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Working with Records

Working with Records Overview

You add information to the NIS database by adding or revising a record. For example, when you
add a vendor to the Address Book, you create a vendor record that is stored with other vendor
records.

Depending on the program, the system might assign a “Next Number” to each new record. This
record number is unique, and is used to identify and display a specific record.

Once records have been entered, they can be searched, changed, or deleted.

Working with Records Lesson

Procedure

This work instruction shows how:
~ To Search for a Record

~ To Add a Record

~ To Change a Record

~ Delete a Record

Step Action

1. In this exercise we will learn how to search for a Record in NIS. We will do this
from the Address Book Inquiry screen. The methods taught here apply throughout
NIS.
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EnterpriseOne Menu @ =0

ORACLE PEEP_ LITTLE BO [JDVB10]

Sign Out

Welcome!

Open Applications
YYou have no running applications The EnterpriseOne Menu contains several links to the applications.

Open New Window These links will always be at the 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,

» NIS State of Nebraska »

[> Roles

[ Actions

[ Preferences

Done

€D Internet 100% v

Action

Click the NIS State of Nebraska link.

MIS State of Mebraska

Click the Address Book link.

Click the Address Book Inquiry link.

The fields: Address Number, Sch Typ, Bankrupt, Tax ID, Alpha Name, etc.
are the QBE (Query By Example) fields.
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ORACLE’

Address Book Inquiry - Work With Addresses

PEEP, LITTLE BO [JDVB10]

Seect  Find Close Row Report Took

v @ b3

Alpha Name ‘

Search Type n

[ Display Phone

No records found.

Customize Grid ]

Address Sch Tax
B B3| Limber Typ Bankrupt D

Mailing
Name

Done

€ Irternet 100% v

Step

Action

Click in the Search Type field.

Click the Visual Assist (F2) button.

[&]
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ORACLE

Select User Define Code @
Seect Fnd  Close ook
e
Product Code 01 ADDRESS BOOK
User Defined Codes ST Bearch Type

Records 1-10 Customize Grid 1]

Description Description 2

A APPLICANT HR USE OMLY

O]
O Ac AGENCY INTERMAL AGENCY BILLING EN
OB BUYER STATE PURCHASING USE ONLY
(@@ CUSTOMERS ACCOUNTS RECEIVABLE
(@)[cX HHSS LAB CUSTOMERS HHSS LAB USE ONLY
D AGENCY DEPOSIT LOCATIONS
OE EMPLOYEES HR USE ONLY
OF FACILITY BILL TO FOR IBTS & SHIP TOLOC
O FD FUNDS SYSTEM USE ONLY
© M FIRE MARSHAL EQUIPMENT FIRE MARSHAL USE ONLY
Done € Internet L 100% v

Step Action

Click the Go to end button.

Click the V option.

10.
Click the Select (Ctrl+Alt+S) button.
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Address Book Inquiry - Work With Addresses @

Seect  Find Close Row Report Took
v @

Alpha Name ‘

Search Type E Q VENDOR

[ Display Phone

No records found.

Done € Irternet 100% v

Step Action
11.
Click the Find (Ctrl+Alt+1) button.
12.
Click in the Alpha Name field.
13.
Enter the desired information into the Alpha Name field. Enter a valid value e.g.
"*husker*",
14.
Click the Find (Ctrl+Alt+1) button.
15. Click in the Tax ID field.
| |
16. Enter the desired information into the Tax ID field. Enter ">480000000".
17.
Click the Find (Ctrl+Alt+1) button.
18.
Click the 1946924 option.
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Step Action

19.
Click the Select (Ctrl+Alt+S) button.

20. This brings up the Address Book Revision screen.

ORACLE

Address Book Inquiry - Address Book Revision

Addre

Cancel Form Previous Next Tools

X B @ @B B

Address Number 1946924

Address Book | Mailing | Additional | Related Address [ CatCode 1- 10 | Cat Code 11-30

Alpha Name INE CORNHUSKER CHPTR OF SOLID W]
Long Address Number

TaxIb 521445192

Search Type v VENDOR

Business Unit 1 STATE OF NEBRASKA

Done € mmternet H100% -

Step Action

21.
Click the Cancel (Ctrl+Alt+L) button.
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Address Book Inquiry - Work With Addresses

Select  Find Ciose Row Report Tools
v @ X
Alpha Name ["HUSKER" [IDisplay Phone
Search Type m VENDOR

Records 1-2 Customize Grid ]
[ [ 480000000
[ Acress sch Tax Wailing
umber Tvp Bankrupt D Name
O 500864 V 481230195 HUSKER AUTO GROUP HUSKER AUTO GROUP 58
1946924 v 521445192 NE CORNHUSKER GHFTR OF SOLID WAST... ME GORMHUSKER CHAFTER OF THE S0... W
13 ] 3
Dore (3 & mternet H 100% v
Step Action

22.

