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Work with AB Requests

Work with AB Requests - Overview

Address Book Requesters have the ability to review and update their Address Book Requests if
the request has not already been approved or processed by the AS State Accounting, Address
Book Team.

A Requester will receive an e-mail notification from the AB Team that action is required for
specific Address Book Requests:

e Status B = Banking Info Required - an existing Address Book record has incorrect or
obsolete Banking Information or there is now Banking (ACH) Information for a record
that requires ACH payments

e Status C = Change Processed Record - an existing Address Book record has incorrect
information and requires an update

e Status D = Data Entry Review Required - an Address Book Request was submitted, but
information or documentation was not included in the request

Work with AB Requests

Procedure

In this lesson you will learn how to perform an edit to an Address Book Request.

Note: This lesson’s examples end each time with the “Close” procedure and require you to
restart the lesson to select the next example.

Step Action

1. Any requests that are submitted by an end user or initiated by the Address Book
Team will show up in the Work with AB Requests application. This is the end user’s
“Personal Request Queue”. An end user has the ability to edit a request until the
Address Book Team pulls it for processing or has approved the request.

Note: Editing also include submitting any attachments which were omitted during
the original request process.

2. Click the State of Nebraska link.
[State of Nebraskal

3. Click the Address Book link.

4, Click the Work with AB Requests link.
[Work with AB Requests]

5. Click the Find button.

Page 1




Training Guide AQ)

WOI‘k W|th AB RequeStS ﬁdrnirll'nrnllirsr- <4
Step Action
6. Decision: Please make a selection from the options listed below.

e Update an Address Book Request that has not been processed/reviewed
Go to step 7 on page 2

e Update an Address Book Request that requires Data Entry Review
Go to step 14 on page 3

e Update an Address Book Request that requires new ACH Information (e-
mail received from AB Team)
Go to step 25 on page 7

e Update an Address Book Request that requires a change to Address
Information (e-mail received from AB Team)
Go to step 48 on page 13

7. The first record is automatically selected.
Click the option.

8. Click the Select button.

9. Click in the ACH Email field.
|ach.cnmpany@cnmpany.cnm |

10. Enter the desired information into the ACH Email field.

11. Click the OK button.

12. Click the Close button.

13.

End of Procedure. Remaining steps apply to other paths.
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i File Edit View Go Tools Actions Help Type a question for help_ |+

-‘/Ea = « ¥ 5 Data Entry Review for AB Request - Message (HTML) - A x

@..

Message | Developer

Ao XA G EP o= B T&H S

Reply Reply Forward g Cail - || Delete Moveto Create Other || Block Not Junk Categorize Follow Mark as
to All Folder= Rule Actions= | Sender - Up~ Unread || Wi Select~
Respand Actions Junk E-mail & Options & Find

From: # alyssa. morrow @nebraska.gov

Sent: Fri10/25/2013 10:37 AM

@ Perez, Julie

Subject: Data Entry Review for AB Request

Please review your Address Book Request/Change submission, 0 FRANKLIN. BENJAMIN, and update the information as noted in the following
"Additional Comments".

Notification Reason:

DUPLICATE REQUEST

Additional Comments

DELETE THIS REQUEST. REQUEST 127 ALREADY EXISTS FOR THIS RECORD.

Please delete your request if this returned due to
- Duplicate Request
- AB Record Already Exists (and the existing record meets your requirements)

If vou have any question regarding this request, contact the State Accounting Address Book section at as stateaccounting@nebraska gov.

-

5

Trems AllTalders are up o date. | £ Connedied to Micrasoft Exchange ~

L g < -
4 start ECl®-s g B " Work with AB Reques...
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Step

Action

14.

Data Entry Review for AB Request

attachments to a submitted AB request.

If there are questions, a request will be returned to the Requester.

with AB Requests" grid.

The request will have a Status of "D" indicates "DATA ENTRY REVIEW
REQUIRED".

