Created: 5/19/2005 Updated: 7/06/2005

Maine’s
Public
Universities

UNIVERSITY OF MAINE SYSTEM

University of Maine System

Accounts Payable/Purchasing
Inquiries Reference Manual

UMS Financials Page 1 of 44 Inquiries Reference



Created: 5/19/2005

TABLE OF CONTENTS

1
2

3

UMS Financials

g geTo [¥ o3 1 o] o P
Requisitions and Receiving Inquiries.............
2.1 REQUISITION INQUIRIES .....cccvviiieiieeneanens
A. ReqUISItIONS ......ccvvviiiiiiieiiiieiiii e
B. Document Status.........ccooevvvieiiinniiiinn.
C. Requisition Reports..........ccceeeevevvnnens
2.2 RECEIPT INQUIRIES ....cvuiiviiiieieeeeieeeeanes
A. RECEIPLS ..o it
B. Receipts by Location ............cccceeeeeeenn.
2.3 PURCHASE ORDER INQUIRIES .......ccvvvneen.n.
A. Change Orders......cccccceevvveeiiiiiiieeeeeee,
B. Review PO Information................eceeen...
C. Activity Summary .......cccceeeeeeeeeiiieninnnns
Accounts Payable Inquiries.............cccceeveees
3.1  VOUCHERINQUIRIES ......cccevieiieiiieeiieennnn,
A. Voucher INQUIry ..o,
B. Voucher Accounting Entries ..................
C. Unbalanced Accounting Entries..........
D. Journal Drill Down............cceeeiiieeeenne.
E. Document Status..........coooevvviiiieieiinnnnnn.
F. Match Manager..........cccoooeeiiiiiiiiiiiinnns
3.2  PAYMENT INQUIRY PAGES ......cccooiiiiinnnns
A, Payment INQUIry.......ccccccoeeeiiiiinniinnns
B. Replaced Payments ..........cccccceeeeeeeenne.
C. Document Status .........coooeevvviiiieeennnnn.
D. Prepayment InQUiry.............cceeevvevnnnns
3.3  VENDOR INQUIRIES ....cvviiviiiiiiiiceeeiaen,
A. Vendor AgiNg.....cccceeeeeeeeiiiieiiiiiiiee e,
B. Vendor Current Balance........................
C. Vendor Schedule Payment ................
D. Scheduled Payments on Hold............
E. Rejected Vouchers..........cccccceeeeeeeeeeenn,
F. Overdue Scheduled Payments..............
G. Conversation.......ccooeeeeeeeeeviiiiiiiee e,
H. CoNtaCt.....coeeviieeeee e

Page 2 of 44

Updated: 7/06/2005

Inquiries Reference



Created: 5/19/2005 Updated: 7/06/2005

1 Introduction

The financial system offers a number of different queries and reports that enable
you to gather and review information. Both the Requisitions and Receiving and
Accounts Payable modules feature inquiries tools. This manual covers the
inquiries available in both modules.

NOTE: Depending on your role in the University of
Maine System, some inquiries and reports may be
available to you, while others may not.

2 Requisitions and Receiving Inquiries

2.1 Requisition Inquiries (Menu = @

Search:

Navigate to: Purchasing > Requisitions > Review ()

Requisition Information I My Favorites
[ Lniversity of Maine System

The Review Requisition Information submenu contains  |i¥endors
=~ Purchasing

three options: Requisitions, Document Status and -

. =~ Requisitions
Change History . Because Change Orders are not - Revlew Raquisition
used on Requisitions, Change History is not used. | Information

— BEequisitions

The Requisitions and Document Status links, — Document Status
however, each provide useful information regarding . ;ﬂl%m
requisitions. o J
A. Requisitions

Clicking on the Requisitions link loads the following page:
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Requisition Inquiry

Business Unit: Q

Requisition ID: |:|Q To Req: |:|Q

Req Status: I:IQ Origin: I:IQ

Requester: | |Q

RequisitionDate: | |5 o | |#

Vendor Set ID: |—| Vendor Lookup Vendor Details

Vendor ID: [ ] Sshortvndr Name | a
ltem SetiD: [umsys] temID: | S

Descr: | |

Department: I:I ] orop Ship
Buyer: | |Q
ok | cancel |

This is the Requisition Inquiry search page. Since the system is capable of
displaying only the first 30 Requisition search results, enter as much information
as you can on this page to limit the search. If the number of requisitions exceeds
30, this message will be displayed:

Microsoft Internet Explorer

Tj Max Scroll Amount reached - returning with first 30 reguisitions, more may exist (10100, 133)
- Specify more stringent selection criteria to retrieve fewer reguisitions, or increase the "Max Mumber of Rows in Scrolls™ on the Purchasing Installation
options page to allow more requisitions to be retrieved

If you receive this warning message and can’t locate the Requisition you are
looking for, return to the Requisition Inquiry search page to narrow down the
search.

