UW

AP 07: Process arecurring invoice
Created on 2/22/2018

User Guide



UW User Guide

AP 07: Process a recurring invoice

AP 07: Process arecurring invoice

Procedure

This User Guide outlines the steps required to process a recurring invoice.
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Contract Receivables Receipt Accounting
Management

1 0 0 Projects Awards General Accounting
Conversations Following Followers

Share thoughts with your colleagues

n Employee News o, ﬁ ﬁ

n My Flags Intercompany Budgetary Control ~ Cash Management Fixed Assets

Accounting

A m @

Financial Reporting Auditing About Me Procurement
Center

\P

Collaboration Getting Started My Dashboard
Messaging

p -test.fs.cal. ud. Ll ls...FDH=7688_afrMFC=88_afrMFCI=08& afrMFM=08&_afrMFR=968:_afrMFG=08& afrMF5=08& afrMFO=0#

Step Action
1. Click the Navigator button.
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W Universitys:Windsor

Navigator

Sales

Activities

[ Collections

Contract Management
=l Contracts
Invoices
& Revenue
Receivables
= Billing
FZ, Accounts Receivable
& Revenue
I= Funds Caplure
Costing
B2 Receipt Accounting
Payables
= Payables Dashboard
Invoices
(2] Payments

Projects

Project Hierarchy Dashboard
letl Project Financial Management

=| Project Management

General Accounting

= General Accounting Dashboard

Journals
© Period Close

Intercompany Accounting

2 Transactions

E Recondiliation
Budgetary Control

I°Z Budgetary Control
Cash Management

it CashBalances

&| Bank Statements and Reconcili
Fixed Assets

105 Assets

Asset Inquiry

Financial Reporting Center

Customer Data Management

3, Data Import

Parties

24 Duplicate Igentification

# Duplicate Resolution

& Data Cleansing

My Workforce
2 Data Exchange

Document Records

it ass Updates

Workforce Structures

& Mew Person
& Person Management

220 Workforce Modeling

Absence Administration

& Profiles

= Career Development

9 Goals

11 Performance

B8 Talent Review

= Succession Plans
Payroll

5 Accounting Distribution
Expenses

1| Auditing

Benefits Administration
3% Plan Configuration
My Team

an
28 Talent Review

ps:/ -test fs.ca2. ud.c

FDH=7658L afrMFC=88 afrMFCI=08&.

About Me Tools

= Career Development

= Career Planning

@D Goals 2
2. Skills and Qualifications % |

& Personal Information
(@ Web Clock
e Expenses

&/ My Account

Procurement

Procurement Dashboard

& Purchase Requisitions

[§ Purchasing
[E MyReceipts
[0l catalogs

i% Suppliers

Directory

%2 Directory
Resource Directory

Social

Collaboration Messaging

Getting Started

_afMFO=0¢

Action

Invoices

= @ voersiminssor

Invoices

Scanned

0 0 4

0-7 814 15+

view v [ =

Invoice Number

No datato display.
<

Action

Recent

Click the Invoices link.

Payables Dashboard

7 Days Holds

Invoices

Prepayments

353 validation

1 Purchasing

6 Other

] Detach

Amount Supplier

Supplier Site

0

> » O 0

USERS, TEST Doctor ¥

Payments

$348k

Due: 1 Week

Validation Status Invoice Date

Click the Tasks button.
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A ™ B © © usersTESTDOCor

Payables Dashboard Invoices Payments

Invoices Invoices

» Create Invoice
Scanned 7 Days. Holds Prepayments
» Create Invoice in Spreadsheet

353 Validation + Create Recurring Invoices

O O 4 1 Purchasing « Manage Invaices

07 814 15+ 6 Other

* Apply Missing Conversion Rates
« Validate Invoices
= « Initiate Approval Workflow

« Importinvoices

= Correctimport Erors
View v |
Accounting
Invoice Number Amount Supplier Supplier Site Validat * Create Accounting

No datato display. * Create Adjustment Journal
< * Review Joumal Entries
« Payables to Ledger Reconciliation

Assets
« Create WMass Additions

Payables Periods
* Manage Accounting Periods

https://efhc-test fin.ca2. ud.com/pay; s/faces/FndOr d Is... MFDH=7688:_afrMFC=88_afrMFC|=08_afrMFM=08&_afrMFR=968_afrMFG=: MFS=08_afrMFO=0%

Step Action

4, Click the Create Recurring Invoices link.

