Purchase Card Journal Report
Created on Tuesday, October 13, 2009



COPYRIGHT & TRADEMARKS

Copyright © 2003, 2007, Oracle. All rights reserved. Powered by OnDemand Software.
Distributed by Oracle under license from Global Knowledge Software LLC. © 1998-2007. All
rights reserved.

The information contained in this document is subject to change without notice. If you find any
problems in the documentation, please report them to us in writing. This document is not
warranted to be error-free. Except as may be expressly permitted in your license agreement for
these Programs, no part of these Programs may be reproduced or transmitted in any form or by
any means, electronic or mechanical, for any purpose.

If this documentation is delivered to the United States Government or anyone using the
documentation on behalf of the United States Government, the following notice is applicable:

U.S. GOVERNMENT RIGHTS

The U.S. Government’s rights to use, modify, reproduce, release, perform, display, or disclose
these training materials are restricted by the terms of the applicable Oracle license agreement
and/or the applicable U.S. Government contract.

Oracle, JD Edwards, PeopleSoft, and Siebel are registered trademarks of Oracle Corporation
and/or its affiliates. Other names may be trademarks of their respective owners.

NIS Policies

The tasks in this documentation provide end users with the tools to enter data and collect data in
NIS. Itis the responsibility of the agencies to comply with State Statutes, Federal Rules and
Regulations, and State policies. For further information concerning State Statutes and policies,
please refer to both internal agency resources and the Department of Administrative Services
website: http://www.das.state.ne.us/.



http://www.das.state.ne.us/

Q Training Guide

it B Purchase Card Journal Report

Table of Contents

Purchase Card JoUurnal REPOIT..........cooiiiiiiiie e 1
Purchase Card Journal REPOrt OVEIVIEW .........ccoiuiieeieiieeiese e sie e se et sresineaesne s 1
Purchase Card Journal REPOIT LESSON ..........cciiiiiiiiieisisiisie sttt 1

Page iii



o Training Guide
Adminstveter o Purchase Card Journal Report

Purchase Card Journal Report
Purchase Card Journal Report Overview

Run this report to review purchases that have been made with the purchasing card. Purchases will
appear on the report until a journal entry is posted to move costs from the clearing account.

Purchase Card Journal Report Lesson

Procedure

In this lesson you will learn how to run the Purchase Card Journal Report.

T

EnterpriseOne Menu ®BEO
Open Applications

‘You have no running applications. The EnterpriseOne Menu contains several links to the applications.

Open New Window These links will always be atthe left of your screens, no matter what application you are using.
You can also hide the menu when you need more space for your work.

Welcome!

[+ NIS State of Nebraska
[ Roles

[: Actions

(- Preferences

Done: € Internet H100% T

Step Action

Click the NIS State of Nebraska link.
[MIS State of Nebraska|
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Step

Action

2.

Click the Accounts Payable link.

Click the Inquiries & Reports link.

Click the Accounts Payable Reports link.
[tccounts Payable Reports]

Click the Purchase Card Journal link.

Furchase Card Journal

T s 1

Work With Batch Versions - Available Versions ]
Sekct  Find Close Row Form Took
v X B |
Batch Application E Purchase Card Joumnal Report
Read Only Report (YN} l—

Records 1-10

L] Version Title

[ Nisooo1 Furchase Card Journal Report NISSHARTE 02/28/2002 0 NO SECURITY

[] NIs016 AGY 016 - Corp Acct 4246-0445-5556-1590 NISSHARTE 04/09/2003 0 MO SECURITY

O Niso17 AGY 017 - Corp Acct 4246-0445-5558-7439 NISSHARTE 04/09/2003 0 NO SECURITY

[0 Mis023 AGY 023 - Corp Acct 4246-0445-5558-8981 NISSHARTE 04/09/2003 0 NO SECURITY

[ Niso24 AGY 024 - Corp Acct 4246-0445-5558-7777 NISSHARTE 04/09/2003 0 NO SECURITY

[0 Niso2s AGY 025 - Corp ACct 4246-0445-5556-1582 NISSHARTE 04/09/2002 0 NO SECURITY

[ NIs031 AGY 031 - Corp Acct 4246-0445-5560-0315 NISSMERRIT 04/18/2006 0 MO SECURITY

[ MIs033 AGY 033 - Corp Acct 4246-0445-5556-1574 NISSHARTE 02/28/2003 0 NO SECURITY

[0 MIS034 AGY 034 - Corp Acct 4246-0445-5556-1624 NISSHARTE 04/09/2003 0 NO SECURITY

[ Niso39 AGY 039 - Corp Acct 4246-0445-5558-7462 NISSHARTE 04/09/2003 0 NO SECURITY

< | >

Done €D Internet #100% T
Step Action

the row.

