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Creating a Control Group and Vouchers

Navigation

Step Action

1 Click the Control Groupslink.
2. Click the Group Information link.

Group Infarmation)

Procedure

Step Action

3. On the Group Information page, click the Add a New Value tab.
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Sigin out

et Meww tindow | Help | 1,
[ My Favotites Group Infermation

[ University of Maine System

[ Emplovee SelfService Eind an Existing Yalue ¥ Add a New Value \'

[> Manager Sel-Service

> Supplier Contracts B -

T Business Unit: | UMS08| 3,

- Wendors Control Group ID:
[ Purchasing

[ Inventory

[> eProcurement Add

[- Services Procurement

[- Travel and Expenses

[~ Accounts Payable Find an Existing Value | Add a Mew Value

[> Youchers

= Control Groups
= p Infarmation
— Update Status
— Delete Control Group
— Post Control Graup

[ Payrments

[» Batch Processes

[> Review Accounts Payable
Info

[> Reports

[- eSetlements

> Banking

[ Commitment Control

[- General Ledger

[ Set Up FinancialsiSupply
Chain

[= Winrklist

[- Tree Manager

[> Reporting Toals

[- PeopleTools

= Return to Portal

= bty Personalizations

= bty Svstern Prafile

- bty Dictionary

@ Done é & Trusted sites

Step Action

4. In the Control Group ID field, enter an ID.

5. Click the Add button.
Add
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Search: Hew window | Help | Customize Page | 5

> Wy Favorites [ i Y Accounting Y “ouchering Options Y “ouchers \

[> University of Maine Systemn
[> Employee Self-Service Unit:  UMS08  Group:  1J003
> Manager Self-Service
1> Supplietr Contracts

[ Items [IRun a Tape Gross Amt Nbr of Vouchers
[> Wendors

1> Purchasing Gross Amt: 0.00 0

1> Inventory Mb of

I eProcurement 1o

I> Services Procurement Vouchers: ljl -

I Travel and Expenses Gross Amount Difference

[7 Accounts Payakle 0.00

- Contol o Voucher Totals Difference
= Control Groups Qpen .,‘ ‘

Ini
— Update Status

— Delete Control Group ~ )
— Past Control Group Assigned to: l:lo\ [JReserve Voucher Numbers

I Batch Processes Assigned: Starting From: 00000000
[> Review Accounts Payable Due: l:l Completed; |:|

Info
[ Repors

I eSettlements
1> Banking B save | [Z] Matity Essdd | | UpdateDisplay

[ Commitment Contral

1> General Ledger Assignment | Accounting | Youchering Options | Youchers
[> Set Up Financials/Supply

Chain
[ inorklist

[ Tree Manager

[ Reporting Tools

1> PeopleTools

— Return to Partal

- bty Personalizations
- hiy Systern Profile

— My Dictionary

@ Dong é @) Trusted sites

Step Action

6. On the Assignment page, enter the desired information into the Gross Amt field.
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Sign out

Search: Mew Windaw | Help | Custarmize Page | &,

& Wy Favorites " Assignment "\_Agcounting " Youchering Options | Vouchers

[ University of Maine Systern
- Employee Seli-Service Unit:  UMS08  Group:  JJo03
> Manager Self-Service
[ Supplier Contracts

- terns CJRun a Tape Gross Amt Nbr of Vouchers
[ vendors
[ Purchasing Gross Amt: 0.00 ]
[ Inventory Mo of
[> eProcurement
1> Services Procurement Vouchers: Dl )
> Travel and Expenses Gross Amount Difference
[ Accounts Payable 0.00
I Wouchers Voucher Totals Difference
< Control Groups Open "| o
roup Info o
— Update Status
— Delete Control Group )
— Post Control Group Assignedto: l:lq [JReserve Voucher Numbers

 Bateh Processes Assigned: Starting From: 00000000
[» Review Accounts Payahble Due: I:l Completed: I:l
Info

[» Reports

[ eSettlernents
> Banking B save | [=] htify Eradd | 5 UpdsteDisplay

[ Commitment Control

© General Ledger Assignment | Accounting | Voucheting Options | Youchers
[ Set Up Financials/Supply

Chain
[ Worklist

[ Tree Manager

[> Reporting Tools

[: PeopleTools

— Return to Portal

— My Personalizations
— My Eystern Profile
— Mty Dictionary

@ Done é @) Trusted sites

Step Action

7. Enter the desired information into the Nbr of Vouchersfield.
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Menu B
Search:
®

[ My Favorites

[> University of Maine System

[- Employee Selt-Serice

> Manager Self-Service

[- Supplier Contracts

[+ lterns

[- Vendors

[> Purchasing

[+ Inventory

[ eProcurernent

[- Services Pracurement

> Travel and Expenses

[ Accounts Payahle

[> Vouchers

= Control Groups
— Group Informa
— Update Status
— Delete Contral Group
— Post Control Group

[ Payments

[> Baich Processes

[> Review Accounts Payahle
Infa

[ Reports

[ eSettlements

- Banking

> Cormmitrnent Contral

[- Genetal Ledger

> Set Up FinancialsiSupply
Chain

[ Worklist

[- Tree Manager

> Reporting Tools

[- PeopleTools

— Retutn to Portal

— My Personalizations

— My Systern Profile

Q-0 HRAG L@ w-JlS

— My Diictionary

[ Assignment Y_Accounting Yy Vouchering Options }” Youchers

Home

Mew Window | Help | Custarnize Pare |

Unit:  UMS08  Group: 003

CIRun a Tape
Gross Amt: 50.00
Nbr of
Vouchers:
Open - |

B Save | [Z] Notify

Assignment | Accounting | Youchering Options | Youchers

Gross Amt Mbr of Vouchers

0.00 0

Gross Amount Difference
50.00

Voucher Totals Difference
o

[JReserve Voucher Numbers

Starting From: 00000000

(S0 UpdateDisplay

@ Done

é @ Trusted sites

Step Action

8. Click on the drop-down arrow in the Statusfield.
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Search: Mew Yindow | Help | Customize Page |

®
[> My Favarites
[> University of Maine System
I Employee Self-Service Unit:  UM308  Group:  JJ003
[> Manager Self-Service
[> Supplier Contracts

/" Assignment {_Accounting j ¥ouchering Options "~ Wouchers

[ tems [JRun a Tape Gross Amt Nbr of Vouchers
[ Vendars
> Purchasing Gross Amt: 50.00 0.00 0
[+ Inventary
> eProcuramant 5‘” 0:]
[» Services Procurerment ouchers: -
[ Travel and Expenses Gross Amount Difference
[+ Accounts Payable 50.00
[> Youchers Voucher Totals Difference
= Caontrol Groups Open v

— Group Infarmation Assighed :
— Update Status Enry SetAside

— Delete Contral Group Qpen

— Post Control Group Readyfor Rewew_
Superisor Set Aside

[IReserve Voucher Numbers

[> Payments
> Batch Processes verfied Starting From: 00000000
[> Review Accounis Payahle Due: l:l Completed: l:l
Infa
I Repors

[» eSettlements
> Banking & Save | [=] Notify Ertad UpclateDisplay

[ Commitrent Contral

> General Ledger Assignment | Accounting | ¥ouchering Options | Youchers
[> et Up FinancialsiSupply

Chain
[ Wvorklist

[+ Tree Manager

[> Reporting Tools

[» PeopleToals

— Return to Portal

— My Personalizations
— Wty Systern Profile
— iy Dictionary

@ Done é & Trusted sites

Step Action

0. From the drop-down list select Assigned.
[2zsigned |
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Sigin out

Search: Mews Window | Hels | Customize Page | 2]

®
[ My Favorites
[> University of Maine System
[» Employee SelfService Unit:  UmMS08  Group: 11003
[ Manager Self Service
[» Supplier Contracts

[ Assignment Y_Accounting §” Youchering Options " Vouchers

b tems [CIRun a Tape Gross Amt Nbr of Vouchers
b Wendors
I Purchasing Gross Amt: 0.00 i
[> Inventony
I eProcurernent 3’" OII
‘ouchers:
g _Sr:ar:fr;cl zsnzrlg}?:éi;n;;t Gross Amount Difference
= Accounts Payable 40.00
P Vouchers Vaucher Totals Difference
= Contral Groups 5
Group Infor
— Update Status
— Delete Contral Grougp .
— Post Contral Group Assignedto: I:lQ [CJReserve Voucher Numbers

[ Batch Processes Assigned: Starting From: 00000000
[> Review Accounts Payahle Due: l:l Completed: |:|

Info
[> Reparts

[ eSettlements
I Banking B save | [=] Notity Eradd | B UpdsteDisplay

[> Cammitment Cantral

[» General Ledger

[» Set Up Financials/Supply
Chain

[>\Warklist

[ Tree Manager

[» Reparting Toals

[ PeopleTools

— Return to Portal

— Lty Personalizations

— bty Systern Profile

— Lty Dictionary

Assignment | Accounting | Youchering Options | Youchers

@ Dane é @ Trusted sites

Step Action

10. In the Assignment section, enter the appropriate emplid into the Assigned to field.
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[ My Favorites

> Employee Sel-Service
- Manager Self-Service
[- Supplier Contracts
[ lterns
[ Vendors
[ Purchasing
[ Inventory
[ eProcurement
[ Serices Procurement
[ Travel and Expenses
[~ Accounts Payable
[> ¥ouchers
= Control Groups
up In an
Update Status
— Delete Control Group
— Post Control Group
[> Payments
[> Batch Frocesses

Info
[> Reports
[- eSettlements
[ Banking
[> Cormmitment Contral
[ General Ledger
[> Set Up FinancialsiSupply
Chain
[= Winrklist
[> Tree Manager
[> Reporting Toals
[> PeopleTools
= Return to Portal
= bty Personalizations
= ity Systern Profile
I— ity Dictionarny

> University of Maine System

|/ Assignment Y Accounting |}~ Youcheting Options |}~ Vouchers |,

Home

NewWindow | Help | Custamize Page | 15,

Unit:  UMZ08 Group:  LJ003

[CIRun a Tape
Gross Amit: 50.00
Nbr of

Vouchers:

Assigned v}|

Assigned to: (00131 64 Q

[> Review Accounts Payahle Dues l:l Completed: l:l

B Save | [Z] Matify

Assignment | Accounting | Youchering Options | Youchers

Gross Amt
0.00

Nbr of Vouchers
a

Gross Amount Difference

50.00

Voucher Totals Difference

2

D Reserve Voucher Numbers

Starting From:

aooooono

B eldd Update Display

@ Done

é & Trusted sites

Step

Action

11.

