Regular Invoice Processing (RI)
Created on 1/21/2010 11:57:00 AM



COPYRIGHT & TRADEMARKS

Copyright © 1998, 2009, Oracle and/or its affiliates. All rights reserved.

Oracle is a registered trademark of Oracle Corporation and/or its affiliates. Other names may be trademarks
of their respective owners.

This software and related documentation are provided under a license agreement containing restrictions on
use and disclosure and are protected by intellectual property laws. Except as expressly permitted in your
license agreement or allowed by law, you may not use, copy, reproduce, translate, broadcast, modify,
license, transmit, distribute, exhibit, perform, publish or display any part, in any form, or by any means.
Reverse engineering, disassembly, or decompilation of this software, unless required by law for
interoperability, is prohibited.

The information contained herein is subject to change without notice and is not warranted to be error-free.
If you find any errors, please report them to us in writing.

If this software or related documentation is delivered to the U.S. Government or anyone licensing it on
behalf of the U.S. Government, the following notice is applicable:

U.S. GOVERNMENT RIGHTS

Programs, software, databases, and related documentation and technical data delivered to U.S. Government
customers are “commercial computer software” or “commercial technical data” pursuant to the applicable
Federal Acquisition Regulation and agency-specific supplemental regulations. As such, the use,
duplication, disclosure, modification, and adaptation shall be subject to the restrictions and license terms set
forth in the applicable Government contract, and, to the extent applicable by the terms of the Government
contract, the additional rights set forth in FAR 52.227-19, Commercial Computer Software License
(December 2007). Oracle USA, Inc., 500 Oracle Parkway, Redwood City, CA 94065.

This software is developed for general use in a variety of information management applications. It is not
developed or intended for use in any inherently dangerous applications, including applications which may
create a risk of personal injury. If you use this software in dangerous applications, then you shall be
responsible to take all appropriate fail-safe, backup, redundancy and other measures to ensure the safe use
of this software. Oracle Corporation and its affiliates disclaim any liability for any damages caused by use
of this software in dangerous applications.

This software and documentation may provide access to or information on content, products and services
from third parties. Oracle Corporation and its affiliates are not responsible for and expressly disclaim all
warranties of any kind with respect to third party content, products and services. Oracle Corporation and its
affiliates will not be responsible for any loss, costs, or damages incurred due to your access to or use of
third party content, products or services.

SYSTEM POLICIES

The tasks in this documentation provide end users with the tools to enter data and collect data in system. It

is 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.



A Training Guide
dminiens s Regular Invoice Processing (RI)

Table of Contents

Regular Invoice Processing (R1) .....cvoioiieeiiese e 1
Regular Invoice Processing (RI) OVEIVIEBW.........ccouiiiiiiiiieie e 1
ENnter Standard INVOICE ...........oiiiiiiiiiie ettt sttt se et nne s 1
Enter Standard Invoice with AttaChmeNnt..........cccooiiiiiiiii 8
Enter Standard Invoice with Template AttaChment.............ccocoveiiiiiiiiinee 17
Enter Invoice using Speed INVOICE ENLIY........cooiiiiiiii e 28
REVIEW INVOICE BATCN ...t 31
APProve INVOICE BATCH ......coiiiiiiicc e 35
Delete INVOICE BALCK .....oo.eieiieieee et ettt e es 38
POSE INVOICE BALCH ... et 42
VOid INVOICE BALCH ...t 42
Print INVOICE BALCH ........oieiee e 47

Page iii



Adminiat r41l'ﬂgl1‘-.' CES

Training Guide
Regular Invoice Processing (RI)

Regular Invoice Processing (RI)

Regular Invoice Processing (RI) Overview

You can create account receivable invoices. You will be able to create entries as a single invoice,
multiple invoices, with text or template attachments or through a speed invoice entry process.

