the traveler does not refund the amount of the debit memo to the cashier, then
the travel office will process the debit memos such that the amount can be automatically
deducted from the traveler’s next payment.

Debit Memos and Travel Refunds
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Locating Debit Memos on Hold

WAl | ocating Debit Memos on Hold

» Run the Invoices On Hold report to review 1. Locate Unpaid
debit memos on hold. Debit Memos

= |n the parameters window, select Debit Memo
in the Hold Name field

NATIONAL INSTITUTES OF HEALTH Deport Date: O5-JUN-Z004 13: 553
Page: 10
Invoice on Hold Report[d

m}

Hold Name: DEEIT MEMO On Hold by Period Option: No Include Due or Discount Date:[
Supplier Name: From Entered Date: From Due or Discount Date:[]
Hm|
T

Order By: Hold Naue To Entered Date: To Due or Discount Date
Include Hold Descriptions:
m}
m}
Hold Name: DEEIT MEMO[O]
Functional Currency --=0
Batch Supplier Invoice Invoice Original Amount [
Name Name Mumber Date Amount Remaining Description]

THDMOZ12Z0 ATWT CHENG:001107344 TR7E-DHM 1Z-FEE-04 —Z20.00 —EZ20.00 TRAVELO]
TMDMOZZ320 ALINA ¥V BRENNER:0010 TR33014-DM Z0-FEE-04 -1,500.00 -1,500.00 TRAWELO]
THDMOZZ?20 ANGELIQUE BIANCOTTO: TR345353-DM Z6-FEE-04 -E575.00 —-E575.00 TRAVELO
THMDM10Z720 BONITA M SMITH:0O0l0l1 TRZ333-DM 24-0CT-03 —-714._80 —714.50 TRAVELO
THDMOZOZZ0 BERANDON L WALTER:001 TR3I1455-DIM 30-JAN-04 —800.00 —500.00 TRAVELO]
THMDM10Z7z0 CARMEN M KAPLAN: 0010 TR2242-DM £4-0CT-02 —-&£E0.00 —-&£E0_00 TRAVELO]
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Reviewing Debit Memos on Hold

(4 ‘einbrss.

Reviewing Debit Memos on Hold

» Locate all invoices related to that travel 1. Locate Unpaid
document Debit Memos

» In the Find Invoice s window, place the root
travel document number in the Invoice
Number field followed by %

Supplier

=

|PO Shipment: -

Invoice

LI TR34858 % I
nvoic

[
[
[

Voucher Audit
Calculate Balance Owed.

Before releasing the hold on the debit memo, confirm that the traveler legitimately owes the NIH
the funds. For example, ensure that the original prepayment was paid to the traveler.

If you determine that the traveler never received the original payment for which the debit memo
was created, cancel the original invoice and debit memo.

If you determine that the traveler owes the NIH the funds and sufficient time has passed to
refund the money to the Cashiers, then release the hold on the debit memo so that it can be
deducted from future payments.

Debit Memos and Travel Refunds
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Releasing Holds on Unpaid Debit Memos

@421 Ml Releasing Holds on Unpaid Debit Memos

To release the hold on the debit memo,

» Ensure your cursor is located in the line of

the debit memo you want to release from
hold

> Press the Actions button
> Enable the Release Holds checkbox

» Select a Release Name from the LOV
and press the OK button

2. Release Holds

Holds Quick Released |

Debit Memos and Travel Refunds
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Validate Unpaid Debit Memos

WALl Validate Unpaid Debit Memos

After releasing the holds, the debit memos must
be validated.

. Validate Debit

Memos

> Press the Actions button

» Enable the Validate checkbox and press the
OK button

Debit Memos and Travel Refunds
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Invoices - Validating Invoices On Line

Purpose

The purpose of this document is to describe how to validate an invoice or group of invoices from
the Invoices window.

NIH Payables Cashier Office User
NIH Payables User

N > Invoices > Entry > Invoices

Find Invoices

E Find Invoices

Supplier

Mame ﬂ Mumber
Site er D
PO Mum PO Shipment: -

Murmber Terms: >
Type Pay Group: i
Amounts s - Invoice Batch

Invoice

Dates Cutrency

Invoice Status Holds

FPaid
Accounted
Status

Voucher Audit Invoice Template

ol Murrber
iz te Patiod Type
Mumbers —J - —J

1. Enter the appropriate search criteria and select the Find button.

Result: The invoices matching your search criteria are displayed in the Invoices window.

Debit Memos and Travel Refunds
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=

Type Supplier || Supplier Murn || Site Invoice Date Iroice Mum | Invaice Curr | Invaice Amount

tandard JANGELA FZ 11000085 TRAVEL [|10.SEP.2003 TRZ79V1 usD 781.0=
e v e e b
A g P4

1 781.00

usn 0.00 S—

— Needs Revalidation No

Not Required
Actions... 1 Haolds Payments Match Purchase Order &
Scheduled Payments Cverview Distributions

3. Select the Actions... button.

Highlight invoices that you want to validate.

Result: The Invoice Actions window is displayed.
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% Imnice Actions

L Emm

[

Create Accounting

Haold Mame

[ [{=F]

"

B Frint Motice

Printer

Sender Mame

ender Title

4. Enable the Validate checkbox

Example: Below is a sample enabled validate checkbox.

Debit Memos and Travel Refunds
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B [Nvoice Actions

Cifeaiie Su s |

Hald Marre

W Felease Holds

Felease Marme

Feleaze Reasan

Ptinter
Sender Title

W Print Motice

5. Select OK.

Result: You are returned to the Invoices window.
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=

Type Supplier || Supplier Mum || Site Invaice Date Imvoice Mum  ||Invoice Curr || Inwvoice Amount
Standard |ANGELA F£ 1000085 TRAVEL |10-SEP-2003 TR279\1 ush 781.0=
4 ¥
L 0 P -
0 751.00
usD 0.00 :
e Validated Ho

Not Required
Actions. 1 Halds Payments | tdatch | Purchase Order -
Scheduled If!;aymerr{s Oiverview Qi-st-'ril:rutinns
Notes:
— Refer to the Status and Holds fields to view the results of the validation program.

— If the Status field displays "Needs Revalidation", view the holds that have been
placed on the invoice.

End of activity.
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Validated Unpaid Debit Memos on the Preliminary Payment
Register

\Jﬁ 21 -3 Validated Unpaid Debit Memos on the
R e Preliminary Payment Register

» If no other invoice for the supplier is included in the batch, the debit
memo will be indicated by **********  The reason for non-payment will
be that the invoice is below the minimum payment amount of $0.00

FRARARRRR RAREAS Ramtpsnsaneasts Uncler Minimum Pay LAWRENCE E SMITH.00M1 0191 TRAVEL 10520155 -200.00 Mo
10 TR10514%1-Dhd &0 07 -OCT-03 -200.00 0.oa -200.00

» If another invoice for the supplier is included in the batch, the amount
that will be paid to the traveler will be net of the debit memo

000243 JULIE K BROWEO01 1378133 TRAWEL 1111111111 57020 |ves
10 TR338-40 31-0CT-03 21.00 0.0o0 g21.00
20 TR:335E%1-Dim 22-5EP-03 TRANVEL -250.80 0.0o0 -250.80
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Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab: Processing Debit Memos
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Lesson Summary

WAl | esson Summary

BT s & RSk BV ST

In this lesson, you learned how to:

» Describe the different types of debit memos

» Clear outstanding prepayments for refunds

« Perform monthly maintenance of debit memos
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GTA Reconciliation Support
Activities

Chapter 7
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GTA Reconciliation Support Activities

GTA Reconciliation Support Activities

Track 2 End User Training
Revised June 1, 2004
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Lesson Objectives

@AMl | esson Objectives

After this lesson, you will know how to:
* Record GTA Payments

» Process Payment to Impac Government Services

GTA Reconciliation Support Activities
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Recording GTA Payments for Reconciliation

¥4 g@?"bm  Recording GTA Payments for Reconciliation

After this lesson, you will know how to:
=> Record GTA Payments for Reconciliation

» Process Payment to Impac Government Services

GTA Reconciliation Support Activities
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Recording GTA Invoices

®3211 Ml Recording GTA Invoices

» GTA Invoices must be recorded in AP in order for them to be
reconciled against the TMC Files.

NBS Travel System

AP

Invoice Workbench PaymentWorkbench

nvoice#  Amount Hold? Invoice# Amount Payment

Type
TR1025-CB
TR1026-CB TR1025-CB $150 Recorded

TR1026-CB  $1125Recorded
$E]8§;g TR1027-CB  $857 Recorded
l TR1028-CB  $125 Recorded

TRi030B TR1029-CB  $736 Recorded
TR1030-CB TR1030-CB $356 Recorded
TR1031-CB $125 Recorded,

This should be done on a daily basis.

GTA Reconciliation Support Activities
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Travel Invoices for Expenses Charged by TMC

@321 Ml Travel Invoices for Expenses Charged by TMC

ST s

NBS Travel
System

AP
AP Open Invoice

Interface Workbench

AP
Payment
Workbench

GTA HOLD

* Invoices and
Debit Memos
imported from
NBS Travel
System

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

imported from Interface Management
Cash * Invoices are

* Invoices are
Management released

place on hold from the hold . Pay ments are
reconciled

GTA Invoices that are interfaced from the NBS Travel System are on GTA hold.
In order for them to be recorded, you must validate the invoices and release the GTA Hold.
Once the hold is released and the invoices are validated, the payments can be recorded.
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GTA Invoices

W21 Ml GTA Invoices

q‘ﬁﬂf} k:\lu

GTA Invoices that are interfaced from the NBS Travel System are:
1. Payable to Impac Government Services
2. Identified by an invoice number equal to the travel order number — CB

3. On hold — Awaiting Reconciliation

MPAC GOVERNMENTﬁSER\IICES FARGO
1042796 y 10417860

417
TMD90103216USB6 Curre
]
I

Actual Payments

Paid By Paid On

GTA Reconciliation Support Activities
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Daily Process to Record GTA Invoices

@421 Ml Daily Process to Record GTA Invoices

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

NIH Payables User NIH Payables User
Prepares GTA Invoices Recorgs GTA
for Recording Payment Batch

1. Locate USB
Invoice Batch 1. Create, Build and

I Select Batch

I

2. Remove Holds
v

3. Validate Invoices

2. Review Batch

v
3. Format Batch

I

4. Confirm Batch

This task should be done on a daily basis.

