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Introduction

Welcome to the Accounts Payable 9.2/Tools 8.55 Upgrade Delta Guide! Basic functionality is
still the same, and most items can still be accessed and utilized as they were in the previous version
of the application. However, there are a few minor changes and some new features which are
presented in this document.

AP Worklist

The Worklist link is no longer located at the top right of the main menu page; it has been
included as an option in the menu selection. To approve AP vouchers the user can select
the worklist option from the menu and personalize their home page to add a worklist
pagelet.

NOTE: The Worklist differences are for both AP and PO.
1. Personalize Home Screen to add Worklist Pagelet

a. Click Content link

#& Home | Signout

Personalize|Content | Layout % Help

b. Click the Worklist Checkbox

Personalize Home Page

Personalize Content:

Tab Name My Page

Welcome Message
Choose Pagelets: Simply check t
Remember to g

Arrange Pagelets: Go to

PeopleSoft Applications
W WORKLIST

0 Menu

c. Save — The Worklist pagelet will be position at the top left side of the page.
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d. To move the pagelet to the center of the page or to the right, select the LAYOUT

11/20/2017

LINK
#& Home

Personalize Content

Personalize Home Page

Personalize Content:

Tab Name My Page >-:
Welcome Message

Choose Pagelets: Simply check the items that you want to appear on your homepage.
Remember to click "Save™ when done.

Arrange Pagelets: Go to Personalize Layout

People Soft Applications
W WORKLIST

Menu
IMenu - Classic
Top Menu Features Description

My Reports

OO000n0

Main Menu

Personalize Layout: My Page Select 3
columns option
Tab Name My Page

Basic Layout: O2 columns @®3 columns

Click arrows to move pagelets up and down or into neighboring columns. Click "Delete Pagelet"
fo remove the selected pagelet from your portal home page. Remember to click "Save" when done.

Add Pagelets: Goto Personalize Content

Use the arow to

# = Required - fixed position pagelst move WORKLIST

* = Required - moveable pagelet to the Right
Left Column: Center Column: Right Column: Column
--Mo Pagelets Selected— —MNo Pagelets Selected—
\
Click on =
WORKLIST

Delete Pagelet
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a. Click 3 columns to display three columns.

b. Click WORKLIST located in the Left Column. The WORKLIST should be
highlighted.

e. Use the right arrow to move WORKLIST to your column of choice.

f. Click Save when the Layout is complete.

Add Pagelets: Goto Personalize Content
# = Required - fixed position pagelet
* = Required - moveable pagelet
Left Column Center Column: Right Column:
--Mo Pagelets Selecied-—- —~MNo Pagelets Selected-- WORKLIST
=
57
Delete Pagelet
Save Cancel

2. Remove a pagelet from your Home page

a. Click the Down Arrow on the pagelet, select Remove, click the YES button to
remove; Or

b. Select the Personalize Content link on the Home Page; uncheck the pagelet you
want to remove; Save

Worklist o g
= Worklist Minimize  [Worklist Pagelet Settings|
E Review a wiorklist.
Remove
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AP WorkCenter

For those who are responsible for multiple business units, you can now select the “in” filter
to add multiple business units in MY WORKS for all options except Match Exceptions”.

8.53Version

Filter Builder IN Select

Contre f-Rer Valies
Select BUSINESS_UNIT

susimess_unm  [in ™~
Description  [begins with ] |
[DKeep Prior Selected Values | seacn || crear |

Select Matching Values Personalize | Find [ View Al | €0 (B First & 1011 % Last
Select  BUSINESS_UNIT Description

o

Lok ] [ cancet |

8.55Version

| Filter Builder IN Selec

Configure Filter Values
Select BUSINESS_UNIT

BUSINESS_UNIT  [oepinswih V] |

B Keep Prior Selected Values | seach | Ciear |

Personaize | Find | ViewAl | 0| B} Frst ¢ 1250130 ¢ Last

Values
Select BUSINESS_UNIT Description
[m] AMCNO AMCNO N
O  errer BRFEP
o BRFHM BRFHM |
a BRFHS BRFHS
n EACEM EACEM
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Voucher Entry

1. The Invoice Line Amount

The Invoice Line Amount is no longer available at the time of entry, after copying from

PO.

Copy From Source Document

—
PO Unit

Invoice Lines

Copy From Source Document

8.55

Invoice Lines (2
Line 1 %jl:opyDown

PO Unit

Line 1 [JCopyDown
*Distribute by |Amount v o :
Norm @, Distribute hyl[]uantlt‘y' .
Quantity [1.0000 Item Q
UOM EA @ Quantity [40.0000
Unit Price 4.00000 UOM [LOT Q
Line Amount 4.00] x Unit Price [1.00000
Line Amount s0.00 Mg
Calculate

2. Invoice Line Calculate Button

The Invoice Line Calculate button has moved.