Click the Close (Ctrl+Alt+L) button.

23.

In this exercise we will learn how to add a Record in NIS. We will do this from
the Standard Invoice Entry screen. The methods taught here apply throughout NIS.
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ORACLE

Welcome!
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,

= NIS State of Nebraska

— OPEN ENROLLMENT
- View Job Status

> Accounting - Agencies
I Accounts Payable

[» Accounts Receivable
=~ Address Book

> Budget - Agencies

I Fixed Assets/Capital Asset Mot

> Human Resources/Payrall -
Agencies

I Inventory

I» Purchasing - Agencies

[ Self Service

> User Options

[> Roles

[ Actions

[> Preferences

Step

Action

24.

Click Accounts Receivable.
|[> Accounts Receivable |
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200

Welcome!

Open Applications
You have no running applications

Open New Window

The EnterpriseOne Menu contains several links to the applications,
These links will always be at the 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,

¥ Accounts

Agencies
> Inventory

= NIS State of Nebraska
— OPEN ENROLLMENT
- View Job Status
> Accounting - Agencies
[ ACCounts Payable
b

I» Deposit Processing
> Accounts Receivable Processing
> SDU Report
I Inquiries & Reports
« Address Book
— Address Book Inguiry
> Budget - Agencies
I» Fixed Assets/Capital Asset Mot
[» Human Resources/Payroll -

I Purchasing - Agencies
> Self Service
> User Options

[ Roles

[> Actions

> Preferences

PEEP, LITTLE BO. [JDVB10]

Sign Out

Done

€ Internet

H100%  +

Step

Action

25.

Click the Accounts Receivable Processing link.

[4ccounts Receivable Processing|

26.

Click the Invoicing link.

Invoicing

27.

Click the Enter & Print Invoice link.

28.

Click the Standard Invoice Entry link.

[Standard Invoice Entrd
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. PEEP, LITTLE BO [JDVB10]
ORACLE a
Standard Invoice Entry - Work with Customer Ledger Inquiry
Seect Fnd  Add Dekte Clpse Form  Row Report Iools

v & + @0 X B #H B

Customer |i Q

Parent [« Batch Number [«

| Invoice Mo From [ Thu [+ (o] O Paid C Open |
Date From [ T & 1Invoice Date ) Due Date ‘
O Gl Date O statement Date
| As OfDate ‘ ‘ [ Recurring Invoice | ‘ [ summarize

No records found. Customize Grid =

] Document Invoice Discount Discount Discount
Available Taken Due Date

< 0 | 3

Done € Internet H100% v

Step Action

29.
Click the Add (Ctrl+Alt+A) button.
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ORACLE’

Standard Invoice Entry - Standard Invoice Entry

PEEP, LITTLE BO [JDVB10]
Sign Out

[y ]

Delete Cance] Form Row Iools

b3 B 2
| Document No/Type/Co Batch No * 1556899 ‘
Customer (] Q o
Fund [“I Discount %
Invoice Date GIL Date Payment Terms
Records 1 -1 Customize Grid =

Pay | Gross Business Pymt Disc | Open
ftem | Amount Remark Unit Terms | Percent | Amount
@ o1 | [ \ \

< |

Tax Tax | Due Dis|
Area Expl | Date Dux
>

Gross | Disc Tax ’7 Taxable ,7
Done € Internet 100% v
Step Action
30.
Click in the Customer field.
[ |
31.
Enter the desired information into the Customer field. Enter a valid value e.g.
"966036".
32.
Click in the Fund field.
33.
Enter the desired information into the Fund field. Enter a valid value e.g. "20940".
34.
Click in the Invoice Date field.
[ 1
35.
Click the Visual Assist (F2) button.
36.