When recording GTA payment batches, you must select Recorded document in the Payment
Batches window.
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Locating USB Invoice Batch

@318l | ocating USB Invoice Batch

» Press the F11 key to enter query mode 1. Locate USB

> Enter your search criteria Invoice Batch
= Invoice Batch Name = %USB%
= Date =today's date

» Press the Ctrl + F11 keys

Batch Mame Date

Control Count Control Amaunt
TMUSB01262004] 26-JAN-2004 '

62374 |

Create Accounting Yalidate 1 Invoices

GTA Reconciliation Support Activities
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Releasing the Hold on the GTA Invoices

W42 Ml Releasing the Hold on the GTA Invoices

To release the holds
2. Release Holds

> Select the Invoices
button

» From the menu bar,
select Edit > Select All
=

.
S eIeCt the Actl On s Type ‘ Supplier Supplier Num || Site Invoice Date Inwnice Mum || Invoice Cure | Invoice Amaunt

b tt F_lamlam_ IMPAC GO\[ 1042796 |FARGO 77-SEP-2003  [ITR1V1-CB G1fUSD 10.1
u On Standard {IMPAC GO\/1042796 JFARGO 77-SEP-2003 TR20V1-CB GIUSD 201
Standard IIMPAC GOV 1042796 FARGO ||27-SEP-2003 TR21V1-CB GJUSD 30.}

E nabl e the Re Ie a % Standard IIMPAC GOV 1042796 FARGO |127-SEP-2003 TR27V1.CB GlUSD
Standard JIMPAC GOVW1042796 FARGO ) 27 .SEP-2003 _TRZEI\M -CB G uson
Holds checkbox

Select a Release Hold _ ‘ -
Name and select the — == s
OK button

4

Actions. . 1 Holds Payments Purchase Order

Scheduled Payments Overview Distributions

GTA Reconciliation Support Activities
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GTA - Releasing Holds From USB Invoices

Purpose

The purpose of this document is to describe how to release the holds from the Impac
Government Services invoices interfaced from the NBS Travel System for recording through a
payment batch. This task must be completed prior to validating the invoices and recording
payment.

NIH Payables User
N > Invoices > Entry > Invoice Batches

Invoice Batches

i
L

Contral Count Caontral Arnount

=]

-]

Create Accounting Yalidate 1

1. Press the F11 key to enter query mode.
Result: The fields turn blue.
2. Enter your search criteria.

Note: We recommend entering TMUSB% in the Batch Name field and the current date in
the Date field.

3. Press the Ctrl + F11 keys to execute the query.

Result: The query results are displayed in the Invoice Batches window.

GTA Reconciliation Support Activities
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Batch Mame Contral Count Contral Armount

[(TM100620030617222USB

-

Create Accounting ‘alidate 1

4. Place your cursor in the line of the invoice batch you want to release holds.
5. Select the Invoices button.

Result: The Invoices window is displayed.

4374
4374
=
Type Supplier Supplier Mum || Site Invoice Date Invoice Mum || Invoice Curr || Invoice Amount
Standard [IMPAC GO\F1042796 FARGO |(29-SEP-2003 TR¥51V1-CB {USD 36455
Standard {IMPAC GO\|1042796 FARGO ]IZEI-SEPQI]US TR750V1-CB {USD 3644
Standard {|IMPAC GO\]I1I]42?96 FARGO ]IZEI-SEPQI]US ,ITRNTW-CB usD 3645
Standard {|IMPAC GO\]I1I]42?96 FARGO ]IZEI-SEPQI]US ,ITR?49\I1-CB usD 364.
Standard {IMPAC GO\]I1I]42?96 FARGO ]IZEI-SEPQI]US ,ITR?EE\H-CB usD 364.
Standard {IMPAC GOY{1042796 FARGO [29-SEP-2003 TR746V1-CB {USD ) 3649
4 e 4
Amo .
USD 0.00 1 : 364.50
- . Needs Revalidation No
Not Reguired TRAVEL
Actions. . 1 Halds Bayments tdatch Purchase Order =
Scheduled Payments Civarview Distributions

Note: The Supplier field should display Impac Government Services and the Invoice
Numbers should be appended by CB or GTA. If not, then you are in the wrong invoice
batch.
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6. From the menu bar, select Edit > Select All
Result: The invoices in the payment batch are selected and displayed in blue.

Note: If you receive a note that more than 100 records are found, select the Continue To
End button.

7. Select the Actions... button.

Result: The Invoice Actions window is displayed.

% Imnice Actions

Haold Mame

B Release Halds

B Frint Motice

8. Select the Release Holds checkbox.
Result: All is displayed in the Hold Name field.

9. Inthe Release Name field, use the LOV to populate this field.
Result: The Release Reason defaults.

Example: Below is a sample completed Invoice Actions window.

GTA Reconciliation Support Activities
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B [Nvoice Actions

Haold Mame
MiRelease Haolds CEEEE R = Hol ds Quick Released
Holds Released

W Print Motice

Sender Title

10. Select the OK button.

Result: The Invoices window is displayed without the hold.

GTA Reconciliation Support Activities
Chapter 7 - Page 14



(MIH-0L - TW1 0082

Supplier Mum | Site Invoice Date
FARGO ) - usD
FARGO - - usp
usp
FARGO - - usp

Amount Paid

End of activity.
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Validating Invoices

W42l Validating Invoices

LT e A A

3. Validate Invoices

If invoices require validation, you may run the validation program to
ensure that all invoices are properly validated

1.  Run the validation program with Impac Travel indicated in the
Pay Group field

Review the log of the validation program to ensure that it
completes with a status of “Normal”

If the program ends in an “Error” status
Review log to determine on which invoice the error was
encountered
Correct funds checker errors
Re-run validation program

GTA Reconciliation Support Activities
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Submitting the Invoice Validation Program

NIH Payables User
N > Other > Requests > Run

Submit a New Request

% Submit a Mew Heguest

What type of request do you want to run?

you to submit a pre-defined set of

1. Select the OK button to submit a single request.

Result: The Submit Request window is displayed.

GTA Reconciliation Support Activities
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B Submit Reguest

Run this Request...

if ,

Languages. .

At these Times...

=0 As Soon as Possible Schedule:.

Upon Completion...

e all Output Files

[atify [ Cptions. ..
Print ta —]

2. In the Name field, select Invoice Validation from the LOV.

Result: The Parameters window is displayed.

Dption 2 all matching lines

Inwoice Batch Mame

3. Enter the report parameters as described below:

Field Description

Option Select All or New from the LOV. All will validate all current
invoices in the workbench. New will validate only new
invoices.

GTA Reconciliation Support Activities
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Invoice Batch Name Select the appropriate invoice batch name from the LOV.
From Invoice Date Select the appropriate beginning invoice date from the LOV.
To Invoice Date Select the appropriate ending invoice date from the LOV.
Supplier Name Select the appropriate supplier from the LOV.

Pay Group Select the appropriate pay group from the LOV.

Invoice Number Select the appropriate invoice number from the LOV.
Entered By Select the appropriate document creator from the LOV.

Important: In order to limit the invoices that are validated, you should at a minimum utilize
either the Supplier Name or Pay Group field when running the validation program.

4. Select the OK button.
Result: The Parameters window closes.
5. Select the Submit button to submit Invoice Validation Program.

Result: The Request window is displayed.

Eefresh Data Find Requests submit a Mew Request. ..

Reguest D Parent
Farameters

119179 ] Invoice Validation

Invoice Validation
Il 118159 ] Invoice Validation
Il 118118 I Invoice Validation

| All,,,,, ... 1,H,
|
|

Autoinvoice Import Prugﬂ|113l]25

l Completed Normal All, 10360, ,,,,,,1. H
I Completed Normal All, 10348, ,,,.,.,.1. H
I Completed Normal MAIN, T, 1020, TRAVEL, 20040121

Completed Hormal 1, 1020, TRAVEL, 20040121 I]I]:l]l]:E
Completed Normal 1. 1020, TRAVEL, 20040121 I]I]:I]I]:E

Autoinvoice Master Prugil
I] 118020 ] Autoinvoice Master Progi|

I] 118016 ] Payahles Open Interfacei I Completed Normal | TMUSB, 21, TMUSB01212004, RECt

113014 |Payables Open Interface Completed  |Normal I TMIAD, 21, TMIADD1212004, , , 200:
113012 _| Payahles Open Interface |completed  |Normal | TMADY, 21, TMADVD1212004, , , 20

6. Select the Refresh Data button until the process indicates a Phase of "Completed".
If the program ends with a status of Error, goto task #7. Otherwise, end of activity.
7. Select the View Log button to determine the reason for the error.

Result: The View Log window is displayed.

GTA Reconciliation Support Activities
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crequestID- 113178

Oracle Public 3ector Payshles: Wersion @ 11.5.0 - Development

Copyright (o) 1972, 1999, Oracle Corporation. 411 rights reserwved.

APPEVL module: Invoice VWalidation

p_option='All'
p sob id='1'
p_trace flag='N'

M3G-00001: After 3RWINIT u

End of activity.
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Validating Invoices

W42l Validating Invoices

q\‘ﬁﬂﬁ :| FE 534 R

If the validation program ends in an Error status,
select the View Log button to determine on which
invoice the error occurred.

3. Validate Invoices

RBefresh Data Find Requests Submit 3 Mew Request.

Invoice Validation Wlllsisissssosess 1. N,

118139 |Invoice Validation Completed Normal All, 10360, , ..., 1.N

118118 |Invoice Validation Completed Normal All, 10348, , ..., 1.N

118026 |Autoinvoice Import Progij118025  |Completed Normal MAIN, T, 1020, TRAVEL, 2004/01/21
118025 |Autoinvoice Master Progi Completed Normal 1, 1020, TRAVEL, 2004/01/21 00:00:
118020 |Autoinvoice Master Progi Completed Normal 1, 1020, TRAVEL, 2004/01/21 00:00:
118016 |Payables Open | [Comp Normal TMUSB, 21, TMUSB01212004, RECY
118014 |Payables Open | [Comp Normal TMIAD, 21, TMIAD01212004, , , 200+
118012 y Open | Comy Normal TMADV, 21, TMADVD1212004, , , 20
117979 |Reprint output of request Completed Normal 117721, nbsrican550, 1, LANDSCAI -

Hold Request View Details.. “Wiew Qutput

Canpel Requzst Diagnostics View Log

g

M3G-00015: Approving invoice TRE3I797VL

M3G-00999: Funds Checker procedure raised unhandled exception FND. (EX-EXCLUDED BY EVAL RULE=N) (33AGE=3GL 421001 CAN ONLY
M3G-00102: On-line approval of the invoice failed

M3G-00000: When Others:User-Defined Exception

REP-1419: 'beforereport': PL/30L program aborted.

