I.SI.I Health SCEBﬂCBS Center Retrieval Name: Information Release - #7
Issue Date: December 29, 2003
Revision Date:
Originator: Financial Support Organization
Rescind Date:

PeopleSoft IR-#7

Enterprise-Wide Accounts Payable Patch Correcting
Recurring PO Voucher Contracts

Scope:

This PeopleSoft Information Release (IR) applies to Enterprise-wide Accounts Payable Staff
and Purchasing Staff personnel.

Purpose:

The purpose is to provide information on an Accounts Payable Patch, which was applied on
12/12/03 which corrects the creation of Recurring PO Voucher Contracts.

Module:

The IR affects the Accounts Payable Module in Financials Production.

Source:

The source of this IR is a result of a System Patch.

Procedures

Parameters — The following must exist for this procedure to be successful:
Database: PS Financial Production (PSFSPRD)

1. Contract PO must be created in the Purchasing Module:

a. Distribute by = Amount

b. Match Action = No Match

c. Receiving required = None

d. Scheduled Due Date = “Contract Expiration Date”

2. The Contract PO must be:

a. Approved

b. Edited

c. Budget Checked

d. Dispatched
Navigation & Process Overview

Section A. Setup a Voucher Edit Run Control
Section B. Create a Recurring PO Voucher Contract
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Navigation & Process

Section A: Set up a Voucher Edit Run Control

Step Action

L. Click Go, Administer Procurement, Enter Voucher Information
G
2.

Click Process, Voucher Edit Request, Add

Process

Add -- Youcher Edit Request

Run Control ID: |'1|FI]UEHEFI_EDIT

Step Action

3. Run Control ID: (Enter a Run_Control_ID)

Note:
a. No spaces allowed in creation of a Run Control
b. Set this Run Control up only once

c. Use each time to create a Recurring PO Voucher Contract.

Click L
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The Voucher Edit Request panel displays.

Enter ¥Youcher Information - Process - Youcher Edit Request

File Edit Mew Go Favorites

Edit Request

"—I‘.l/peratm 1D: FEDDIMN
Run Control 1D: WOUCHER_EDIT

Request ID: VCHR_EDIT (4a ) [VOUCHER EDIT (+) L

Process Frequency: |Always Process | 4.¢

Process Option: Procesz Contract ﬂ

[~ Reasonable Date Edit

Unit: IWJ. Group: l—ﬂ

Youcher 1D: I—J Yendor 1D: | ﬂ

SetlD: l—ﬂ Queue Inst: l—ﬂ

Origin: 4 Contract: 0000003323 @ +

Hequest Status
[ Instance: j

PSFSPRZ  Woucher Edit Request {add w
Step Action
4. Enter/Select the following:
a. Request ID: VCHR_EDIT
b. Request ID Description: VOUCHER EDIT
c. Process Frequency: Always Process
d. Process Option: Process Contract
e. Unit: (Your AP Business Unit)
f. Contract: (Appropriate Contract ID)
> ciick B (Save).
Note: A Voucher Edit Request Run Control is now setup for use later in the Create
Recurring PO Voucher Contract.

End of Section A
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Section B: Create a Recurring PO Voucher Contract

Step Action

L. Click Go, Administer Procurement, Administer Contracts
G0
2.

Click Use, Recurring PO Voucher Contracts, Enter PO Voucher, Add

Use

Add -- Recurring PO Youcher Contracks

SeuD:  |[HIEGE +

Contract 1D: INEXT Cancel

=
s
X

Step Action

Verify the following:
SetID: SHARE
Contract ID:  NEXT

Click
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The Enter PO Voucher panel displays.

Administer Contracts - Use - Recurring PO ¥Youcher Contracts
File Edit Yew Go Favorites Use Process Inguire Report Help

Bl &#( X = =|E| SE| 22| #lv]slZ]

Enter PO Yaucher | schedule Contract | Contract Detais |

SetlD: SHARE ContractID:  MEXT Balance 000  Manager |
Wendor da

ShortName: [SOUTH LA ELEC +| Vendor— 0000002711 +| SOUTH LA ELEC COOP AS

r_-l'_‘-n-“ r."_"-\.\l

PO unit ) po (A AP Unit Begin Date  Expire Date  Status
[LsusH  +| [06015938 ﬂ% | +| [1271872003 " | Open