Click the 4 link.
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Step Action
37.
Click the OK button.
38.
Click in the G/L Date field.
39.
Enter the desired information into the G/L Date field. Enter a valid value e.g.
"9/4/08".
40. Click in the Gross Amount field.
41. Enter the desired information into the Gross Amount field. Enter "150.00".
42. Click in the Remark field.
| |
43. Enter the desired information into the Remark field. Enter "General Business".
44,
Click the OK (Ctrl+Alt+O) button.
ORACLE PEEP, LITTLE BO [ﬂ\m
Standard Invoice Entry - G/L Distribution @

OK  Dekte Cance] Form Row Tooks

8 X L3
| Document MoType/Ca |233223 RI ‘zggqg Batch Mumber 1556899 |
Customer 966036 Explanation |4BF FREIGHT SYSTEM, INC
GiL Date 09/04/2008 [CIPercent
Records 1-2 Customize Grid O]
Account Explanation Track TaxRate |Tx | Tax Per
Account Number Description Amount -Remark- Taxes Area Ex item No Ho
® | a | 150.00- | GENERAL BUSINESS 0
(@) GENERAL BUSINESS 0
< | >
Amount Remaining 150.00-
Done: €D Internet 0% T
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Step Action
45, Click in the Account Number field.
L |
46. Enter the desired information into the Account Number field. Enter "22.474100".
47, Click in the Amount field.
48. Enter the desired information into the Amount field. Enter "-150.00",
49,
Click the OK (Ctrl+Alt+0O) button.
ORACLE PEEP, LITTLE BO lm
Standard Invoice Entry - Standard Invoice Entry ]
Delete c;;\(oej Em %u IEB
| Dacument Noype/Co I 1 [ ] Batch No * 1556890 PrevDoc * [e3322s ‘
Customer ||7Q ABF FREIGHT SYSTEM, INC
W ADMINISTRATION [ Discount %
Invoice Date ] G/L Date [ooin4iz00e | Payment Terms ]
Records 1-1 Customize Grid [ &1 [m]

Pay Gross. Business Pymt Disc Open Tax Tax | Due Dis|
Hem Amount Remark Unit Terms Percent [ Amount Area Expl Date Dug|
® o1 |

!—!_!—

| Disc Tax Taxable

€ mmternet H00% v

Step Action
50.
Click the Cancel (Ctrl+Alt+L) button.
51. In this exercise we will learn how to change a Record in NIS. We will do this

from the Standard Invoice Entry screen. The methods taught here apply
throughout NIS.
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—

H [ Recurring Invoice | ‘ [ summarize

No records found.

] Document

Humber

Doc | Doc
Type |Fd

Invoice
Date

Pay
item

Gross
Amount

Open

Amount Availabl

Discount

ORACLE" PEEP, LITTLE BO [IDVB10]
Sign Out
Standard Invoice Entry - Work with Customer Ledger Inquiry @
Sekct Fpd  Add Delete Close Form  Row Regort Iools
v @ + 0 X B
Custarmer |i Q
Parent * Batch Number 1555899
| Invoice Mo From [ Thu [+ [o] O Paid C Open |
Date From [ T & 1Invoice Date © Due Date ‘
O Gl Date O statement Date
As Of Date

Customize Grid =

Discount
Taken

Discount
Due Date

Da

le Du|

Done

€ Irternet

EL00% v

Step Action

52.
Click the Find (Ctrl+Alt+1) button.

53.
Click the 233223 option.

54,
Click the Select (Ctrl+Alt+S) button.
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ORACLE" PEEP, LITTLE BO. [IDV810]
Sign Out
Standard Invoice Entry - Standard Invoice Entry @
OK  Dekte Cance] Form Row Iools
8 X B B
| Document No/Type/Ca 1233223 RI 120040 Batch No * 1556899 ‘
Customer 966036 ABF FREIGHT SYSTEM, INC
Fund 20940 ADMINISTRATION Discount %
Invoice Date 09/04/2008 GIL Date 09/04/2008 Payment Terms
Records 1 -2

Customize Grid =

Gross Business Pymt Disc Open Discount Tax Tax
Amount Remark Unit Terms Percent [ Amount Taken Area Expl
| | | 150.00

150.00 |GENERAL BUSINESS

(@) 002
< | >
Gross |15[] 00 Disc Tax Taxable
Done Internet L00% v
[*]
Step Action

55.

