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Special Handling A Voucher

Special Handling A Voucher Overview

This task will allow the user to review outstanding vouchers that are waiting for processing and to
change the Payment Handling Code to have a warrant returned to the agency.

Special Handling A Voucher Lesson
Procedure

In this lesson you will learn how to special handle a voucher.

ORACI—E. JD EDWARDS ENTERPRISEONE

EnterpriseOne Menu =0
Open Applications

You have ne 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.

Welcome!

[ Favorites
[» State of Nebraska

[ Roles

> Actions

[ Preferences

Dane IFi| ' Trusted sites Sh v Hiowm -

Step Action

1. Click the State of Nebraska link.
State of Nebraskal

2. Click the Accounts Payable link.
[sccounts Payable]

3. Click the Voucher Processing link.
[Voucher Processing|

4, Click the Special Handle a Voucher link.
Special Handle a "-.-"-:|L||:heg|
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SpeC|aI Handllng A VOUCher ﬂdminlﬂrqﬁsvnr_.

Supplier Number | Q

No records found. Customize Grid a

[] g Address  Apha Payee Pay Document  Doc Open Invoice
Number I

ORACI—E- JD EDWARDS ENTERPRISEONE HUNT, ETHAN [JFY300]

© Sign Out
Special Handle a Voucher - Work with Speed Status Change o
Seect Fid Closs Row Took

v @ X B B2

GIL Bank Account

Pay Status

Name Number nst Number Type Fund Amount Humber Remark

/" Trusted sites 3 v Rioow -

Step Action

5. Type a supplier number into the Supplier Number field or type the document
number on the QBE line.

6. Click the Find button.

7. Note: When special handling a payment, each pay item must be flagged with the
handling code and the due date must be the same for all of the items to be included
on the same warrant.

Note: Payments over $75,000 will not be returned to the agency. These payments
must be made electronically through State Accounting.

8. Choose a specific document number by clicking the check box next to it.

9. Click the Select button.

10. Note: Payments placed on hold (Pay Status = H) will remain on hold indefinitely.

These vouchers must be released manually for payment to be made.

Note: Change the Payee Number ONLY if the payment requires ACH or a specific
remit address.
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ORACI—E, HUNT, ETHAN [JPY300]
JD EDWARDS ENTERPRISEONE © sign Out
Special Handle a Voucher - Update Single Pay Item D@E

OK  Cancel Form Tooks

8 X |3

Supplier 1758057 DELL SERVICE SALES

Ce [16909207 Ipv |58850 Payltem 001
‘ | GIL Class
[o51753 I 12/01/2009

Discount Due Date * [12i01/2009 Pay Status A

DpeDarount 110 00 Payment Instrument

Discount Taken Payment Handling Code

Net Amaunt 10.00 Category Code - 07

Payee Number 1758957 DELL SERVICE SALES

Approver Number

GiL Bank Account [ agggz 110401 AP EFT

Remark [TRAINING ExanPLE

Netting Status 0

Pay When Paid Pay When Paid Group Number

Done il [ « Trusted sites dh v H0w -

Step Action

11. Click in the Payment Handling Code field.

12. Click the Visual Assist button.
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ORACLG’ JD EDWARDS ENTERPRISEONE

}I
idminlﬂrl'l'%!ﬂ VEOES

HUNT, ETHAN [JPY

Select User Define Code
Select Find Close Tools
v @
Product Code oo FOUNDATION ENVIRONMENT
User Defined Codes ,HC— Special Handling Code-A/P Pymt
Records 1-16 Customize Grid ]
\
Code Description
=) B5A DAS DIRECTOR'S OFFICE
O 658 DAS ACCOUNTING DIVISION
O 85C DAS BUDGET DIVISION
O 65D DAS BUILDING DIVISION
© | 65E DAS MATERIEL DIVISION
O 65F DAS COMMUNICATIONS DIVISION
O 656 DAS INFO MGMT SERVICES
O 65H DAS PERSONNEL DIVISION
O 65 DAS EMPLOYEE RELATIONS
O 65J DAS TRANSPORTATION SERVICES
O 65K DAS RISK MANAGEMENT
O 85L DAS LB 309 TASK FORCE
O 65N DAS FEDERAL LIAISON
O 650 DAS CHIEF INFO OFFICERMNITC
© | 65P DAS COMM ON LOCAL GOVT INNOV
O 65Q DAS NEBR INFORMATION SYSTEM
Done

v Rlow -

Step Action

13. Choose your code by clicking the radio button next to it.

O]