If the validation program ended in error due to a Funds Checker error, correct the error and run
the validation program again.
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Confirming Invoice Validation of GTA Invoices

(4 ‘einbrss.

Confirming Invoice Validation of GTA Invoices

To ensure that all invoices were validated, use
the Find Invoices window to locate unvalidated
invoices or invoices that need revalidation

3. Validate Invoices

Enter Search BErina e

Supplier

Parameters IMPAC GOVERNMENT SERVIC :
r D
Supplier Name = o |

Invoice

Impac Government | e =
Services "

Dates = Current Invoice Status

Status = Never

Voucher Audit Invoice Template

Validated and

Needs Revalidation el n
Press the Find

button
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Recording GTA Standard Invoices

w4211 Ml Recording GTA Standard Invoices

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

» When creating the payment batch select the
following:

= Payment Batch Name = TRPYDDDUSB
= Document = USB.Recorded
= Supplier Name = Impac Government Services

IMPORTANT!

If you do not select the correct document type
of Recorded, payments will be sent to
Treasury. Treasury may process the

payments, resulting in duplicate payments to
Impac.

NIH Payables User

Records GTA
Payment Batch

1. Create, Build and
Select Batch

I

2. Review Batch

v

3. Format Batch

v

4. Confirm Batch

By selecting the document type of “Recorded”, the payments will not go to Treasury for actual
payment to Impac Government Services. Instead, the payments will simply be recorded as paid
in AP so that we can reconcile the TMC invoice to these payments.
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Payments - Create, Select, and Build a Payment Batch for Travel

Purpose

The purpose of this document is to describe how to create, select and build payment batches in
NBS.

NIH Payables User
N > Payments > Entry > Payment Batches

Enter Transaction Events

&% Enter Transaction Events
Form Activity
Transaction Event kgj
Transaction Code ;y

W Do not display this window again

1. Click into Transaction Event field and select the appropriate transaction code from the
LOV.

Result: The Transaction code field value defaults.
2. Select the OK button.

Result: The Payment Batches window is displayed. Use the folder tools to select the NBS
folder.

GTA Reconciliation Support Activities
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Fayment Date Status

Pay Group

New

Create the batch by completing the following fields:

Field Description
Batch Name Enter a batch name.
Notes:
This value must be unique.
Refer to the Payment Batch Naming Convention job aid.
Payment Date Defaults to the current date.
Status Defaults to New. This field cannot be updated
Next Step Defaults. This field cannot be updated.
Pay Group Select the appropriate value from the LOV.

Invoice Batch Name

Select an invoice batch name from the LOV.
Note: Only payments for invoices in this batch will be
selected.

Bank Account Defaults select Main Disbursement. Do not change

Document Select a value from the LOV, depending upon the method
of payment.
Note: The system will display messages related to the
reservation of document numbers. Select the OK button to
both messages.

Payment Method Defaults based upon document.

Pay Through Date Defaults to five days from the current date.

Supplier Name Select a supplier name from the LOV.

Note: Only payments for this supplier will be selected.

First Document Number

Defaults to the next available check or wire transfer
number.

Last Document Number

Defaults. Do not change.

Document Order

Defaults to Supplier Name

Example: Below is a sample completed Payments window.
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yiment Batch

4. Select the Actions... button.

Note: The Payment Batches Action window is displayed.

& Build Pay

Fragram
Elolify Heieiant ey
B Print Preliminary Register

Printer

B Faormat Payments

Program
O Frinie Flo

Printer

Sl Firzl Fanjiziar

Printer
R e e

Frogram

5. Confirm that the Select Invoices and Build Payments check boxes are enabled.
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6. Enable the Print Preliminary Register checkbox.
7. Tab to the Printer field and select a printer from the LOV.

Note: If you do not want the report to print automatically, select no print. The report will
still be accessible through the Requests window.

Example: Below is a sample completed Payment Batches Action window.

e

™l Build

S Build Payments Program

i
™| Print Prelimina

Hilu= nhsr3cand50

Program
I = e ot
Printer

Cancel

8. Select the OK button.

Result: The concurrent request is submitted and a message box is displayed with the request
ID number.

9. Select the OK button.
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Result: You are returned to the Payment Batches window.

B Payment Batches (MIH-0U)

Batch Mame

10. Select the Requery Batch button and review the batch status and next step. Repeat until the
status changes to Built.

Example:

If the Status field indicates an error, goto task #11.

If you want to review an on-line version of the report, goto task #12. Otherwise, end of
activity.

11. Contact the NIH Help Desk.
End of activity.
12. From the menu bar, select View > Requests to review the status of your request.

Result: The Find Requests window is displayed
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Eilnclude R

BIGEEE Request 1D >

13. Select the Find button.

Result: The Requests window is displayed.

Befresh Data Find Reguests | Submit a Mew Request...

10448 |Preliminary Payment Re:| 110445 Completed Warning TET3111 =
110447 |Build Payments 1104453  |Completed Normal P_USER _ID="1730", P_'LOGIN_IDé'Zg
110446 [AutoSelect 1104453  |Completed Normal P_PAYMENT BATCH=TET3111’, P
110445 |[Payment Process Manay Completed Normal Payment_hatch:TET3111<<#%Prog |
1104249 |[Print Invoice Notice Completed Normal .+ .. 10002, , .. '
110424 |Print Invoice Notice Completed Normal e {1]8 Lt AR

=
Hold Regueast “iew Details. | “Aew Output
Cancel Reguest Diagnostics | “Wiewe Log...

14. Select the Refresh Data button to check on the status of the requests until the request lines
complete with a status of normal.

15. Highlight the Preliminary Register Report.
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16. Select the View Qutput button.

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

%HEF}DHZ T O L L D

Page Font Size

Freliminary Payment Register

NATIONAL INSTITUTES OF HEALTH

September 6, 2003 10:57

+ __________________________________________________________________________________________

! Name: TET3111 Bank =
1

I Fayment Docwwent: EFT.TRALAVEL Pavyroe
1

' Document Order: Supplier HName HMaximuar
1

! Maxirum Pavient: Minirmam
1

I Payment Method: Electronic Fay Only

1

! Fay Through Date: 11-3EP-03 Zero Payments
1

! Bank Account Currency: USD Zero Invoices
1

U Payment Eatch Currency: USD P
1

Erevious

17. Select Tools > Copy File from the menu bar.

Result: The Preliminary Register Report will be displayed in a browser window.
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:8022/DA_CGI/FNDWRR.exe?temp._| ! PPLSYSPLUIB,/PUBI

File Edit ‘iew Favorites Tools Help

=tk v = - ) ot | Qisearch [GFavorites  §iMedia £% | S g®

Address I@ https: finbrssprod.cit. nib, gov: 8022 108 _CGLIFMDWRR, exettemp_id=342056853%Jogin=APPLSYSPUB/PUE@a156trng j @GU

! Preliminary Payment Register

£ NATICNAL INSTITUTES COF HEALTH

L Septewber &, 2003 10:57

| Mame: TET3111 Bank Looount: MAIN DISBURSEMENT
1

; Paywent Docuwent: EFT.TRAVEL Payment Date: 06-3EP-03

1

i Document Order: Supplier Name Maxiwum Outlay:

1

i Maximam Payvient: Minimam Payment:

1

i Payment Method: Electronic Pay Only When Due: Mo

1

i Pay Through Date: 11-3EP-03 Zero Payments Allowed: No

1

L EBank Account Currency: U3D Zero Invoices Allowed:

!

£ Payment Eatch Currency: USD Pay Group: TRALVEL

!

£ Exchange Rate Type: Priority Range: Low: 99 High: 1

! Exchange Rate:

L Original Invoices Total: 1,654.50 HNumber of et Up Documents: O
1
£ Total Discount Taken: 0.00 Nurber of Non Fayment Documents: O
!
£ Payment Batch Total: 1,654.50 Hurber of Cwverflow Documents: O

! Nunber of MNegotiable Documents: 3

End of activity.
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Payments - Formatting a Payment Batch

Purpose

Formatting a payment batch creates the payment batch file and places that file on the server for
the US Treasury to pick up for processing. Once a payment batch is formatted, it cannot be
modified. If changes are required to a formatted payment, it must be cancelled and CIT and
Treasury contacted immediately.

Prior Activity

Before completing this activity, the payment batch must have been created and built. Refer to
Create, Build and Select a Payment Batch [NAVI009A4]

Note: If the payment batch window displays the batch you want to format, then skip Steps #1-7.

NIH Payables User
N > Payments > Entry > Payment Batches

Enter Transaction Events

% Enter Transaction Events
Transaction Event kg
Transaction Code ;‘

W Do not display this w gain

Cancel

1. Close the Enter Transaction Events window by clicking on the X in the upper right corner.
Result: A caution window is displayed.
2. Select the OK button.

Result: The Payment Batches window is displayed.
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3
Batch Mame Batch Set Mame (| Payment Date Status Invoice Batch Na

New =
4 ) b
Actions... 1 Eequery Batch Copy To... 1 Eayments

3. Press the F11 key to enter query mode.

Result: The fields turn blue.
4. Enter the search criteria to locate the batch, such as the batch name.
5. Press the Ctrl + F11 keys

Result: The batches meeting the search criteria are displayed.

7. Highlight the batch(s) to be formatted.

Note: The Status of the batch must be "Built". Also, the number of payments in the batch
must be one or greater.

8. Select the Actions... button.

Result: The Payment Batches Action window is displayed.
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FeE S NIHAP Bulk Transfer Furml

FlFarmat Payments

B Print Mow

I (ST =TT

SR ni Fig

SR ine Farmittz

Fragrarm

CCzigeal Faspinant Szt

9. Confirm that the Format Payments check box is enabled.

10. Select the OK button.
Result: A message box is displayed that asks if you want to perform AP/AR Netting.
5% Diecision

o i

11. Select No.

Result: The concurrent request is submitted and a message box is displayed with the request
ID number.

12. Select the Requery Batch button to review the batch status and next step.
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% Payment Batches (MIH-OL

NBS

Batch Mame Batch Set Name  |Payment Date
ET3111 [

13. Review the Next Step field to ensure that there were no errors during formatting.
If there were formatting errors, goto task# 14. Otherwise, end of activity.
14. Contact the NIH Help Desk.

End of activity.
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Payments - Confirming a Payment Batch

Purpose

The purpose of this document is to describe how to confirm a payment batch in Accounts
Payable. Confirming is the final step in processing a payment batch. This step updates the
payment history of invoices paid in a payment batch, associates payment document numbers
with the invoices and invoice payments, and releases the payment document for use on future
batches. Also, the accounts payable period cannot be closed until all payment batches in progress
are completed.