In the Voucher Numbering section, click the Reserve Voucher Numbers

checkbox.
| [IReserve Voucher Numl}ersl

12.

Click the Save button.
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Menu B
Search:
®

[> My Favarites

[» University of Maine Systemn

[» Employee SelfService

[ Manager Self Service

[> Supplier Contracts

[ ltems

b Wendors

[ Purchasing

[> Inventony

[> ePracurement

[> Services Procurement

[ Travel and Expenses

= Accounts Payable

> Wouchers

= Cantrol Groups
= up Inf
— Update Status
— Delete Control Group
— Post Control Group

[ Payments

[> Batch Processes

[> Review Accounts Payable
Info

[» Reports

[ eSettlements

[> Banking

[> Cammitment Cantral

[» General Ledger

[> Set Lp FinancialsfSupply
Chain

[>\Warklist

[ Tree Manager

[> Reporting Tools

[ PeopleTools

— Return to Portal

— My Persanalizations

— bty Systern Profile

— Wy Dictionary

G| P

Py

O R @-Jd3 -

Mews Window | Hels | Customize Page | 2]

[ Assignment Y_Accounting §” Youchering Options " Vouchers

Unit:  UMS08  Group:  1J003

[CIRun a Tape Gross Amt Nbr of Vouchers
Gross Amit: 50.00 0.00 0
Nbr of

Vouchers:

Gross Amount Difference
40.00

Voucher Totals Difference
2

Assigned v|

Assigned to:| 0013164 G Jeffdoy [“Reserve Voucher Numbers
Assigned: | 02r06/09 10:32AM starting From: 500729410
Due: 00GI0 1 ada | Completed: [ |

B save | [=] Notity Eradd | B UpdsteDisplay

Assignment | Accounting | Youchering Options | Youchers

@ Dane

é @ Trusted sites

Step Action

13. From the Financials menu, click the Voucherslink.

14. Click the Add/Update link.

15. Click the Regular Entry link.
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> Employee SelfService
[» Manager Self-Serice
[ Supplier Contracts
[ ltems
[ Yendars
[ Purchasing
&> Inventary
[» eProcurerment
[> Services Procurement
[ Travel and Expenses
[ Accounts Pavable

= Vauchers

= AddiUpdate

— Gick Invoice Entry
— Complete Register
Woucher
— Close Youcher
— Delete Youcher
— Update Open [tem
— UnPostWoucher
[+ Maintain
[> Control Groups
[ Payrments
[> Batch Processes

Info
I> Reports
[» eSeftlerments
[ Banking
> Commitment Cantrol
[» General Ledger
[ et Up FinancialsiSupphy
Chain
[ \Warklist
[> Tree Manager
> Reparting Tools
[» PeopleTools
— Return ta Portal
— Lty Personalizations
— My System Profile

[ Review Accounts Payable

Voucher

Business Unit:
Voucher ID:
Voucher Style:
Control Group ID:
Short Vendor Name:
Vendor ID:

Vendor Location:

Invoice Number:
Invoice Date:

Gross nvoice Amount:
Freight Amount:

Sales Tax Amount:
Misc Charge Amount:
Tax Exempt Flag

Add

/ Eind an Existing Value " Add a New Value

Address Sequence Number:

Home

Sign out

New Window | Help |

[owateley

[ Regular voucher

e
—
—
—
i

0.00]

0.00]

0.00]

0.00]

]

Estimated No. of Invoice Lines:| 1]

Find an Existing Value | Add a Mew value

- My Dictionary -
@ é &) Trusted sites
Step Action

16.

On the Voucher page, enter the appropriate Vendor ID into the Vendor ID field.

Page 10
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[ Employee Self-Senice
[ Manager Self-Service
[> Supplier Contracts
[ ltems
[ Wendors
[> Purchasing
[ Inventary
[ eProcurement
[> Services Procurement
[> Travel and Expenses
= Accounts Payable
= Youchers
= AddiUpdate
gular Entry
— Quick Invaice Entry
— Complete Reqister
woucher
— Close Youcher
— Delete Youcher
— Update Open Iterm
— UnPostfoucher
[> Maintain
[> Contral Groups
[> Payments
[» Batch Processes
[ Review Accounts Payahle
Info
[ Repaors
I eSettlements
[> Banking
[> Commitment Cantrol
[ General Ledger
[> S8t Up Financials/Supply
Chain
[ Worklist
[ Tree Manager
[ Reparting Tools
[> PeopleTools
— Return to Portal
— My Personalizations
— My Systermn Profile

=

<

Voucher

O R L @

Find an Existing Walue i Add a New Value \'

Business Unit:
Voucher ID:
Voucher Style:
Control Group ID:
Short Vendor Name:
Vendor ID:

Vendor Location:

Address Sequence Number:

Invoice Number:
Invoice Date:

Gross Invoice Amount;
Freight Amount:

Sales Tax Amount:
Misc Charge Amount:
Tax Exempt Flag

- 8 -

Mewr Window | Help | n

[sog]e,

| Reautarvoucher

o
—
vz
—
i

[ &

0.00]

0.00]

0.00]

0.00]

Estimated No. of Ivoice Lines:

Add

Find an Existing Value | Add a Mew Value

— My Dictionary
@ é @) Trusted sites
Step Action

17.

In the Vendor Location field, click the Look up Vendor Location button.

=
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# MaineStreet

Home

> Employee Self-Service e e yindow | Help | n
[ Manager Self-Service
R ERHBOLIES Look Up Vendor Location
> Wendors
[ Purchasing SetlD: LIMEYS
P (IRl Vendor ID: 0000075685
I> eProcurement i -
[ Senices Procurerment Vendor Locatlon:| begins with |+ ” |
[ Travel and Expenses ci begi th
[ Accounts Payable iy [ bosins i ] |
= “ouchers
= Add/Update Look Up ‘ Clear | Cancel |Basic Lookup
— Quick Invoice Entry
- Complets Redister Search Results
Wouchet 1011

- Close Youcher
— Delete WYoucher
— Update Open lterm
- UnPostYoucher
[> Maintain
[ Control Groups
[ Payments
| Batch Processes
[ Review Accounts Payable
Infa
[» Reports
[> eSetilernents
[> Banking
[ Commmitment Control
[» General Ledger
[ Set Up FinancialsfSupply
Chain
[> Worklist
[ Tree Manager
[ Reporting Taols
I: PeopleTools
— Return to Portal
— by Persanalizations
— iy Systern Profile
— Lty Dictionary

@ é @ Trusted sites

‘endor Location Description  Payment Method Address Line 1 Address Line 2 Address Line 3 City State Postal Code
TAUGUSTA ORDER FROM (hlank) 83 PINE RIDGE ROAD (blank] (hlank) HORTH YARMOUTHME 04087

<

Step Action

18. Click on the appropriate Vendor Location to select it.
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# MaineStreet

Home

Bl

Mevw window | Heln | Custornize Page | B, |

Invoice Information '} Payments j Voucher Aftributes |,

Business Unit:  UMS05 Invoice Number: |

Voucher ID: NEXT Invoice Date: El
Voucher Style:  Regular Action: —v| Run | anln\rulcel

ni: urchase Crder: orksheet Copy 1002 ong A
PO Unit C, Purchase Ord @, Copy PO Worksheet Copy Option: | M

Vendor:  [0000075665 Q ‘Pay Terms: 30 |anetan g BasisDtType InvDate

Name: YARMOUTH-00T | Q, ComrolGroup:  [4003 & Comments(0)

Location:  |14UGUSTA |Q Accounting Date; | 1Z/06:2008 |5

‘Mddress: | 1]QU aguanced VendorSearch  “Currency: usp|a, Mon Merchandise Surnmary
YARMOUTH SCHOOL OF Total: 0.00 MI SalesilUse Tax Summary

ETIQUETTE &PROTOCOL
83 PINE RIDGE ROAD

MNORTH YARMOUTH, ME 04097

Session Defaults 1

Advice Comments

packingsi: ||

TIN Type PO Type
= Line ‘Distribute by Item Description Quantity UOM Unit Price Extended Amourt
i [amount [ | | — Y | o]
Ship To SpeedChart

Q |:|Q [Juse One Asset ID Calculate |

Sales/Use Tax
~ Distribution Lines

GL Chart | ExchangeRate |  Statistics
Copy
3 3

At Musantibu Dot A1 init Arcannt Ainar Hinit Eund Nant Dranram  Clace Bud Raf vl

@ é & Trusted sites

Step Action

19. The Invoice Information page opens. Enter the invoice number into the Invoice
Number field.
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# MaineStreet

Home

Bl

Mew Window | Help | Custarnize Page | B 4

Invoice Information | Fayments | Woucher Afiributes |

Business Unit:  UMS08 livoice Number: | TE5T554] |

Voucher ID:  NEXT Invoice Date: £
Voucher Style:  Regular Action: <] Run | Printinvoice|

PO Unit: I:lQ Purchase Order: Q. CopyFPO | Worksheet Copy Option:

Vendor: 0000075665 a ‘Pay Terms: 30 @mnetzn [ BasisDtType InvDate

Name: VARMOUTH-00T |Q, ComrolGroup:  [M003 & Comments(0)

Location:  [1aUGUSTA |Q Accounting Date; | 02/082009 |5

*Address: :lQ Advanced Vendor Search  Currency: @IQ blon Merchandise Surnimary
YARMOUTH SCHOOL OF Totalk: 0.00 Caleulate | SalesilUse Tax Summary