Gross Amt: I 1 T |

Copy PO From
PO Amt: shicy- [USD & Sales Tx: | VAT: |

1 Amount Item 1D Description @ @ Code ™ “Withholding =
0.00 ; ﬂ| | ﬂp Discount
1 Entry Event: ﬂ ;I
Amount Acct Fund DeptiD Program Clasz Bdogt Pd ProjfGrt GL Uit _|
s sl s sl sl s sl [ sod
|PSFSPR2  Enter PO Youcher Add i

Step Action

4. Enter/Select the following:
a. Vendor: (Vendor ID on PO Contract)
b. PO Unit: (Your PO Business Unit)
c. PO: (Purchase Order Number)

5.

Click (Copy PO From) icon
Note: The PO line and distribution information will be copied from the PO to the
Recurring PO Voucher Panel.
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The Enter PO Voucher panel is updated.

Administer Contracts - Use - Recurring PD Youcher Contracts

File Edit Mew Go Favorites Usse Process Inguire Report Help

Bl#g[#® X = m|E| E|E| 22| *]lv]vlZ ]

Enter PO Woucher | schedule Contract | Contract Detais |

|

SetlD: 5SHARE Contract ID;Q}X[ Balance 000  Manager |
“Wendor

ShortName: [SOUTH LAELEC #| Vendor [0000002711  #|[W] SOUTHLAELECCOOPAS
PO Umit PO AP Urat Begin Date Expue Date (ﬁ-a

LsusH | [06015338 J. lLsusH  +| [1271672003  [10/1672004 " Dpen

Gross Amt: |. 7000.00 [RECURRING  Descr:  |[RECURRING PAYMENT (5-4)

PO Amt: 7000000 Cumency: [USD  #| Sales T« [N VAT: | )

i =
1 Amount Item 1D Description @ @ Code ™ “Withholding
7000.00 | +||CREATE RECURRING PO | +|~ Discount
1 Entry Event: l—ﬂ ;I
Amount Acct Fund DepDd FProgram Class Bdgt Pd Proj/Grt GL Ut _|
700000 [5334( #[[115  #|[20672 #|[35001 " #[s121 #|[Fr_20( +] [Lsust #]— =
|PSFSPRZ  Enter PO Youcher ladd o
Step Action
6. Enter/Select the following:
a. Expire Date: (Date of Contract Expiration)
b. Gross Amt: (Amount of each individual Recurring Payment)
c. Invoice: (Invoice Number)
d. Descr: (Description)
7. Schedule Contrack |
Click tab
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The Schedule Contract panel displays.

Administer Contracts - Use - Recurring PO ¥Youcher Contracts

File Edit

View Go Favorites

Use Process Inquire Report Help

Bl&®X| *

ol EE| 2|=]2] *le]4]E ]

Erter PO Woucher  Schedule Contract ] Contract Details |

SetlD: 5SHARE Contract ID:  NEXT Manager |
rinvoice Datez Gen
Repeat Youcher ']Expln:nde Youchers
Interval |Hnnthly j @ q .\ 10
I]n The | 12 ﬂ 12th Day of HCaIcuIate Dates Push Bukton
g.c JEvery 14 Evers Honth 2 [02/1272004
-Contract Duration 3 |I]3"'-| 272004
Start Date:  |12/16/2003 Exzpire Date: 10416/2004 4 ||]*U'1 22004
" Until 5 |I]5J'1 272004
" For g |I]EJ'1 272004
| L
f;d)r-‘ Times 10 7 [07/1272004
Repeat voucher 10 me[z] on the 12th Diay of Even Month ;I 8 |DB” 2/2004 o
LI 9 |I]HJ'1 272004 _I
[PSFSPRz [Schedule Contract Add 4
Step Action
8.

Enter/Select the following:

a
b.
C.
d.

c.

Interval:
On The:
Every:

Contract Duration:

Number:

(Annually, Daily, Monthly, Weekly)
(Date of Month to be Paid)

(No. associated with recurring Payment)
(Times - Radio Option Selected)

(Number of times the Payment occurs)

Click (Calculate Dates Push Button) and Invoice Dates generated appear.

10.

Click (Explode Vouchers) button.
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The Contract Details panel displays.