Click in the Gross Amount field.

150.00

56.

Enter the desired information into the Gross Amount field. Enter "160.00".

57.

Click the OK (Ctrl+Alt+0O) button.
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ORACLE" PEEP, LITTLE BO [JDVB10]
Sign Out
Standard Invoice Entry - GiL Distribution @
OK  Dekte Cance] Form Row Tooks
8 X B B
| Document NofType/Co [233223 RI [20040 Batch Number 1556399 |
Customer 086036 Explanation |#BF FREIGHT SYSTEM, INC
GIL Date 09/04/2008 [CIPercent
Records 1-2 Customize Grid & B @
Account Explanation Track Tax Rate Tx Tax Per
Account Number Description Amount Remark- Taxes Area item No Ho
22.474100| 1 GENERAL BUSINESSFEES | 150.00-| | GENERAL BUSINESS 0
GENERAL BUSINESS 0
| >
Amount 150.00- Remaining 10.00-
Done € Internet 100% v

58.

Click in the Amount field.

150.00-

59.

Enter the desired information into the Amount field. Enter "-160.00".

60.

Click the OK (Ctrl+Alt+0O) button.

61.

In this exercise we will learn how to delete a Record in NIS. We will do this from
the Standard Invoice entry screen. The methods taught here apply throughout
NIS.
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ORACLE’

Standard Invoice Entry - Work with Customer Ledger Inquiry

PEEP, LITTLE BO [JDVB10]
u

Seect Fnd  Add Dekte Close Form  Row Report Iools

v & + @0 X 8 # B

‘ ‘ O Recurring Invoice

Customer |4r
Parent * Batch Number 1555899
| Invoice Mo From [ Thu [+ (o] O Paid Q Open |
Date From 1L — & 1Invoice Date ) Due Date ‘
O Gl Date O statement Date
| As Of Date

| ‘ [ summarize

Records 1 -2

Bm

Customize Grid

] Document

Doc |Doc |Pay | Invoice [ Open Discount Discount Discount Da
Humber Type Fd Item Date Amount Amount Available Taken Due Date u |
233223 RI 20940 001 0910412008 150.00 150.00 10/04/2008  10/04/2008
Fl 150.00 150.00
< »
Done €D Internet 100% v

Step

Action

62.

Click the Find (Ctrl+Alt+1) button.

63.
Click the 233223 option.

64.

Click the Delete (Ctrl+Alt+D) button.
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Standard Invoice Entry - Work with Customer Ledger Inquiry
Seect Fnd  Add Dekte Clpse Form  Row Report Iools

v & + @0 X 8 # B

Customer |4r
Parent * Batch Number 1555899
| Invoice Mo From [ Thu [+ (o] O Paid O Open |
Date From [ T @ Invoice Date 2 Due Date ‘
O ol Date O statement Date
| As OfDate ‘ ‘ [ Recurring Invoice | ‘ [ summarize

Records 1 -2 — Customize Grid [C]
Windows Internet Explorer

P ) re you sure that vou want to delete the selected ter?

T60.00 T60.00

Discount Discount

Taken Due Date

Done € Internet 100% v

Step Action

65.
Click the OK button.
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H [ Recurring Invoice | ‘ [ summarize ‘

Records 1-1

] Document

Doc |Doc |Pay | Invoice Gross

ORACLE" PEEP, LITTLE BO [IDVB10]
Sign Out
Standard Invoice Entry - Work with Customer Ledger Inquiry @
Sekct Fpd  Add Delete Close Form  Row Regort Iools
v @ + 0 X B
Customer |4r
Parent * Batch Number 1555899
| Invoice Mo From [ Thu [+ [o] O Paid C Open |
Date From 1L — & 1Invoice Date © Due Date ‘
O Gl Date O statement Date
As Of Date

Customize Grid =

Open Discount Discount Discount Da
Humber Type Fd Item Date Amount Amount Available Taken Due Date Du|
¥ 160.00 160.00
< | >
Done € Irternet H100% v

Step

Action

66.

Click the Close (Ctrl+Alt+L) button.

67.

You have successfully completed this lesson.
End of Procedure.
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