ETIQUETTE & PROTOCOL
83 PINE RIDGE ROAD

NORTH YARMOUTH, ME 04087

Session Defaults =

Advice Comments

packmgsi: [

TIN Type PO Type
[®][=] Line ‘Distributeby Kem Description Quantity UOM Unit Price Extended Amount
I —Y [——Y | o0g
Ship To SpeedChart

Q l:lq [Juse One Asset ID Calculate

Sales/Use Tax
~ Distribution Lines

GL Chart Y Exchange Rats | Statistics

Copy Amarmt Muizatitg Dot g Arraint Onar Linit Fond Nant Dragram  Clace i Paf A

@ é @ Trusted sites

~

Step Action

20. In the I nvoice Date field, click the calendar button to select the appropriate date.
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Sign out

Mew Wiindows | Help | Custornize Page | el

Invoice Information | Payrents | Woucher Aftributes |

Business Unit:  UmMs08 Inveice . |TESTS3S |

Voucher ID:  NEXT Invoice Date: &
Voucher Style:  Regular Action: + | Run | Prlntlnvnlcel

PO Unit: l:lQ Purchase Order: |—|Q Copy PO | Worksheet Copy Option:
Vendor:  [0000075665 s ‘Pay Terms: 30 |ametso  FF  BasisDtType InvDate

Name: VARMOUTH-D01 | Q, comrolGroup: W03 | Comments(0)
Location:  [1aucUsTA |Q, Accounting Date: | V2062003 |5
*Address: [ 1|OU agyanced Vendor Seach *Currency: usD|a, Mon Merchandise Summary
YARMOUTH SCHOOL OF Total: 0.00 Calculate | SalesfUse Tax Summary

ETIQUETTE &PROTOCOL
83 PINE RIDGE ROAD

MNORTH YARMOUTH, ME 04097

Session Defaulls -

Advice Comments

packigsi: ||

TIN Type PO Type
= Line ‘Distribute hy [tem Description Quantity UOM Unit Price Extended Amount
1 [amount ] | o | Il I_Ja] | il
Ship To SpeedChart

Q I:IQ [CJuse one Asset ID Caloulate |

SalesiUse Tax
~ Distribution Lines

GL Chart | Exchange Rate | Statistics

Copy Aot Muanting Det SE0 1 Init Accomt Finar it Fand Nant Drnaram  Clace Bl Raf

£

<
@ javascriptiselectDay(S); é & Trusted sites

Step Action

21. If it is necessary to change the Payment Terms, in the Pay Termsfield, click the
Look up Pay Terms button.

[&]
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‘A MaineStreet

| EI3
New Window | Help | b5 2

Look Up Pay Terms

SetlD: UMEYS

Payment Terms ID:| heging with ||

Look Up | Clear | Cancel ‘M
Search Results
145 of 48

Payment Terms ID Short Description Description Payment Terms Type Terms Applicabili

oo Due Mow Bay-hext Cycle (lose discounfy Single Wendar

s Metd Duein & days Single Wendor

o7 ket 7 Due in 7 days Single Yendor

1%15 1115 netan 1% dizcountin 15 days, het 20 Single Yendor

10 ket10 Duein 10 Days Single Yendor

1010 1011 0Met30 10%digcount in 10 days, Met 30 Single Wendar

10m 10thionth Due on the 10th ofthis month ~ Single Yendor

10m10 10Mas10th 10 Months - 10th of each manth Multiple Wendar

10n 10thMexdho Due on the 10th of next month  Single Yendor =
1m0 1Mozt ath 11 Manths - 10th of each month Multinle Wendar

12m10 12Mos10th 12months - 10th of each month Multiple Wendor

12MOM 12 Maonths 12 Months - end of each month Multinle Yendaor

il 5 het15 Due in 15 days Single Yendor

1010M 1010 Met3n 1% Discountin 10 days, Met 20 Single Yendor

2%10T 2% on 10th 2% discount paid on 10th Sinale Wendar

215 218 Met30 2% discountin 19 days, Weit 30 Single Wendar

20 Met 20 Due in 20 days Single Wendor

240N 24 Months Pays out aver 24 Manths Multiple Wendar

|25 et 35 Due in 25 days Sinole Yendor

25M 25th Due on the 25th of this month  Sinagle Yendor

28K 28th Mext Due on the 25th of next month  Single Wendar

260FF 26% Off 26% Discount Sinole Yendaor

pin} 210 Met30 2% Discountin 10 days, Met 30 Single Yendor

Imielniil] (30 ka3 O Crigrnuat it 30 o o mlat 20 _Sinnla Wandnr o]
@ é @ Trusted sites

Step Action

22, From the Search Results list, click on the appropriate Payment Term to select it.
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# MaineStreet

Home huttiChannel ©

Bl

Mew Window | Help | Customize Page | B,

Invoice Information {_ Payments j Voucher Atiributes

Business Unit:  Ums02 Invoice . |TEST355 |
Voucher ID: NEXT Invoice Date: 02i06¢2008 |5

Voucher Style:  Regular Action: ~| Run | Pr\ntlnvnicel

PO Unit: I:lq Purchase Order: |—|Q Capy PO | Worksheet Copy Option:
Vendor:  [0000075665 Q ‘Pay Terms: (00 |@ Dusnow FJ  BasisDtType InvDate
Name: VARMOUTH-0D1 |3 ControlGroup:  [M003 |@ Comments(
Location:  [1AUGUSTA |Q Accounting Date; | 1210672009 |5
‘Mddress: | 1)@ agvanced vendar Search  “Currency: usp|a, Mon Merchandise Summary
YARMOUTH SCHOOL OF Total: 0.00 Calculate | galesilUse Tax Surmmary
EQ‘SEEEIEDG&EPRHSJSCOL Session Defaults =

MORTH YARMOUTH, ME 04097
Advice Comments

packingsi: ||

TIN Type PO Type
[=] Line ‘Distribute by Htem Description Quantity  UOM Unit Price Extended Amount
A[amon_v] e | L& | 000
Ship To SpeedChart

Q I:IQ [Juse One Asset ID Calculate |

Sales/Use Tax

~ Distribution Lines
GL Chart Exchange Rste

Copy

e Statistics

Amannt Nusantihr Det A1 N Init Acroimt Ninar linit Fund Nant Draaram  Clace Piael Raf

<
@ Done é & Trusted sites

Step Action
23. In the Total field, enter the appropriate total amount.
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Business Process Document
Financials 9.0: Creating a Control Group and Vouchers

QO HRG PHhe

# MaineStreet

& @3- 3 -

Sign out

=3
Mew Wiindows | Help | Custornize Page | el

Invoice Information | Payrents | Woucher Aftributes |

Business Unit:  UmMs08 Inveice . |TESTS3S |
Voucher ID: MEXT Invoice Date; 020062008 |[H

Voucher Style:  Regular Action: + | Run | Printlnvnicel

PO Unit: l:lQ Purchase Order: |—|Q Copy PO | Worksheet Copy Option:
Vendor:  [0000075665 s ‘Pay Terms: [0 |QDuemow FH  BasisDtType InvDate

Name: VARMOUTH-D01 | Q, comrolGroup: W03 | Comments(0)
Location:  [1aucUsTA |Q, Accounting Date: | V2062003 |5
*Address: [ 1|OU agyanced Vendor Seach *Currency: usD|a, Mon Merchandise Summary
YARMOUTH SCHOOL OF Total: 10.00] _ Calculate | SalesfUse Tax Summary

ETIQUETTE &PROTOCOL
83 PINE RIDGE ROAD

MNORTH YARMOUTH, ME 04097

Session Defaulls -

Advice Comments

packigsi: ||

TIN Type PO Type
= Line ‘Distribute hy [tem Description Quantity UOM Unit Price Extended Amount
1 [amount ] | o | Il I_Ja] | il
Ship To SpeedChart

Q I:IQ [CJuse one Asset ID Caloulate |

SalesiUse Tax
~ Distribution Lines

GL Chart | Exchange Rate | Statistics

£

Copy Aot Muanting Det SE0 1 Init Accomt Finar it Fand Nant Drnaram  Clace Bl Raf

<
@ Done é & Trusted sites

Step Action

24, In the I nvoi ce section, enter an invoice description into the Description field.

Page 18 Last changed on: 2/24/2009 12:29 PM



Business Process Document
Financials 9.0: Creating a Control Group and Vouchers

\\?@ &2'4_;: @'L‘Jﬂ.ﬂ "'.:-ﬂx

Mew Wiindows | Help | Custornize Page | el

Invoice Information | Payrents | Woucher Aftributes |

Business Unit:  UmMs08 Inveice . |TESTS3S |
Voucher ID: MEXT Invoice Date; 020062008 |[H

Voucher Style:  Regular Action: + | Run | Printlnvnicel

PO Unit: l:lQ Purchase Order: |—|Q Copy PO | Worksheet Copy Option:
Vendor:  [0000075665 s ‘Pay Terms: [0 |QDuemow FH  BasisDtType InvDate

Name: VARMOUTH-D01 | Q, comrolGroup: W03 | Comments(0)
Location:  [1aucUsTA |Q, Accounting Date: | V2062003 |5
*Address: [ 1|OU agyanced Vendor Seach *Currency: usD|a, Mon Merchandise Summary
YARMOUTH SCHOOL OF Total: 10.00 Calculate | SalesfUse Tax Summary

ETIQUETTE &PROTOCOL
83 PINE RIDGE ROAD

MNORTH YARMOUTH, ME 04097

Session Defaulls -

Advice Comments

packigsi: ||

TIN Type PO Type
EE=E Line ‘Distribute hy [tem Description Quantity UOM Unit Price Extended Amount
1 [amount ] | Q. [macazing Il [ Ja | [ 0.00]
Ship To SpeedChart

Q I:IQ [CJuse one Asset ID Caloulate |

SalesiUse Tax
~ Distribution Lines

GL Chart | Exchange Rate | Statistics

£

Copy Aot Muanting Det SE0 1 Init Accomt Finar it Fand Nant Drnaram  Clace Bl Raf

<
@ Done é & Trusted sites

Step Action

25, Enter the invoice quantity into the Quantity field.
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QO HRG PHhe