Create Recurring Invaices

= Wumur-_m/.‘\l'mdsur a ™ B © @ usersTESTDOCIorY

Payables Dashboard Invoices Payments

Invoices

Invoices
« Create Invoice

scanned Recent 7Days Holds Prepayments
353 Vvalidation
0 O 4 1 Purchasing 0

07 814 15+ 6 Other

fo) « Create Invoice in Spreadsheet
\ + Create Recurring Invoices
d + Manage Invoices
= « Apply Missing Conversion Rates

* Validate Invaices

% % Opening CreateRecurringlnvoices xlsm e
You have chosen to open:
View B Detach
v & 8% CreateRecurringlnvoices.dsm
Invoice Number Amount  Supplier S which is: Microsoft Excel Macro-Enabled Worksheet

No datato display. from: hitps://efhc-test.fin.ca? oraclecloud.com

< What should Firefox do with this file?

@ Open with | Microsoft Excel (default) ~

O SaveFile

[ Do this automatically for files like this from now on.

Step Action

5. Review the information. Click the OK button.
oK
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CreateRecurringlnvoicesxlsm [Protected View] - Excel

Home Insert Page Layout Formulas Data Review View STARWizard Q Tell me...

o PROTECTED VIEW  Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View.

E6 - Je

ORACLE'

aow o

w

Bharti, Bhawana (US - Delhi)

Enable Editing

8 Share

@ ~ (e

Recurring Invoices 4

Action

Click the Enable Editing button.
Enable Editing

Formulas Data Review View STARWizard

Page Layout

2 Conditional Formatting

Bharti, Bhawana (US - Delhi)

Paste BE I U

Clipboard & Font

Alignment

Number

Format as Table

Styles

Format

Cells

Fi
Editing

2 Share

Jo

& Find &

Select

E6

A

B

&

| o E F G H -

ORACLE'

woe W N

Connect

0 You are about to connect to the following application URL:

p -test fin.cal. ud.com/pay:

Do you want to connect?

No

Recurring Invoices ®

Ready

Action

fes

7. Review the information. Click the Yes button.
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Bharti, Bhawana (US - Delhi) &, Share

e SIGN IN ot Fnde
- et Filter - Select -

cappons ORACLE APPLICATIONS sang ~
& CLOUD .
= 1 H =
:| ORACLE

3,
4_

5

2 Sign In Sign In using my Company's Sign-in

77 Enter your single sign-on user ID and

password

8,

2| | Click to be redirected to your company’s single
10 sign-on server for authentication.
i
12 Password
i
E)
15| Sign In
ol
17 ||
18] Forqot Password v
19| , =

Recurring Invoices @ o v

Step

Action

Enter the required User ID and Password.

Step

Action

Bharti, Bhawana (US - Delhi) &, Share

P SIGN IN Sot& Find s
- -t Filter = Select -

capposrs 2% ORACLE APPLICATIONS -
& . CLOUD .
4] - H =
x| ORACLE

3_

4_

5

6 Signin sign In using my Company's Sign-in

7 Enter your single sign-on user 1D and

password

8,

2] Trains Click 1o be redirected to your company’s single
10 sign-on server for authentication
11 ‘
12| escscsccs
B
i
15| Sign In
il
17] L
18| Forgot Password v
19 -

2l T

Recurring Invoices @ [ ] [

Ready [ m +

Click the Sign In button.

Sign In
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H L - CreateRecurringlnvoices-1.xlsm [Read-Only] - Excel 3 -

File Home  Inset  Pagelayout  Formulss  Data  Review  View [RESTIRCTSM STARWizad @ Tellme.. Bharti Bhawana (US.. & Share

11:31 AM

O]
1
yiaors oA

f
Hd@ P @B
Login Logout Clear Edit About Generate Status
Al Data Options Viewer
‘Workbook Worksheet -~
H15 - F 2 @
A B c D E F G H 1[~
2 ORACLE
3 Recurring Invoices
4
5 Required ** Atleast one is required
*Template
(3 Changed |Template Row Status Row Line  *Business Unit *Invoice Number *Invoice Amount **Supplier]..]
7 A 1 uw BU 100 113.00)
8 2
E 3
10 4
1 5
12
13
14
15
]
16
17
18 =
Recurring Invoices ® [l
Ready H m - 1 + 100%

Step Action

10. Enter the required information in the following cells:

- Business Unit

- Invoice Number

- Invoice Amount

- Supplier[..]