Speed Invoice Entry is used when you have several simple invoices to enter. It allows you to
quickly enter invoices that have only one pay item and simple accounting instructions. Because
this method is designed for speed and efficiency during entry, you cannot use it to change, delete,

or void invoices.

Once invoices are entered into the system, they can be reviewed prior to approval to ensure

accuracy. In EDGE, once you have reviewed, made any necessary corrections, and approved the
invoice entries, the invoices will post to the G/L.

When invoice entries are correctly and regularly entered, they ensure G/L accuracy.

Enter Standard Invoice

Procedure

In this lesson you will learn how to enter a standard invoice.

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

EnterpriseOne Menu =0
Open Applications
You have no running applications

Open New Window

[> Favorites
[ State of Nebraska [

[ Roles

I> Actions

[ Preferences

© Sign Out
Welcome!
The Enterprise0One 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.

Done.

7 Trusted sites fy v H0om v
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Step Action

1. Click the State of Nebraska link.
[State of Nebraska]

2. Click the Accounts Receivable link.
[Accounts Receivablel

3. Click the Accounts Receivable Processing link.
[Accounts Receivable Processing|

4, Click the Invoicing link.
Invaicing

5. Click the Enter & Print Invoice link.
[Enter & Print Invoice]

6. Click the Standard Invoice Entry link.

[Standard Invoice Entr--j

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

© Sion Out
Standard Inveice Entry - Work with Customer Ledger Inquiry ]
Select Find  Add Delste Clbse Form Row Report Took

v & + 1 X B B H B

Customer i Q
Parent = Batch Number B
Invoice Ne From F Thru [ ®an O Paid Q© open
Date From ‘ Thru | @ Invoice Date O DueDate
O 6l Date O statement Date
As Of Date [ Recurring Invoice [ summarize
No records found. Customize Grid @
] Document  Doc Doc  Pay Invoice Gross Open Discount Discount Due Discount Day
Humber Type  Fd item  Date Amount Amount Available Taken Date Due Date Du

|~
|

Dane o Trusted sites Sy v H0m v

Step Action

7. Click the Add button.
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ORACI—E- JD EDWARDS ENTERPRISEONE
Standard Invoice Entry - Standard Invoice Entry [ja) ]

Delete Cancel Form Row 15;;8

Customer | Q,

Fund [¥] Discount %

Records 1-1 Customize Grid =]

2| fen | Ao T b Tl [ hreal ||t | D buc
® 001
Step Action
8. Enter customer Address Book number into the Customer field.
9. Press [Tab].
10. Enter the fund number into the Fund field.
11. Invoice Date — Enter the date of your invoice to the customer or leave blank to
default to G/L Date.
12. Click in the G/L Date field.
13. Enter the date on which the entry should post to the general ledger into the G/L
Date field.

14. Click in the Gross Amount field.
15. Enter the gross amount into the Gross Amount field.
16. Press [Tab].
17. Identify the invoice, up to 30 characters into the Remark field.
18. Scroll to the right to the G/L Class field.
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Q)
ldminlﬂnm VICES
Step Action
19. Enter the appropriate offset code. into the G/L Class field. Required for multi-
funded invoices.
Note: This field is required when the general ledger distribution for a portion of the
invoice will go to a fund other than the fund listed in the invoice header. This action
splits the accounts receivable to multiple funds and prevents each cash movement
among the funds.
20. Click the OK button.
ORACLE" 1p EDwARDS ENTERPRISEONE - mg ﬂ;ﬁ]
Standard Invoice Entry - G/L Distribution [E]
OK Delete Cance] Form Row Tools
o X B
Document No/Type/Co 206761 RI 10000 Batch Number 1903434
Customer 966036 Explanation ABF FREIGHT SYSTEM, INC
GIL Date 12/10/2009 Crercent
Records 1-2 Customize Grid =]
B p e amber | Do " e e P =T
® I Q 150.00- | TRAINING EXAMPLE 0
(9] TRAINING EXAMPLE 0
< >
Amount Remaining 150.00-
Dane [@ « Trusted sites Sh v Ri0n v
Step Action
21. Enter the account number into the Account Number field.
22. Amount - should be negative, all or part of the Gross Amount
23. Explanation -Remark- — will default to the same as entered on the previous screen
or can be modified.
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ORACI—E- JD EDWARDS ENTERPRISEONE