Prior Activity

Before completing this activity, the payment batch must have a status of Formatted, and the
Next Step field must display Confirm.

In addition, for check payment batches you will be required to enter the payment document
range. Before starting the confirmation process, write down the starting payment document
number and number of negotiable payments in the batch.

Note: If the Payment Batch screen has not been closed after formatting the payment batch, the
user may skip steps 1 - 7.

NIH Payables User
N > Payments > Entry > Payment Batches

Enter Transaction Events

E Enter Trangaction Events

(TSP ayment Batches

Transaction Event

Transaction Code

WD not display this window again

Cancel

1. Close the Enter Transaction Events window
Result: An error message is displayed.
2. Select the OK button.
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Result: The Payment Batches window is displayed.

2
Batch Mame Batch Set Mame || Payment Date Status lrwvoice Batch Na
New 2
4 T, 3
Actions.. 1 BEequery Batch Copy Ta... 1 Eayments

3. Press the F11 key to enter query mode.

Result: The fields turn blue.
4. Enter the search criteria to locate the batch, such as the batch name.
5. Press the Ctrl + F11 keys

Result: The batches meeting the search criteria are displayed.

% Fayment Batches (MIH-CLY

Batch Set Mame Payment Date Invoice Batch

7. Highlight the batch(es) to be confirmed by placing your cursor in the lines of the batch.
8. Select the Actions...1 button.

Result: The Payment Batches Action window is displayed.
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Prograrm

Printer
Sl ezt Pz
Fragram
I e
Printer

Confirm Payment Batch. .

]
I
)
]

Printer
SR e e

Frograrm

Cancel

9. Confirm that the Confirm Payment Batch and the Print Final Register checkboxes are
enabled.

10. Tab to the Printer field and select the appropriate printer from the LOV.

Example: Below is an example of a completed Payment Batch Actions window.
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Fragram

Printer

Printer

Pragram

12. Select the OK button.

If you are confirming a check payment batch, goto task #13. Otherwise, goto task #15.
13. In the Status field, select Printed from the LOV.

14. In the To field, enter the final check number.

Hint: To calculate the final check number, add the beginning check number to the number
of negotiated payments in the batch and subtract 1.

Goto task #16.
15. Review the information displayed.

Example: The Confirm Payment Batch window is displayed.
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= ET - TET3171

Payment Documents

Frorm

Restart Batch. .. Cancel Remainder

16. Select the Confirm button.

Result: A message box is displayed that provides the request ID.
17. Select the OK button.

18. Select the Requery Batch button to confirm that the Status is Confirmed.

Result: The Status field displays Confirmed.

T S e e e

Batch Set Mame [|Payment Date : Invoice Batch Ma

[

End of activity.
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Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 1: Recording GTA Invoices
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Process Payments to Impac Government Services

\4@ Qanbrss 52%:%22 Payments to Impac Government

After this lesson, you will know how to:

* Record GTA Payments

=> Process Payment to Impac Government Services
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Payment to Impac Government Services

W42 Ml Payment to Impac Government Services

L e -

Inwice with
flat file

Impac Government Services
(US Bank) Travel Manag ement Center

Updated inwice
with flat file

Payment based
" on updated
TMC inwoice

OFM Travel Office

1. U.S. Bank sends an invoice, including a file that includes all GTA transactions for the month,
per account to OFM and the appropriate TMC

2. The TMC’s
- review the file for errors
- contact US Bank if necessary

- make updates to the file (include credits for cancelled trips, updates on ticket costs if
erroneous)

- send a copy of modified file to OFM Travel Office

- send hard copies of backup documents to the OFM Travel Office
3. The OFM Travel Office

- reviews the files from U.S. Bank and the TMCs

- processes payment to U.S. Bank based upon the total amount due noted on the TMC’s
records for each account
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Note:

Transactions tied to record of calls will be paid from the legacy system. This split in payment
and reconciliation will continue until the deployment of Track 4.
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Processing Payments to Impac Government Services

{é i&nbrss_ grocessmg Payments to Impac Government
s Services

» The payments to Impac Government
Services will be processed through the
ECS system directly

» No action should be taken within the
Impac Government Services
(US Bank) NBS

A

=

Payment based

"  onupdated ~ "— ﬁ’ l!a
TMC inwvoice ////////
bo o

—

OFM Travel Office
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Lesson Summary

@31 Ml | esson Summary

In this lesson you learned how to:
* Record GTA Payments

» Process Payment to Impac Government Services
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Invoice and Payment
Processing Error Resolution

Chapter 8
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Lesson Objectives

@AMl | esson Objectives

After this lesson you should know how to:
* Troubleshoot invoice processing errors

* Troubleshoot payment processing errors
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Why isn’t an invoice being paid?

@321 Ml Why isn’t an invoice being paid?

Questions to ask:
1. Is the invoice in AP?
Is the invoice free of holds?

2
3. Is the invoice validated?
4

Is the invoice due based upon the invoice/terms date and payment
terms?

Does the invoice have the correct Pay Group?

Does the invoice contain the necessary SSN, Address (Check), and
Banking (Electronic)?

When researching the cause of non-payment of an invoice, ask the questions above to determine
if there is a problem with the invoice.

Notes:
If the answer to the question is yes, proceed to the next question.

If the answer to the question is no, review the information in this chapter to help resolve the
issue.
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The Invoice is Not In Accounts Payable

@311 Ml The Invoice is Not In Accounts Payable

L e -

The following are the most common reasons that an invoice is not in
Accounts Payable.

» Travel document was not approved
in NBS Travel System

NBS Travel

= Ask travel planner to review
System

document status in the NBS Travel
System

> Invoice encountered an error during AP

import into AP ﬁggggg Invoice
= Check the dailyimport error log to Workbench

detemine if invoice failed to import.

The NMC emails the import error log on a daily basis to the OFM Travel Office. The report lists
the invoices and the errors encountered.

The NMC is responsible for resolving the errors.

The Travel Office is responsible for reviewing the report and being aware of any invoices stuck
in the open interface table that may affect their other activities (Example: GTA Reconciliation)
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The Invoice Is on Hold

A2 Ml The Invoice Is on Hold

BT s & RSk BV ST

If an invoice is on hold, it is not eligible for payment

» Should the hold be removed?

= Certain holds should only be removed by certain groups. For
example, the cashiers should be the only group that release the
Cashier Payment and Recorded Patient Pay Holds

= Ensure the reason for the hold has been resolved. For example, if an
invoice is on Invoice Research hold, ensure the necessary steps have
been taken to correct the invoice prior to releasing the hold.
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The Invoice Is on Hold

A2 Ml The Invoice Is on Hold

o
L e -

Hold Name Action Needed by NIH Travel Payables User

Cashier Payment None

Recorded Patient Payments | None

Bank Research Research and contact trav eler, update invoice, and release hold*

Address Research Research and contact trav eler, update invoice, and release hold*

Invoice Research Research and contact trav eler, update invoice, and release hold*

No Tax ID Research and contact traveler, review Supplier record, release hold
when SSN is available

Void Payment Research and contact trav eler, update invoice as necessary, and
release hold

Debit Memo Release as part of the debit memo monthly process

Reconciliation Process Release as part of daily GTA support activities
Qty Ordered Release the hold through the Holds button

Can’t Try PO Close Release the other hold first and then v alidate the invoice

Dist Variance If manually entered, then correct invoice distribution to match
invoice amount.
If imported from travel, then contact the NIH Help Desk.

All Others Contact the NIH Help Desk

* Refer to information located within this chapter on missing bank, SSN, and Address
Information.
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Invoices - Releasing Holds from Invoices

Purpose

The purpose of this document is to describe how to release holds from invoices. Only certain
types of holds can be released according to this procedure, including the following:

— Cashier Payment

— Debit Memo

— Invoice Research

— Patient Recorded Pay

— Reconciliation Process

— Void Payment

Other holds may be released by validating the invoice. Refer to Validating Invoices On-Line
[NAVI003A].

NIH Payables User

N > Invoices > Entry > Invoices

Find Invoices

E Find Invoices

Supplier
Mame Wumber

Site Taxpayer D

PO Mum PO Shipment: -

Invoice
Murmber Terms: >

Type Pay Group: x

Amounts

Dates

Invoice Status
Paid

unted

Status
Voucher Audit Invoice Template
Fumber
Petiod Type

1. Enter search criteria into the Find Invoices window
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2.

Select the Find button.

Result: The invoices matching your search criteria are displayed.

=
Type Supplier Supplier Mum | Site Imvoice Date Irenice Mo | Invoice Curr || lnvoice Amount
taht‘]ard_ JAMES Ch'! 1042813 TRAVEL [11-SEP-2003 TR1371W1 uson 110.0=
. 3
Ao P
’ 1 110.00
usD 0.00 — :
— Heeds Revalidation No
Not Required
Actions... 1 Holds Payments Match Purchase Order b

Scheduled Payments Ovepview Distributions

Highlight the invoice that you would like to release from hold.
Select the Holds button.

Result: The Holds window is displayed.
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%II‘I'-.-‘EHE:E Holds (MIH-0LL - TRS JAME SMITH:S

_ Hald Mame Hold Re
l VOID PAYMENT VOID PAYMENT HOLD

Purchase Order Receipt Current Record

Murmber e sNaE =06 -SEP-2003
Rele Line g BRSNS IRONS _HIH

Line Diate

Ship To

Note: If the hold can only be released through Validation, the Release Name and Release
Reason fields will be grey.

5. Inthe Release Name field, use the LOV to select an appropriate value.
Result: The Release Reason defaults.

6. Save the record.

Result: The Release Date and Released By fields are populated.
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= Inwoice Halds (MIH-OLL - TR1 37

_ Hald Mame { e Jarme Felease Reason
[_ 0ID PAYMEN VOID PAYMENT HOLD Validated

Hold Released

Purchase Order Receipt Current Record
Mumber Mumber Hald Date
Rele Line Held By
Line Date ze Date
Ship To leleased By

7. Close the Holds window

Result: The hold on the invoice should be released.

=
Type Supplier Supplier Mum | Site Inwnice Date Invoice Murm || Invaice Cure || Invaice Arount
iandardi JANE SMITI{1018795 TRAVEL [05-SEP-2003 TR55563V1  |USD 750.0=
i e b
Amo Pa
0 ¥50.00
USDJ 0.00/
s o Validated ] Yes
Not Reguired
Actions... 1 Holds Payments fatch Purchase Order -
Scheduled Payments Owerview Distributions
End of activity.
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Invoice Is Not Validated

flInvoice Is Not Validated

If the invoice is not validated, it cannot be paid.