A Requisitions search will return a list similar to the following:
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First E 1-9 of 30 o Last

[ Requisitions
Customize | Find | Yiew All | #
Details Status
Unit Requisition Status Requester Req Date
UMS08 2000000445 Pending EE“S”'”Q RedRec  nu04/9005
, . Training ReqRec -
[ umsos 8000000444 Approved aUs 04i04/2005
~_ Training ReqRec ;
] umsos 8000000443 Approved BUS 04/04/2005
= Training RegRec
1 umsos 2000000442 Approved BUS 04/02/2005
[] umMsos 8000000441 Approved gj“a”'”g ReAReC 40212005
~_ Training ReqRec -
[ umsos 2000000440 Approved BUS 04/02/2005
-~ Training RegRec
1 umsos 8000000438 Approved BUS 04/02/2005
Training ReqRec
[0 umsos 2000000438 Approved BUG 04/02/2005
[] umsos 2000000437 Pending EE“S”'”Q RedRec  nun2i9005
Search Approval History Header Comments Document Status
Show RFQ Show PO Show Receipts Show MSR Show Voucher / Payment
=] Motify

Total Amt Currency
1120.000 Dollar

10.000 Daollar

100.000 Dollar

900.000 Dollar

200.000 Daollar

450.000 Dollar

450.000 Dollar

450.000 Dollar

900.000 Dallar

Clicking on a column header, such as ReaDate will sort the list by that header in
ascending order. Clicking the same column header twice will sort the list by that
header in descending order. Sorting the list is helpful when looking for a

particular Requisition in a large list.

Clicking on the ! Status i tab displays the following page:

Customize | Find | View All | First El 1-9 of 30 [} Last

Unit Requisition OnRFQ OnPO Drop Ship Received OnM3SR  OnVoucher
UnMs08 8000000445
[ umsos 8000000444
[ umsos 8000000443
[ umsos 8000000442 ¥
[ umsos 8000000441 ¥
[ umsos 8000000440 ¥ Y
[ umsos 8000000439 ¥ Y
[ umsos 80000004328 ¥ Y
[ umsos 8000000437
Search Approval Histary  Header Comments Document Status
Show RFQ  Show PO Show Receipts Show MSR Show Youcher ! Payment

Notify

UMS Financials
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The Status tab displays a variety of information about the Requisition:
On RFQ — UMS is not using this option.

On PO — Will display Y if the item has been source to a Purchase Order.
Click the link to display the PO ID and other PO information.

Drop Ship — UMS is not using this option.

Received - A'Y here indicates that there are receipts against the
Requisition. Click the link to examine the receipts for the Requisition.

On MSR — UMS is not using this option.

On Voucher — A 'Y here indicates that there are Vouchers for the
Requisition. Clock the link to view a list of Vouchers.

Clicking on a linked Requisition ID loads the Line Details page for that
Requisition:

Line Details

Unit:  UMS03 Req ID: 8000000443

Requisition Details Customize | Find | View All | i First [4] 10f1 [+ Last
Details Y  More
Sel Line ltemID Description Vendor ID Hame Req Qty UOM Amount Currency
1 Diet Coke 0000000001 Party Peaple 10.0000 Case 100.00 Daollar

The! Mere 1 tab displays even more information about the Requisition,
including the Buyer and Category of the items ordered.

At the bottom of the Line Details page, there are links to Schedule Details and

Line Comments. UMS
Zchedule Details Line Comments View Hierarchy
does not use catalogs, so =

the View Hierarchy option Return

is not used.

Schedule Details provides both Shipment and Accounting Distribution
information:

Shipment Details

Unit:  UM308 Req ID: 2000000443 Line: 1

Customize | Find | view All | B First [*) 4 of 4 [M] Last
Sched Due Date Ship To Price Req Qty Amount Currency Revision

tn
B

[ |

1 1000000001 10.00000 10.0000 100.00 Dollar
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Click on the Distribution Details link at the bottom of the Shipment Details page to
view accounting information:

Distribution Information

Unit:  UMS08 Req ID: 2000000443 Line: 1 Sched Num: 1
Customize | Find [ view Al | B First (4] 1 or 1 [ Last
Details %  More
Sel Line Status Location Req Qty Amount Currency GL Unit Account Oper Unit Fund
il 1 Open 1000000001 10.0000 100.00 Dollar umsos 11001 800 03

The! Mere 1 tab displays the remaining ChartField values.

NOTE: The various Line Details pages contain a
__Rem_| hytton that will load the previous page. Use this
button instead of your browser’s Back button to return to

the Requisition Inquiry search page.

If the Requisition contains any Line Comments, then the Line Comments link will
be active. Clicking on it will display the comments.

There are a number of links at the bottom of the main Requisitions Inquiry search
page:

[] UMs0s 8000000438 Approved é‘Jg“"” MEAREL T 0440212005 450.000 Dollar
) Training ReqRec
[] UMs08 8000000437 Pending o 04/02/2005 900.000 Dollar
Search Approval History Header Comments Document Status
Show RFCQ Show PO Show Receipts Show MSR Show Youcher !/ Payment
=] Notify
. . . I_I A=A =Ty L= ATATATATA ™A™ b i s \'_F'.FIUTLFLI
To use these links, first place a check in the
selection box of a Requisition in the list: UMS0s 8000000443 Approved
[ LIEAC O 0 OOO0O0O00 8 47 A e ee oo

Depending on the Requisition you selected,
some links will be Active, while others will remain Inactive:

Document Status
Show Voucher / Payment

Header Comments
Show Receipts

Approval History
Show PO

Search

Show RFQ Show MSR

Search — Returns to the main Requisitions Inquiry search page.

Approval History — Shows the employee who approved the Requisition
and the date on which it was approved.
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B.

Show RFQ — UMS is not using this option.

Show PO - If the Requisition has a PO, will display the same information
as the Y link under On PO on the Status tab.

Header Comments - Displays Header Comments, if any.

