Payables Invoices Report Guide

This guide will provide you with step by step instructions on how to run a Payables Invoice

Report.

1) Log into Oracle

Sign In
Oracle Applications Cloud

Company Single Sign-On

or

User ID

Sign In

Engiish v

2) From the home screen, click on Financial Reporting

Good afternoon, Rachel Henry

QUICK ACTIONS APPS

Payzblas Invoices Payments

Dashboard

Financial Reporting
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3) Click on Financial Reporting

Me My Team Payables Projects Expenses Procure

APPS

W

Financial
Reporting

Things to Finish

4) From this main page, click on Payables Invoices

4 Budget Reports

PLT Level Budget Report - General Operating Fund 10000

Divisional Budget Reports - General Operating Fund 10000

Departmental Budget Reports - General Operating Fund 10000

Departmental Budget Reports - All Operating Funds (including grants, restricted funds, appropriated funds)
Activity Level Budget-to-Actuals - All Funds

Activity Level Budget to Actuals - General Operating Fund 10000

Fund Ealance Report - Single Fund - Single Cost Center

Fund Balance Report - Single Fund - All Cost Center

Fund Balance Listing - Multiple Fund Balance Listing Report

Transaction Detail

4 Departmental Transaction Reports

Fayables Invoices
Journal Entries

Fixed Asset Register

4 System Reports

Chart of Account Values
Cost Center Access Report

Cosi Center Manager Report

4 Payoll Reports

Student Work Study Report

Last Updated: July 2024



5) This will open a new window where you will be able to look up an invoice by

Supplier/Party Name, Invoice Number, or Invoice Date.

Note: The Cost Center Code has to be entered and you can only enter cost centers you

have access too.

23 fa-ewur-saasfaprodi.fa.ocs.oraclecloud.com/analytics/:

dlI?PortalPages8PortalPath=%2Fs

j Opening this dashboard page may take a while. Select prompt values and click Continue if you want fo open this page.

4 Payables Report Prompts

Supplier or Party Name __Select Value—- w

Invoice Number contains any —Select Value- v

Invoice Date Between Y

* Cost Center Code _Select Value— w

Payables Invoices

Compound View

St. Olaf Reperting Dashboard: page 1 = St. Olaf Payables Report: page 1

e

Reset v

Continue

6) Fill out the fields as required. You can either type into the boxes or use the down arrows

to search for something.

Supplier or Party Name —Seglect Value--

Invoice Number cqntains any —Select Value—-

Invoice Date getween

* Cost Center Code _Sglect Value-—-

Reset v
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7) Here is an example of some of the fields filled in.

Supplier or Party Name —Select Value—- w
Invoice Number -qntains any —Select Value—-  w

Invoice Date Between 05/01/2024 (i~ 0713112024

* Cost Center Code 11100 -

8) Once all fields are filled, click on Continue in the upper right.

é Cpening this dashbeard page may take a while. Select prompt values and click Confinue if you want to open this page.

4 Payables Report Prompts

Supplier or Party Name _Select Value—- w

Invoice Number coptains any —Select Value- v

Invoice Date Between 05/01/2024 iy 07/31/2024 Y
* Cost Center Code 11100 v
Reset v

Payables Invoices

fe

Reset =

@ 9

Continue

9) After the search is concluded, you will see all the invoices that match the fields you filled

out in step 6.

Payables Invoices

Invoice Supplier or  Supplier Account " Invoice Invoice Invoice
ouolce, [Mvolcs | lwolce | Amount.! | party orbaty Coding  Sowoalon ACCOUNNG oo  pa¥meAt  ADBIOVAl 1ine  nvoice Line Description Line
Poid  Name  Site Status Name Number Amount
5772024 3499 3499 Amazon MAIN-PAY  Complete Validated Accounted B2B XML PAYMERANG Workflow 1 Gr it Bulletin Board 18 X 24 Inches with Silver 3499
Capital invoice approved ym Frame - Perfect Memo Board and Notes
Service: ver for Home. Office and School
nc
s72024 3499 MANPAY Compete Valdsied  Accountsd  B2BXML PAYMERANG Wordow 2 0
invoice approved
SR04 M99 MANPAY Compiste  Vaisled  Accounled  BZBXML PAYMERANG Workiow 3 0
invoice aoproved
sT2024 1499 MAINPAY Complete Vaidated Accountsd  B2BXML PAYMERANG Workflow ' 490
nvoice asproved
872024 1499 MAIN-PAY  Complete Validated ‘Accounted B2B XML PAYMERANG Workflow 2 0
invoice approved
s7R02¢ 1499 MAN-PAY Complete Valaled  Accounted  B2BXML PAYMERANG Workllow 3 0
invoice approved
sie202e 2761 2761 A MANPAY Compiete Validsled  Accounled  B2BXML PAYMERANG Workiow ' o 29
invoice approved 0

Capital
Services

Distribution
Invoice Line

Invoice
Distribution
Amount

Concatenated
egments.