To validate the invoice:

» Locate the invoice

» Selectthe Actions button

» Enable the Validate checkbox
» Selectthe OK button.

Possible results:
1. The invoice status is “Validated” or “Unpaid” for prepayments

2. The invoice has been placed on hold and the status indicates that it “Needs
Revalidation”
3. The invoice status remains unchanged.

» The Funds Check Error that may be encountered when invoices are validated does
not result in an invoice hold, but rather halts the validation program so that the

process does not complete.

Refer to the job aid for instructions on how to correct the Funds Check Error.
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Invoices - Validating Invoices On Line

Purpose

The purpose of this document is to describe how to validate an invoice or group of invoices from
the Invoices window.

NIH Payables Cashier Office User
NIH Payables User
N > Invoices > Entry > Invoices

Find Invoices

B Find Inu

Supplier
[Mame Murmber

Site nayer 0

PO Mum PO Shipment: -

Invoice

Murmber Terms: >

Pay Group: s

Amounts - Invoice Batch
Ciates g Currency

Invoice Status Holds
Paid

=

Invoice Template
Fumber
Petiod Type

Murmbers —J - —J

1. Enter the appropriate search criteria and select the Find button.

Result: The invoices matching your search criteria are displayed in the Invoices window.
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=

Type Supplier Supplier Mum || Site Invoice Date Irvaice Mur | Invaice Cure | Invaice Amount

tandard |ANGELA FA{1000085 TRAVEL |10 SEP2003 [TRZ79v1  JUSD 781.0=
L e 4
Amo Pa

1 F81.00

usn 0.00 . e

— Needs Revalidation No

Not Required
Actions... 1 Halds Payments ' fdatch Purchase Order -
Scheduled Payments Cverview Distributions

2. Highlight invoices that you want to validate.
3. Select the Actions... button.

Result: The Invoice Actions window is displayed.
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[Tt {55

ounting

Haold Mame

"

B Frint Motice

Printer

Sender Mame

Sender Title é

4. Enable the Validate checkbox

Example: Below is a sample enabled validate checkbox.
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B [Nvoice Actions

Hald Marre

|

W Print Motice

Ptinter

Sender Marre

Sender Title

5. Select OK.

Result: You are returned to the Invoices window.
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=

Type Supplier || Supplier Mum || Site Invaice Date Imvoice Mum  ||Invoice Curr || Inwvoice Amount
Standard |ANGELA F£ 1000085 TRAVEL |10-SEP-2003 TR279\1 ush 781.0=
4 ¥
L 0 P -
0 751.00
usD 0.00 :
. e Validated Ho

Not Required
Actions. 1 Halds Payments | tdatch | Purchase Order -
Scheduled If!;aymerr{s Oiverview Qi-st-'ril:rutinns
Notes:
— Refer to the Status and Holds fields to view the results of the validation program.

— If the Status field displays "Needs Revalidation", view the holds that have been
placed on the invoice.

End of activity.
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Reviewing the Invoice Date and Terms

@421 Ml Reviewing the Invoice Date and Terms

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

» The payment process selects inwices for payment based upon the
payment terms and the terms date.

i:l:erms Ii]_ate iI_Terms

10-5EP-2003 III'I.I'II'I.I'IED_IﬂETE

If the payment terms are Immediate, the invoice will be eligible for
payment as of the terms date.

If the payment terms are Prompt Pay, the invoice will be eligible for
payment 30 days after the terms date.

Notes:

* Travel advances are imported with an invoice date and terms date of 10 days prior to the
start of the trip.

*  When creating payment batches, the select process will include all invoices that are eligible
for payment up to five days after the current date.
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Reviewing the Pay Group

@421 Ml Reviewing the Pay Group

» Does the invoice reference the correct Pay Group?

» When creating a payment batch for Treasury, you will identify a Pay
Group. Ifaninvoice is not being selected for payment, ensure that the
invoice references the correct Pay Group.
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Required Payment Information is Missing

WALl Required Payment Information is Missing

The following information is required for payment:
» Supplier Bank Information and SSN for Treasury Electronic Batches
» Supplier Address information and SSN for Treasury Check Batches

CIAL SECURYy,

Electronic —

Payment

Check
Payment
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Missing SSN, Bank, or Address Information

¥ %”@“jnbrss Missing SSN, Bank, or Address Information

Determine if necessary payment information is missing by running the:
» NIHAP Unpaid Invoices Detail Report
» NIHAP Unpaid Invoices Error Resolution Report for Payment Batch

Refer to Chapter “Accounts Payable Reports” on how to run and interpret
the reports.

Important: If these reports are not run prior to running the payment

batch, the payment batches may end in an error status or Treasury may
reject the batch.
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Missing Bank (ACH) Information

@421 Ml Missing Bank (ACH) Information

q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

» Supplier bank information is required for all electronic payments

» Invoices needing bank information should be on a Bank Re search
Hold
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Missing Bank (ACH) Information

-gﬁ g"‘@“‘jnbrss Missing Bank (ACH) Information

» There are two ways to resolve the problem:

= After Government Accounting enters the bank information, update the
invoice to reflect the bank account

= Change the invoice paymentmethod to check, if address information is
available.
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Option 1: Enter Bank Information and Update Invoice

(¢ iexnbrss Option 1: Enter Bank Information and Update
=g ™ Invoice

Resolution Option 1:
Enter Bank Information in Supplier Table and Update Invoice
= Contact the traveler to request that they submit their ACH information

= Run the NIHAP Unpaid Invoices Detail Report

= For those invoices that indicate “ACH Exists for Vendor”, update the
invoice with the banking information and release the hold.

TR1E24871 32858 SASHITHERAPANT 12014-404 CHASE CROSSTIMG CIE
ZE-JAN-04 ZEZ.E2  KESAVARANY: 0011ZE770& DOCEVILLE M Z08EZ
FELLOTW 0011287706  KESAVADANTY, SASHITHERADALNT | ACH Data Exists for Vendor |
NINDS SASHITHERAPANT KES SOFHIA JACKSOM

Tes-Vendor Tes-HE
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Updating the Bank Information on the Invoice

4 eIV ES Ml Updating the Bank Information on the Invoice

Fepeas® sty

» The Supplier bank account information can be updated by selecting
the Scheduled Payments button on the Invoice s window.

(MIH-OU} - TR47 31, JULIE K B

Due Date. i Discount Third Discount Remit-To Bank Account

Hald Payrent Priority - — Bank Account

| Due Date Gross Amount Method Marng Murnber
l]_ |1ZVSEF'2l][IS 1425.00 5[I|Elecmmic 2226669999 ‘1111111111
i |

\
\
\
\
1

Amount Remaining 1425.00
Discount Amount Remaining 0.00

Refer to instructions on Updating Bank Information on an Invoice.
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Releasing the Invoice Hold

@311 Ml Releasing the Invoice Hold

» Once the problem causing the return has been resolved, the invoice
must be released from hold in order to be processed.

=3

Type Supplier Supplier Mum || Site Invoice Date Invoice Mum || Invoice Curr || Invaice Amount
Standard |THEMEI MC|10035898 \TRAVEL [20-JUN-2003  JTRBOV1 jusp | 345

0
Validated

Not Required

Actions... 1 Holds Payments Purchase Order

Scheduled Payments Owerview Distributions

Once an invoice has been released from hold and validated, it may be selected for the next
payment batch.

Refer to instructions on Releasing Holds on Invoices
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Option 2: Changing Payment Method

@421 Ml Option 2: Changing Payment Method

e

Resolution Option 2:

Change Payment Method -

= Based on the OFM = Name BT
guidelines, you may '
update the payment
method on the invoice.
When applicable, payment
method can be changed to T
“Check” and a check rte lses T

[ Pay ¥ Purchasing - . ‘L

treasury payment batch be § | eimers  rreeon gt sttt
I Procurement Card Supplier Notification ethod m

created. {Ensiis]

Refer to the NIHAP { o . [ —
Unpaid Invoices Detalil N e
Report for electronic
payments that contain
address and SSN
information
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Changing the Payment Method on Single Invoices

;-'ﬁ@ 4 feinbrss. Changing the Payment Method on Single
-- & Invoices

» If the need arises, you may select a different payment method for all
unvalidated invoices.

» Once an invoice has been validated, the system may not allow
changes to the Payment Method, depending upon the invoice type.

» You should follow existing NIH Policy on issuing check payments from
Treasury.

Fayment hethod Payrment Method

Electronic

Refer to instructions on Updating the Invoice Payment Method

Copyright © Oracle Corporation, 2001. All rights reserved.

Invoice and Payment Processing Error Resolution
Chapter 8 - Page 28



Missing Address Information

a2l Missing Address Information

A RTS8 R
LT T

The NIHAP Unpaid Invoice Detail and NIHAP Unpaid Invoices Error
Re solution Payment Batch Reports will alert users to missing
address information.
» The traveler should update the address information in NED or
Employee Express.

TR11100W1 1454 81 LOBERT J SCHLOEZSER:0011454F61 ADDEESS NOT AVATLARLE
19-DEC-03 1494 81 SCHLOESSER, ROBEET J HNone

FELLOW 0011454261 No ACH Name No ACH Data

NIMH No-Wendor Ho-HR ATMEE WILLTIAME

» Missing address information will prevent check payments from being
processed

Copyright © Oracle Corporation, 2001. All rights reserved.

Invoice and Payment Processing Error Resolution
Chapter 8 - Page 29



Updating the Address Information on the Invoice

(¢ ‘@inbrss. Updating the Address Information on the
g™ INnVoice

» The Supplier address information can be updated by selecting the
LOV on the Supplier Site field.

=
Type Supplier Supplier Murm | Site ‘ Invoice D
Standard fBENJAMIN 11000142 _' TRAVEL| K

B

1| 1100.00
Needs Revalidation
Not Required

Actions. . 1 Holds Bayments Purchase Order ¥

Scheduled Payments Chygryigw Distributions

Note: For travel, the value in the Site field may not change depending upon how the updates
were made to the address by Government Accounting. However, you will be able to validate the
supplier’s address within the Supplier table and on the Preliminary Payment Register Report.
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Missing SSN

WALl Missing SSN

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

Supplier SSN is required on all electronic and check payments.

The NIHAP Unpaid Invoice Detail and NIHAP Unpaid Invoices Error
Re solution Payment Batch Reports will alert users to missing
SSN information.