Show Receipts — Displays any receipts against the Requisition.

Show MSR — UMS is not using this option.

Document Status — Shows the same information as the Approval History
link, but in a different format. This is the same as clicking on the Document
Status link in the portal menu on the left of the page, and is explained in

the next section.

Show Voucher / Payment - Displays any vouchers for the Requisition.
This is the same as clicking on the Y link under On Voucher on the Status

page.

Document Status

The Document Status page can be reached via either the portal menu on the left
of the screen, or by clicking the Document Status link on the Requisition Inquiry

page.

Clicking on the Document Status link on a Requisition will load the status page
for that Requisition. Navigating to the Document Status page by using the portal
menu loads a search page:
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Requisition Document Status
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value %

Business Unit:  |= v \UNS08 (S
Requisition ID: |beginswith v|| |
Requisition Slatus:|: v| | v|
Requisition Date: |= v| | |E1'J

Origin: |beginswith v|| |Q
Requester: |begins with v|| |Q
Description; |beginswith v|| |

[]case Sensitive

Search | Clear | Basic Search Save Search Criteria

Complete as many fields as possible to limit the search, then click _searen | Here
is a sample Document Status page for a Requisition which has a PO, receipts
and vouchers:

{ Req DOC Status ‘.I

Business Unit:  UMSO7 Req ID: 7000000105 Status: Approved
Document Date: 01/24/2005 Document Type: Requisition Budget Status:  Valid
Currency: Usph Amount: 150.00

Requester: Training RegRec BUTY

Assoclated Document Customize | Find | View All | #  First [1] 19 ora [F] Last
r Documents | Related Info

% DOC ID Document Type Status Document Date Vendor ID Location

UMs0oT7 7000000039 PO Dispatched 01/24/2005 0000000001 1000000001 D
UMsoT 7000000022 Receipt Dispatched 01/24/2005 0000000001 1000000001 D
umsor 70000021 Woucher Dispatched 01/24/2005 0000000001 1000000001 D

This page shows the IDs of the PO, receipts and vouchers. Clicking the linked
IDs will load pages with information about those documents. Clicking the [ icon
at the far right of each line will perform a Document Status inquiry on that item.
Each inquiry will open a new browser window, so you may end up with a number
of windows open.

To view the requisition in its entirety, navigate to Maintain Requisitions and
search for an existing value.

C. Requisition Reports
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Navigate to: Purchasing > Requisitions > Reports ~ Furchasing
= Reqguisitions

. . . . [ Rleview Requisition
All of the predefined Financial reports are run using mmrmatimq

the same basic steps. In this section we will use a - Reports
requisition report as an example, but the technique is - POfReduisition Xref
the same for purchase orders, receipts and so on. —ldaintain Boaiciione

The Reports submenu contains just one predefined Requisition report:
PO/Requisition Xref . Select this link, and then click the | 2ddaNewValue | tab,

This load the following page, where you are prompted to enter a name for a
process called a Run Control ID :

Requisition to PO XREF

{ Eind an Existing Value | Add a New Value

Run Control ID:|POReqgXre

Add

Find an Existing Value | Add a New Value

Enter a name in the Run Control ID field. The system will save this Run Control
using the name you give it, and will store the parameters the next time that
particular Run Control is loaded (although these parameters can be changed
each time the Run Control is used). When you have entered a name, click

| A page loads where parameters can be set for the report:

[ Requisition to PO XREF Y

Run Control ID: - POReqgxref Report Manager Process Monitor —
Language: English v
From Date: 05232005 Eﬂ Through Date: |06/24/2005 Eﬂ

Business Unit: |UM308 |3,

The fields on this page will vary depending on the report being run. Some reports
have no parameters to set, while others have several. Once the fields have been

filled in, click __Run_| This loads the Process Scheduler Request page:
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Process Scheduler Request

User ID: Ta8RAZ5 Run Control Il POReqxref

Server Name: FSNT ~ | NRun Date: 0B/07/2005 [#]

Recurrence: ¥ | Run Time: 11:42:44AM Resetto Current Date/Time
Time Zone: Q

Process List
Select Description
Requisition to PO XREF Report POY1100-

*Type *Format Distribution

Process Name

Weh «||PDF + | Distribution

Process Type
Crystal

0K | Cancel |

It is important to select the correct server on which the process will run.
Processes of type Crystal are run on the PSNT server; all other processes run on

the PSUNX server. [—
) Tyne *Format Dist

There are a number of output formats available for oo B [FoF B Dis

the report. PDF is the default, and is what we have =T T

selected here. HTH

When the required fields are filled in, click % | E_F'r:

The process has been assigned a Process Instance TvT

number, which can be used to identify it in the ¥LS

Process Monitor:

[/ Requisition to PO XREF | P \
Run Control ID:  PORegkref Report Manacer Process Monitor Run
Language: English b Pracess Instance: 7403 )
From Date: 0512312005 [#] Through Date: |[15/27/20058 [#1]
Business Unit: | UMS08 |2

Click on the Process Monitor link. The Run Status field indicates whether or not
the process ran successfully.
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[ Process List ' Server List

User ID: \ TERAZE QL Type: “ | Last: 1| |Days w | Refrash
Server: * | Name; CL Instance: to

Run + | Distribution v Save On Refresh
Status: Status

Firat E 1-Z of 2 II' Last

Customize | Find | Wigw 2111 -

Process List

Select Instance Seq. Process Type Eigcess User Run Date/Time Run Status DEtTuton Details
Name Status
T403 Crystal FOv1100- TERAZS 06/07/200512:00:29FM ECT Success Posted Details
T402 Crystal PO1100- TBRAZS 0672005 11:21:37AM EDOT Success Posted Details
N—-—

Once the Run Status for the process indicates Success, the report is posted and
ready for viewing. A Run Status of Queued, Initiated, or Processing indicates
that the process has not completed. Wait a reasonable amount of time and click

the __Fefesh_| button to see if the process has completed.