Standard Invoice Entry - G/L Distribution [ja) ]
OK Delete Cancel Form Row Took

B 0 X B B k&

Document NofType/Co

306761 Rl | [10000 Batch Number 1993434
Customer 966036 Explanation [ABF FREIGHT SYSTEM, INC
GIL Date 12/10/2009 Opercent
Records 1-2 Customize Grid @
Account Explanation Track Tax Rate T Tax Per
Account Number Description Amount -Remark- Taxes Area Ex Item Ho Ho
@ 65025009.961000] 150.00- [ TRAINING EXAMPLE 0
(o) TRAINING EXAMPLE 0
< >
Amount Remaining 150.00-

Done

[ « Trusted sites

G v Rlow -

Step Action

24, Press the down arrow on the keyboard to accept the data entered.

Note: Add additional line(s) as needed, arrow down after each line.

25. Amount field should show entire amount as distributed, Remaining field should be

blank before going to the next step.

Note: If the General Ledger distribution involves more than one fund, be sure the

distribution is consistent with the invoice grid information and the G/L Class codes
used.
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ORACLG’ JD EDWARDS ENTERPRISEONE

idminlﬂrlﬂ@ VHOES

HUNT, ETHAN [JPY300]

© Sign Out

Standard Invoice Entry - G/L Distribution [ja) ]
OK Delete Cancel Form Row Took
8 i B &
Document No/Type/Co ‘395751 RI \mnnn Batch Number 1093434
Customer 966036 Explanation [ABF FREIGHT SYSTEW, INC
GIL Date 12/10/2009 Opercent
Records 1-2 Customize Grid =]
Account Explanation Track TaxRate Tx  Tax Per
Account Number Description Amount -Remark- Taxes Area Ex  ltemHo Ho
(4] 65025009.961000 AUTHORIZED AMOUNT 150.00- TRAINING EXAMPLE 0
® Q | TRAINING EXAMPLE 0
< J ]
Amount 150.00- Remaining
Done + Trusted sites dh v H00w -

Click the OK button.
=

26.

27.
this batch.

Write down the batch number.

Note: Repeat the previous steps as needed if multiple invoices are being prepared in
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Standard Invoice Entry - Standard Invoice Entry

Delete Cancel Form Row Took
=
Document NofType/Fd [ [ Batch No * 1993434 PrevDoc * 306761
Customer I @, ABFFREIGHT SYSTEM, INC
Fund 10000 STATE GENERAL FUND ] Discount %
Invoice Date GIiL Date 12/10/2009 Payment Terms
Records 1-1 Customize Grig a
Pay Gross Business Pymt Disc Open Tax Tax Due Disco
Item Amount Remark Unit Terms Percent Amount Area Expl Date Due D
© o1 [ [ | I | .
L] 3
Gross Dist Tax Taxable

Done

[ + Trusted sites

Step Action

28. Click the Cancel button.

RACI—G’ JD EDWARDS ENTERPRISEONE

Standard Invoice Entry - Work with Customer Ledger Inquiry [ja) ]
Select Fnd  Acd Delete Close Form Row Report Tooks
v @ + @ X BE B &
Customer ‘i Q
Parent * Batch Number 1993434
Invoice No From [ Thiu ® Al O Paid © open
Date From I Thu | @ Invoice Date O Due Date
OGiL Date O statement Date
As Of Date [ Recurring Invoice [ summarize
No records found. Customize Grig a
@ Document Doc  Doc  Pay  Invoice Gross Open Discount Discount Due Discount Day
Humber Type  Fd item  Date Amount Amount Available Taken Date Due Date DU
< 2
Done < Trusted sites Gh v H0w -
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Step Action

29. Click the Close button.
30. You have successfully completed this lesson.

End of Procedure.

