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

Sign In

Engiish

2) From the home screen, click on Financial Reporting

Good afternoon, Rachel Henry

QUICK ACTIONS APPS

Payables Invoices
Dashboard

My Enterprise ools Financial Reporting

Payments
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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
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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.

[\ Opening this dashboard page may take a while. Selact prompt values and click Continue if you want to open this page Continue
4 Payables Report Prompts

Supplier or Party Name _Select Value- w
Invoice Number contains any ~Select Value- v

Invoice Date fa
Between e e

Reset v

Payables Invoices

Compound View

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 ..Select Value-- w

Invoice Number ¢ontains any --Select Value-- w

Invoice Date Between e Y

Reset v

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

A\ Opening this dashboard page may take a while. Select prompt values and click Continue if you want to open this page Continue
4 Payables Report Prompts

Supplier or Party Name BAKER TILLY US w
Invoice Number gontains any --Select Value—  w

Invoice Date Batween

oF

Yy

Reset v
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8)
out in step 6.

Payables Invoices

lvoce Invocs  lnvoice VO Supplleror  Supoller  ACCOUN  yyqaon
Number  Date Amount S e f ul  Status
Paid Name Site Status.
H U MAIN-PAY Complete  Validated
sm120; 10 MAINPAY Complete  Valdated
5712024 499 MAINPAY Compiele  Valdated
N 572024 % MAIN-PAY  Comple
aH
a s712024 499 MAIN-PAY Compiete  Validated
o
5712024 499 MAIN-PAY Comgiete  Validated
162024 1 MAIN-PAY  Complete Validated

9)

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

Invoice Invoice invoice  Distribution  Invoice
Afcoumng | sootte’ (POVBERLT IAGIONE: | Line Invoice Line Description Line InvoicoLine  Distribution  concaendled  Accounting  Task
Name Number Amount  Number mount °
ted PAYM 1 3 U
Accounted PAYMERANG
Accounted

Accounted PAYMERAN

L PAYMERAN

Accounted

Accounted

PAYMERANG  Wor

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.

a4

Payables Invoices

Imoice  Invoice  Imalce 040CE,  Supplieror Suppiar

Number Daie  Amount pnct™ LAY Cix
512024 T MAIN-PAY
572024 ETL) MAIN-PAY

Accownt - invoice vaice invoice  Distrbuon _ Invoice B )
Coding  Noyoalon ACCOUNGND | gy POYMERt  ADROWSLine  invoice Line Description Une  imoieline Diswbuion  SONCOCMGEd  Aceountng Bk Bl
Stas Name Number Amount Number Amount
Compele  Vaidated  Accouied  E2BXML PAYMERANG 1 Gray FellBulefin Board 18 X24 Inches win Sver 3499 1 390 1000000 BRI
nvaice Alminium Frame - P oard and Notes 00-000
Organzerfor Home, OF 500
Compiets Validated Accounted B2B XML PAYMERANG 2 0 2

582024
invoice: 000-

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

Invoice
Number

11D1-
MKHG-
XMCP

11D1-

[RTET

Invoice
Date

5712024

5712024

Invoice
Amoun

344

340
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11) Click on View Invoice. (Please go to step 18 for Payment Details instructions )

i . . Invoice Supplier or  Supplier
Invoice Invoice Invoice pp PP

Amount Party or Party
Number  Date Amount Paid ane Site
11D1- ATiI2024 34899 3499 Amazon MAIN-FE
MEHG- Capital
AN Services
| A= View Invoice Inc
1L | 3499 Amazon MMAIM-FE
Nk <4 View Payment Details Capital
XNor Services
Inc
11D1- ATiI2024 34849 3499 Amazon MAIM-FE

12) You will then have a new tab opened in your browser with the invoice details

ST OLAF ®

Invoice Details : 11D1-NKHB-XNCP vaidateg Actions | Save | | Save and Close | | Dgne

Invoics Date 5712024 Business Unit L. Olat Collage
Inwaice Type  Standsrd
Supplier of Party  Amazon Capial Senvicss Inc

Supplier Site  PMAIN-PAY Unpaid Amount 000 USD

Aogress TP Box B1207, Seatle, WA-S3108 Holds 0

Lines  Hos sndAporovals  Payments  Instaliments

Items.
veww 7 [EJ = voen

Line Amount  Description Quantity  Price UOM Name Ship-ta Location
o

1 3459 Gray Fet Bulletin Eoard 18 X 24 Inches with - for Hame, Office and School 1 e EA POtDSSS 1 1 St Ot Cotiege
Shipping and Handling

Line  Charga Typs Amount Dascription
2 Fraignt 0%
0%

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

Lines Holds and Approvals  Payments  Installments

ltems
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14) 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

View v 7 EfF [ Detach

Workflow Type Line Action Action Date Approver Reviewed Amount Comments Hold Reason
Invoice approval Initiated 5/8/2024 10:50 AM ~ STOLAFSC.. 34.99 UsSD B
Invoice approval Assigned to 5/8/2024 10:50 AM © Jason Enghbr... B
Invaice approval Approved 5/9/2024 10:18 AM ~ Jason Engbr... 3499 UsD B
Holds @

15) In order to see any payments, click on Payments.

Lines  Holds and Approvals Payments  Instaliments

Approval and Notification History

vieww §H E (g Detach

Workflow Type Line Action Action Date Approver Reviewed Amount Comments Hold Reason
Invoice approval Initiated 5/8/2024 10:50 AM = STOLAFSC... 3499 USD B
Invoice approval Assigned to 5/8/2024 10:50 AM © Jason Engbr... E
Invoice approval Approved 5/9/2024 10:18 AM © Jason Engbr... 34,99 USD E
Holds @

16) 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 Installments

Payments
Number Payment Status Reconciled Current Payee Name Payment Date  Paid Amount Address
Document ~ —aws - Reconciied L Urent ra lyee Name !
401309 Paymerang Cleared Yes 513072024 34.99 USD PO Box 81207, Seattle, WA, 98108, King
Prepayments
Available

View w 2| E= & Detach
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17) 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 ==

18) 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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19) 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 ™
v

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

20) Select View Payment Details

Invoice Invoice  Invojce, m?]fﬁt
Number Date Amount Paid

11D1- 572024 34.00 34.99
NKHA-

N o .
2= View Invoice

- View Payment Details

2t Milaf RPanartinn Machhnard: nana 1 = St

21) 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 Method Payment Number
Amazon Capital Services Inc  MAIN-PAY  11D1-NKH8-XNCP 5772024 5/30/2024 PAYMERANG 401309
Return
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