14, Click the Select button.

15. Note: The Payment Handling Code should now reflect your agency.
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HUNT, ETHAN [JF¥300]

© Sign Out

Special Handle a Voucher - Update Single Pay Item o
OK  Cance] Form Tools
8 X |3
Supplier [17s057 | DELL SERVICE SALES
Doc No/Ty [16909207 [Pv 58850 Pay item foor
PO NoiTyr ‘ ’_ | GIL Class ’_
Invoice Number 51753 Invoice Date ’W
Discount Due Date * W FPay Status lAi
DperDERount H‘mﬂﬂi Payment Instrument ’—
Discount Taken ’7 Payment Handling Code ’FQ
Net Amount ’10007 Category Code - 07 ’7
Payee Number W DELL SERVICE SALES
Approver Number ,7
GIL Bank Account | 99993.110401 AP EFT
Remark [TRAINING ExanPLE
Metting Status ,n—
Pay When Paid ’7 Pay When Paid Group Number ’7
Done il + Trusted sites dh v H0w -
Step Action

16.

Click the OK button.

17.

Note: The Hdl Cod field on the grid will change.

Note: If the document has multiple lines, repeat these steps for each pay item.
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ORACLG’ JD EDWARDS ENTERPRISEONE

}I
idminlﬂrl'l'%!ﬂ VEOES

HUNT, ETHAN [JFY300]

[>] it

Special Handle a Voucher - Work with Speed Status Change o
Select Find Close Row Tooks
v @ X B B’
Supplier Number [1758957 DELL SERVICE SALES
G/L Bank Account ‘
Pay Status *
Records 1-6 Customize Grig a
[ I \
Address  Alpha Payee Document  Doc open Invoice.
D . Number Name Number Number Type Fund Amount Humber Remark
1758957 DELL SERVICE SALES 1758957 16909207 PV 56650 10.00 951753 TRAINING
Fl 1758957 DELL SERVICE SALES 1758957 15909206 PV 56650 10.00 978654321
@] 1758957 DELL SERVICE SALES 1758957 16909204 PV 56650 10.00 123456789 AGENCY !
Fl 1758957 DELL SERVICE SALES 1758957 16909205 PV 56650 10.00 975312648
@] PAY STATUS A" 40.00
Fl GRAND TOTAL 40.00
£ >
Done jrail [ + Trusted sites Gh v H00w -
Step Action
18. Click the Close button.
19. You have successfully completed this lesson.
End of Procedure.

Place a Payment on Hold Lesson

Procedure

In this lesson you will learn how to place a payment on hold.
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ORACLE, JD EDWARDS ENTERPRISEONE HUNT, ETHAN [JFY300]

© Sign Out
EnterpriseOne Menu =0

Open Applications

You 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.

Welcome!