TR2344701 176 ZE JLANTTN BAD:QOL11Z3Z21Ez ADDPEEE NOT AVATLAELE
09-MAR-O4 17625 BAD, JIANJUN Hone Heme

FELLOW 0011232152 No ACH Mame Ho ACH Data
HHLET No—Verndor CATHERIME MAGRUDER

TRL1100W1 1454 .21 LOBERT J SCHLOEZSER:O0114E42E1 400z SAUL ID
13-DEC-03 laog 51 SCHLOESSER, ROBERT J EENSINGTON
FELLOW 0011454761 Mo ACH Name Mo ACH Data
HNIMH HNo-Wendor Ho-HER ATMEE WILLIAME
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Reviewing Supplier Records for SSN

» You may view the supplier SSN record by selecting the Overview
button

.
R * = Taxpayer ID is

visible on the

her

tlatr

TRAVEL Invoice Overview

window

Actual Payments

Paid On

Action needed to process remaining payments in the batch:
* Determine which supplier is missing SSN
» Void all the payments in the batch
* Place the invoices for the supplier missing SSN on “SSN Research” hold
* Create a new check payment batch
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Missing SSN

W21 Missing SSN

> If the SSN exists in HR, but not in the Vendor, contact the
Government Accounting office to update the Vendor record.

> If the SSN does not exist in HR or Vendor, contact the traweler to
request that an SSN number be entered into NED

» Once the SSN number appears on the supplier record, the hold may
be released on the invoice. ExmEmmE

PEW CHARITABLE TRUSTS supplier Number [ RRGG
EE Mumbe

558887969

Parent Supplier Name
Customer Mumber 1132

Copyright © Oracle Corporation, 2001. All rights reserved.
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Practice Lab

A2 Ml Practice Lab

Ly

Lab Time

Complete Lab: Troubleshooting Invoice and Payment Processing Errors

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

@31 Ml | esson Summary

In this lesson, you learned how to:
* Troubleshoot invoice processing errors

* Troubleshoot payment processing errors

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

@AMl | esson Objectives

After this lesson, you will know how to run:
the Invoices on Hold Report
the NIHAP Unpaid Invoices Detail Report

the NIHAP Unpaid Invoices Error Resolution Report for Payment
Batch

the Unaccounted Transaction Report
the Invoice Aging Report

the NIH Unpaid Invoices Supervisor Summary Report
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Running Reports

@321 Ml Running Reports

» All Accounts Payable Reports are run in the same manner.
» The navigation path to run reports in Accounts Payable is
N > Other > Requests > Run

B Sub

Run this Request...

Languages

At these Times...

Run the Job As Soon as Possible | Schedule

Upon Completion..

| Il Qutput Files

- ;

Accounts Payable Reports
Chapter 9 - Page 4



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:

Accounts Payable Reports
Chapter 9 - Page 8



% 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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Daily Reports

w4211t Daily Reports

BT s & RSk BV ST

On a daily basis, the following reports should be run to ensure that
invoice problems are resolved so that they can be paid in a timely
manner.

* Invoices On-Hold Report
NIHAP Unpaid Invoices Detail Report
NIHAP Unpaid Invoices Detail Report for Payment Batch
Unaccounted Transactions Report

NIHAP Supervisors Summary Unpaid Invoices Report

The NIHAP Unpaid Invoices Detail Report and Invoices On-Hold Report should be run and
issues resolved prior to creating the daily treasury payment batches.

The NIHAP Unpaid Invoices Detail Report for Payment Batch is run for each payment batch
processed to Treasury.

The Unaccounted Transactions Report can be run at any point throughout the day.

The NIHAP Supervisors Summary Unpaid Invoices Report should be run daily to keep abreast
of outstanding payments. The supervisor may review the NIHAP Detail Report if
troubleshooting.
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Invoices On-Hold Report

W2 11VEMl Invoices On-Hold Report

Description: The invoice on-hold report displays the AP invoices
that are currently on-hold

Purpose: This report can be used to monitor invoices that are
currently on-hold to ensure that any necessary
actions needed to resolve the hold are being taken

The report provides you the total number and
amount of invoices on hold

Source: Accounts Payable

Frequency: Daily

Selected Report Headings

PO Number. If the hold on the invoice is related to the purchase order match, then Payables
displays the purchase order number.

Functional Currency Original Amount. Invoice amount expressed in your functional currency.

Functional Currency Amount Remaining. Remaining amount due for payment on an invoice,
expressed in your functional currency. The amount remaining is equal to the original amount,
unless you partially paid an invoice.
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Invoices On-Hold Report

From Entered Date
To Entered Date

Include Due or Oi

From Due or

To Due or

Selected Report Parameters

Hold Name. If you want to review only invoices with a specific hold applied, enter the name.
Leave this parameter blank if you want the report to include the Invoices with Scheduled
Payment Holds section and the Invoices with Supplier Site Set to Hold All Payments section.

Order By. This parameter controls the sorting for the first report section. You can choose to sort
and subtotal by hold or supplier.

On Hold by Period Option. Enter Yes to subtotal the invoices by the period of their invoice
date.

From/To Entered Date. Displays invoices with holds that were applied on and between the
From Entered Date and the To Entered Date.

Include Due or Discount Date. The report includes invoices that have a due or discount date
within a range you specify, using the From/To Due or Discount Date parameters.

*Due. Displays only invoices that have a due date within the range you specify.
*Discount. Displays only invoices that have a discount date within the range you specify.

Include Hold Descriptions. Change this parameter to No if you do not want to include the last
section of the report as a reference of hold descriptions.
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Invoices On-Hold Report

}l Invoices On-Hold Report

Invoice holds must be resolved for the invoice to be eligible for payment.

Refer to Chapter “Troubleshooting Invoice and Payment Processing Errors”
in this Student Guide for guidance on resolving invoice holds
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NIHAP Unpaid Invoices Detail Report

WALl NIHAP Unpaid Invoices Detail Report

Description: The custom report displays invoices that are missing
banking, SSN, or address information that will
prevent payment

Purpose: This report should be used to identify invoices that
are missing required information and to determine
how to correct the issue.

Source: Accounts Payable

Frequency: Daily

Selected Report Headings

Invoice Number: Invoice number

Invoice Date: Date of the invoice

Invoice Amount: Original amount of the invoice

Employee Number: Employee number

Vendor Name: Name of payee of the invoice

Address Information: Address information for the vendor. If no address exists, it will be noted

on the report

Vendor Type: Type of vendor, such as Fellow, Employee, Contractor, Guest Speaker, etc.

Payment Method: Check or EFT

ACH Existence: Indicates if ACH exists.
No ACH Data — indicates that no ACH data exists for this vendor. Contact the traveler
or preparer for resolution.

ACH only in Staging Table — indicates that ACH data exists for the vendor, but it has
not successfully made it from the staging table into NBS. Contact the NIH Help Desk to
resolve.
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ACH data exists for Vendor — indicates that ACH data exists for the vendor, but has not
been included in the invoice. Update the invoice banking information to resolve

SSN: Vendor — Yes, indicates that SSN number exists. No, indicates that no SSN number
exists on the supplier record. In order to process a payment, the SSN number must be on the
vendor record.

SSN: HR - Yes, indicates that SSN number exists on the employee record. No, indicates that
no SSN number exists on the employee record.

If SSN information is missing from both the Vendor and HR records, contact the traveler or
travel planner.

If the SSN information exists in HR, but is missing from the Vendor record, contact Government
Accounting to update.

Preparer — The name of the individual who prepared the travel document
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NIHAP Unpaid Invoices Detail Report

@221 M NIHAP Unpaid Invoices Detail Report

Sample report parameters:

Report Parameters

IC: Select an IC or leave blank for all ICs

Include Missing SSN: Select Yes, if you want to view invoices with missing SSN information.
Include Missing ACH: Select Yes, if you want to view invoices with missing ACH
information.

Include Missing Address: Select Yes, if you want to view invoices with missing address
information.

Include Missing ACH, with Address and SSN: Select Yes, if you want to view invoices
without ACH, but with Address and SSN. These invoices would not be eligible for electronic
payment, but are eligible to be paid by check.

Include ACH in Vendor not Invoice: Select Yes, if you want to review invoices for which
ACH exists for the Vendor, but it is not on the invoice. These invoices would be eligible for
payment, if the ACH information is updated on the invoice.
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NIHAP Unpaid Invoices Detail Report

(¢ fexnbrss

FepgaS® st 4 ki TR T

NIHAP Unpaid Invoices Detail Report

The following indicate ACH errors

TR1003WL
11-MAR-04
FELLOW
NIMH

1002 &0
1002 &0
00113244226

DEBLSMITA ALONE: 0011344526
ALOME, DEBASMITA
Ho ACH Name

Tes-Vendor Tes-HR

1001 PROCEWILLE PIEEAPT £11

ROCES E z0a5z
No ACH Data
DEEOFAH MILLER

TR10268W1

112170

SMITHA AMTONY: O011ZE7E11

13745 COPLAND CT

16-DEC-03 1131.70  ANTONY, SMITHA
FELLOT 0011257511 SMITHA ANTONT
NCI Tes—Vendor

STLVER SPRING M Z0304
ACH only in staogd table
EAPREN JACESON

Tes-HR

TR1&348W1
ZZ-TAN-04
FELLOTT
NINDE

222_E8
328 _E8
0011287706

SASHITHERALP ANT

EESAVAPANT: 0011257706
EESAVALPANT, SASHITHERAPANY
SASHITHERLPANT KES
Tes-Tendor Tes-HER

17014-404 CHASE CROSSING CIR
DOCENTILLE Juit] Z08EE

| ACH Data Exists for Wendor |
SOTHTA JACKEON

1. No ACH data exists for the vendor
Action Required:

Place invoice on Bank Research hold

Contact the traveler or travel planner and request that they update their banking
information

Options: Have the individual provide ACH information to OFM following existing
guidelines or update the payment method to check since address and SSN
information is available. See chapter on Troubleshooting Invoice and Payment
Processing Errors for more details.