- Supplier Number (auto-populated post entering the supplier)
- Supplier Site][..]

- Invoice Currency

- Calendar Name]..]

- From Period]..]

- To Period[..]

- Amount

- Distribution Combination]..]
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CreateRecurringlnvoices-1.xism [Read-Only] - Excel 53] 4
Home Insert Page Layout Formulas Data Review  View Create Invoices STARWizard @ Tellme.. Bharti Bhawana (US.. £ Share
#l @ &P D =
Login Logout Clear Edit About Generate Status
All Data Options Viewer
‘Workbook ‘Worksheet ~
H15 - & -
A B C D BO BP BQ -
2 ORACLE
3 Recurring Invoices
4
5 *Requred  **Atleast one s required
P —
5 Changed Row Status Line Number..] . istribution Set[..]
7 A 01.2715.27150.000000.82120.000.00.000
8
9
10
n
12
13
14
15
16
17
18
Recurring Invoices ® ,
Ready H mo- 1 + 100%

Step Action

Home Insert

Page Layout

Formulas Data Review

11. Click the Generate button.

Create Invoices

STARWizard

Bharti, Bhawana (US.

Step Action

-l & D =
Login Logout Clear  Edit About  Generate Status
All Data Options. Viewer
Workbook ‘Worksheet ~
az0 - = o
A B C D E F G H |~
2 ORACLE
3 Recurring Invoices
4
5 Requred == At least one is required Upload Options
5 Changed Row Status On failure, continue to upload subsequent rows Humber “Invoice Amount **Supplier[...
] Download all rows after successful upload
7 A 113.00| PEARSON EDU
8 0K Cancel
El
10 4
n 5
12
13
14
15
16
7
18
19
20
Recurring Invoices @ v
Ready ] @ = 1 &

oK

12. Review the information. Click the OK button.
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Home Insert

449 & &

Pagelayout  Formulas

® =2

CreateRecurringlnvoices-1.xlsm [Read-Only] - Excel

Data Review View Create Invoices STARWizard

Q Tellme... Bharti, Bhawana (US.

8. Share

Login Logout Clear Edit About Generate Status
All Data Options Viewer
‘Workbook Worksheet
H15 ° 5
A B ¢ D 80 BP BQ
2| ORACLE"
ER Recurring Invoices
4_
5 | "Required _** Atleast one s required
on Advice
6 g4 Row Status Line Number[..] i jon ¢ inati 1 Set[..]
7| A Row inserted 01.2715.27150.000000.82120.000.00.000
8,
97
10|
1|
12|
13|
14
el
16
17]
18]

Recurring Invoices @®

Step Action

13.

Review the status. Click the Close button.

Invoices

Scanned

0 0 4

07  8-14

View v

Recent

15+

Create

Amount

113.00 CAD

113.00 CAD

113.00 CAD

7Days

Validate

| 3

Invoices Payments

Helds
354 validation

1 Purchasing

Prepayments

0

6 Other

v

Cancel | PosttoLedger

Supplier Site Validation Status

Supplier

PEARSON EDUCATION CANA NORTH YORK Meeds revalidation

CAMPUS POLICE UNIT FUND WINDSOR Mot validated

PEARSON EDUCATION CANA.. NORTH YORK Validated

d: Is... MFDH=7688:_afrMFC=88&_afrMFCI=08&_afrMFM=08_afrMFR=968_afrMFG=08&_afrMFS=08&_afrMFO=0#

https://efhc-test fin.ca2.

ud.com/payables/faces/Fnd0:

o o

Payments

$348k

Due: 1 Week

v

Accounting Status
Unaccounted
Unaccounted

Unaccounted

USERS, TEST Doctor v

Step Action

14.