[ Favorites
[ State of Nebraska

I Roles

I Actions

[ Preferences

Done 7| / Trusted sites $h v Ho0w -

Step Action

1. Click the State of Nebraska link.
State of Nebraskal

2. Click the Accounts Payable link.
|Accounts Payablel

3. Click the Voucher Processing link.
[Voucher Processing|

4, Click the Special Handle a VVoucher link.
ISpecial Handle a Voucher]

Page 7




Training Guide
Special Handling A Voucher

ORACLG’ JD EDWARDS ENTERPRISEONE

}I
Adminiat rl‘l‘%!ﬂ VEOES

HUNT, ETHAN [JFY300]

© Sign Out

Special Handle a Voucher - Work with Speed Status Change o
Supplier Number " Q
GIL Bank Account ‘
Pay Status ’,—
HNo records found. Customize rid  I& @
[— CIC I \
O ) s [ = 5 B BlaE e
< £
Done 73| Gh v Hioowm -
Step Action
5. Type a supplier number into the Supplier Number field or type the document
number on the QBE line.
6. Click the Find button.
7. Choose a specific document number by clicking the check box next to it.
8. Click the Select button.
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HUNT, ETHAN [JPY

Special Handle a Voucher - Update Single Pay Item
OK  Cance] Form Tools
8 X
Supplier [17s057 | DELL SERVICE SALES
Doc [16900206 [Pv 6850 Pay ltem oo
PO NofTyp: ‘ ’_ | GIL Class ’_
Invoice Number [a78654321 Invoice Date ’W
Discount Due Date * Pay Status ]
DperDErRount Hmﬂﬂi Payment Instrument ’—
Discount Taken ’207 Payment Handling Code ’7
Net Amount ’ggui Category Code - 07 ’7
Payee Number W DELL SERVICE SALES
Approver Number ,7
GIL Bank Account | 99993.110401 AP EFT
Remark [
Metting Status ,n—
Pay When Paid ’7 Pay When Paid Group Number ’7
Done frail [ « Trusted sites dh v H0w -

Step Action

9. Click in the Pay Status field.

10. Enter "H" into the Pay Status field.

11. Click the OK button.
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ORACLG’ JD EDWARDS ENTERPRISEONE

‘i
Adminiat rl‘l%!ﬂ VEOES

HUNT, ETHAN [JFY300]

Special Handle a Voucher - Work with Speed Status Change
Select Find Cose Row Tooks

v @ X B B2

Supplier Number ‘1753957

DELL SERVICE SALES

GIL Bank Account [

© Sign Out
Iz®

Pay Status *
Records 1-6 Customize Grig a
[] [gg Address  Aipha Payee Pay Document  Doc Invoice
Number  Name Number Inst Number Type Fund Amount Humber Remark
0 1758957 DELL SERVICE SALES 1758957 16909207 PV 56650 10.00 951753 TRAINING
1758057 DELL SERVICE SALES 1758057 16000206 PV 56650 10.00 978654321
0 1758957 DELL SERVICE SALES 1758957 16909204 PV 56650 10.00 123456789 AGENCY !
] 1758057 DELL SERVICE SALES 1758057 16000205 PV 56650 10.00 975312648
0 PAY STATUS 'A" 40.00
] GRAND TOTAL 40.00
3 %
Done jrail [ + Trusted sites Gh v H00w -

12.

Click the Close button.

%]

13.

End of Procedure.

You have successfully completed this lesson.

Change the Discount Due Date or Due Date of a Voucher
Document Lesson

Procedure

In this lesson you will learn how to change the discount due date or due date of a voucher

document
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ORACI—E, JD EDWARDS ENTERPRISEONE HUNT, ETHAN [JFY300]

© Sign Out
i =
EnterpriseOne Menu =1 Ol 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.
Fast Path
[ Favorites

I Content Development Tools
> EnterpriseOne Menus

[ Mobile Sales Menus

[> Power User Tasks

[» State of Nebraska - TEST

[ Roles

~ Actions
—Help
v System Oplions
Work Center

Job Status

I> Preferences

Done ' Trusted sites Sh v H00w v

Special Handling A Voucher

Step

Action

Click the State of Nebraska link.
State of Nebraskal

Click the Accounts Payable link.
|Accounts Payablel

Click the Voucher Processing link.
[Voucher Processing|

Click the Special Handle a VVoucher link.
ISpecial Handle a Voucher]
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ORACI—E- JD EDWARDS ENTERPRISEONE

Special Handle a Voucher - Work with Speed Status Change

Select Find  Close

v X

No records found.