Enter Standard Invoice with Attachment
Procedure

In this lesson you will learn how to enter a standard invoice with an attachment.

ORACI—E. HUNT, ETHAN [JPY300]
JD EDWARDS ENTERPRISEONE os
Sign Qut
EnterpriseOne Menu =0 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 at the |eft of your screens, no matter what application you are using.

You can also hide the menu when you need more space for your work.
I» Favorites
[ State of Nebraska [

[» Roles

[ Actions

&> Preferences

J Trusted sites iy Hioewm -

Step Action

1. Click the State of Nebraska link.
[State of Nebraska]
2. Click the Accounts Receivable link.
[Accounts Receivablel
3. Click the Accounts Receivable Processing link.
|Accounts Receivable Processing]
4, Click the Invoicing link.
Invaicing
5. Click the Enter & Print Invoice link.

[Enter & Print Invoice]
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Step

Action

6.

|Standard Invoice Entrﬂ

Click the Standard Invoice Entry link.

ORACLE’ JD EDWARDS ENTERPRISEONE

HUNT, ETHAN [JFY300]

© Sign Out
Standard Invoice Entry - Work with Customer Ledger Inquiry o
Select Find Add Dekte Close Form Row Report Tooks
v @ & x 2
Customer ‘i Q
Parent g Batch Number B
Inveice No From [ Thiu [ @Al O Paid © open
Date From I T @ nvoice Date O Due Date
O 6iLDate O statement Date
As Of Date [ Recurring Invoice [ summarize
No records found. Customize Grid =]
[F] Document Doc  Doc  Pay  Invoice Gross Open Discount Discount Due Discount Day
Humber Type  Fa item  Date Amount Amount Available Taken Date Due Date ou
< | E
Dane o Trusted sites Sh v H0n v

Click the Add button.
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ORACI—E- JD EDWARDS ENTERPRISEONE

Standard Invoice Entry - Standard Invoice Entry [ja) ]
Delete Cancel Form Row Iﬁés
Customer | Q,
Fund [¥] Discount %
Records 1-1 Customize Grid =]
2 e || Amoum Em b Tl [ hreal ||t | D buc
(0] 001
Step Action
8. Enter customer Address Book number into the Customer field.
9. Press [Tab].
10. Enter the fund number into the Fund field.
11. Invoice Date — Enter the date of your invoice to the customer or leave blank to
default to G/L Date.
12. Click in the G/L Date field.
13. Enter the date on which the entry should post to the general ledger into the G/L
Date field.
14. Click in the Gross Amount field.
15. Enter the gross amount into the Gross Amount field.
16. Press [Tab].
17. Identify the invoice, up to 30 characters into the Remark field.
18. Scroll to the right to the G/L Class field.
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Step Action
19.

Regular Invoice Processing (RI)
funded invoices.

20.

Enter the appropriate offset code. into the G/L Class field. Required for multi-

Note: This field is required when the general ledger distribution for a portion of the

invoice will go to a fund other than the fund listed in the invoice header. This action
among the funds.

splits the accounts receivable to multiple funds and prevents each cash movement
Click the OK button.

ORACLE" 1p EDWARDS ENTERPRISEONE - mg ﬂ;ﬁ]
Standard Invoice Entry - G/L Distribution [E]
OK Delete Cancel Form Row Tools
T X B
Document No/Type/Co 206761 RI 10000 Batch Number 1903434
Customer 966036 Explanation ABF FREIGHT SYSTEM, INC
GIL Date 12/10/2009 Crercent
Records 1-2 Customize Grid al
B e P e =TT B B
© | &} 150.00- TRAINING EXAMPLE 0
4] TRAINING EXAMPLE 0
< >
Amount Remaining 150.00-
Dane [@ « Trusted sites Sh v Ri0n v
Step Action
21. Enter the account number into the Account Number field.
22. Amount - should be negative, all or part of the Gross Amount
23. Explanation -Remark- — will default to the same as entered on the previous screen
or can be modified.
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ORACI—E- JD EDWARDS ENTERPRISEONE