# MaineStreet

& @3- 3 -

Sign out

=3
Mew Wiindows | Help | Custornize Page | el

Invoice Information | Payrents | Woucher Aftributes |

Business Unit:  UmMs08 Inveice . |TESTS3S |
Voucher ID: MEXT Invoice Date; 020062008 |[H

Voucher Style:  Regular Action: + | Run | Printlnvnicel

PO Unit: l:lQ Purchase Order: |—|Q Copy PO | Worksheet Copy Option:
Vendor:  [0000075665 s ‘Pay Terms: [0 |QDuemow FH  BasisDtType InvDate

Name: VARMOUTH-D01 | Q, comrolGroup: W03 | Comments(0)
Location:  [1aucUsTA |Q, Accounting Date: | V2062003 |5
*Address: [ 1|OU agyanced Vendor Seach *Currency: usD|a, Mon Merchandise Summary
YARMOUTH SCHOOL OF Total: 10.00 Calculate | SalesfUse Tax Summary

ETIQUETTE &PROTOCOL
83 PINE RIDGE ROAD

MNORTH YARMOUTH, ME 04097

Session Defaulls -

Advice Comments

packigsi: ||

TIN Type PO Type
EE=E Line ‘Distribute hy [tem Description Quantity UOM Unit Price Extended Amount
1 [amount ] | Q. [macazing [ [ Ja | [ 0.00]
Ship To SpeedChart

Q I:IQ [CJuse one Asset ID Caloulate |

SalesiUse Tax
~ Distribution Lines

GL Chart | Exchange Rate | Statistics

£

Copy Aot Muanting Det SE0 1 Init Accomt Finar it Fand Nant Drnaram  Clace Bl Raf

<
@ Done é & Trusted sites

Step Action

26. Enter the appropriate unit of measure into the UOM field.

Page 20 Last changed on: 2/24/2009 12:29 PM



Business Process Document
Financials 9.0: Creating a Control Group and Vouchers

Home

Mew Window | Help | Custamize Page | & |

Inveice Information _ Payments § Youcher Afiributes |

Business Unit:  UMS08 Invoice Number; | TEST55 |
Voucher ID:  NEXT Invoice Date: 0206/2009 |

Voucher Style:  Regular Action: | Run I Printlnvoice'

PO Unit; l:lQ Purchase Order: Q,  CopyPO | Worksheet Copy Option:

Vendor: 0000075665 Q ‘Pay Terms: o0 |G Duemow [ BasisDUTwpe InvDate

Name: YARMOUTH-001 |2, ConolGroup:  [MODI |Q Comments(m

Location: [1AUGUSTA |Q, Accounting Date; | 02/06r2009 |5

*Address: le Advanced Yendor Search  ‘Currency: @q Man Merchandise Surmary
YARMOUTH SCHOOL OF Total: 10.00 Calculate | Sales/Use Tax Summary

ETIQUETTE & PROTOCOL
83 PINE RIDGE ROAD

MORTH YARMOUTH, ME 04097

Session Defaults i

Advice Comments

Packimgsii ||

TIN Type PO Type
][] Line ‘Distributeby Hem Description Quantity UOM Unit Price Extended Amount
1 [Amount ] | o, [macazing |1 |4 ] | N 0.0
Ship To SpeedChart

Q l:lQ [Juse One Asset ID Calculate |

SalesiJse Tay
~ Distribution Lines

GL Chart Y ExchangeRste | Slatistics
Copy

At Nuantitu Det A Uit Acennmt Anar lnit Eond Nant Dramram  Clace B Baf (]

<
a Done 2| & Trusted sites

Step Action
27. Enter the unit price into the Unit Pricefield.
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Business Process Document
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Q0O NRAG LK
# MaineStreet

R-L @-JE B3

Home: huttiChanne Sign out

IEQ
New Window | Help | Customize Page | & 4

Invoice Information {_Payments § Youcher Aftributes |

Business Unit:  UMS08 Invoice Number; | TE5T355 |
Voucher ID: MNEKT Invoice Date: 02/06/2009 ([

Voucher Style:  Regular Action: ¥R Print Invoice |

PO Unit: l:lQ Purchase Order: G, CopyPO | Worksheet Copy Option:

Vendor:  [0000075685 Q, ‘Pay Terms: 00 |QDuenow FF  BasisDtType InvDate

Name: YARMOUTH-001 |Q, Control Group:  [4003 |y Comments{D)

Location:  [1AUGUSTA |Q Accounting Date; | 12/06/2009 |5

‘Address: :lq Advanced Yendor Search ‘Currency: @Q Mon Merchandise Summary
YARMOUTH SCHOOL OF Total: jl Calculate | Sales/Use Tax Surnrmary

ETIQUETTE &FPROTOCOL
83 PINE RIDGE ROAD

MORTH YARMOUTH, ME 04097

Session Defaults i

Advice Comments

packmasw: |

TIN Type PO Type
E| Line ‘Distribute by Iem Description Quantity UOM Unit Price Extended Amount
1 [Armount & | |o [macazINE 1 [[Ea Jo | 10.00] | 0.00]
Ship Te SpeedChart

|:|Q l:lQ [Juse One Asset ID Calculate |

SalesiUse Tax
~ Distribution Lines

GL Chart Y Exchange Rate Fi Statistics
Copy

Amannt Mwrantitu Det e i Are ot Cnar Lnit Fondd Nant Dramram  Clace Ruud Raf

<
a Done S @ Trusted sies

Step Action

28. Enter the extended amount into the Extended Amount field.
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Business Process Document
Financials 9.0: Creating a Control Group and Vouchers

0[O0 HEGAkORa S E-Lds

# VameStreet

RutiChan

[E
- Ly e . . e

Name: YARMOUTH-001 [ Control Group: 40003 Q, Comrments(0)
Location: 1AUGUETS QL Accounting Date: 02062008 3

*Address: 1 advanced vendorsearch  ‘Currency: UsD @ blon Merchandise Surmmany
YARMOUTH SCHOOL OF Total: 10.00 Calculate | Sales/Use Tax Summary
ETIQUETTE &FPROTOCOL Session Defaults

83 PINE RIDGE ROAD

NORTH YARMOUTH, ME 04087
Advice Comments

packmasw: ||

TIN Type PO Type
Invoice Lines
[#][=] Line ‘Distribute hy Mem Description Quantity  UOM Unit Price Extended Amount
1 [Amount v | | [macazinE IE IENEY 1o.00] | 1000
Ship To SpeedChart

|:|Q |:|Q [Juse One Asset ID Calculate

SalesiUse Tax

~ Distribution Lines

GL Chart Exchange Rate N Statistics
Cony Amourit Quantity Pct 'GL Unit Account Oper Unit Fund Dept Program Class Bud Ref

Down

SIS - (N — Y A el Jal Tk

Business Unit: UWS02

Voucher ID: MEXT Invoice Lines n.n00

Print I Misc Charge Amount ﬂ
w Freight Amount =
Sales Tax Amount =
fraimnet  Tatal nnn Calenlate | ad
< \ >
@ Dane é @) Trusted sites
Step Action
29. In the Distribution Lines section, enter the amount into the Amount field.

Last changed on: 2/24/2009 12:29 PM Page 23
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Financials 9.0: Creating a Control Group and Vouchers

# MaincStreet

B
Name: YARMOUTH-001 |Gy
Location:  |1AUGUSTA  |C)
"Address: 1 agvanced Vendor Search

YARMOUTH SCHOOL OF
ETIQUETTE &PROTOCOL
A3 PINERIDGE ROAD

MNORTH YARMOUTH, ME 04097

TIN Type PO Type

Q- O RRO LHhOREE-JA B

T
Control Group:
Accounting Date:
"Currency:

Total:

Packing Slip:

- ——

oz |a
020672004 |[5]
uso|a

m‘

Calculate |

Sigin out

1>

Comrments(d

Mon Merchandise Summary

Sales/Use Tax Summary

]

Imvoice Lines

Session Defaults

Advice Comments

EE= Line ‘Distribute by Hem Description Quantity UOM Unit Price Extended Amount
1 [Amount ] | @ [macaziNg 1 IENEY 10.00] | 10.00]

Ship To
L

SpeedChart
[ =

Sales/Use Tax
~ Distribution Lines

[Cluse One Asset Ip

Calculate |

GL Chart Y Exchsnge Rate |  Stafistics
%ﬁ‘f‘ Amount Cuantity Pct “GL Unit Account Oper Unit Fund Dept Program Class Bud Ref
= I T (umsoz| | [ JalJaf la[Ja[ & c
Business Unit: 1MS02
Voucher ID: MNEXT Inveoice Lines 2,000
B e Misc Charge Amount =
Freight Amount =
Sales Tax Amount =
iminnsy  Tatal nnn Calrnlate I A
< | >
a é @ Trusted sites
Step Action
30. Enter the quantity into the Quantity field.
Page 24 Last changed on: 2/24/2009 12:29 PM
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QO NRAGLKO RS w-JA B
A MaineStreet

Home

[EQ
[ - —

) ~|
Name: ARMOUTH-001 |, Control Group:  |1J003 Q Comments(0) 5i
Location:  [1AUGUSTA |2 Accounting Date; | V2/06r2008 |5

‘Address: 1| pdvanced Vendor Search  ‘Currency: usD| @ Mon Merchandise Summary
YARMOUTH SCHOOL OF Total: 10.00 Caleulate | SalesiUse Tax Surnmary
ETIQUETTE &FPROTOCOL Session Defaults

83 PINE RIDGE ROAD

MORTH YARMOUTH, ME 04087
Advice Comiments

Packingsi: ||

TIN Type PO Type
= Line ‘Distribute by [Item Description Cuantity UOM Unit Price Extended Amount
1 [Amount v | @ [maceznE |[1 Q | 10.00] | 10.00]

Ship To SpeedChart

Q I:IQ [use one Asset I Calculate |

SalesiUse Tax

~ Distribution Lines

GL Chart Exchange Rate Ny Statistics
Copy Amount Cuantity Pct *GL Unit Account Oper Unit Fund Dept Program Class Bud Ref