10000-11100-

62000-00000-0000-

0000-00000

10000-11100-
62000-00000-0000-

0000-00000

10000-11100-
52000-00000-0000.
0000-00000

52000-00000-0000-

0000-00000

10000-11100-

62000-00000-0000-

0000-00000

52000-00000-0000-
000000000

10000-111
62000-
000

00
00000-0000-
000

Accounting  Task
Date Numbe

5182024

5872024

5182024

501612024
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10) From there, you should be able to see information such as Account Coding Status,
Validation Status, Accounting Status, and Approval Status for all the invoices on this

screen.
Payables Invoices

Invoice

Invoice  Invoice  Invoice

Supplieror  Supplier  Account Validation  Accol Ap 1 Invoi

Amount  Mumber Amount

Invoice ice
= unting Payment " _
Amount  Party Coding Source Line Invoice Line Description
Number Date  Amount ¢ i =2 ste Saus tus Nome® Method Saus  ®
MAIN-PAY Compkte Vaidated Accoumed  B2BXML PAYMERANG Workhow 1 Gray Feit Bulletn Board
voic approved Aluminium Frame - Perf
Organczer for Home, Of
MAIN-FAY Compleie Validaled Accounted  E2BXML PAYMERAN 2

invoice:

Invoice  Distribution Invoice
Line

Task

Invoice Line Distribution Mixster

Concatenated
Segments.

Accounting
Date

11) If you want to see an individual invoice, you can click on the Invoice Number

Invoice Invoice Invoice
Number  Date Amoun
11D1- AITI2024 348
MKHG-
XMNCP
11D1- AfTiI2024 348

12) Click on View Invoice. (Please go to step 18 for Payment Details instructions )

Invoice Invoice Invoice :1:13:5 :t
Number  Date Amount .
Paid

11D1- AITI2024 34.99 3499
MKHG-
AN

A& View Invoice
I | I 34949
MK - View Payment Details
XMNor
11D1- AfTI2024 34.99 34949

Supplier or

Party

Name

Amazon
Capital
Services
Inc

Amazon
Capital
Services
Inc

Amazon

Supplien
or Party
Site

MAIN-P#

MAIN-P#

MAIN-P#
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13) You will then have a new tab opened in your browser with the invoice details

ST.OLAF

Invoice Details : 11D1-NKHB-XNCP

Imvoice Date. 5772024 Invoice Amount 348 USD
Invoice Type  Standard

Appiied Prepayments 000 USD

Supplier or Party  Amazon Capilal Sesvices Ine
Supplier Site
Asdress.

MAINPAY Unpaid Amaunt 0,00 USD

PO Box 61207, Sestile, WA-58108 Halds 0

Notes B

Lines  Hoids and Approvals  Payments  Instaliments

Items
veww B = Detach
L | LI |

Line Amount  Description Quantity  Prics UOM Name

Humber

1 3499 Gray Fe Buletin Board 18 X 24 Inchss win

1or Home, OMce &ng Senool 1 Mm EA PO10SS5

Shipping and Handling

Line  Charga Typs Amount Dascription

2 Fraignt 000

3 Miscaianaous 000

Summary Tax | ines

° @

s ctns v [ sav] [ armanacoe | [ are

Business Unit St Olat College

Purchase Order

Receipt
Number Line

Ship-to Location
Line Sehedule

1 1 9t Ot Catiege

14) Click on Holds and Approvals to see information on any holds/approvals.

Lines Holds and Approvals  Payments  Installments

ltems
mm g A - s

15) This will show you who was included in the approval process. You will also be able to

see the hold reasons if there is a hold on the invoice.