Administer Contracts - Use - Recurring PD ¥Youcher Contracts

File Edit Yiew Go Favorites Use Process Inguire Report Help

B #® X = B& =z 8| 2|2 #le]slz ]

Enter PO Woucher I Schedule Conkract  ‘Contract Details E

SetlD: SHARE Contract ID:  HEXT Manager |
~Totals @ @ { 11-¢ :
Youchers: 10 WYoucher Totak 7000000 PO Amount: 70,000.00 _E?mmlt |
Busziness Unit: LSUSH Invoice Date: |I]1 1242004
Youcher 1D: ME=T Acctg Date: ||]1 F12/2004
Invoice Number: |E1S®IG13]1 150! PO Unit: LSUSH
Gross Amt: | 700000 [UsD 3| pq. 0B015338
1 Amount  tem 1D Long Descrnption: Code I~ Withholding il

7000.00 | ﬂ|EFIEA.TE RECURRING PD ﬂlﬁ Discount
Entry Event: I ﬂ il
1 Amount Acct Fund DeptlD Proogram Claze BdogtPd ProjfGrt GL Umnit
7000.00 [5334 |[115 #|[20672 #|[ss001 s|[e121 s|[Fv_200 s]| Lsus s} E’ EI

[PSFSFRz  Contract Details add 12 )%
Step Action
11. Review the Panel - Totals:
a. Vouchers: (Number of Vouchers)
b. Voucher Total: (Dollar Total of All Voucher - should equal the
Contract Total or PO Amount)
c. PO Amount: (Dollar Total of PO - should equal the Voucher Total)
12. Click the Outer Scroll bar down arrow to review each recurring voucher.
Invoice Date: I[IEH 272004 Note that each
Acctg Date: Im Voucher Accounting Date = Voucher Invoice Date
This assures that the voucher will not budget check or post (be recorded as expenditure
until the period associated with the accounting date is opened).
13. —
Click —=2™™ | (Load) button.
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The Contract Manager panel displays.

Administer Contracts - Use - Contract Manager [_ O]
File Edit Yiew Go Favorites Use Process Inguire Report Help

Blgl@ x| = =@ E|E| £|5l=] *#]lv]4]2 |

Contrack Manager I

-Search Criteria rAchions
SetlD: ;SHAHE +
J Youcher Edit Close Contract |
Contract ID: (0000003324 @ +| 15 )
{voucher Edit
Vendor ID  Master Contract ID PO Unit PO
Q000002711 i ﬂ LSUSH 06015938 Loaded
Select Unit  Youcher ID Invoice rgl‘”’,i: Invoice Date Gross Amt  Status L
r L5LI5H 001 099326 RECURRIMG-1 M A2F2004 F000.00 Inpozted
I LSLISH o1 09927 RECURRIMG-2 21272004 FO00.00 |Inposted L]
r L5LI5H 001 08928 RECURRIMG-3 31272004 F000.00 Inpozted
I LSLISH 001 09929 RECURRIMG-4 041272004 FO00.00 |Inposted
r L5LI5H 001 099330 RECURRING-5 051252004 F000.00 Inpozted LI
-Go To -Reports
Contract Header j @ Eﬂaster Contracts j @
|F‘SF5F‘R2 Contract Manager IUpdate Display S
Step Action
14. Note the following:
a. Contract ID: Now Assigned
b. Each Voucher has listed: Voucher ID, Invoice, Invoice Date, Gross Amt,
and Status
c. Contract Status: Loaded

15. ; |
Click Actions ploshenedil Button.
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The Voucher Edit Run Control displays.

Youcher Edit

Run Control ID: [VOUCHER_EDIT (15 ) +

Step Action

16. Enter the Run Control ID that was created prior to setting up the Recurring PO Voucher

Contract.

17.
click— 2%

PeopleSoft |

@ | Parel haz changed. Save current changes? [40,1]

Hao Cancel Explain

Step Action

18.

| to the Panel Processing message.
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The Voucher Edit Request displays.