To view the report, click the Details link on the same line as the process. A
Process Detail page will load:

Process Detail

Instance: 7403 Type: Crystal
Name: POY1100- Description: Requisition to PO XREF Report
Run Status:  Success Distribution Status: Posted

Began Process At:

Ended Process At:

0K

| Cancel |

Run Control ID: PORegxref Hold Request
Location: Serer Queue Request
Server: PaMT Cancel Reguest
Recurrence: © Delete bl

Restart Request
Request Created On: 06/07/2005 1211 46PM EDT Parameters Transfer
Run Anytime Afer: 0072005 12:00:29PM EDT Message Log

06072005 12:12:12PM EDT

Ol ot b T

OBi07i2005 12:12:25PM EDT

Wiew LogiTrace

Click the View Log/Trace link:

UMS Financials
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View Log/Trace

Report ID: 48487 Process Instance: 7403 Message Log
Name: POY1100- Process Type: Crystal
Run Status: Success

Requisition to PO XREF Report

Distribution Mode: FHTRMMT Expiration Date:

File List

Name File Size (ntes) Datetime Created

Message Log 0 OBMTI200512:12:25.000000FM EDT
POY1100- ¥403.PDF 22,077 OBMTI200512:12:25.000000FM EDT
PeopleSoft Trace File 47H QB/07I2005 12:12:25.000000FPM EDT
Distribution ID Type *Distribution 1D

Usar TERAZS

The PDF file is the report. Click on the linked file name (POY1100-7403.PDF in
this example), and Adobe Acrobat Reader will load to display the file:

p ReportID:  POY1100 PeopleSoft Purchasing Page No. 1
User ID: REQUISITION TO PO XREF REPORT Run Date 6IT/2005
Run Control:

RunTime 12:17:18 PM

Req Dates Included Thru:
Business Unit:

Purchase Order
1D Lin/SchiDst  Date Item 1D D ipti Quantity UOM PO ID Contract ID Rel Ship Date Lin/SchiDst Quantity CUR Price

2.2 Receipt Inquiries

Navigate to: Purchasing > Shipments > Review Shipment Informatio n
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Search:

| ®

[+ Wiy Favarites
[= University of Maine System
[ Wendars
=~ Purchasing

[> Requisitions

[ Requestfor Cluotes

[ Purchase Orders

= Shipments

+ Review Shipment

Infarmation
— Receipts
— Receipts by Location

— Document Status

N NN

Updated: 7/06/2005

The Review Shipment Location submenu contains three options: Receipts ,

Receipts by Location

A. Receipts

and Document Status .

Click on the Receipts link in the portal menu. The Receiving search page loads:

Receiving

Business Unit:

Bill of Lading:

j Find an Existing Value

Enter any information you have and click Search. Leave fields hlank for a list of all values.

= v YELE [}

Receipt Number: |hegins with |w || |

|hegins with |w || |

PO Business Unit: | |Q

ttem ID: |hegins wiith v” |Q

Qrigin: |hegins yyith v“ |

Purchase Order: |hegins yyith v“ |Q

Ship To Location: |hegins yyith v” |Q

Shipment Humher:|hegins yyith v” |

\endor 1D: |hegins with v” |Q

Received Date: | = v | | |E1J

Receipt Status: | = w | | w |
Search | Clear | Basic Search Save Search Criteria

UMS Financials
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Fill in as many fields as possible to narrow the search, then click Qsea““ . Alist
of search results is displayed:

Search Results

Business Receipt . Ship To Shipment.
Unit Number - ess More Information ltem ID

Location Number Vendor ID  Vendor Name 1

UmS0g 2000000014 (blank) UMS08  CSU Module
UnS08 80000000149 (hlank) UMS08  Clan Card
UnS08 20000000148 dlanks UMS02  DS1 Interface
UmsSog 2000000018 blank) UMS08 st

Likjon OO000004 T falaplh | WAD0 doct

ORL 3000000100 8000000018 (hlank) 0000069454 CARGUSEL INDUSTRIES
ML 8000000100 8000000018 (hlanky 0000063454 CAROUSEL INDUSTRIES
QML 20000001002000000018 thlank) 0000068454 CARQUSEL INDUSTRIES
oML 2000000036 2000000020 (hlank) 0000047311 A & A COMPUTERS IMNC

0000000 SO0ONOA0DA fyloml OO000AT44 A ¢

EEEE
S
ERENERS
EEEER
=
—

E
E

BADIITEDC Ih

Click on a linked Receipt Number. A Receipts page will load:

Unit: UMS02 Receipt No: 2000000019 Source:  On-line Receipt Status: Received
Receipt Lines
Receipt Lines i More Line Data 5 Opiticral Imprt