2. ACH exists in staging table, but has not successfully made it to the NBS
Action Required:

Place invoice on Bank Research Hold
Contact the NIH Help Desk and report the error

3. ACH exists for Vendor, but the invoice does not contain that information
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Action Required:

Update invoice banking information on the invoice
Remove invoice from hold if necessary

Refer to the chapter “Processing Treasury Payment Batches” for information on how to
update banking information on invoices and release holds.
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NIHAP Unpaid Invoices Detail Report

(¢ fexnbrss

BT s & RSk BV ST

NIHAP Unpaid Invoices Detail Report

The following indicate SSN errors

TRI3447W1
09-MAR-04
FELLOW
MHLEI

176 25
17625
0011232152

JIANTUN BAOD: 0011232152
EBA0, JIANJUN
No ACH Mame

o-Werdor

ADDRESS NOT AVATLAELE

Hore Bme  Hons
No ACH Data

CATHERINE MAGEUDER

TR11100W1
13-DEC-03
FELLOW
HNIMH

la94 81
1454 81
0011454261[

Mo ACH Mane

ROBERT J SCHLOESSER:0011454761
SCHLOEZSELR, RMOBERT 7

Mo atndor

-0

4002 SAUL D

FENSINGTON Z0835
Ho ACH Data

ATMEE WILLIAMS

TRS3Z3VL
04-NOV-023
COMTRACTOR

D64 13
26418
0011563402

DAVID LIEEBERMAN: 0011563402
LIEEERMAN, DAWIL
No ACH Mame

ADDPESS MOT AVATLAELE
Hone Notie Mo
No ACH Data

Tes-HE | HUIONGTHT NGUYEN

HCI | No-Vendor

1. SSN does not exist in HR or Vendor for EFT payment
Action Required:
Place invoice on SSN Research hold
Contact Traveler or Travel Planner to update their SSN in NED or Employee Express

2. SSN does not exist in HR or Vendor for Check payment
Action Required:
Place invoice on SSN Research hold
Contact Traveler or Travel Planner to update their SSN in NED or Employee Express

3. SSN Exists in HR, but not in Vendor
Action Required:
Place invoice on SSN Research hold
Contact Government Accounting to update vendor SSN information
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NIHAP Unpaid Invoices Detail Report

WAL NIHAP Unpaid Invoices Detail Report

BT s & RSk BV ST

The following indicate address errors

TR14Z54-171 L43_ 50 JAMES 0O AFMITAGE:O011063647 ADDEESS NOT AWATLAELE

05— JAN-04 E43_ 50  ARMITAGE, JAMES O HNone None Mone
Contractor 0011l0e2647 Ho ACH Name No ACH Data

NCI Tes-TVendor Tes-HE ANDEEA COLLINE

Address information does not exist for the traveler.
Since this is a check payment, address information must exist to process the payment.
Action Required

Place invoice on Address Research hold.

Contact the traveler or travel planner to have the individual update their address in NED or
Employee Express
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Unaccounted Transactions Report

@421 '8l Unaccounted Transactions Report

Description: The unaccounted transactions report displays the AP
invoices and payments for which the accounting has
not been properly created.

Purpose: Use this report to identify and review all unaccounted
invoice and payment transactions and see the
reason that Payables cannot account for a
transaction.

Source: Accounts Payable

Frequency: This report should be daily and should specifically
be run as part of the monthly close process

Important:

If transactions appear on this report, then the accounting information for the transaction
will not be transferred to the General Ledger or the Data Warehouse

Selected Report Headings

The report has two sections: Unaccounted Invoices, and Unaccounted Payments. All amounts are
in the transaction currency.

Unaccounted Invoices

This section of the report lists the supplier name, supplier number, invoice number, invoice date,
invoice currency, invoice amount, purchase order number (if the invoice is on a purchase order
matching related hold), and the exception.

Unaccounted Payments

This section of the report lists the supplier name, supplier number, payment number, payment
date, payment currency, payment amount, and exception.

Exception. The report displays one or more of the following exception conditions:
» Dist Acct Invalid. The account on the invoice distribution is invalid.
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» Dist Variance. The sum of the invoice distributions is not equal to the invoice
amount.

* Funds Check. Funds check failed for this invoice.

* Unaccounted. The Payables Accounting Process has not been submitted for the
transaction.

* Other Hold Names. This invoice has a hold applied to it that prevents accounting.
« Unvalidated. You have not submitted Invoice Validation for the invoice.
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Unaccounted Transactions Report

@421 '8l Unaccounted Transactions Report

Sample report parameters:

counting Date

Petiod Mame

Selected Report Parameters

Note: If you do not specify a value for the Period Name or From/To Accounting Date
parameters, then the report lists all unaccounted entries, regardless of date.

From/To Accounting Date. If you want to run the report for a particular date range, then enter
both the first and last dates in the range. If you enter values for a date range, then you cannot
enter a value for Period Name. (Recommend using the first and last date of the current month)

Period Name. If you want to run the report for a single period, enter the period name. If you
enter a value here, you cannot enter values in the From/To Accounting Date parameters.
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Reviewing the Unaccounted Transaction Report

4 @inbrss gg;igrvi\:ring the Unaccounted Transaction

NATIONAL INSTITUTES OF HEALTH Deport Date: 13-MAY-Z004 13:25
Page: z2
Thaccounted Tramsactions Beport

Thaccounted Inwvoices

Swpplier Swpplier Imwvoice Inwvoice Inw
Name Number Mumb er Date Curr

APHEMTD C WHARWOOD:OO10E85 1010962 TR?25W1-DM-LOAD 10-0CT-03  USD o Dist Variance
HAREY I SMITH:O010134614 1008235 TR15W1-IM £3-3EP-03  TUED o Dist Variance
ALICIA PHILLIPS:001135284 10Z7968 TRS01-1D £8-DEC-03  USD = Mot Walidated
ALLEN DUOHG:0011036885 1003532 TREL7V1 18-0CT-03  USD : Mot Walidated
ANGELL FALWELL:0OLOOS3E5E3 1000085 TR1107%1 15-JiN-04  TUSD £ Mot Walidated
INPAC GOVERMMENT SERVICES 1042796 TRESTT1-CE 12-3EP-03  USD
IMPAC CGOVERMMENT SEDVICES 104Z79& TRES2CML CTL 20-SEP-02 ush
INPAC GOVERMMENT SERVICES 1042796 TREE3V1-CE 10-3EP-03  USD
IMPAC GOVERMMENT SERVWICES 1042796 TREE4VT1-CE 10-3EP-03  USD

Exception Steps to Resolve

Dist Variance | If invoice was manually entered, then correct invoice distribution

If invoice was imported from Travel, then contact the NMC

Not Validated | 1. Validate Invoice
2. Create Accountingfor Invoice

Unaccounted | Will be resolved when create accounting program runs nightly OR

Invoice If closing is required, create accounting for the invoice manually.
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Invoices - Validating Invoices On Line

Purpose

The purpose of this document is to describe how to validate an invoice or group of invoices from
the Invoices window.

NIH Payables Cashier Office User
NIH Payables User
N > Invoices > Entry > Invoices

Find Invoices

%Fiﬁ d Irvoices

Supplier

Mame ﬂ Humber
Site Ta erlD
PO Mum PO Shipment: -

Invoice

Murmber Terms: >
Pay Group: s

Invoice Status Holds

Faid Status
Accounted Mame
Status Feason

Voucher Audit Invoice Template

Categary Murnber J
Hame Petiod Type
Murnbers -

1. Enter the appropriate search criteria and select the Find button.

Result: The invoices matching your search criteria are displayed in the Invoices window.
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=

Type Supplier || Supplier Murn || Site Invoice Date Iroice Mum | Invaice Curr | Invaice Amount

tandard JANGELA FZ 11000085 TRAVEL [|10.SEP.2003 TRZ79V1 usD 781.0=
e v e e b
A g P4

1 781.00

usn 0.00 S—

— Needs Revalidation No

Not Required
Actions... 1 Haolds Payments Match Purchase Order &
Scheduled Payments Cverview Distributions

2. Highlight invoices that you want to validate.

3. Select the Actions... button.

Result: The Invoice Actions window is displayed.
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% Imnice Actions

L Emm

[

Create Accounting

Haold Mame

[ [{=F]

"

B Frint Motice

Printer

Sender Mame

ender Title

4. Enable the Validate checkbox

Example: Below is a sample enabled validate checkbox.
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B [Nvoice Actions

Cifeaiie Su s |

Hald Marre

W Felease Holds

Felease Marme

Feleaze Reasan

Ptinter
Sender Title

W Print Motice

5. Select OK.

Result: You are returned to the Invoices window.
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=

Type Supplier || Supplier Mum || Site Invaice Date Imvoice Mum  ||Invoice Curr || Inwvoice Amount
Standard |ANGELA F£ 1000085 TRAVEL |10-SEP-2003 TR279\1 ush 781.0=
4 ¥
L 0 P -
0 751.00
usD 0.00 :
e Validated Ho

Not Required
Actions. 1 Halds Payments | tdatch | Purchase Order -
Scheduled If!;aymerr{s Oiverview Qi-st-'ril:rutinns
Notes:
— Refer to the Status and Holds fields to view the results of the validation program.

— If the Status field displays "Needs Revalidation", view the holds that have been
placed on the invoice.

End of activity.
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Invoices - Creating Accounting for Invoices On Line

Purpose

The purpose of this document is to describe how to create accounting for an invoice or group of
invoices from the Invoices window.

Important: Before accounting can be created for an invoice, the invoice must be validated.
Refer to Validating an Invoice On Line [NAVI0070A4]

NIH Payables User

N > Invoices > Entry > Invoices

Find Invoices

B Find Invoices

Supplier
[Mame Murmber

Site Ta =

PO Mum PO Shipment: -

Mumber Terms: *
Type Pay Group: x
Amounts g - ch

Invoice

Dates

Invoice Status Holds
Paid
ounted

Mumbers

Calculate Balance Owed. .. _

Invoice Template
Fumber
Petiod Type

1. Enter the appropriate search criteria and select the Find button.

Note: You may use the Invoice Status - Accounted field to search for unaccounted
invoices. However, other search criteria, such as Type, Pay Group, or Dates, must be used
in conjunction with the Accounted criteria.

Result: The invoices matching your search criteria are displayed in the Invoices window.
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=

Type Supplier Supplier Mum || Site Invoice Date Irvaice Mur | Invaice Cure | Invaice Amount
Standard |JASON M F 1013671 TRAVEL [15.JAN 2004 TRI086V1  JUSD 9895~
L e 4
i\ 0 P 3 3
0 989.50
usD 0.00
== Validated No

Not Required
Actions... 1 Halds Payments ' fdatch | Purchase Order -

Scheduled Payments Cverview Distributions

2. Highlight invoice(s) for which you want to create accounting.
Note: You may highlight all invoices by selecting Edit > Select All from the menu bar.
3. Select the Actions... button.