Enter Youcher Information - Process - Youcher Edit Request
File Edit Yiew Go Favorites Use Process Inguire Report Help

x| a8| 2|s|=] *lv]slZ |

Operator 1D: FEDDIM
Run Control 1D: YOUCHER_EDIT

Request ID: VCHR EDIT VOUCHER EDIT 5]
Process Frequency: |Always Process j
Process Option: Process Contract 3

[T Reazonable Date Edit

l.Init: Mﬂ Group: l—ﬂ

Youcher ID: l—ﬂ Yendor 1D: | ﬂ

SetlD: l—ﬂ Bueue Inst: l—ﬂ

Drigin: e Contract  JDDO0003324 'T:\L

R equest Status
[ Instance: 471 ?@:Dj

|PSF5F‘R2 Woucher Edit Request IUpdate Display S

¥alid ¥alues |
[t | Contract

‘D
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Step Action

19. Enter or Select the following:
a. Unit: (Your AP Business Unit)
b. Contract: (Drop down and Select the newly created Contract)

c. Click:

20.
Click Iﬁl (Run) icon to Run the Process.

The Process Scheduler Request displays.

Process Scheduler Request |
Operatar ID: - PEDDIM Fun Contral ID: - WOUCHER_EDIT
— Run Location — Output Destination

" Client * Sewer £ File rinter € window
Server: IF'SNT_F'FID (il-h)j File/Printer: |C:ATEMP, G_l;d) ak. I

—Run DatedTime: — Run Recurence Ca
D ake: I‘I2.-"1 B/2003 j IEInu:e j
Tire: II]1 :45:00 PM E M arme;
Fieset ta cument Date Time | Hew | U pdate | Delete |
D ezcription M ame Procesz Tupe Descr
Load EC Vouchers YWCHREC Application Engine
PSP Woucher Edits APPEVCHR |COBOL SOL

Hun Yehr Edt - vehrec/anpbychr YWEHREDIT - PSloh

Step Action
21. Enter or Select the following:

a. Run Location: Server
b. Server: PSNT_PRD
c. Output Destination: File
d. File/Printer: C:\TEMP\
e. Select: +Run Vchr Edt - vchrec/appbvchr
. Click
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Step Action

22. Click Go, PeopleTools, Process Monitor

[

The Process Monitor displays.

& Process Monitor - {Untitled) [_ O]
File Ackion Wiew Go Favoribes Help

(el @E Zole

Cualify Process List V\},ﬁ‘\
Operator 1D Server: Process Class: Bun Stabus:
[FEDDIN R (ED | =l MEE |
| Process |Operator  |Server  |Process Claze | Instance] Bun DateTime | Statusz
| +|vCHREDIT |PEDDIN |PSMT_PRCICOBOL SOL | 2469335(12/12/2003 1-45:00PM  |Success

Step Action

23. E|
Click to continue to refresh the panel until the process runs to Success.

Voucher(s) Availability

Step Action

24. Click Go, Administer Procurement, Enter Voucher Information
G
25.

Click Use, PO Voucher, Accounting Information
Use
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The Accounting Information panel displays

Enter Youcher Information - Use - PO Youcher [ =]
File Edit Miew Go Favorites LUse Process Inguire Beport Help

a8 x| = gle| 3E| 2= 2l=2] *|s]4]2]

Line Information and Charges ] Schedule Payment ] Record Payment ] Approvals and Matching  Accounting Information 4 I 4 I

Unit: LSLISH Invoice: RECURRING-1 Yendor: SOUTH L& ELEC COOP ASS0C
Youcher: 00103926  Date: 014122004 1D (000002711 Pay Group:
~Accounting Instructions “Youcher Processing
Accounting Date: 011252004 ¥ Post Youcher [T Close Youcher
Accounting Template: |5TﬁNDAHD * " Delete Voucher
-+ m-Recoverable VAT
A ting Poli
T [T + -wate Hon-Recoverable VAT
Account At Met j
“Woucher Proration Rules -Budget [:hﬁ:kilg-_
¥ Sales Tax [ Late Charge Budget Check:  Not Chkd
I™ Use Tax M Disc Eam/Lost —

¥ Freight H

|P5F5PR2 Accounting Information |Update/Display o

Each PO Voucher will Budget Check and Post when the period associated with the
Accounting Date of each PO Voucher is open.

Staff is now able to modify the Recurring PO Vouchers for Invoice #, Amount, and Accounting
Date until the period associated with the Accounting Date of the Voucher is open.

Staff can also delete any of the Recurring PO Vouchers within the standard “delete” criteria of
any PO Voucher.

End of Section B
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Questions/Comments:
Refer all questions or comments via e-mail to the PS FIN SUPPORT GROUP.
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