Down

EE0 [ e[ A (uwsos]Q | R Ja[Ja la[Ja[ Ja] ¢

Business Unit: UMS03

Voucher ID: MEXT Invoice Lines 2000

Print \n\ruicel Misc Charge Amount [
Freight Amount =
Sales Tax Amount =
frainnct  Tatal nnn Calenlate I b1
| >

é @ Trusted sites

@d\

Step Action

31. Enter the appropriate ChartField combination.
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Q-0 NG Lo @-Jd A
# MaineStreet

Home Sign out

=3

Menw Wiindow | Help | Customize Page | e

Ivoice Information ' Payments | Youcher Affributes

Business Unit:  UM508 mvoice Number: | TEST55 |
Voucher ID:  NEXT Invoice Date: 02/06/2000 |5

Voucher Style:  Regular Action: w | Run | Pr\ntlnv0|ce|

PO Unit: I:IQ Purchase Order: @ CopyPO | Worksheet Copy Option:

Vendor: (0000075665 [ ‘Pay Terms: [0 | Duenow FF  BasisDtType InvDate

Name: VARMOUTH-001 | Q) Control Growp:  |HD0Z |Q Comments(0)

Location: [1AUGUSTA | Accounting Date; | 02062003 |[5)

*Address: | 1|Q agvancedvendor Searcn Currency: us|ay Mon Merchandise Summary
YARMOUTH SCHOOL OF Total: 10.00 Calculate | SalesfUse Tax Summary

ETIQUETTE &FPROTOCOL
83 PINE RIDGE ROAD

NORTH YARMOUTH, ME 040497

Session Defaults -

Advice Comments

packmasi: [

TIN Type PO Type
E][=] Line ‘Distributeby Hem Description Quantity UOM Unit Price Extended Amount
1 [Amount~] | o [macazing |[toooo |[Es |o | 1oooooo | 10.00]
Ship To SpeedChart

Q l:lq [Juse One Asset ID Calculate

Sales/Use Tax

~ Distribution Lines
GL Chart Exchange Rate

Copy Amnunt Furanting Det A3 Init Acenunt inar Hinit Foned Nant Dramram  Clace Runl Raf e
< k3
@ javascript: submitAction_winO{document wind,'#1CPansl4; é &) Trusted sites

i Statistics

Step Action

32. Scroll to the top of the page and click the Payments tab.
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A

MaineStreet

Business Process Document

Financials 9.0: Creating a Control Group and Vouchers

OO HNR®G L O 2% @-LJHd B

# MaineStreet

3
NORTH YARMOUTH, ME 04097 (]
IPayment Information
Scheduled Payment: 1
‘Remit to: oonoo7sees |5 Gross Amount: usD
Location: TAUGUSTA Q Discount: [ 00| uso [ Ipiscount Denied
‘Address: Q
TARMOUTH SCHOOL OF ETIGUETTE & Due: [5]
FROTOCOL
83 PINE RIDGE ROAD
Net Due: [
NORTH YARMOLUTH, ME 04097
Discount Due: |:|
Accounting Date: l:l
*Account: l:l ‘Handling: Q
‘Method: |:| Check “Netting: Q
Message: | | Messages
Message will appear on remittance advice.
pction: | Schedule v |  Payment Date: l:l Hold Payment [ Separate Payment [ L
Pay: Reference: l:l Hold Reason: l:lQ
Letter of Credit: I:IE
Payment Inquiry HolidayiCurrency Cplions Express Payment Yendar Bank Account
IF'ayment Note K
a S @ Trusted sies

Step

Action

33.

Handling fiel
[

d.

If it is necessary to have a check returned to your campus location, in the Payment
Method section of the page, click the Look up Handling button adjacent to the

Last changed on: 2/24/2009 12:29 PM
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&R = LB w o s

| EI3
1-34 of 34 v
SetiD Payment Handling Description Short Description Sequence Number [ ]
LIMSYS 14 LInA Accounting LIMAACCT a0
UMSYS 18 LIMA Business Office UMABUSOF 92
UWMSYS 10 LA Mailroom LUnARMAIL R 94
LIMSYE 28 UMF Business Office UMFBUSOF 20
UMSYS 2t UMF Mailroom UMFEMAIL R 88
LIMSYS 25 LUMF Student Refund LIMFSTUD a4
LIMSYS 38 UMFK Business Office LIMFKBUSOF n
UMSYS 3l UMFK Mailroom LI F AL R 75
LIMSYE 38 LUMFK Student Refund LUMFKETUD ig
UMSYS 48 UMM Business Office UMMBLISOF Jaii}
LIMSYS 4 LIkt tzilroorm LIbd bt AL R i3
UMSYS 54 UM Budget and Business Serv.  UMBUSOF i0
LUMSYS 5L U Budget & Business - Library  LIMLIBRARY Ab
LUIMEYE i LI Mailraom LInmAILR M it
UMSYS 5 UM Purchasing UMPLIRCH 54
LIMSYS 6B LISM Bus. Senices - Garham LISMBLISOF 40
LIMSYS BF UISM Facilities-Portland USMFACIL 43
LIMSY'S BL LShi-Lew/aub bug office usmlewhuso 45
LUIMSYE B LISM Mailroom - Garham LISMMAILGR 48
UMSY'S 6P USM Mailroom - Partland USMMAILFT 44
LIMSYS 6 LISM Student Refund LISMSTUREF A6
LUMSYS BY USM-Gorham stud.billing usrngorstub A7
UMSYS 7B UMPI Business Office UMPIBUSOF a0
LUMEYE 7l LUMPI Mailraom LIMPIMAILE M a8
UMSYS 75 UMPI Student Refund UMPISTUD 34
LIMSYS 84 LIMS Accounts Payable UMSACCTRPAY 20
LMSYS BB UC Business Services LUCBUSOF 10
UMSYS 8¢ UC Mailroom UCWAILR M 15
LUIMSYE 8 LIME Mailroam LIMBMAILEM 28
UMSYS B3 SHARED PROCESSING CEMTER UIMSHARED 27
LIMSYS 8Ll LMET-Computer Center LIMSUNET 29
UMSYE HD High Dollar Armount High$ a9
LIMSYS BT Cio Mot Apply Credit hoCredit 8
LMSYE RE Eenular Payments Renular 1
v
ﬁj javascript: submitAction_win0{document. wind, #ICRowWZS"); é @ Trusted sites
Step Action
34. On the Search Results page, click on the appropriate Payment Handling to select

it.
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0 0 NRO L2 E-UHB
' MaineStreet

MORTH YARMOUTH, ME 04087

13

Payment Information ind | iey First [ 1 o 1 [ Last

Scheduled Payment:

1
‘Remit to: 0000075665 |(QUFE Gross Amount: uso
Location: TAUGUSTA Q Discount: [ 00] usp [ piscount Denied
‘Address: Q

YARMOUTH SCHOOL OF ETIQUETTE & Scheduled Due: [5
FROTOCOL
83 PINE RIDGE ROAD

Net Dues L1
MORTH YARMOUTH, ME 040537

Discount Due: l:l
Accounting Date: l:l

‘Account: |:| *Handling: Q
‘Method: l:l Check *Netting: Q

Message: |

| Messages

Message will appear on remittance advice.

‘Action: | Sthedule % |  Payment Date: I:l Hold Payment [] Separate Payment []
Pay: Reference: l:l Hold Reason: I:IQ
Letter of Credit: l:l;’ﬁ

Payment nquiry  HolidawCurrency Optione Express Payment  Yendor Bank Account
Payment Note
L

-
1
@ Done é @ Trusted sites

Step Action
35. Click the Save button on the Payments page.

36. Click the Add button.
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Voucher

! Find an Existing Walue i Add a New Value \I

Business Unit: Q
Voucher II:
Voucher Style: |Regu\ar\mucher v
Control Group ID: Q
Short Vendor Name: Q
Vendor ID: Q
Vendor Location: Q
Address Sequence Number: Q
|

Invoice Number:

Invoice Date: l:IEiJ

Gross Invoice Amount:

0.00]
0.00]
0.00]
0.00]

Freight Amount;

Sales Tax Amount:

Misc Charge Amount:

Tax Exempt Flag B

Estimated No. of Invoice Lines:

Add

Find an Existing value | Add a Mew Value

@ Done é @ Trusted sites

Step Action

37. On the Voucher page, click the Look up Vendor Location button.

[&
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e R-%=HE-JE S

MultiChannel Consale

Mew Window | Help |

Look Up Vendor Location

SetlD: UmsYs
Vendor ID: 0000044456
Vendor Location: | begins with v |

city: [begins with | |

Look Up | Clear ‘ Cancel |ElasicLoukug

Search Results

endor L ocation Description  Payment Method Address Line 1 Address Line 2 Address Line 3 City

SPURCH PURCHASING {blank 93 NORRIDGEWOCK RO {hlank blank) FAIRFIELOME 04937
BPLIR EPUR hlank 93 NORRIDGEWOCK RD (hlank hlank; FAIRFIELDME 04937
8000000428 8000000926  (hlank] 93 NORRIDGEWOCK RD (hiank hlank; FAIRFIELDME 04937
@ javascript: submitaction_win0{document. win,' #ICRaw2"); é @ Trusted sites

Step Action
38. On the Search Results page, click on the appropriate Vendor Location to select it.
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Q-0 NRG PO RS @-LH B
# MaineStreet

Home | Worklist [ butiChannel Console | Add o Favorites | Sign out

=13
Mew Window | Help | &)

Voucher

{ Eind an Existing Yalue | Adda New Value \

Business Unit: Q

Voucher ID:

Voucher Style: |Regu\ar\mucher v
Control Group ID: Q

Short Vendor Name: Q

Vendor ID: Q

Vendor Location: Q

Address Sequence Number: Q

Invoice Number: | |

Invoice Date: l:l@

Gross woice Amount: | D.DD|
Freight Amount: | U.EIEI|
Sales Tax Amount: | D.DD|
Misc Charge Amount: | D.DD|
Tax Exempt Flag O
Estimated No. of Invoice Lines:
Add
Finel an Existing Value | Add 2 Mew Yalue
@ Done é @ Trusted sites
Step Action
39. On the Voucher page, enter an invoice number into the I nvoice Number field.
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# MaineStreet

