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Procedure

This User Guide outlines the steps required to audit an expense report submitted via

IExpenses.
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Step Action

1. Click the Navigator button.
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Action

Click the Invoices link.

Invoices

Invoices

Recent 24 Hours

View w il

Invoice Number

Dashboard

Prepayments

Detach Create  Validate

Amount Supplier

Cancel

Invoices

Payments

D o e

0 $0

Due: 1 Week

Post to Ledger

Supplier Site

Validation Status  Accounting

EXP-0003422580 4,045.97 CAD SHARON RASUL

EXP-0003351417 2200USD CHRISTINA OLSEN

EXP-0003351340 18.00 CAD SHEEMA INAYATULLA

<

Validated Unaccounted

Validated Unaccounted

Validated Unaccounted

USER4, TEST Doctor v

Status

Action

3. Click the Go to Task menu.
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LI S of

Payables Dashboard Invoices Payments

Invoices

Recent 24 Hours Prepayments

Q

Due: 1 Week

Payments

v

View w B F Detach | Create| Validate Cancel Postto Ledger

Invoice Number Amount Supplier Supplier Site Validation

EXP-0003422580 404597 CAD SHARON RASUL Validated
EXP-0003351417 22.00USD CHRISTINA OLSEN Validated

EXP-0003351340 18.00 CAD SHEEMA INAYATULLA Validated

<

© © users TESTDoctor

Inveices
= Create Invoice

= Create Invoice in Spreadsheet

» Create Recurring Invoices

« WManage Invoices

« Apply Missing Conversion Rates

= Validate Invoices

« Initiate Approval Warkflow

= Import Invoiices

= Correct Import Errors
Accounting

= Create Accounting

= Create Adjustment Journal

= Review Journal Entries

« Payables to Ledger Reconciliation

Assets
» Create Mass Additions

Payables Periods
» WManage Accounting Periods

hitps://efhc-testfin.ca.oraclecloud.com/payablesfaces/FndOverview?_adf.ctrl-state=11xjzqywp_

-_payables_payables_pay

Action

4. Click the Validate Invoices link.

Yalidate Invoices

KD @ @ useratEsTooctor

Submit Request

Process Options

Hame Validate Payables Invoices

Description Checks the matching, tax, period status, conver.

As 500N as possible

Schedule Submission Hotes

Parameters

Business Unit UWBU

* Ledger

~ Option  #

Invoice Group

From Invoice Date

To Invoice Date

Supplier or Party

Pay Group

Invoice Number

Entered By

Maximum Invoices Count

[ Notify me when this pracess ends

Advanced | Submit | Cancel

ps://efhc-test fin.cal. ud.com/pay es/FdOvenview?_adf.ctrl-state=1Txjzqywdp._

. payables_payables_payments®

Action

5. Enter the appropriate information in the following fields:

1.Ledger
2.From Invoice Date
3.To Invoice Date
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= @ voiversityemingsor

Submit Request

Name V2lidate Payables Invoices

Description

Schedule AS 500N a5 possidle

Parameters

Business Unit

* Ledger

* Option

Invoice Group

From Invoice Date  01-Oct-2017 Y

To Invoice Date  01-Dec-2017 Y
Supplier or Party
Pay Group
Invoice Number

Entered By

Maximum Invoices Count

Checks the matching, tax, period status, conver...

X2 ¢ e

USER4, TEST Doctor

Process Options ~ Advanced ‘Submit Cancel

[ Notify me when this process ends

Submission Notes

Action

Click the Pay Group drop-down button.

v

= @ voversiyernins

Submit Request

Name V2lidate Payables Invoices

Description

Schedule AS 5000 85 po
BOE

Parameters
CTX ACH supplier
Czech group

Business Unit
DTA
Ledger | oomestic
* Option | ECS ACH supplier

ECS check

Invoice Group

EDI
From Invoice Date

EFT
To Invoice Date
Employee

Supplier or Pary | gearch

Checks the matching, tax, period status, conver...

2 o e

USER4, TEST Doctor

Process Options ~~ Advanced ~ Submit | Cancel

[ Notify me when this process ends

Bill of exchange pay group. “

Swiss DTA electronic funds transfer f.

Domestic invaices.

Electronic data interchange pay group.

Electronic funds transfer pay group.

Pay Group
Invoice Number
Entered By

Maximum Invoices Count

Action

Click the appropriate Pay group.
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Submit Request

Name

Description Checks the matching, tax, period status, conver

Schedule AS 00N 35 passitle

Parameters

Business Unit
~ Ledger

* Option

Invoice Group
From Invoice Date
To Invoice Date
Supplier or Party
Pay Group

Invoice Number
Entered By

Maximum Invoices Count

g

€ © usersTESTDOCIOrv

Process Options ~ Advanced  Submit | Cancel

Validate Payables Invoices

[ Notify me when this pracess ends

Submission Notes

uwBu

UW CAD

All

01-Oct-2017 fie

01-Dec-2017 fie

Ermployes

Step Action

Submit

Click the Submit button.

E confirmation

Process 30629 was submitted.

OK

Step Action

OK

Click the OK button.
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Submit Request

Hame Validate Payables Invoices

Description Checks the matching, tax, period sta

Schedule A5 500N as possible

Parameters

Business Unit UWBU
~ Ledger UW CAD
“option Al |v

Invoice Group
From Invoice Date | 01-Oct-2017
To Invoice Date  01-Dec-2017
Supplier or Party
Pay Group Employee
Invoice Number
Entered By

Maximum Invoices Count

ps://efhc-test fin.cal. ud.com/pay

ffaces/FndOverview?_adf.ctrl-state=11xjzqywdp_

tus, conver.

Submission Hotes

e
Y

* ™ € © usersTESTDOCIOrv

Process Options

[ Notify me when this pracess ends

Advanced | Submil | Cancel

. payables_payables_payments®

Step

Action

10.

End of Procedure.
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