Sel ftem Description Price Amt Only RecvOty RecvUOM  Reject Oty %

o 1 DS Interface 1545.00000 2.0000 EA

0 =z CSU Module 673.00000 2.0000 EA

a 3 Clan Card §50.00000 1.0000 EA
Header Details Line Details ManufacturerInfo  Asset Infarmation Document Status ]eaderCnmment
Display RTY Information Line Status Distribution Putaway Infarmation Device Tracking Line Comment

S\ Return to Search | +E Mextin List | +El Previous in List | = Motify |

The Document Status link on this page contains the same information as the
Document Status menu item in the portal menu on the left of the page. This is
also the same information we saw in Requisition Document Status:

[ Receipt DOC Status

Business Unit:  UmMS03 Receiver ID: 8000000019 Status: Received
Document Date: 0&/0552005 Document Type: Receipt Carrier ID:
Currency: UsD Amount; 5386.00 Short Vendor CAROUSEL 1-002
Hame:
Bill of Lading: Source: on-ling

Associated Docurment

Documents % Related Info

LBI::iﬁ DOC ID Document Type Status Document Date  Vendor ID Location

Umsoa 2000000208 REQ Approved 060520045 =

Umsoa 20000008100 FO Dispatched 060520045 0000063454 8000002574 A
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B. Receipts by Location

This inquiry lists receipts by Ship To location. Clicking on the Receipts by
Location link in the portal menu loads a search page:

{ Receipt By Loc

unit.  |UM308|Q, S

Enter a Business Unit in the Unit field, then click the flashlight icon (%). The
Receipt Inquiry Selection Criteria page will load:

Receipt Inquiry Selection Criteria
Unit: LnMs08
Location: 8000000024 | Academic & Student Affairs
Receipt No: Q
Receipt Line: Q, Distribution Line Number: Q
item ID: Q
Date Range: el el
]9 Cancel

Complete as many fields as necessary and click L. Search results are
displayed:
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{ Receipt By Loc

unit. | Ums0s|Q %

Receipt Locations

Location PO Unit Receipt No EET“—”;E' Seq Line MHemID Description
UmMs0a UMS08 0000000001 1 1
UmMs0a UMS08 0000000002 1 1
UmMs0a UMS02 0000000002 1 1
UM30a UMS08 0000000004 4 1
UmMs0a UMS08 0000000005 1 1
UmMs0a UMS08 0000000006 1 1
UmMs0a UMS08 0000000007 4 1A
UmMs0a UMS08 0000000008 1 1
UmMs0a UMS08 0000000015 1 1

Total Cost: 837443500

=] Motify

Click the { Quartty and &mourt ', tghy for more information:

{ Receipt By Loc

unit:  |UME0E|Q %

First E 1-8 of 75 [}

Receipt Locstions i GQuantity and Amount

Received Date Dist Oty Std UOM Base Merchandise Amount
04r28r2004 10.0000 350.000
04r2812004 10.0000 350.000
042812004 500.0000 2500.000
04r28r2004 200.0000 1000.000
04r2812004 200.0000 1000.000
042812004 10.0000 250.000
04r28r2004 10.0000 250.000
O4r2852004 2.0000 50.000
0453052004 1.0000 2000.000
Total Cost: 837443500

= Motify

2.3 Purchase Order Inquiries

Navigate to: Purchasing > Purchase Orders > Review PO Informatio n

UMS Financials Page 17 of 44 Inquiries Reference



Created: 5/19/2005 Updated: 7/06/2005

Search:
€

[+ Wiyt Favarites
[+ Lniversity of Maine System
[ %endors
=~ Purchasing

[ Requisitions

[ Requestfor Gluotes

= Purchase Orders
[ Change Orders

+ Review PO Infarmatian

— Purchase Orders

— Activity Sumimary

— Document Status
[ Bennotts

A. Change Orders

; . : =~ Purchasing
Navigate to: Purchasing > Purchase Orders > b Requisitions

Change Orders > Review Change History I Request for Quotes
= Purchase Orders

= Zhange Orders
= hge
Histary *h

[ Rewiew O Information

PO Change Orders are entered by Campus
Administrators, usually at the request of the
department. A Requisitioner or Receiver might need
to view Change Orders against POs related to his/her
requisitions or receipts. Use Review Change History to see any change orders.
The regular view of a PO (Purchasing > Purchase Orders > Review PO Info >
Purchase Orders ) incorporates all changes that have occurred to date.

Clicking on the Review LD ) _ _
. . Enter any infarmation you have and click Search. Leave fields blank for a list of all values.
Change History menu item

loads the Change History |/ FindanEsisting Value '

search page:

Business Unit: = |w UmMs08 Q
Purchase Order: hegins with
Purchase Order Date: e v Ex]

Purchase Order Reference: | heging with

Short Vendor Name: hegins with + a,
Yendor ID: heging with » &}
Mame 1: begins with |+
Buyer: heging with Q.
Fill in as many fields as [lcase Sensitive
possible to limit the _ N
Search | Clear | Basic Search Save Search Criteria

search, then click

m. Select a

Purchase Order from the list of results.
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A Change Order inquiry page has three sections: Header Changes, Line
Changes and Ship Changes. Each tab has two pages: the first displays the

Updated: 7/06/2005

changes, and the second displays the original:

| Heatler Changes | Line Changes | Ship Changes
Unit: UniS08 PO: 5000000141
Vendor: Qooooooooz Clreuit City
First |I| 1of 2 [ Last
Chny Seq: 1 Change Order: 1
PO Status: Approved
PO Ref:
Payment Terms ID:
Buyer:
Currency Code:
Rate Type:
Billing Location:
Vendor Contact:
Tax Exempt
Last User to Modify: EkKLEBAM Last Change Date: 12/13/2004 3:14:08PM
S Returnto Search | 4E Mestin List = Nofify
Header Changes | Line Changes | Ship Changes

Here is a sample Ship Changes tab. There are two PO Schedule pages, and
each Schedule has within it two pages — the first page with the changes, and the

second with the original.