=

Click the Select button.
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Version Prompting ]
na;kcej S;;ml fﬁm IEB
[ Data Selection [Data Sequencing ‘
Dan € mternet H100%
Step Action
8.
Click the Data Selection option.
9.
Click the Submit button.
10. To run this report by GL Date, complete the following information on the first
blank row:
Left Operand - Date - for G/L (and VVoucher) (F0911)(DGJ)[BC]
Comparison - is equal to
Right Operand - enter the GL date for which to run the report
11. To run this report by User ID, complete the following information on the next
blank row:
Left Operand - User ID (F0911)(USER)[BC]
Comparison - is equal to
Right Operand - enter an employee's user ID
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Step Action

12. To run this report by Vendor, complete the following information on the next
blank row:

Left Operand - Address Number (FO911)(AN8)[BC]
Comparison - is equal to
Right Operand - enter the vendor's address book number

13. To run this report by Business Unit, complete the following information on the
next blank row:

Left Operand - Business Unit (F0911)(MCU)[BC]
Comparison - is equal to
Right Operand - enter the business unit

e
Data Selection

OK Cancel Delete Up  Down

v X 0

Operator|Left Operand Comparison Right Operand

] Where Supplier Invoice Number (F0911) (VINV) [BC) v | |is equalto w | | "000" v

al | 6L Posted Code (Fo911) (POST) [BC] v | [is equalto v | | Blank v|

¥l | Document Type (Fog11) (DCT) BC) v [is equalto vl [ |

O[] o | )| ~|

Add Row

Advanced
Done € mmternet H100%

Step Action

14.
Click the OK button.
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Printer Selection

e

DD®E
OK  Cance] Form Tools
8 X &
Printer Selection | Print Property | Document Setup | Advanced
Printer Name |acPUONEWORLD_A
Printer Location |HERE
Printer Model |LASER
Number of Copies 1 Range: 1-9999
Done € Internet 100% v

Step

Action

15.

Click the OK button.
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e

Work With Batch Versions - Available Versions @
Seect  Find Cpse Row Ferm Tools
v @ X H &
Batch Application Er Purchase Card Journal Report
Read Only Report (YMN) ,—
Records 1-10 Customize Grid [}
L] Version Title it it Description
MIS0001 Purchase Card Journal Report NISSHARTE 02/28/2003 0 MO SECURITY
[ MIS018 AGY 016 - Corp Acct 4246-0445-5556-1590 NISSHARTE 04/09/2003 0 NO SECURITY
[ NIS017 AGY 017 - Corp Acct 4246-0445-5558-7439 NISSHARTE 04/09/2003 0 NO SECURITY
[ MIs022 AGY 023 - Corp Acct 4246-0445-5558-8981 NISSHARTE 04/09/2003 0 NO SECURITY
[] Mis024 AGY 024 - COrp ACCt 4246-0445-5558-T777 NISSHARTE 04/09/2003 0 NO SECURITY
[ Nis025 AGY 025 - Corp Acct 4246-0445-5556-1582 NISSHARTE 04/09/2003 0 MO SECURITY
[ NIS031 AGY 031 - Corp Acct 4246-0445-5560-0315 NISSMERRIT 041812006 0 NO SECURITY
] NIS033 AGY 033 - Corp Acct 4246-0445-5556-1574 NISSHARTE 02/2812003 0 NO SECURITY
[] NIS034 AGY 034 - Corp Acct 4246-0445-5556-1624 NISSHARTE 04/09/2003 0 NO SECURITY
[] Mis032 AGY 039 - Corp ACCt 4246-0445-5558-7462 NISSHARTE 04/09/2003 0 NO SECURITY
< | ¥
Done € Internet 100% v

Step Action

16.

Click the Close button.

17.

To view the report you will need to go to View Job Status. For more information
go to the Reports Lesson under the System Basics
(http://www.das.state.ne.us/nis/training_8.1/sys_bs cs/index.html) work
instructions.

You have successfully completed this lesson.
End of Procedure.

Page 6



http://www.das.state.ne.us/nis/training_8.1/sys_bscs/index.html

	Purchase Card Journal Report
	Purchase Card Journal Report Overview
	Purchase Card Journal Report Lesson