Standard Invoice Entry - G/L Distribution [ja) ]
OK Delete Cancel Form Row Took

B 0 X 8B B &

Document NofType/Co

306761 Rl | [10000 Batch Number 1993434

Customer 966036 Explanation
GlL Date 12/10/2009

‘A\EIF FREIGHT 8YSTEM, INC

[rercent

Records 1-2 Customize Grid =]
Account Explanation Track TaxRate Tx  Tax Per
Account Number Description Amount —Remark- Taxes Area Ex  Hem Mo Ho
® 65025000.961000| 150.00-  TRAINING EXAMPLE 0
(@] TRAINING EXAMPLE 0
< >
Amount Remaining 150.00-

Done

[ « Trusted sites

G v Rlow -

Step Action
24,

Press the down arrow on the keyboard to accept the data entered.

Note: Add additional line(s) as needed, arrow down after each line.

25. Amount field should show entire amount as distributed, Remaining field should be

blank before going to the next step.

Note: If the General Ledger distribution involves more than one fund, be sure the

distribution is consistent with the invoice grid information and the G/L Class codes
used.
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HUNT, ETHAN [JFY300]
© Sign Out

Standard Invoice Entry - G/L Distribution [ja) ]
0K Delte Cancel Form Row Took
B 1 X B &
Document No/Type/Co ‘395751 RI \mnnn Batch Number 1093434
Customer 966036 Explanation [ABF FREIGHT SYSTEW, INC
GIL Date 12/10/2009 Opercent
Records 1-2 Customize Grid =]
Account Explanation Track TaxRate Tx  Tax Per
Account Number Description Amount -Remark- Taxes Area Ex  ltemHo Ho
(o] 65025009.961000 AUTHORIZED AMOUNT 150.00- TRAINING EXAMPLE 0
© Q | TRAINING EXAMPLE 0
< J ]
Amount 150.00- Remaining
Done + Trusted sites dh v H00w -

26.

Click the OK button.
=

27.

this batch.

Write down the batch number.

Note: Repeat the previous steps as needed if multiple invoices are being prepared in
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RACI—G’ JD EDWARDS ENTERPRISEONE

Adminiatrati VHOES

Standard Invoice Entry - Standard Invoice Entry
Delsts Cance| Form Row Tools
2 =
Document No/Type/Fd [ [ Batch No * 1993434 PrevDoc * 306761
Customer | @, ABFFREIGHT SYSTEM, INC
Fund 10000 STATE GENERAL FUND [ Discount %
Invoice Date GIiL Date 12/10/2009 Payment Terms
Records 1-1 Customize Grig a
Pay  Gross Business Pymt Disc Open Tax Tax  Due Disco
ltem  Amount Remark Unit Terms  Percent Amount Area Expl  Date Due D
© o1 [ [ | I | .
L] 3
Gross Disc Tax Taxable
Done [ + Trusted sites Sh v H0w -

Step Action

28. Click the Cancel button.

RACI—G’ JD EDWARDS ENTERPRISEONE

Standard Invoice Entry - Work with Customer Ledger Inquiry
Select Find  Add  Delste Close Form Row Report Tooks
v @ + @0 X B 8 &
Customer ‘1
Parent * Batch Number 993434
Invoice No From [ Thiu ® Al O Paid © open
Date From I Thu | ®Invoice Date QO Due Date
OGiL Date O statement Date
As Of Date [ Recurring Invoice [ summarize
No records found. Customize Grig a
] Document Doc  Doc  Pay  Invoice Gross Open Discount Discount Due Discount Day
Humber Type  Fd ltem  Date Amount Amount Available Taken Date Due Date Du
L] t|
Done [ + Trusted sites Sh v H0w -
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Step Action

29. Click the Find button.

30. |Cﬁcl)ose the document requiring an attachment by clicking the check box next to it.
31. Click the Row button.