C-© HMRAG PO 3% @ -Ji3

3

Voucher
Eind an Existing Value ) Add aNew Value

Business Unit: umsog Q@
Voucher ID:
Voucher Style: ‘Regularvaucher
Control Group ID: JJooz Q
Short Vendor Name: KLAMES ED-001 Q)
Vendor ID: 0000044456 |3,
Vendor Location: 2000000926 |3,
Address Sequence Number: Q
Invoice Number: [TESTEEB

Invoice Date: l:l@

Mew Window | Help | B

Gross Invoice Amount: ‘ D.DD|
Freight Amount: ‘ D.DD|
Sales Tax Amount: ‘ D.DD|
Misc Charge Amount: ‘ D.DD|
Tax Exempt Flag F
Estimated No. of Invoice Lines:
Add
Find an Existing YWalue | Add a Mew Yalue
a Done S @ Trusted sies
Step Action
40. Click the calendar icon on the calendar button adjacent to the Invoice Date field to
lookup and select the appropriate date.
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[E

Voucher

Q-0 NRGLAXkO 3& =-LJAdB

‘# MaineStreet

MuttiChannel Consale

New Window | Help |

Business Unit:
Voucher ID:
Voucher Style:
Control Group 1D:
Short Vendor Name:
Vendor ID:

Vendor Location:

Invoice Number:
Invoice Date:

Gross Ivoice Amount:
Freight Amount:

Sales Tax Amount:
Misc Charge Amount:

Tax Exempt Flag

Add

Eind an Existing Value | Add a New Value

Address Sequence Number: Q

Estimated No. of Ivoice Lines:

Find an Existing Value | Add a Mew Yalue

nsoe 2

[ Regular voucher v
T
sz o
sz
anssaoosz

[TESTEES |

oaezona

[ 0.00]
[ 0.00|
|
|

0.00]
0.00]

O

@ Dong

é & Trusted sites

Step

Action

41, Enter the Gross Invoice Amount in the Gross | nvoice Amount field.
42, Click the Add button.
Add
Page 34 Last changed on: 2/24/2009 12:29 PM




Business Process Document
Financials 9.0: Creating a Control Group and Vouchers

\\?@ &2'4_;: @'L‘Jﬂ.ﬂ "'.:-ﬂx

Sign out

Mew Wiindows | Help | Custornize Page | el

Invoice Information | Payrents | Woucher Aftributes |

Business Unit:  UmMs08 Inveice . |TESTHEER |
Voucher ID: MEXT Invoice Date; 020062008 |[H

Voucher Style:  Regular Action: + | Run | Printlnvnicel

PO Unit: l:lQ Purchase Order: o, CopyPO | Worksheet Copy Option:

Vendor: 0000044456 &} ‘Pay Terms: EQ Met 30 E Basis Dt Type Inv Date

Name: KLAMNES ED-001 |Q, comrolGroup: W03 | Comments(0)

Location: 2000000926 |Q, Accounting Date: | V2062003 |5

*Address: [ 1|OU agyanced Vendor Seach *Currency: usD|a, Mon Merchandise Summary

KLANES EDUC INFO TRAINING HUB Total: 40.00 Calculate | SalesfUse Tax Summary

93 NORRIDGEWOCK RD Session Defaulls =
FAIRFIELD, ME 04837 With halding

Advice Comments

packigsi: ||

TIN Type PO Type
= Line ‘Distribute hy [tem Description Quantity UOM Unit Price Extended Amount
1 [amount ] | o | Il I_Ja] | 40.00]
Ship To SpeedChart

Q I:IQ [CJuse one Asset ID Caloulate |

SalesiUse Tax
~ Distribution Lines

GL Chart | Exchange Rate | Statistics

£

Copy Aot Muanting Det SE0 1 Init Accomt Finar it Fand Nant Drnaram  Clace Bl Raf

<
@ Done é & Trusted sites

Step Action

43. If the payment terms have changed, on the I nvoice I nfor mation page, click the
Look up Pay Terms button.

[&]
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Q-0 RNRG Phe s E-Uld B -2
‘# MaineStrecs

Home hutichannel ¢

[E

Mew \Window | Help | f&h 2
Look Up Pay Terms
SetlD: LIMEYS
Payment Terms ID:| beging with + H

Look Up | Clear | Cancel |Basic Lookup
Search Results
1-45 of 96

Payment Terms ID Short Description Description Payment Terms Type Terms Applicabili
oo Due Mow Pay-Mext Cycle {lose discounty Single Yendor
s Hets Cue in & days Sinale Wendor
o7 Met7 Due in 7 days Single Vendor
1%18 115 net2n 1% discountin 15 days, net 30 Sinale ‘Wendor
10 MHet10 Cuein 10 Days Sinagle Wendor
1010 10/ 0ret3n 10%discountin 10 davs, Met 30 Single Vendor
10m 10thionth Due on the 10th ofthis month ~ Sindle Yendor
10mM10 10Mos10th 10 Months - 10th of each maonth Multinle Wendor
10K 10thhexdhio Ciue on the 10th of next month Single Wendaor —
1m0 11Mog10th 11 Months - 10th of each month Multiple Yendor
1210 12Mos10th 12months - 10th of each maonth Multinle Wendor
12M0OM 12 Months 12 Months - end of each month Multiple Wendaor
il 5 Met15 Duein 15 days Single Yendor
28m 25th Due on the 35th ofthis month  Sindle Yendor
250 25th Mesxt Due on the 25th of next manth ~ Sinale Wendar
260FF 25% Off 25% Discount Single Wendaor
2D 210 Met30 2% Discountin 10 days, Met 30 Single Vendor
2020M 220 Met30 2% Discountin 20 days, Met 30 Single Yendor
2030 2% 30 davs 2% Discountin 30 days Sinale Yendaor
2moi0 2 hiog 10th 2 hionths - 10th of each month  Multiple Wendar
30 et 30 Due in 30 days Sinale Wendor
aMo10 3 Mos 10th 3 Manths - 10th of each month  Multinle Wendor
2D 210 Met3d 2% Discountin 10 days, Met 30 Single Wendaor
2000 0 ot 208 ikt s 30 ol Mlat 20 _Cikcl Uokdor b
ﬁ:l é @ Trusted sites

Step Action

44, On the Sear ch Results page, click on the appropriate Payment Term to select it.
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A

MaineStreet

QO HNRG LAY R a-LUJEB
‘# MaimeStreet

Bl
Mew Vindow | Help | Customize Page | B

Invoice Information Y Payments | Voucher Afiributes |

Business Unit:  UME02 Invoice Ni TESTEEE |
Voucher ID: MEXT Invoice Date: 02i06:2008 |5
Voucher Style:  Regular Action; w| Run | Print Invaice ‘

PO Unit: l:IQ Purchase Order: G CopyPO | Worksheet Copy Option:
Vendor: 00000444456 Q. *Pay Terms: a0 Q_ Met 30 = Basis Dt Type [nv Date
Name: KLANES ED-001 | Q@ Control Group: /003 Q Commentsi

Location: 3000000826 |3, Accounting Date: | 02082009 |3
‘Address: 1@ agvanced Vendor Search  *Currency: uUsD|Q Mon Metchandise Summary
KLAMES EDLIC INFO TRAINING HUB Total: 4000 _Caleulate | sajesitse Tax Summary
93 NORRIDGEWOCK RD Session Defaults =
FAIRFIELD, ME 04937 Withhalding
Advice Comiments
Packing Slip: ‘ |

TIN Type PO Type

[=] Line ‘Distribute by Item Description Quantity U0 Unit Price Extended Amount
t[amount [ Ja | Y | 000]
Ship To SpeedChart

[ e[ ]
Salesilse Tax
~ Distribution Lines

Q

Calculate

[Juse One Asset ID

Copy Amnan ot

= Muantitu Det LT vt Nnar Hinit Coned Nant D nor am Clace B Daf 2 :
@ Done é @ Trusted sites

Step Action

45, On the Invoice I nformation page, enter an item description into the Description

field.

46. Enter the item quantity in the Quantity field.

47. Enter the appropriate unit of measure into the UOM field.

48. Enter the appropriate unit price into the Unit Price field.
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w® R % w-[Jd3

Home

hutichannel Console | Add to Favorites | Sign out

e, UUUUUS 4400 =Y *Pay Terms: U e Sy w2 T T -t
Name: KLANES ED-001 | @ Control Group: 1003 Q Comments(i)
Location: (8000000926 | Q) A ting Date: |02/06i2008 |

>

*Address: 1O advanced vendor Search *Currency: sD|Q, Mon Merchandise Summary
KLAMES EDUC INFO TRAIMING HUB Total: 10.00 Caleulate | salesilse Tax Summary
93 NORRIDGEWOCK RD Session Defaults
FAIRFIELD, ME 04337 Withholding
Advice Comments
Packing Slip: | |
TIN Type PO Type
= Line ‘Distribute by Iem Description Quantity UOM Unit Price Extended Amourit
1 [Amount v | |a [pook |[1 |[Ea Jau | s0.00] | s000]
Ship To SpeedChart

Q l:lo‘ [Juse one Asset ID Calculate |

Sales/lse Tax

~ Distribution Lines
GL Chart Exchange Rate
Copy
Down

3 R | )| ETEY [ Ja[ ] Rl Ja[ Ja] ¢

" Statistics

Amount Quantity Pct ‘GLUNit  Account Oper Unit Fund Dept Program Class Bud Ref

Business Unit: LMS08
Voucher ID: MEXT Inveice Lines oo

Print Invaice Misc Charge Amount =
Freight Amount =
Sales Tax Ameunt =

| — -~ 1 :

@A

é @ Trusted sites

Step Action

49, In the Distribution Lines section, enter the appropriate quantity into the Quantity
field.