Result: The Invoice Actions window is displayed.
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% Imnice Actions

L Emm

[

Create Accounting

Haold Mame

[ [{=F]

"

B Frint Motice

Printer

Sender Mame

ender Title

4. Enable the Create Accounting checkbox

Example: Below is a sample enabled Create Accounting checkbox.
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Hold Marre

BFeleaze Holds

Release Mame

Release Reason

Printer
Sender Title é

B Frint Motice

5. Select OK.

Result: You are returned to the Invoices window and the Accounted field will display Yes.
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=

Type Supplier || Supplier Murn || Site Invoice Date Iroice Mum | Invaice Curr | Invaice Amount
tandard |[JASON M F 1013671 TRAVEL [15-JAN-2004  TR1086W1  [USD 989.5 -
bl e 4
i\ 0 P 3 3
] 989.50
usD 0.00 :
== Validated Yes
Not Required
Actions... 1 Haolds Payments tdatch Purchase Order -
Scheduled Payments Cverview Distributions

End of activity.
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NIHAP Unpaid Invoices Error Resolution Report for Payment
Batch

\Jﬁ 21 -3 NIHAP Unpaid Invoices Error Resolution
st T Report for Payme nt BatCh

Description: The custom report displays invoices that are missing
banking, SSN, or address information that will
prevent payment for a particular payment batch

Purpose: This report should be used to identify invoices that
are missing required information for payment so that
they can be removed from the payment batch prior
to formatting

Source: Accounts Payable

Frequency: Run after Building and Selecting the payment batch

Selected Report Headings

Invoice Number: Invoice number

Invoice Date: Date of the invoice

Invoice Amount: Original amount of the invoice
Employee Number: Employee number

Vendor Name: Name of payee of the invoice

Address Information: Address information for the vendor. If no address exists, it will be noted
on the report

Vendor Type: Type of vendor, such as Fellow, Employee, Contractor, Guest Speaker, etc.
Payment Method: Check or EFT
ACH Existence: Indicates if ACH exists.

No ACH Data — indicates that no ACH data exists for this vendor. Contact the traveler
or preparer for resolution.
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ACH only in Staging Table — indicates that ACH data exists for the vendor, but it has
not successfully made it from the staging table into NBS. Contact the NIH Help Desk to
resolve.

ACH data exists for Vendor — indicates that ACH data exists for the vendor, but has not
been included in the invoice. Update the invoice banking information to resolve

SSN: Vendor — Yes, indicates that SSN number exists. No, indicates that no SSN number
exists on the supplier record. In order to process a payment, the SSN number must be on the
vendor record.

SSN: HR - Yes, indicates that SSN number exists on the employee record. No, indicates that
no SSN number exists on the employee record.

If SSN information is missing from both the Vendor and HR records, contact the traveler or
travel planner.

If the SSN information exists in HR, but is missing from the Vendor record, contact Government
Accounting to update.

Preparer — The name of the individual who prepared the travel document
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NIHAP Unpaid Invoices Error Resolution Report for Payment
Batch

TN NIHAP Unpaid Invoices Error Resolution
o, s Report foerayment Batch

The report is run for payment batches that have a status of “Built”
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NIHAP Unpaid Invoices Error Resolution Report for Payment
Batch

TN NIHAP Unpaid Invoices Error Resolution
gl Report foerayment Batch

» The report displays the same information that is displayed on the
Unpaid Invoices Detail Report, but is specific to the payment batch
being built.

> All invoices displayed on the report should be removed from the
payment batch to prevent error and placed on the appropriate
hold.

» Refer to the earlier section for information on interpreting the report
results.
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Invoice Aging Report

Wac Ml Invoice Aging Report

Description: The Invoice Aging Report displays the unpaid
invoices and the date that they were due for payment

Purpose: Use this report to identify those invoices that remain
on the Invoice Workbench that have yet to be paid

Source: Accounts Payable

Frequency: This report should be run periodically throughout the
month

Selected Report Headings

Due Date. Date an invoice is due, assuming no discounts are taken (displayed if Invoice Detail
option is set to Yes).

Days Due. Number of days until an invoice is due.

Amount Remaining. Amount remaining for payment. The total amount of an invoice equals the
Amount Remaining divided by the % Unpaid. If an invoice includes two scheduled payments in
different periods, this calculation includes all Amounts Remaining periods.
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Invoice Aging Report

Aging Period Name

o

Selected Report Parameters
Sort Invoices By.
* Invoice Type. Sorts the report by invoice type and then by supplier.
* Supplier Name. Sorts the report alphabetically by supplier name.
Include Invoice Detail.

* Yes. Displays invoice detail when showing the invoice payments due to a supplier.
(Recommended)

* No. Summarizes the total invoice payments due to a supplier without displaying each
invoice.

Include Site Detail.
* Yes. Displays site detail and sorts by supplier site. (Recommended)
* No. Displays only the name of each supplier.

Minimum Amount Due. The report includes invoice information for invoices that have invoice
amounts greater than this Minimum Amount Due and that fall within the aging period you
specify.
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Maximum Amount Due. The report includes invoice information for invoices that have invoice
amounts less than this Maximum Amount Due and that fall within the aging period you specify.

Invoice Type. Enter the type (Credit Memo, Debit Memo, Expense Report, Interest, Mixed,
Prepayment, Withholding Tax, or Standard) for the invoices you want to review, or leave this
field blank to run this report for invoices with all invoice types.

Supplier Name. If you want to submit this report for only one supplier, enter the supplier name.
Aging Period Name. The report displays unpaid invoices for the aging periods.
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Resolving Invoice and Payment Processing Issues

%é 2 ol Resolving Invoice and Payment Processing
T R |Ss ues

For assistance in resolving invoice and payment processing errors,
refer to Chapter “Invoice and Payment Processing Error
Resolution” in this Student Guide
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Accounts Payable Supervisor Report

@21 c Ml Accounts Payable Supervisor Report

BT s & RSk BV ST

On a daily basis, the NIHAP Unpaid Invoices Supervisor Summary report
should be run to get an summary of invoices that are:

= Missing SSN
Missing ACH
Missing Address Information
Missing ACH, but contain Address and SSN Information
Contain ACH in the Vendor but not on the Invoice /==

A
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NIHAP Unpaid Invoices Supervisor Summary Report

¢ 2 rc 3 NIHAP Unpaid Invoices Supervisor Summary
Tryeas™ Bt W e Report

Description: The custom report displays summary information on
invoices missing required banking, SSN, or address
information by IC

Purpose: This report should be used to track how many invoices are
missing payment data, determine which invoices need to
be updated with ACH information, and how many invoices
currently set for EFT contain the necessary information for
a check payment

Note: This report does not include patient, USB, manually
entered, or cancelled invoices or debit memos.

Source: Accounts Payable

Frequency: Daily

Selected Report Headings

IC =IC Name

Missing SSN — Invoices missing SSN information in the Vendor records
Missing ACH — Vendors missing SSN information

Missing Address Field — Vendors missing address information

Missing ACH with Address and SSN — Invoices missing ACH information, but that contain
address and SSN information. These invoices could be paid by check.

ACH in Vendor not Invoice — Invoices eligible for payment if the invoice is updated to include
the Vendor’s ACH information.
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Open Advance Report

W2C11VEMl Open Advance Report

Description: The Open Advance Report displays the open travel
advances in accounts payable.

Purpose: This report can be used to monitor the open travel
advances pending from travelers.

Source: NIH Data Warehouse

Frequency: As needed
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Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab: Running Accounts Payable Maintenance Reports
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Lesson Summary

@31 Ml | esson Summary

After this lesson you learned how to run:
the Invoices on Hold Report
the NIHAP Unpaid Invoices Detail Report

the NIHAP Unpaid Invoices Error Resolution Report for Payment
Batch

the Unaccounted Transaction Report
the Invoice Aging Report

the NIH Unpaid Invoices Supervisor Summary Report
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Accounts Payable Inquiry

Chapter 10
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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
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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
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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
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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
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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
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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
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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
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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.
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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
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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
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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.
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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.
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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
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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
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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
|
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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
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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
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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
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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
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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
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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

Accounts Payable Inquiry
Chapter 10 - Page 25



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.

Accounts Payable Inquiry
Chapter 10 - Page 26



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

Accounts Payable Inquiry
Chapter 10 - Page 28



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.

Accounts Payable Inquiry
Chapter 10 - Page 32



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

5._“'.: Requ

Refresh Data Find Reguests Submit g New Request...

leguest 1D Farent

Marme ] Status Farameters

Suppliers Report Completed {orn ,» VYendor Hame, 1, , 2003/08/25 00
[184192 [NIHTM Import Patient as Completed {orn

1183353 |Suppliers Report Completed {orn +» Vendor Name, 1, , 2003/08/13 00
1180182 |Supplier Merge Program | Completed {orn Ii':LAST_UPDATED_BY="1514",,P_ -
| |179659 | Supplier Audit Report Completed

_ 179363 |Suppliers Report Iﬂqpleted {orn , SPONSOR, CREATED BY, 1,,,.. |
| |178638 [NIHTM Import Patient as Completed
| |178657 [NIHTM Patient Audit Rep Completed {orn CLINICAL_CENTER_PATIENT, 01.A
_ 178656 |MIHTM Patient Audit Rep Completed {orn CLINICAL_CENTER_PATIENT, 01-A

178655 |Reprint output of request Completed

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.
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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.
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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
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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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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
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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.

Supplier Inquiry
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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.

Supplier Inquiry n P o
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Entering New Suppliers

W42l Entering New Suppliers
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» 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.
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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
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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
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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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Vendors - 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 !
[l

General | ]

[nactive On

Parent Supplier Name |

Custormer Murmber |

1. Select the Find button on the application toolbar.

Result: The Find Suppliers window is displayed.

Supplier Inquiry
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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

Supplier Inquiry
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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 '|

Fayrient Hold Reasaon

[ Hold All Payments
" Hold Unmatched Invoices

[~ Hald Unvalidated Invaices

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 |IMMEDIATE

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
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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.
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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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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

Copyright © Oracle Corporation, 2001. All rights reserved.
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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

Copyright © Oracle Corporation, 2001. All rights reserved.
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Contacting NBS Customer Support

w4211 sl Contacting NBS Customer Support
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Phone: Call 6-HELP (301.496.4357)
E-mail: Send e-mail to helpdesk@NIH.gov

Web Request for Support: Submit to:
http://support.cit.nih.gov

Provide the following information to help facilitate issue resolution:
v" Oracle Responsibility Name
What are you trying to accomplish

v
v" The title of the window in which you are located
v

A description of the problem that includes the exact error message you receive
and where the error message is located

A description of what steps you took prior to receiving the error, including the
exact trraveler name, invoice number, efc that youwere trying to process

What happens i you try to proceed
The impact of the error on yourwork and when you need it to be resolved
Who to contact in the event that you are not available

Copyright © Oracle Corporation, 2001. All rights reserved.
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Evaluation

W42l Evaluation
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Please take a moment to complete the

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

Your comments are important to us!

Copyright © Oracle Corporation, 2001. All rights reserved.
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Good Luck

W21 M Good Luck
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Good Luck!

Copyright © Oracle Corporation, 2001. All rights reserved.
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