-

Each

| Header Changes | Line Changes | Ship Changes

Unit:  Ums08 Vendor:

PO Schedule

0000000002 Airg

PO: nooooonoss  Line: 1 Sched Hum: 1
Item ID: Item stuff
Description:

Changes to PO Schedules

Chng Seq: 1 Change Order: 1
Due Date:
PO Oty:
Price:

Ship To:

5.0000 Revision:

Amount:

Freight Trm:
Ship Via:

Last User to Modify:  EKLEBAM

ELReturnto Search | 4B Mextin List tE PreviousinList | [=]

Last Change Date:

schedule has
its own page.

M otify

12113004

Two pages
outline changes
for the current
PO.

Header Changes | Line Chandes | Ship Changes
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This is the second page of the same PO — the original. Note that the Quantity
was initially 10; the first page, shown above, indicates the quantity was changed
to 6.

[ Header Changes | Line Changes | Ship Changes '

Unit:  UmMS08 Vendor: Qoonoonooz Airgas Safety, Inc.
PO Schedule
PO: 00000oo0gs  Line: 1 Sched Num: 1
ftem ID: Hem Stulf
Description:

Changes to PO Schedules

Due Date: 12/13/2004 Original Schedule
[&t’“ 10,0000 EESIOnS
TiCe: T.000.00000 Amount: 10,000.00 LsD
Ship To: 000000001 UC at BathiBrunswick
Freight Trm: DESTALLOWD
Ship Via: BESTWWAY BestWay
Last User to Modify:  EKLEBAN Last Change Date: 121304 2:31:58PM
SLReturnto Search | 4B Mextin List +E Previous in List Motify

Header Changes | Line Changes | Ship Changes

B. Review PO Information

Navigate to: Purchasing > Purchase Orders > Review PO Informatio n

. . =~ Purchasing
The Review PO Information submenu has three b BRI

choices: Purchase Orders , Activity Summary and I Request for Guotes

Document Status . =~ Purchase Orders
[ Change Qrders

+ Review PO Informatian

Selecting Purchase Orders loads a search page to e e T e

find the PO we are interested in. Search for a PO, — Activity Summary
and then select one from the list of results. A page — Document Status

with PO summary information is displayed:
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/ Form Y Schedule

Unit: umsos  PO: anoonnoier
Vendor: FARTY PECP-001 ID: 0000000004 Wendor Details Buyer:  Training RegRec BUS
PO Date: 040452005 PO Status:  Dispatched  Receipt: Mot Recwd Backorder Status: MNone

Budget Status: valid

Customize | Find | iew sl | B8 First [ 4 o6 1 [ Last

Sel Line Hem ltem Description Category PO Oty UOM  Amount Status

1 2.5 Ghz Ga Macintosh ELECTROMICS 1.0000 EA 200000 USD Active

Merch.: 2000.00 Adj Amt: Total: 200000 USD

Header Dietails  Matching HeaderWAT  AILRTY Header Comments  Line Details  Line Caomments | Docurment Status
A Retumto Search | 4B NestinList | | & oty | =

Farm | Echedule

Note the Document Status link. We can look at all the documents associated with
an order starting with the requisition Document Status, the receipt or the PO.
Clicking on this link is the same as selecting Document Status from the portal
menu.

The other links at the bottom of this page display the same information as the
corresponding links when viewing the original voucher. Note that the Header VAT
and All RTV links are not used. The Matching link shows whether or not any
matching has been done for this PO; for viewing detailed Match Exceptions, use
the Match Manager, available at Accounts Payable > Review > Vouchers >
Match Manager .

C. Activity Summary

The Activity Summary inquiry provides an excellent summary of actions
associated with the PO:
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{ Activity summary
Unit: Umsog  PO: 8000000287 Vendor:  Pary People PO Status:  Dizpatched
Custornize | Find | view &1l | B8 First [ 1 o 1 [ Last
Ling le Item Description Uom Order Oty Amount Ordered  Amount Only
1 2.5 Ghz GA Macintosh EA 1.0000 2000.000
Crty Rewd: 0.0000 Oty Inved: n.o0 Oty Mtchd: 0.0000
Oty Accptd: 0.0000 Amt Invcd: 0.000 Amt Mtchd: 0.000
Receipt Invoice Matzhing Open Oty 1.0000 Open Amt: 2000.000
ELReturnto Search | [E] Motify

3 Accounts Payable Inquiries

3.1 Voucher Inquiries

Navigate to: Accounts Payable > Review > Vouchers

Search:

| |®

[+ by Favarites
[= Liniversity of Maine System
[%endors
[ Purchasing
=~ Accounts Payahble
[ Youchers
[» Control Groups
[> Payments

( =~ Review \
I I

= ouchers

= Youcher Inguiny
= Youcher Accaunting

Entries
— Unhalanced
Accounting Entries
— Journal Dirill Diown
— Document Status

\ — Match Manadger j
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A. Voucher Inquiry

Clicking on Voucher Inquiry loads the Voucher Inquiry search page:

