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CREATING A CONTROL GROUP QuICcK GUIDE
_____J—————— D)

Navigate to: Accounts Payable > Control Groups > Group Information

Search:

| @

[> My Favorites

[ Employee Self-Service
[ Manager Sel-Service
[ Vendars

[ Projects

[> Travel and Expenses
— Accounts Payable

[ Vouchers

— Group Information
— Updak "Etatus

g TR AR AN al A

— Post Control Group

This loads the Group Information page:

r Click Add a
New Value.

Group Information
Enter any information you have and click Search. Leave fig

[ Find an Existing Value Add.a New Value I /
b

Business Unit: = |

ControIGroupID:| kegins with v“

Ensure the correct
Business Unit is entered.
If not, enter it here, or look
it up by clicking the &,
button.

Search | Clear ‘EIasicSearch B save Search g

Find an Existing Yalue | Add a Mew Value

Group Information

{ Find an Existing Value | Add a New Value %

Business Unit:  |UMS08|CL
Control Group 1D:|MEXT

:

Add

Replace the term “Next” in
the Control Group ID field
with the batch numbers you
currently use.

0 | Add a Mew Value
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The Assignment page will load:

Enter the total amount of
Vouchers to be entered
using this Control Group.

[/ Assignment Y Accounting }” Woucherin

Unitt  UMS08 Group: 3332

Enter the
number of
Vouchers.

[] Run a Tape Mbr of

Vouchers

Gross Amt: 0

Nbr of
Uotrjghers:

mount Difference

1,000.000
Change th Voucher Totals Difference
Assigned 4
Status to

Assigned.
Assignedto:Q System Office

Reserve Voucher Numbers

Assigned: |:| Starting From: 00000000
& Save Motify |

B Add Update/Display

Assignment [NNsgunting | Youchering Options | SUT Option

Enter or search
for a User ID.

After saving, the Assigned and Due fields will be automatically filled in, as well
as the starting number for the Vouchers that have been assigned for this group:

Assigned to:|3R2500 QL System Office Requester 2500
-

Assigned:  |05/10/05 11:08AM

Due: 05/10/05 11:32a1 | | Completed: I:l

Reserve Voucher Numbers

Starting From: 80000005

The Vouchers tab will now list the Vouchers that have been created using this
Control Group. This page serves as a good inquiry screen for Control Groups:
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[ Assignment | Accounting | Vouchering Options | SUT Optians | VAT Optiens | Vouchers |

Unit.  UMS0&8 Group: 3332

Assigned to: System Office Requester 2500 Status:  Assigned
Nbr of Vouchers Control Gross Amount
4 1,000.000
Voucher Information Customize | Find First 4] 1 o1 [¥] L ast
Voucher Entry Status  Gross Invoice Amount  Status Invoice Number Short Vendor Name
Control Total: 4 1,000.000
Actual Total: 0 0.000
Difference: 4 1,000.000
& save | = MNotify B Add Update/Display

Assignment | Accounting | Vouchering Optiens | 2UJT Options | VAT Optiens | Youchers
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