AS State Accounting Address Book Team may require additional information or

The Requester will be notified via e-mail. A record exists in the Requester's "Work

Page 3




Training Guide AQ

WO rk W|th AB RequeStS ldminlﬂu'll'ﬂgﬁl.'a.r_.
. JULIE PEREZ - AB ENHANCEMENTS [JPY300]
ORACLE JD EDWARDS ENTERPRISEONE = >
Work with AB Requests - Address Book Requests (Find/Browse) o
Select Find Delele Cpse Form Row Tooks
v & @I X B # B
Status Filter
Status - Begin * Agency
Status-End o DATA ENTRY REVIEW REQUIRED Alpha Name
NOTE: "A” status records ("Approved”) are not available to view Source
Records 1-4 Customize Grig Ol
Requester Requester Requester Time R{
[ Request & Source  Agency Number Name Century Year Month  Day Updated A
@ 149 W 0685 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 25 121338 4C
fo) 144 W 065 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 25 105503 4¢
® 145 W 065 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 25 105908 4¢
fo) 134 W 065 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 24 133837 4C
] | b
< | =
Done o/ Trusted sites v Hiow -
Step Action
H H H H mn n -
15. Find the record in the grid for with a status of "D" to work with the request that was

submitted and returned by the AS State Accounting AB Team.

Click the option.
16. Click the Select button.
17. Status field

Status D = "DATA ENTRY REVIEW REQUIRED"

18. Review the information in the Comments field.

Required actions may include: (1) Deletion of Request; (2) inclusion of attachments;
(3) revision to formatting; etc.

Note: The information in this field is from the AB Team and provides details
regarding the submitted AB Request.

19. If updates are made to the request, click the OK button.

If no updates are made to the request, click the Cancel button.
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JULIE PEREZ - AB ENHANCEMENT:

Work with AB Requests - Address Book Requests (Find/Browse)
Select Find  Delete Close Form Row Tools
v @ I %X g B
Status Filter
Status - Begin [+ Agency "
Status-End o DATA ENTRY REVIEW REQUIRED MphaMame [«
NOTE: "A” status records ("Approved”) are not available to view Source *
Records 1-4 Customize Grig m]
Time R
Request # Source  Agency Number Hame Century Year  Month Day Updated A
® 149 W 065 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 25 121338 4(
(&) 144 W 065 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 25 105503 4C
(o] 145 W 065 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 25 105908 4C
(&) 134 W 065 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 24 133637 40
< | >
< | =
Done o/ Trusted sites dh v H00w -

20.

Click the option.

Select the Address record you want to delete.

21.

Click the Delete button.
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|

Adminiatrati VEOES

AB ENHANCENEN

Work with AB Requests - Address Book Requests (Find/Browse)
Select Find  Delete Close Form Row Tools
v @ I % g B
Status Filter
Status - Begin [+ Agency "
Status-End o DATA ENTRY REVIEW REQUIRED Mlpha Mame [+
NOTE: "A” status records ("Approved”) are not available to view Source *
Submit Request
Records 1-4 Customize Grig m]
Requester  Re == Time R
Request # Source  Agency [l Message from webpage \§| entury Year Month  Day Updated A
Q& 144 W 065 20 13 10 25 105503 40
o P o Are you sure that you wark ta delete the selacted item? & = = 25| cmmmla
Q 149 W 065 20 13 10 25 121338 40
® 134 W 065 20 13 10 24 133637 40
< | 2
i) | @
Done /' Trusted sites dh v H00w -

Step Action

22. Click the OK button.

Lo |

JD EDWARDS ENTERPRISEONE

Work with AB Requests - Address Book Requests (Find/Browse)
Select Find  Delete Close Form  Row  Tools
v & @ X o B
Status Filter
Status - Begin [+ Agency *
Stas-End g DATA ENTRY REVIEW REQUIRED AphaMame [+
NOTE: "A" status records (“Approved") are not available ta view Sourcs I
Records 1-3 Cuslomize Grig (o]
Time a
Request # Source  Agency Number Name: Century Year  Month Day Updated A
O & 144 W 085 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 25 105503 40
(3] 145 W 065 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 25 105908 4C
® 149 W 085 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 25 121338 4C
< | >
£ | &
Dane <+ Trusted sites Sy v R0 v
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Step Action

23. NOTE: The request is deleted from the grid.

Continue to Work with AB Requests, or click the Close button.

24,
End of Procedure. Remaining steps apply to other paths.