{ VWoucher Inquiry
~ Search Criteria
From Business Unit: To Business Unit: From Voucher ID: To Youcher ID: “Woucher Style:
Ums0a Q Umsos Q Q Q, All Youchers w
From Invoice: To Invoice: Post Status: Approval Status: ‘Youcher Balance:
Q Q v v v
SetiD: From Yendor Short Name: To Yendor Short Name: Youcher Date Type:
UMSYS (2 Q Q v
From Vendor ID: To Vendor ID: Vendor Location: From Date: To Date:
Q Q Q 06/08/2005 |5 |06/08/2005 |
; Max Rows 300
*Amount Rule: Youcher Gross Amount: Transaction Currency:
Ary w Q, Search | Reset Criteria |
*Sort By: Woucher D A *Sort AscDesc: | Ascending v Sort
} Display Currency Criteria

The Voucher Inquiry page has many different fields, allowing you to fine-tune
your search using a combination of parameters. The page is divided into three
sections:

Search Criteria — This section contains fields specific to searching for
Vouchers. The M button performs a search for a Voucher using the

parameters specified, while M resets the fields to their initial
values.

Sort Criteria — The fields in this section determine how the search results
are displayed. Results can be re-sorted after the initial search by adjusting
the search criteria and clicking _ st |,

Display Currency Criteria — This section is not used; UMS Requisitions
deal only with US currency.

Fill in as many fields as possible to limit the search, then click m A list of
results is displayed:
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There search results may be too wide to appear entirely in your browser window,
so it may be necessary to scroll horizontally to view all Voucher information.
Clicking the { Merebetals | tahy displays additional Voucher information:

oucher Ingquiry Results
“oucher Details | More Details

mﬁ Voucher ID Post Status Appr Stat Match

Customize | Find | View 100 | ]

First E 1-100 of 300 [} Last

Close Bt Hdr Bdgt Misc
Status Status Due Date Accty Date Entered on Status  Status

Umsoa 00000001 Unposted  Approved Mo Match Open 0572002004 0472072004 04520/2004  Valid Yalid
Umsoz 00000002 Unposted  Approved Mo Match  Open 05/2012004 0472072004 0472002004 Valid Yalid
Ums0a 00000003 Unposted  Approved Mo Match Open 0812272004 047222004 045222004 Valid Walid
Umsoz 00000004 Unposted  Approved Mo Match Open 0912272004 0472272004 0472272004 Valid Yalid
Ums0a 00000005 Unposted  Approved  MoMatch Open 09/22/2004 047222004 0452272004 Valid Walid
L UMS0R nnooonns — Unoosted  Anoraved  Bo Watch Onen  QAPEO04 Q422004 04202004 Walid alid

B. Voucher Accounting Entries

Navigate to: Accounts Payable > Review > Vouchers > Voucher Acco  unting
Entries

The Voucher Accounting Entries page allows you to view accounting information
for a Voucher. On the search page, fill in the Business Unit field, and either the
Voucher ID or the Invoice Number . Use the lookup feature (<) to search for

these values. Selecting a Voucher ID will automatically fill in the Invoice Number
field with the correct value, and vice-versa:

[ Voucher Accounting Entries

*Business Unit: |YMS08|CL | voucherip:  |00000046 | jwoice Number: [INV-AIRGAS-05202004 Q
*Accounting Line Yiew Option: LT Show Foreign currency aediin | Resel |
Invoice Date:  05/20/2004 Vendor ID: 0000000002 Vendor Name:  Airgas Safety, Inc.

Accounting Information

Posting Process: AP Accrual GL Dist Status:

Mane

Main Information Chartfield Journal
Description Monetary Amount Currency Code Ledger GL Unit
Expense Distribution 1,000.00 USD ACTUALS LmS08
Accounts Payahle -1,000.00 LUSD ACTUALS Lims0g
|
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The and tabs display the corresponding accounting details
for the Voucher.

C. Unbalanced Accounting Entries

Navigate to: Accounts Payable > Review > Vouchers > Unbalanced
Accounting Entries

Fill in as many fields as possible, and click . You will only get results if
there are unmatched accounting entries. Unbalanced Accounting Entries should
be an unusual circumstance.

If no unbalanced accounting entries are found, the following message is
displayed:

D. Journal Drill Down

Navigate to: Accounts Payable > Review Vouchers > Journal Drill Down

[
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E. Document Status

Clicking on Document Status loads the Voucher Document Status Inq search

page. Fill in as many search fields as possible, and then click . A list of
results is displayed:

Click on a linked Voucher ID in the list of results. A page containing summary
information and documents associated with that Voucher is displayed:
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F. Match Manager

Navigate to: Accounts Payable > Review Vouchers > Match Manager

Selecting the Match Manager link in the Vouchers submenu loads a search page:

Enter search criteria and click . A list of Vouchers is returned:
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If there are match exceptions for any of the Vouchers, there will be an  iconin
that column. If you click the icon a new browser window will open, with details
on the match exceptions:

The Override History column may contain an  icon, which displays any match
overrides for the Voucher.

Refer to the Requisitions and Receiving Reference Manual for details on
matching and match exception handling.

3.2 Payment Inquiry Pages

Navigate to: Accounts Payable > Review > Payments
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A. Payment Inquiry

Navigate to: Accounts Payable > Review > Payments > Payment Inqu  iry

Fill in as many fields as possible in order to limit the search, then click the
button. To reset all search fields to their initial values, click
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Of note is the section labeled . The parameters on the 1% Sort line are
applied to the results, followed by the criteria determined by the 2™ Sort line. In
the example above, the results will be sorted by Account in ascending order,
followed by Payment Reference in ascending order.