Click the appropriate Invoice Number.
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= @) vriversityewingsor B © © usersTEsTDOClor
4 Invoice Summary
Edit Invoice: 100 Invoice Actions v Save  SaveandClose = Cancel
A status
Last Saved 17-Jan-2018 1:00 AM
4 Invoice Header showMore Validation /), Notvalidated
- . Funds W Notatiempted
Identifying PO Humber 100 C
Approval Not required
Business Unit  UW BU * Amount CAD 113.00 * payment Ter
Accounting Unaccounted
* Supplier PEARSON EDUCATION CANAL Q, Type “Terms L
Paid Unpaid
Supplier . Reque:
Number 1257 Description quer o ed o
* supplier Site  NORTH YORK - Attachme
A Holds
Legal Entity  University of Windsor N
Installments o
Invoice Group
< > Line Variance A1
) Distribution Variance @& 0
4 Lines  WatchInvoice Lines -
- ° Manual Holds @0
vieww 4 B ¥ F F & Detach Allocate  w  CancelLine  Distributions
System Holds A1
Distribution |~ Budgetary Control ~ Reference | Tax | Purchase Order Asset | Project
Supplier Site @ No
Distribution
* Number * Type * Amount
4 payments
Distribution Set Distribution Combination "
Due Date 17-Jan-2018
1 ttem 100.00
Payments 0.00 CAD
< >
b Taxes O
v

Step

Action

15.

Click the Invoice Actions drop-down button.

v
= Wur\wer-;\m-‘\\‘mdgnr » © © usersTESTDoctor v
4 Invoice Summary
Edit Invoice: 100 ice Ac v Save | SaveandClose Cancel
Manage Installments A status
1AM
. Calculate Tax CrleAfteX X
4 Invoice Header show More Validation [ Notvalidated
Check Funds
“ Funds W Not attempted
Identifying PO N validate CtrleAftey L
Approval ot required
Business Unit UW BU A Request Override Tel
Aol or Unapat P . Accounting  Unaccounted
* orunal repayments
Supplier PEARSON EDUCATION CANAL © PRl PRIy Prepay IsC
supoi Wanage Holds Paid Unpaid
NIIDDD‘e’ 1257 Desc. et c led N
umber Approval » ancele o
* i Ime
Supplier Site  NORTH YORK v View Approval and Notification History
A Holds
Legal Entity  University of Windsor Cancel Invoice Ul
nvoice Group Delete Invoice Installments Q0
g Payin Full > Line Variance Al
. Postto Led Distribution Variance & 0
4 Lines  Match Invoice Lines v ostio Ledger
© Account in Draft Manual Holds Q0
veww & B ¥ F & Detach Allotate — »  wumerome - tsunummS
System Holds A1
Distribution ~ Budgetary Control ~ Reference ~ Tax | Purchase Order  Asset  Project
Supplier Site Qo
Distribution
* Number * Type * Amount
4 payments
Distribution Set Distribution Combination .
Due Date 17-Jan-2018
1 ttem 100.00 82121
Payments 0.00 CAD
< >
b Taxes £S)
v

Step

Action

16.

Select the Validate option from the drop-down list.
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Edit Invoice: 100

* Number * Type

1 Item

b Taxes

Invoice Actions w

4 Invoice Header show More

Identifying PO * Number 100
Business Unit UW BU * Amount  C
* Supplier PEARSON EDUCATION CANAL @ Type Stand
Supplier
Number 1257 Description
* Supplier Site  NORTH YORK v
Legal Entity  University of Windsor
Invoice Group
<
4 Lines  Match Invoice Lines
]
veww < BH ¥ & & & Detach Allocate v
Distribution Budagetary Control Reference Tax Purchase Order Asset

“ Amount
Distribution Set

100.00

Save  SaveandClose  Cancel

Last Saved 16-Jan-2018 2:36 PM
‘C

113.00 * Payment Tet
* Terms C

Reques

Attachme

Cancel Line  Distributions

Project
Distribution
Distribution Combination
01.2715.27150.000000.82120. E

>

0

4 status
Validation
Funds
Approval
Accounting
Paid

Canceled

A Holds

Instaliments

Line Variance

Validated

A\ Reserved with war.

Mot required
Unaccounted
Unpaid

No

©o
@0

Distribution Variance @0

Manual Holds
System Holds

Supplier Site

4 Payments

Due Date

Payments

&0
&0
o

17-Jan-2018

0.00 CAD

Step

Action

17.

End of Procedure.
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