50. Enter the appropriate Chartfield combination.
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CRam -5

# ViaimeStreet

[Bl/" mvoice Information "\ Payments | Vaucher Afiributes |

Home MutiCh&RD =

~
Business Unit:  UMS08 Invoice Number: | TESTAAB | | |
Voucher ID: NEXT Invoice Date: 024062009 [
Voucher Style:  Regular Action: w~| Run I Print Invoice'
PO Unit: l:IQ Purchase Order: G, CopyFPO | Worksheet Copy Option:
Pactmgsw: ||
TIN Type PO Type
[=] Line ‘Distribute by Item Description Quantity UOM  Unit Price Extended Amount
1| Amaunt +| | @ [Book |[1oooo |[Ea ]@ [ 4nooooo) | 40.00]
Ship To SpeedChart

Q l:lo‘ [Juse One Asset ID Calculate

SalesiJse Tay
~ Distribution Lines

GLChart Exchange Rate i Statistics

E_mzw“ Amount Quantity Pct ‘GLUnit  Account Oper Unit Fund Dept Program  Class Bud Ref

HEEO 1] s00f[too0] [umsos|c, (61000 [ Jafoo Jafssooo  Jal ja[ a c

Business Unit: LIWS03 . -
Voucher ID: NEXT Invoice Lines 0.000

Print mvmcel Misc Charge Amount ﬁ
Freight Amount =
Sales Tax Amount =]
| — -~ P 1 Z
< >
@ Done

2| @ Trusted sites

Step Action

51. When finished, click the Payments tab.
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Q0 O NRo LKke 2L E L3 -
‘# MaineStreet

t | MuttiChannel Console

=3
Mew Window | Help | Customize Page | B, ]

Invoice Information / Payments Y Woucher Attributes \‘

Business Unit:  Lm303 Invoice Number:  [TESTEEE |
Voucher ID: NEXT Invoice Date: 021062008 |
Voucher Style:  Regular Action: w| Run | Frint \nvmce‘
Total: 40.00
Vendor: KLANES EDUC INFOTRAINING  1pay Terms: [Met3o | Scheduls Paymems|
HUB

93 NORRIDGEWOCK RD
FAIRFIELD, ME 04937

Payment Information ind | Wiew Al First [H] 1ot 1 [¥] Last

Scheduled Payment:

1
‘Remit to: nonoo44456 \QUE Gross A t: 000 UsD
Location: 3000000926 (& Discount: I:l UsD Discount Denied
*Address: q

KLAMES EDUC INFO TRAINIMG HUB Scheduled Due: £ b

93 NORRIDGEWOCK RD
Net Due: l:l
FAIRFIELD, ME 04537
Discount Due: l:l
Accounting Date: l:l

'Account: l:l *Handling: Q
|D

‘Method: Check *Netting: Q
Message: Messanes
5 N hal
@ Done Q @) Trusted sites

Step Action

52. If it is necessary to change the handling code, on the Payments page, click the
Look up Handling button in the Payment Method section of the page.

[&]
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: . 'H ) e e . a5 oy - 5%
Q-0 KRG F Q@ R m-LJd3d 4
‘A MaineStreet =
_Home Sign out
=13
R
Hew Window | Help | &,
Look Up Handling
Cancel
Search Results
134 of 34
SetlD Payment Handling Description Short Description Sequence Number
LIMEYS 1A LIMA Accounting UMAACCT a0
UMSYS 18 UMA Business Office UMABUSOF 52
LIMSYS 10 LInA Mailraom URAMAIL R a4
LIMEYS 2B UMF Business Ofice UMFBUSOF 20
LUMEYS 2l UMF Mailroom UMFAIL R a3
UMSYS 25 UMF Student Refund UMFSTLID 84
LIMEYE 38 UMFK Business Office UMFKBUSOF i)
LIMEYS 3 LIMF K Mailroom UMF AL R 75
LUMEYS 35 UMFEK Student Refund UMFKETUD I8
LIMSYS 48 LM Business Office UMMBUISOF O
LIMEYS 4 LIk hdailroom Ukt bt LR R it}
LIMEYS 54 LU Budget and Business Serv.  UMBLUSOF a0
UMSYS 5L UM Budget & Business - Librare  UMLIBRARY g}
LIMEYE b LI Mailroarm Uit AILE it}
LIMEYS 5P LM Purchasing UMPLURCH 4
LIMSYS BB LISM Bus. Serices - Garham USMBLUISOF 40
LIMSYS GF LIS Facilities-Portland USMEACIL 43 |
LIMEYS 6L UIS-Lewiaub bus ofice usmlewhuso 45
LIMSYS Gl LIS Mailroom - Gorham UShbAILGR 48
UM3YS GF LS Mailroorm - Portland UShbAIL PT 44
LIMEYE BE Ugn Student Refund USMSTUREF 48
LIMEYS BY LIS-Gorham stud.billing usmoorstub 47
UMEYS TH UMPIBusiness Office UMPIBUSOF a0
UMSYS 7h UMPI Mailraarm UMPIMAIL R i a8
UMEYS TS UMP| Student Refund UMPIETUD a4 3
@ é @ Trusted sites

Step Action

53. On the Search Results page, click on the appropriate Payment Handling to select
it.
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00 RRAGLALXO 23 - UK 3 -

‘# MaineStreet

Home
E»
MewsWindow | Help | Custornize Page | , 2=

i Invaice Infarmation f Payments Y youcherAﬂributes\

Business Unit:  UMS08 Invoice Number: |[TESTBEE ‘

Voucher ID: MEXT Ivoice Date: 02/08/2009 |5

Voucher Style:  Regular Action: w | Run ‘ Print Invmce|
Totak: 40.00

Vendor: KLAMES EDUC INFO TRAIMIMNG *Pay Terms: Met 30 + | Schedule Payments|

HUE
93 MORRIDGEWOCK RD
FAIRFIELD, ME 04337

First 1] 1 of 4 [ Last

Payment Information

Scheduled Payment:
‘Remit to:

1
0000044456 |G 5 000 usD

Gross
Location: Q Discount: l:l usD Discount Denied
*Address: Q
KLANES EDUC INFO TRAINING HUB Scheduled Due: Ed b |
ol e
' Discount Due: l:l
Accounting Date: l:l
‘Bank: l:l Pay Group: l:lo\
‘Account: I:I *Handling: Q
‘Method: l:l Check “Netting: Q
Message: ‘ Messages
v
@ Done é &) Trusted sites
Step Action
54, Click the Invoice Information tab.
55. On the Invoice Information page, click the Save button.
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00 KRG LK & -[JdB

# MaineStreet

hutiChannel

Mewrindow | Help | &

Invoice line is withhold applicable but withholding information not provided. (7030,347)
Mo withholding information has been entered for the voucher line that is marked as withholding

Press CAMCEL to go hack and enter the withholding information
Press 0K to change all vaucher lines to non-withholding and save the voucher.

oK Cancel

@ Done é & Trusted sites

Step Action

56. Click the Cancel button.

Zancel
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QO NRGLKORE w-JAH B
A MaineStreet

Home

[EQ
[ N I [Juse One Asset ID Calculate | |

Salesise Tax

~ Distribution Lines
GL Chart Y Exchange Rate | Statistics

Copy Amount Quantity Pct *GLUnit  Account Oper Unit Fund Dept Program  Class Bud Ref

Down
EEO [ 40001000 U300/, [61000 & afo |@fmso |l jal a c

Business Unit: UMS08
Voucher ID: ME®T Invoice Lines 0000
Misc Charge Amount l:l =

Print \nvoicel

Microsoft Internet Explorer

': Please enter the missing withholding information (7400,132)

alculate |
{equals)
Mon Merchandise Summary
SalesiUse Tax Surmmary
! [ITax Exempt Flag
[CIHotd vendor Information Use Tax oon
[JHold Chartfield Information
B save | [=] Metity | s Refresh
Invoice Information | Payments | Youcher Atributes
|
£ 2
a Done é @ Trusted sites
Step Action
57. When prompted to enter withholding information click the OK button.
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00 NEG P%ea %= U3

# MaineStreet

Home Sign out
3

Mew Window | Help | Custornize Page | B, 4|

Invoice Information Y Payments | Voucher Aftributes

Business Unit:  UM303 Invoice Number: | 1ESTE68 |
Voucher ID: NEXT Invoice Date: 02062008 |

Voucher Style:  Reqular Action: <] Run | Printinvaice|

PO Unit: l:lQ Purchase Order: @, CopyPO | Worksheet Copy Option:

vendor: (0000084456 |Q ‘Pay Terms: 30 |Gnetsn G BasisDtType InvDate

Name: KLANES ED-001 | @ controlGrowp:  [M00Z | Comments(l

Location: 8000000926 |, Accounting Date: | 210672009 |5

‘Address: —1|Q Advanced Yendor Search  Currency: @Q Hon Merchandise Summary

KLAMES EDUC INFO TRAIMING HUB Total: 40.00 Calculate | SalesiUse Tax Surnrang

93 NORRIDGEWOCK RD Session Defaults 5
FAIRFIELD, ME 04937 Wiithholding

A e by Withholding Detal

Packing Slip: | |
TIN Type PO Type
E| Line ‘Distribute by Hem Description Cuantity UOM Unit Price Extended Amount
1 [Amount | |a, [pook |[1oooo |[es @ [ 4000000 | 40.00|
Ship To SpeedChart

l:lq l:lo‘ [CJuse One Asset ID Calculate

SalesilUse Tax
~ Distribution Lines

GL Chart Exchange Rate 3 Statistics

Copy At Nuantibu Det A1 1 Init Aeeannt Fnar Uit Fond Nant Drnoram  Clace Rl Raf

<
@ javascript:submitaction_wind{document. wind,"WCHR_HDR_WRE_XFR_WTHD_PE"); é @ Trusted sies

Step Action

58. On the Invoice Information page, click the Withholding link.

Last changed on: 2/24/2009 12:29 PM Page 45



Business Process Document #
Financials 9.0: Creating a Control Group and Vouchers MaineSreet

w- )@ S

Wyorklist | MultiChannel ¢

Mewwindow | Helo | Customize Pace | 5,

Withholding Information
Backto Invoice

Unit: UmMS0g Invoice:  TESTEEG Vendor: 0000044456 KLANES EDUC INFO TRAINING HUB
AT Entity: Voucher: NEXT Date: 02062008