Find | View All

First'4 10f 1'% Last

&=

Purchase Order [Jone Asset

Invoice Lines (2
Line 1 [JCopy Down SpeedChart
*Distribute by I‘mcum .v Ship To HCSDA Q@

YA M v HCSDA|00005809B[1]1

Item @ Description Plan for Charity Hospital Clea Associate Receiver(s)

Quantity|1.0000 . Packing Slip [Z Amount Only

uoM [EA @ n B

Adjust PO Percentage

Unit Price |4.00000

Line Amount 4.00]x

8.53
Calculate — J

Allocate by Percentage

Copy From Source Document

Copy From Go

PO Unit PO Number PO
Invoice Lines (7 [% Find | View All First ‘&' 10f1 “}) Last
Line 1 C]copy Down SpeedChart @ Purchase Order Clone Asset EE
“Distribute by [Quantty ] Stip To[HCSDA “ HCSDAI0000024/1]1

Item Q Description Verizon Wireless Voice Service Associate Receiver(s) Calculate

Quantity |40.0000 Packing Slip OForce Price
uomM|LoT Q Contract Info 31310811012 B B

Unit Price | 1.00000 .

Line Amount 4000 Adiust PO Percentage 8.55
Allocate by Percentage
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Voucher Close
1. Close Voucher

A Comment Box has been added under the VVoucher Close option.

8.53 Version
PS9FSSND

FSCM 9.2 P5Tools 8.53
PSIFSWEBDEV12

Close Voucher Voucher Details

Business Unit LAKMC Voucher 00124328 Aclion:l . Run

Supplier

Supplier 0000017033 MIDWEST MEDICAL SUPFLY COMPANY, LLC
Short Name MMS-001

Voucher Information

Invoice 6367339 Origin  OMNL Header Budget Status Vvalid
Date 09/13/2017 Group Non-Prorated Budget Status Valid

Gross Amount 35675 USD Entry Status Postable
Related Voucher Close Status Qpen

Process Manual Close

Manual Close Date | 10/05/2017

=l Qoue | |[Fh Catiens arck =] Drsinneinlict =1 Ninvbin et =51 Mntific

8.55 Version

Close Voucher Vioucher Details

Business Unit LAKMC Voucher 00121077 Action] & g

Supplier

Supplier 0000038459 SIENNA CONSTRUCTION, LLC
Short Name SIENNA-D01

Voucher Information

Invoice SiennaPharmacyUpgrade040617 Origin ONL Header Budget Status Valid
Date 04/06/2017 Group Non-Prorated Budget Status ‘alid

Gross Amount 8,860.50 USD Entry Status Postable
Related Voucher Close Status Open

Process Manual Close

Manual Close Date | 10/05/2017 iﬁ Mark Voucher for Closure
Comments

|Flsave ||[ah Return to Search

us in List 4] Nextin List [=] Notify
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This is the screen as it appears after Voucher Close with a comment added.

LSU Health Financials TST

Summary

Business Unit

Voucher ID
Voucher Style
Supplier Name

Entry Status
Match Status
Approval Status
Post Status

Doc Tol Status
Budget Status

Budget Misc Status

Related Documents

Invoice Information

LSUSE

00251624

Regular

HIMABINDU WALLURU
LSUHSCICARDIOLOGY
SHREVEPORT, LA 71103

Postable

No Match
Approved
Posted

Valid
Walid

Valid

Payments

Voucher Aftributes

Ermor Summary

Invoice Date 02/21/2017
Invoice No TEV022117

Invoice Total 226.20 usD

Pay Terms Due Now

Voucher Source
Origin

Created On
Created By
Last Update
Modified By
ERS Type

Close Status

Cnline

ONL

04/06/2017 6:11AM
UHOLLO
101272017 10:10AM
BDOSS

Not Applicable
Closed Comments(7}

*View Related | Payment Inquiry

Go

Summary || Reiated Documents | Invoice Information || Payments || Voucher Attibutes || Error Summary

Business Unit LSUSE
Voucher ID 00251624
Voucher Style Regular

Invoice Date 02/21/2017
Invoice No TEVD22117

Invoice Total 226.20 usD

Supplier Name HIMABINDU VALLURU
LSUHSCICARDIOLOGY
SHREVEPORT, LA 71103

Entry Status. Postable

Match Status o y1atcn

Approval Status Approved
Post Status Fosted

Pay Terms Due Now
Voucher Source Oniine
Origin ONL

Created On 04/06/2017 6:11AM

Created By UHOLLO

Doc Tol Status. Valid Last Update 10/12/2017 10:1} Help
Budget Status Valid Moified By BDOSS Comments:
ERS Type Not Applicable et @
Budget Misc Status Valid Close Status Closed iComments(1)

*View Related [Payment Inquiry ™ oo
|B Retwm o Searcn || Noty || Refresn | (S Ada |
[Summary | Related Documents | Invoice Information | Payments | Voucher Attibutes | Erfor Summary

250 charasters remaining

Voucher Comments (Maximum number of characters allowed for comments is 254)
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Payment Document Status

1. The Bank Account number is now masked.

8.53Version

Pay Cycle :3:1” Bank Account gankﬁ\ccount Description Supplier Hame Supplier 1D Egg:tlii;: Ad

PATHOLOGY
HCSD 1524 HOAP 7 XXXXXX fﬂ"‘j\rga” Chase Bank,  oooupP oF 0000003083 0000000001 gi{
o LOUISIANA
8.55Version
Bank Account I~ ; . ) i
Bank Account Number Description Supplier Name Supplier ID Supplier Location Addry
PATHOLOGY
HOAP sesst43073 ffg"'ﬁ;{gﬁ” Chase Bank,  =poup oF 0000003093  000DODODOA Eﬁ:g
o LOUISIAMA
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