;’E,‘,\ = @ ®)* Banking Information Required - AB# 1007243 - Message (HTML) - X
a 5
/‘ Message Developer (7]

3 ¥ 3 = 3 A Find
il X Bm - x 1 A - | Safe Lists = =1 v
SRS S IE e & == 24 | nestea-
Reply Reply Forward § call ~ | Delete Moveto Create Other | Blodk Mat Junk Categorize Follow Mark as
to All Folder~ Rule Actions~ | Sender - Up~ Unread || Wi Select~
Respond Actions Junk E-mail ] Options ! Find

From: # alyssa.morrow @nebraska.gov Sent: Fri10/25/2013 10:55 AM

To: @ Perez, Liie

@z

Subject: Banking Information Required - AB= 1007243

The Banking Information for AB# 1007243, SHERRETS & BOECKER LLC, must be revised for proper processing of payments. Please resubmit M
updated banking information for this record.

Notification Reason:

BANK ACCOUNT ERROR.

Additional Comments

THERE IS AN [SSUE WITH PAYMENT TO THIS ACCOUNT. CONTACT VENDOR AND ENTER CORRECT BANK ACCOUNT.

If vou have any questions regarding this request, contact the State Accounting Address Book section at as stateaccounting@nebraska gov.

“ITstant EC® o | @b B Earking Informati... |

Step Action

25. Banking Information Required

AS State Accounting Address Book Team receives notices from the Bank when
there are issues processing payments to vendors.

AS State Accounting AB Team may initiate a request to the Requester of a
processed AB record to update Banking Information.

The Requester will be notified via e-mail. A record exists in the Requester's "Work
with AB Requests" grid.

The request will have a Status of "B" indicates "BANKING INFO REQUIRED".
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Work with AB Requests - Address Book Requests (Find/Browse) o
Select Fnd Delete Close Form Row Tools
v & @O X g B
Status Filter
Status-Begin [+ Agency "
Saus-End o | DATAENTRYREVIEWREQUIRED AphaName [+
NOTE: "A” status records ("Approved”) are not available to view Source *
Records 1-4 Customize Grig m]
Requester Requester  Requester Time R
Request Source  Agency Number Name Century Year  Month Day Updated A
® 149 W 065 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 25 121338 4(
(&) 144 W 065 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 25 105503 4C
(9] 145 W 065 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 25 105908 4C
(&) 134 W 065 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 24 133637 40
< | >
< | =
Done o/ Trusted sites dh v H00w -

26.

Find the record in the grid for with a status of "B" to work with the request that was
initiated by the AS State Accounting AB Team.

Click the option.

27.

Click the Select button.

28.

Status field

Status "B" = "BANKING INFO REQUIRED"
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JULIE PEREZ - AB ENHANCEMENTS [JFYS00]

Out

Work with AB Requests - Address Book Requests (Fix/inspect)
OK  Cance| Tools
~

Reguested Address Information N
Search Type v | vewoor Agency Code ] .
Alpha Name |SHERRETS & BOECKER LLC Phone # la02 Jasoamz
Mailing Name |SHERRETS & BOECKER LLC Fax# la0z2 aso1ez
AddressLine 1 250 REGENCY PARKWAY DR STE 200 Email Address [
AddressLine2 | Country lus |
Address Line 3 | County Code
Address Line 4 | Congress Dist ’_
City/State W ,F DUNS Mumber ’—
Zip 4 [pa11a373s | Agency Defined 1
Entity N NON-CORPORATE ENTITY Longaddress# [ |
TaxID W Business Unit ’-\7

ACH Email ‘

Routing # [10a108106

Bank Account # ’W

Checking/Savings F CHECKING ACCOUNT

v
Done W Trusted sites dh v H00w v
Step Action

29. Note: Update all the ACH information as listed on the ACH Enrollment form.

30. Enter the desired information into the ACH Email field.

31. Enter the desired information into the Routing # field.

32. Enter the desired information into the Bank Account # field.

33. Enter the desired information into the Checking/Savings field.

34. Enter the desired information into the Comments field.

35. Click the OK button.
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ORACLE, JD EDWARDS ENTERPRISEONE

Work with AB Requests - Address Book Requests (Find/Browse)
Select Find  Delete Close Form Row Tools
v @ I %X g B
Status Filter
Status-Begin [+ Agency "
Status-End o DATA ENTRY REVIEW REQUIRED MphaMame [«
NOTE: "A” status records ("Approved”) are not available to view Source *
Records 1-4 Customize Grig m]
Requester Requester  Requester Time R
Request # Source  Agency Number Hame Century Year  Month Day Updated A
® 149 W 065 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 25 121338 4(
(&) 144 W 065 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 25 105503 4C
(9] 145 W 065 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 25 105908 4C
(&) 134 W 065 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 24 133637 40
< | >
< | =
Done o/ Trusted sites dh v H00w -