32. Click the Attachments menu.

| Attachments |

ORACI—E. JD EDWARDS ENTERPRISEONE HUNT, ETHAN [JPY300]

© Sion Out
Media Object Viewer
Save Cancel Text File URL OLE Templa Charac Delste
2 M B B i
Dar ] [@ « Trusted sites S H0w v
Step Action
33. Click the Text button.
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ORACLE, JD EDWARDS ENTERPRISEONE

|
idmhlﬂrlﬂ@ VHOES

HUNT, ETHAN [JPY300]

© Sign Out

Media Object Viewer
Sge Ca*nej T:in ; % f.slé Teg\a C%ﬁc Delete
Couierriow  ~l|[10-]|B ~ U@ 2 =|E =&
Done [ + Trusted sites Gh v Ho0w -
Step Action
34. Enter information to appear on the invoice. This text should be descriptive of the
item purchased.

HUNT, ETHAN [JPY300]

ORACLE, JD EDWARDS ENTERPRISEONE

Media Object Viewer
Save Cancel Text File

URL OLE Templa Charac Deiste

© Sign Out

B X ¢ @ O % B ¥
[cowiernew  =||[1n -]/ B 7 U[@~
Lo Training Example|

Done

[ + Trusted sites

G v Hlow -
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Step

Action

35.

Click the Save button.

ORACI—G, JD EDWARDS ENTERPRISEONE

HUNT, ETHAN [JPY900]

© Sign Out
Standard Invoice Entry - Work with Customer Ledger Inquiry ]
Select Find Add Delefe Close Form Row Report Took
4 + X
Customer ‘;
Parent = Batch Number 1993434
Invoice Na From E Thru [ ® O Paid Q© open
Date From ‘ Thru | @ Invoice Date QDue Date
OGiLDate O statement Date
As Of Date [ Recurring Invoice [ summarize
Records 1-2 Customize Grid =]
O Document Doc  Doc  Pay  Invoice Gross Open Discount Discount Due Discount Day
Humber Type  Fd item  Date Amount Amount Available Taken Date Due Date Dul
& 306761 RI 10000 001 12/10/2009 150.00 150.00 01/09/2010  01/09/2010
|l 150.00 150.00
LS I E-
Dane [@ « Trusted sites Sy v Rl v

36.

Click the Close button.

37.

End of Procedure.

You have successfully completed this lesson.

Enter Standard Invoice with Template Attachment
Procedure

In this lesson you will learn how to enter a standard invoice with a template attachment.

Page 17




Training Guide Q
Regular Invoice Processing (RI) Administrativeser vcrs

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

© Sign Out
EnterpriseOne Menu =0
Open Applications
You have na 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 + Trusted sites Gh v H00w -

Step Action

1. Click the State of Nebraska link.
State of Nebraskal
2. Click the Accounts Receivable link.
[Accounts Receivablel
3. Click the Accounts Receivable Processing link.
[Accounts Receivable Processing|
4, Click the Invoicing link.
Invaicing
5. Click the Enter & Print Invoice link.

[Enter & Print Invoice|

6. Click the Standard Invoice Entry link.

Standard Invoice Entr-.-j
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RACI—G’ JD EDWARDS ENTERPRISEONE

Standard Invoice Entry - Work with Customer Ledger Inquiry

Select Find  Add  Delete Close Form Row Report Toolks
v @ b3
Customer ‘i Q
Parent [« Batch Number [+
Invoice No From [ Thiu [ (o O Paid © open
Date From I Thu | @ 1nvoice Date O DueDate
OGil Date O statement Date
As Of Date [ Recurring Invoice [ summarize
No recoras found. Customize Grig a
1 Document  Doc Doc Pay Invoice Gross Open Discount Discount Due Discount Day
Number Type Fd Item Date Amount Amount Available Taken Date Due Date Du

|~
|

Done < Trusted sites 4

Step

Action

Click the Add button.