Lines  Holds and Approvals  Payments  Installments

Approval and Notification History

vieww F Ef g Detach

Workflow Type Line Action Action Date Approver Reviewed Amount Comments Hold Reason
Invoice approval Initiated 5/8/2024 10:50 AM ~ STOLAF.SC... 34.99 USD B
Invoice approval Assigned to 5/8/2024 10:50 AM  Jason Engbr... B
Invoice approval Approved 5/9/2024 10:18 AM ~ Jason Engbr... 34.99 UsSD B

Holds @
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16) In order to see any payments, click on Payments.

Lines Holds and Approvals Payments  Installments

Approval and Notification History

vieww FE Ef [ Detach
Workflow Type Line Action Action Date Approver Reviewed Amount Comments Hold Reason
Invoice approval Initiated 51812024 10:50 AM ~ STOLAFSC... 3499 UsD E
Invoice approval Aszsigned to 5/8/2024 10:50 AM " Jason Engbr... E
Invoice approval Approved 5/9/2024 10:18 AM * Jason Engbr... 3499 UsD E

Holds &

17) This will show you the status of the payment, if the invoice is reconciled, the payment
date, as well as any other information related to the payment of the invoice.

Lines  Holds and Approvals  Payments  Instaliments
Payments
Payment q
Number " ment  Status  Reconciled  Current Payee Name
401309 Paymerang Cleared Yes
Prepayments
Available
View w iz E% =7 Datach

Payment Date  Paid Amount Address

5/30/2024 3499 USD PO Box 81207, Seattle, WA, 93108, King
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18) When you are done, you can click either the Done option or the Save and Close option
to close out of this screen.

Validated Actions w | Save | | Save and Close | | Done |

Business Unit St Olaf College
Payment Business Unit 5t Olaf College
Payment Terms MNet 30

Payment Currency USD

Attachments None ==

19) If you want to only see the Payment Details from the main report screen, make sure you
are on the main screen.

o 7]
4 Payables Report Prompts =
Supplier or Party Name --Select Value— w
Invoice Number contains any —Select Value—- w
Invoice Date Between 05/01/2024 E-;e 07/31/2024
* Cost Center Code 11100 A d
Apply
4
Payables Invoices
. . - Invoice Supplier Supplier Account ., .. = P Invoice Invoice . 3
Invoice Invoice Invoice Amount orParty orParty Coding - Acce 9 gource PAY Approval | . Involcg Llr
Number Date Amount 5 Name site Status Status Status Name Method Status Number Descriptio
11D1- STI2024 34.99 3499 Amazon MAIN- Complete Validated Accounted B2B PAYMERANG Workflow 1 Gray Felt B
NKHBE- Capital PAY XML approved Board 18 X
XNCP Services invoice with Silver
Inc Frame - Pe
Memo Eoal

Notes Orag ™
»

St. Olaf Reportina Dashboard: page 1 = St Olaf Pavables Report: paae 1
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20) Click on the Invoice Number

o ]
4 Payables Report Prompts
Supplier or Party Name --Select Value—
Invoice Number contains any —Select Value—- w
Invoice Date Between 05/01/2024 te 07/31/2024
* Cost Center Code 11100 v
Apply
4
Payables Invoices
Invoice  Invoice Invoice ,T:'l%fﬁt 2?22:_'3{ 2?22:_'3{ gg{.;?nu;t Validation Accounting Isngfr'g: Payment Approval In_v0|ce Invoice Lir
Number Date Amount Paid Name site Status Status Status Nama Method Status Number Descriptio
11D1- 572024 3409 3499 Amazon MAIN- Complete Validated  Accounted EZB PAYMERANG Workflow 1 Gray Felt B
NKHG- Capital PAY XML approved Board 18 X
XNCP Services invoice with Silver,
Inc Frame - Pe

Memo Boal
Notes Oroz ™
»

5t Olaf Reportina Dashboard: paoe 1 = St. Olaf Pavables Reoort: paae 1

21) Select View Payment Details

Invoice Invoice Invojce, r:%lﬁﬁt
Mumber Date Amount Paid

- 572024 34.99 34.99
NKHR-

X - View Invoice

- View Payment Details

2t Milaf Ranartinn NMachhnard: nana 4 = St

22) This will open a new tab in your web browser that will show the payment information,

including payment date.
Payables Payments

Payee Payee Site Invoice Number Invoice Date Payment Date Payment Methed Payment Number
Amazon Capital Services Inc - MAIN-PAY  11D1-NKHG-XNCP  5/7/2024 5/30/2024 PAYMERANG 401309
Return
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