Step Action

36. Note: Attachments should be made when new ACH (Banking) Information is added
to an Address Book record.

37. Click the option.

38. Click the Row button.

39. Click the Attachments menu.
| Aftachments |

Page 10




|
Adminiat rﬂ@' VEIES

ORACLE, JD EDWARDS ENTERPRISEONE TR

Media Object Viewer

Saye Cancel Text fie L OLE Templa Charac Deiste

O X ¢ m o m B W

Done

W |  Trusted sites dh v Hoow -
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Work with AB Requests

Step

Action

40.

Click the Text button (or File button if attaching documentation).

ORACLE, JULIE PEREZ - AB ENHANCEMENTS [JPY300]
JD EDWARDS ENTERPRISEONE

Media Object Viewer

© Sign Out

Saye Cancel Text fie URL OLE Templa Charac Delste

B X ¢ @ 0 ® B & 0

‘CnurierNew j n-|B 7 Uf-lzs=E=|iZ EEE ¥

Text1

Done

' Trusted sites Gh v H0w -
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Step Action

41, Enter the desired information into the field.

42, Click the Save button.
=]

ORACI-E‘ JULIE PEREZ - AB ENHANCEMENTS [JPY500]
JD EDWARDS ENTERPRISEONE os
Sign Out
Work with AB Requests - Address Book Requests (Find/iBrowse) ]
Select Find  Delete Close Form Row Took
v & m X B B
Status Filter
Status - Begin [+ Agency "
Staus-End g DATA ENTRY REVIEW REQUIRED AphaMame [+
NOTE: "A" status records ("Approved") are not available to view Sourcs -
Records 1-4 Customize Grig m]
R 1 Time Ry
Request # Source  Agency Number Name Century Year Month  Day Updated A
® 149 W 085 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 25 121338 4C
O & 144 W 065 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 25 105503 4C
(2) 145 W 088 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 25 105908 40
(o) 134 W 065 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 24 133637 4C
< ) >
< | =
Dane o Trusted sites Sy v H0n v

Step Action

43. Click the option.

44, Note: The Submit Request button click is required on both Status B and Status C
requests which were processed request returns initiated by the Address Book Team.
The click resubmits the updated request to AS State Accounting, Address Book
Team for review and approval.

45, Click the Submit Request button.
Submit Request
46. Click the Close button.

47.
End of Procedure. Remaining steps apply to other paths.
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[© Inbo —
i File Edit View Go Tools Adions Help Type a question for help =
I a9 )7 Action is Required - AB# 1005760 - Message (HTML) - = x
= Message | Developer ©
= 3P % =" g
il i = RS S = .
&  FM x L & Safe Lists == b N
Reply Reply Forward § gl ~ || Delete Moveto Create Other || Block Mot Junk Categorize Follaw Mark as
to All Folder~ Rule Actions~ | Sender - Up~ Unread || Wi Select~
Respond Actions Junk E-mail = Options £} Find
From: # alyssa.morrow @nebraska.gov Sent: Fri10/25/2013 10:59 AM
To: @ Perez, Julie
]
Subject: Action is Required - AB# 1005760
Your assistance is needed to update Address Book Record information for AB# 1005760, NEW LIFE CHILD CARE CENTER INC. =
Notification Reason.
ADDRESS VERIFICATION REQUIRED
Additional Comments
MAILED DOCUMENTS ARE BEING RETURNED. CONTACT VENDOR AND UPDATE WITH CORRECT MAILING ADDRESS.
If vou have any questions regarding this request, contact the State Accounting Address Book section at as.stateaccounting@nebraska gov.
|
TTems Allfolders are up to date, |3 Connecied to Micrasoft Exchange ¥

4 start EC® - o ®4 "~ twork with AB Reques...

Step Action

48. Action is Required

AS State Accounting Address Book Team receives information regarding vendors
that may require an update to the Address Book record.

AS State Accounting AB Team may initiate a request to the Requester of a
processed AB record to assist with updating information.