Address
@ Number

I

Adminiztrat I'ﬂEef VEOES

HUNT, ETHAN [JFY300]
© Sign Out

nz®

Row Tools

X B B

Supplier Number "

GIL Bank Account [

Pay Status

2w

Customize Grid

[ ] I

Doc Business
Type Fund  Unit

Alpha
Name

Document
Number

Payee
Number

Pay
Inst

Invoice
Number

Open
Amount

|

Done

< Trusted sites dh v H00w -

Step Action
5. Enter a supplier number in the Supplier Number field, or type the document
number in the Document Number field on the QBE line.
6. Click the Find button.
7. Choose a specific document number by clicking the check box next to it.
8. Click the Select button.
9. Update the Discount Due Date and/or Due Date fields to corrected date.

Note: If you change the Due Date and the voucher is not eligible for a discount, be

sure the Due Date and Discount Due Date are the same.
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RACI—E JD EDWARDS ENTERPRISEONE

Special Handle a Voucher - Update Single Pay Item

OK  Cance] Form Tools

8 X |3

Supplier [fooses OMAHA PAPER CO - PURCHASE ORDE

Doc No/TypeiCo [19638372 [Pv 56513 Pay ltem oo

PO NoiTypeiCo [00341071 oc | [se512 GIL Class 1

Invoice Number [798153 Invoice Date ’W
DiscountDue Date = Pay Status ]

Due Date BEZI Payment Instrument T

Discount Taken "117 Payment Handling Code ’7

Net Amount ’5_:,77 Category Code - 07 ’7

Payee Number

540311

Approver Number

GIL Bank Account | 99993110401

OMAHA PAPER CO - PAYMENTS

AP EFT

Remark |CENTF€ALSERVICES4DE/471/D424

65050018

Business Unit =

Pay When Paid

Netting Status

—

Pay When Paid Group Number

Training Guide
Special Handling A Voucher

——

Done [ « Trusted sites 45 v H00% -
RACLE i
JD EDWARDS ENTERPRISEONE
Special Handle a Voucher - Work with Speed Status Change
Select Find  Close Row Tooks
v @ X B B2
Supplier Number 500895 OMAHA PAPER CO - PURCHASE ORDE
GIL Bank Account ‘
Pay Status *
Records 1-10 Customize Grid (o]
0 Address  Alpha Payee Pay Document  Doc Business Open Invoice
Number  Name Number Inst Number Type Fund  Unit Amount Number
500885 OMAHA PAPER CO - PURCH, 540311 T 19638372 PV 56512 65050019 5.68 798153
Fl 500895 OMAHA PAPER CO - PURCH. 540311 T 19638372 PV 56512 65050019 21.59 798153
] 500885 OMAHA PAPER CO - PURCH 540311 T 19574067 PV 56541 6505100W 184.20 798685
Fl 500895 OMAHA PAPER CO - PURCH. 540311 T 19574072 PV 56541 6505100W 153.50 798670
] 500885 OMAHA PAPER CO - PURCH 540311 T 19574075 PV 56541 6505100W 92.10 798662
Fl 500895 OMAHA PAPER CO - PURCH. 540311 T 19574080 PV 56541 6505100W 61.40 798681
] 500885 OMAHA PAPER CO - PURCH 540311 T 19574085 PV 56541 6505100W 3.77 798657
Fl 500895 OMAHA PAPER CO - PURCH. 540311 T 19574092 PV 56541 6505100W 27.81 798855
] 500885 OMAHA PAPER CO - PURCH 540311 T 19582782 PV 42310 23000003 1,535.00 798640
Fl 500895 OMAHA PAPER CO - PURCH. 540311 T 19590055 PV 56541 6505100W 61.40 798683
< | 2]
Done  Trusted sites dh v Ho0w v
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Step Action
11. Click the Close button.
12. You have successfully completed this lesson.

End of Procedure.
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