A list of search results is returned:

Click on the different tabs - - for more
payment information.

Selecting a hyperlinked Payment Reference ID from the list of results displays
details about that payment:

B. Replaced Payments

Navigate to: Accounts Payable > Review > Payments > Replaced Pay ments
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The Replace Payments search is only available if any checks for the current pay
period have been replaced. If any replaced payments exist, a search will return a
page similar to the following:

The icons link to the original Payment Inquiry pages for the listed payments.

C. Document Status

The Document Status inquiry provides a comprehensive list of the documents
associated with a payment.
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Clicking on the Document Status link loads a search page. Fill in as many fields
as possible, then click . A list of results is displayed:

Click on a payment to load the Payment Doc Status page:

Each document associated with a Payment will have a hyperlinked
DOC ID. Clicking on the DOC ID opens a new browser window with an
inquiry page for the associated document. For instance, if the
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Document Type is a Voucher, then a Voucher Inquiry page will be
loaded.

Each document line also has a icon. Clicking this icon opens a new
browser window with a Document Status page for that particular
document.

The tab contains more information:

D. Prepayment Inquiry

Navigate to: Accounts Payable > Review > Payments > Prepayment |  nquiry

A search page is loaded. Fill in the Business Unit field, and the Voucher ID, if
known. Searching by Business Unit only will return a list of all Prepayments for
that Business Unit, if any:

Click a linked Voucher ID to load the Prepay Inquire page for a particular
Prepayment:
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3.3 Vendor Inquiries

Navigate to: Accounts Payable > Review > Vendor
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A. Vendor Aging

Navigate to: Accounts Payable > Review > Vendor > Vendor Aging

The Vendor Aging page is a convenient way to look up vouchers associated with
a vendor during a specific time frame. In other words, it provides the payment
history of a vendor.

At the Vendor Aging search page, enter either a Vendor ID or a Vendor Name,

and click . Itis also possible to search for a range of Vendor IDs or
Vendor Names. Note that the Display Currency Criteria section should be
ignored. A search for a single vendor will return a current balance for that vendor:

Clicking on a linked payment loads a Schedule Payment Inquiry page for that
vendor. Refer to Section C — Vendor Schedule Payment (Page 36) for more
information on Schedule Payment Inquiries.

B. Vendor Current Balance

Navigate to: Accounts Payable > Review > Vendor > Vendor Current
Balance

Vendor Current Balance displays the current balance, if any, for a specific

vendor. As with Vendor Aging, it is possible to search for one vendor or a range
of vendors. A search for one vendor returns a page similar to the following:
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The Sort Criteria fields determine how the search results are displayed. This is
useful when searching for a range of vendors.

Clicking on the linked Short Vendor Name or Gross Amount loads the Schedule
Payment Inquiry page for that vendor. See the next section for information on
Schedule Payment Inquiry.

C. Vendor Schedule Payment

Navigate to: Accounts Payable > Review > Vendor > Vendor Schedul e
Payment

Vendor Schedule Payment allows searching for scheduled payments to a
vendor. There are a number of parameters that can be set to base a search on:
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Fill in as many fields as possible in order to limit the search, then click the

button. To reset all search fields to their initial values, click
As with Payment Inquiry, the Sort Criteria fields can be set to customize how the

search results are displayed.

A sample search for a single vendor returns a page like the following:
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Click a linked Voucher ID to load the Voucher Inquiry page for that voucher. The
tab provides more information:

D. Scheduled Payments on Hold

Navigate to: Accounts Payable > Review Vendor > Scheduled Paymen ts on
Hold

This inquiry allows searching for any Scheduled Payments to a Vendor which
have been put on hold. Here is the Scheduled Payments on Hold search page:
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Enter search terms, and then click . If there are any scheduled payments
to the vendor which have been put on hold, a page with more information will be
displayed:

E. Rejected Vouchers

Navigate to: Accounts Payable > Review > Vendor > Rejected Vouch  ers

The Rejected Vouchers search page is identical to the Scheduled Payments on
Hold search page:
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Enter search terms, and then click . If any Rejected (Denied) Vouchers
exist, a list of results will be displayed. Clicking on a linked Voucher ID will
display details on the Rejected Voucher:

F. Overdue Scheduled Payments

Navigate to: Accounts Payable > Review Vendor > Overdue Schedule d
Payments
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If a Vendor has any Scheduled Payments which are overdue, this inquiry allows

searching for them. Enter search terms, and then click . A list of Vendors
with overdue Scheduled Payments is returned:

Click on a hyperlinked Vendor to view payment details:
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G. Conversation

Navigate to: Accounts Payable > Review > Vendor > Conversation

The Conversation inquiry allows searching for any conversations with Vendors
that have been recorded in the Financials system. Conversations can be viewed

system-wide. Enter search terms, and then click . Either a list of Vendors
or a specific Vendor is returned, depending on search parameters:
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Click on a hyperlinked Vendor to view the Conversation entries for that Vendor:

H. Contact

Navigate to: Accounts Payable > Review > Vendor > Contact
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The Contact inquiry displays a Vendor’s contact information. The Contact search
page looks like this:

A search for Circuit City returns the following contact information page:
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