The Requester will be notified via e-mail. A record exists in the Requester's "Work
with AB Requests" grid.

The request will have a Status of "C" indicates "CHANGE PROCESSED
RECORD".
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Work with AB Requests - Address Book Requests (Find/Browse) o
Select Fnd Delete Close Form Row Tools
v & @O X g B
Status Filter
Status-Begin [+ Agency "
Status-End o DATA ENTRY REVIEW REQUIRED MphaMame [«
NOTE: "A” status records ("Approved”) are not available to view Source *
Records 1-4 Customize Grig m]
Requester Requester  Requester Time R
Request Source  Agency Number Name Century Year  Month Day Updated A
® & 144 W 065 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 25 105503 4C
(&) 149 W 065 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 25 121338 4C
(9] 145 W 065 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 25 105908 4C
(&) 134 W 065 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 24 133637 40
< | >
< | =
Done o/ Trusted sites dh v H00w -

49.

Click the option.

Find the record in the grid for with a status of "C" to work with the request that was
initiated by the AS State Accounting AB Team.

50.

Click the Select button.

51. Status field

Status of "C" indicates "CHANGE PROCESSED RECORD"
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JULIE PEREZ - AB ENHANCEN|

Work with AB Requests - Address Book Requests (Fix/inspect) o
0K Cancel Tools
E]
Notification Info Requester Info ||
Addr #
1005760 Agency 065 Agency 065
Acion [ AR R ULIE PEREZ - AB ENHANCE! Requester Name  [JULIE PEREZ - AB ENHANCEMENTS
Type
Email julie.perez@nebraska gov Requester Email fjulie perez@nebraska gov
Status |¢
Phone Number 471-0628 Requester Phone  [471-0628
Comments 1AL ED DOCUMENTS ARE BEING RETURNED. CONTACT VENDOR AND UPDATE WITH CORRECT MAILING ADDRESS
Review
Reguested Address Information
Search Type M VENDOR Agency Code
Alpha Name [MEW LIFE CHILD CARE CENTER INC Phone # 402 555-3578
Mailing Name [MEW LIFE CHILD CARE CENTER INC Fax# 402 555-5780
Address Line 1 |5964 TURNER RD Email Address [
Address Line 2 | Country us
Address Line 3 | County Code
AddressLined | Congress Dist 02 DISTRICT 2
City/State OMAHA NE DUNS Mumber 957130376
Zip +4 58134-1903 AgencyDefined [
Entity [c] CORPORATE ENTITY Long Address #
TaxID 555111555 Business Unit 1
~
Done + Trusted sites S v Hio0w -
B

52.

Update information as required.

53.

Comments field.

Provide information to the Address Book Team regarding updates/changes using the

54.

Click the OK button.
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. JULIE PEREZ - AB ENHANCEMENTS [JPY300]
ORACI—E JD EDWARDS ENTERPRISEONE = >
Work with AB Requests - Address Book Requests (Find/Browse) o
Select Find Delele Close Form Row Tooks
v & @O X 2 B
Status Filter
Status - Begin ’~_ Agency "
Saus-End o | DATAENTRYREVIEWREQUIRED AphaName [+
NOTE: "A” status records ("Approved”) are not available to view Source *
[Csubmi Request|
Records 1-4 Customize Grid Ol
[ I O Y N [
Requester Requester Requester Time R{
Request & Source  Agency Number Name Century Year Month  Day Updated A
® & 144 W 085 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 25 105503 4C
o) 149 W 065 312014 JULIE PEREZ - 4B ENHANCEMENTS 20 13 10 25 121338 40
o) 145 W 085 312014 JULIE PEREZ - AB ENHANCEMENTS 20 13 10 25 105908 4
o) 134 W 065 312014 JULIE PEREZ - 4B ENHANCEMENTS 20 13 10 24 133637 40
< ] >
< | =
Done o/ Trusted sites dh v H00w -
Step Action
55. Note: Select the record to be submitted. This will not always be the record at the top
of the grid.
Click the option.
56. Note: The Submit Request button click is required on both Status B and Status C

requests which were processed request returns initiated by the Address Book Team.
The click resubmits the updated request to AS State Accounting, Address Book
Team for review and approval.

57. Click the Submit Request button.
Submit Request

58. Click the Close button.

59.

End of Procedure.
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