Postpone Withholding

Imvoice Line Withhold Information nd | e A First [4] 1 af 1 [ Last
Botdi [#]
Line Description with "Wk ing Appli HE]
Code
1 BoOK a
Withholding Details Customize | Find | view a1l | B8 First 41 o 1 [ Last
Withholding
“Eni ‘Type | ‘Jurisdiction ‘Class  Basis Amt gg}‘;:gﬁf: o g:fmd e Wthiolding Abblicable
Override
[ JeJaJa e [ \|DQ|Pavmem =R
@ é @) Trusted sites

Step Action

59. On the Withholding I nformation page, enter the appropriate code into the
Withholding Code field.

60. Press [Tab].
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@-Lf B

e Window | Help | Custamize Pane |

Withholding Information

Backto Invoice

Unit: Uns0g Invoice:  TESTEEE Vendor: 0000044456  KLANES EDUC INFO TRAINING HUB
VAT Entity: Voucher: MNEXT Date: 02/06/2009
Postpone Withholding
imvoice Line Withhold Information ind | i First (4] 1 o 1 [M] Last
.
Line Description Withholding “Withholding Applicable EHE
Code
1 BOOK [o7 &
Withholding Details Custamize | Find | view a0 | B First (00004 [ Last
Withholding
[ N P - Contract  |Rule Apply -
’7 Ent Type Jurisdiction | ‘Class g:::?i:::n Reference |Override 'Withholding | ARicable
i iRs | f10ss | ren o o7 Ja] I [l pament | ==
@ é & Trusted sites

Step Action

61. Click the Back to I nvoicelink.
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Q-0 RNRo PR E-LJH B

# MaincStreet

»
- -
TIN Type PO Type =i
Imvoice Lines
[=] Line ‘Distributeby Hem Description Quantity UOM  Unit Price Extended Amount
1 [Amount | | | [Book |[toooo|[Ea Jo [ 4oooooo) | 40.00]
Ship To SpeedChart

I:lq I:lq [Juse one Asset ID Calculate |

SalesiUse Tax
~ Distribution Lines

GL Chart Y Exchange Rate |  Stafistics

SO pmount  Quantity Pot ‘GLunit  Account OperUnit Fmd  Dept Program Class  BudRef

a0 [ sonfum owmasle foono——Jau [ Jafm Jafman Ja| @[ Ja[

Business Unit: UMS08 5 :
Voucher ID: MNEXT Invoice Lines 0000

Print Invaice Misc Charge Amount

Freight Amount

|

Sales Tax Amount

(minus)  Total 40.00 Calculate |

(equals)

MNan Merchandise Surmmary
SalesiUse Tax Surnmary L

[ Tax Exempt Flag
[C1Hold Vendor Information Use Tax 0.00 ﬂ

[CTHold Chartfield Information

Save Motify | i Refresh
]

Step Action

62. Click the Save button.

EEn
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Q-0 HNRG L RL =-d B
'# MaineStreet =
MuttiChannel
[E
Hew Window | Helg | &)
Cantrol Group JJ003 halances. Do you want to mowve to the next control group assigned to you? (F030,137)
The current Control Group is now in balance. Press the Yes' button to activate the nest Control Group assigned 1o you
Yes Mo
@ Done é & Trusted sites

Step Action

63. When asked if you would like to proceed to the next control group, click the No
button.
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PO R B-JHE S

0 /0 RRG/A
‘# MaineStreet

. B [E:
i Employee Self-Service A e \Window | Help | Customize Pane | o5, 4
[> Manager Self-Service
[» Supplier Contracts Summary ! Invoice Information Y Favments Y “oucher Aftributes \
[ tems
> Ve Business Unit:  UMS08 Invoice Number: | TESTEEE |
[» Purchasing
> Irmventary Voucher ID: 20028411 Invoice Date: 0210612009 5]
[ eProcurernent Voucher Style:  Regular Action: w| Run | F'rmtlnvolce|

[» Services Procurement
[+ Travel and Expenses
[~ Accounts Payable

= Youchers PO Unit: I:l Purchase Order: | Worksheet Copy Option:

= AddiUpdate
— Quick Invaice Ent Vendor: 0000044456 QL ‘Pay Terms: an Q Met 30 = Basis Dt Type Inv Date
— Complete Reaister Mame: KLAMES ED-001 [ Control Group: JJo03 QL Caomments (0}
Voucher P

— Close Youcher Location:  |8000000926 |2, A ing Dates | 02/062008 |5
:7BEEL‘B§9V£EU;:?{Qm "Address: 1A agvanced vendor Search  *Currency: USD Q Man Merchandise Summal
— UnPostYoucher KLAMES EDUC INFO TRAIMING HUB Totalk 40.00 Calculate | Sales/Use Tax Summary

N g M‘{“”‘t‘g” 93 NORRIDGEWOCK RD Difference 0.00 Session Defaults =
ontro roups

[ e—— b FAIRFIELD, ME 04337 Withhalding

[> Batch Processes

[» Review Accounts Payable Advice Comrments

Infa Packing Slip: | |

[» Reports
[» eSettlernents TIN Type PO Type
> Banking
b Gttt Cemiel = Line ‘Distribute by Hem Description Quantity UOM Unit Price Extended Amount
[> General Ledger &
> SetUp FinancialsfSupply 1 [amount v | |a [pook |[1oooo |[ea J@ [ 4noo000] | 40.00|

Chielh Ship To SpeedChart
L= Warklist

[> Tree Manager l:lo‘ l:lo‘ [Cuse One Asset ID Calculate

[» Reporting Tools
[» PeopleTools

Salesillze Tay

— Return to Portal ~ Distribution Lines
— My Personalizations GL Chart Exchance Rate
— My System Profile | Copy PR et Fa vt e A - e B tesie Eorent N ... 8
— My Dictinnary v | >
@ é @ Trusted sites

Step Action

64. Next, from the Financials menu, click the Control Groups link.

65. Click the Group Information link.
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[ My Favorites
[ University of Maine System
[: Employee Self-Semvice
I> Manager SelF-Senvice
[ Supplier Contracts
[ ltermns
> Wendors
[ Purchasing
I> Inventary
[» eProcurement
[» Senices Procurement
I Travel and Expenses
[= Accounts Payahble
I ¥ouchers
= Cantral Groups
aup Info
— Lpdate Status
— Dielete Cantral Group
— Post Confrol Groug
I Payments
[> Batch Processes
[» Review Accounts Payahle
Info
[ Reports
I eSeftlernents
[ Banking
[» Commmitment Cantral
[ General Ledger
[ Set Up FinancialsiBupply
Chain
[ Wiorklist
[: Tree Manager
[> Reporting Tools
[: PeopleTools
— Return to Fortal
— bty Personalizations
[— iy Systern Profile
— My Dictionary

L m-Jid3

{ Assignment {_Accounting  Youchering Options | Vouchers )

Home

Mesw Window | Help | Custornize Pare | 15

Unit:  Um308  Group:  JJ003

ORuna Tape

Gross Amt: 50.00
Nbr of
Vouchers:

Assigned - |

Assigned to:|0013164 Q. Jeffoy
Assigned:  |[02/06/09 10:32AM

Due: 0200608 10:4440 | Completed: |:|

B save ‘ L\ Return to Search ‘ [=] Motify |

Azsionment | Accounting | Vouchering Options | Youchers

Gross Amt Nbr of Vouchers

40.00 2

Gross Amount Difference
0.0o

Voucher Totals Difference
1}

Reserve Voucher Numbers

Starting From: 20028410

B Add

&] hrtps: fipstr.maine. sdu: 7602/ psp PHTSTINEMPLOYEE JERP e JEMTER_YOUCHER _INFORMATION, GRP_AP_CTLGRLPFolderPath=PORTAL_ROOT_ORIES

é @ Trusted sites

Step Action

66. If the Control Group balances, on the Assignment page, click on the drop-down

arrow in the Status field.
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Q-0 HRAG L@t w-JlS oo

‘# MaineStreet

Search: Mew Window | Help | Custarnize Pare |

®
[ My Favorites
[> University of Maine System
[- Employee SelfService Unit: Umsog  Group:  JJ003
> Manager Self-Service
[- Supplier Contracts

Home

[ Assignment Y_Accounting Yy Vouchering Options }” Youchers

Yo CIRun a Tape Gross Amt Nbr of Vouchers
[ Vendors

> Purchasing Gross Amt: 50.00 50.00 3

[ Inventory

[> eProcurement Nbr of

Vouchers:
E ?far:;ﬁeasnzrgigl ;i;neegnt Gross Amount Difference
[ Accounts Payahle 0.00
[ Vouchers Voucher Totals Difference

Assigned -

= Control Groups 0

— Group Informa
 Uidate Status Entry Set Aside
— Delete Control Group Open )
— Post Control Group Ready for Review Jeff Joy [“IReserve Voucher Numbers
[ Payments Supenisor Set Aside
ierifier

[> Baich Processes

PN GRS Pl Due: 20608 104aeM | Completed: [
Info

[ Repotts

[- eSettlernents
> Banking B Save | L Return to Search ‘ [=] Netify ‘ [ErAdd

[ Commitment Control

Starting From: 30028410

- General Ledger Assignment | Accounting | Youchering Options | Youchers
> Set Up FinancialsiSupply

Chain
[ Worklist

[ Tree Manager

> Reporting Tools

[- PeopleTools

[~ Return to Portal

— My Personalizations
— My Systern Profile

— My Diictionary

@ é @ Trusted sites

Step Action

67. Click on Verified from the drop-down menu.
[werified |

68. Click the Save button.
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# MaineStreet

Meru O
Search:
®
[: My Favarites
[z University of Maine System
[: Employee Self-Serice
[ Manager Self-Service
[» Supplier Contracts
[> ltems
[ Wendars
[ Purchasing
[z Inventarny
[> eProcurement
[> Services Procurement
[ Travel and Expenses
[~ Accounts Payable
[> Vouchers
= Control Graups
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71. End of Procedure.
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