[+]

RACI—G’ JD EDWARDS ENTERPRISEONE

Standard Invoice Entry - Standard Invoice Entry [ja) ]
Dete Cancel Form Row Took
i X E B
Document NofType/Fd [ 1 Balch Mo * 1993434
Customer I Q,
Fund [ Discount %
Invoice Date GIL Date Payment Terms
Records 1-1 Customize Grig a
Pay  Gross Business pymt Disc  Open Tax Tax  Due Disco
Item  Amount Remark Unit Terms  Percent Amount Area Expl  Date Due D
® [ [ [ | | .
< 2
Gross Disc Tax Taxable
Done  Trusted sites da v H00w -
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Step Action

8. Enter customer Address Book number into the Customer field.

9. Press [Tab].

10. Enter the fund number into the Fund field.

11. Invoice Date — Enter the date of your invoice to the customer or leave blank to
default to G/L Date.

12. Click in the G/L Date field.

13. Enter the date on which the entry should post to the general ledger into the G/L
Date field.

14. Click in the Gross Amount field.

15. Enter the gross amount into the Gross Amount field.

16. Press [Tab].

17. Identify the invoice, up to 30 characters into the Remark field.

18. Scroll to the right to the G/L Class field.

19. Enter the appropriate offset code. into the G/L Class field. Required for multi-
funded invoices.
Note: This field is required when the general ledger distribution for a portion of the
invoice will go to a fund other than the fund listed in the invoice header. This action
splits the accounts receivable to multiple funds and prevents each cash movement
among the funds.

20. Click the OK button.
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ORACI—G’ JD EDWARDS ENTERPRISEONE © Sign Out

Standard Invoice Entry - G/L Distribution [ja) ]
OK Delte Cancel Form Row Took
B 1 X B &
Document No/Type/Co ‘395751 RI ‘mnnn Batch Number 1093434
Customer 966036 Explanation [ABF FREIGHT SYSTEW, INC
GIL Date 12/10/2009 Opercent
Records 1-2 Customize Grid =]
Account Explanation Track TaxRate Tx  Tax Per
Account Number Description Amount -Remark- Taxes Area Ex  ltemHo Ho
® ] Q [ 150.00- [TRAINING EXAMPLE 0
(o] TRAINING EXAMPLE 0
< J ]
Amount Remaining 150.00-
Done [ « Trusted sites dh v H0w v

Regular Invoice Processing (RI)

Step

Action

21.

Enter the account number into the Account Number field.

22.

Amount — should be negative, all or part of the Gross Amount

23.

or can be modified.

Explanation -Remark- — will default to the same as entered on the previous screen
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ORACI—E- JD EDWARDS ENTERPRISEONE

Standard Invoice Entry - G/L Distribution [ja) ]
OK Delete Cancel Form Row Took

B 0 X 8B B &

Document NofType/Co

306761 Rl | [10000 Batch Number 1993434

Customer 966036 Explanation
GlL Date 12/10/2009

‘A\EIF FREIGHT 8YSTEM, INC

[rercent

Records 1-2 Customize Grid =]
Account Explanation Track TaxRate Tx  Tax Per
Account Number Description Amount —Remark- Taxes Area Ex  Hem Mo Ho
® 65025000.961000| 150.00-  TRAINING EXAMPLE 0
(@] TRAINING EXAMPLE 0
< >
Amount Remaining 150.00-

Done

[ « Trusted sites

G v Rlow -

Step Action
24,

Press the down arrow on the keyboard to accept the data entered.

Note: Add additional line(s) as needed, arrow down after each line.

25. Amount field should show entire amount as distributed, Remaining field should be

blank before going to the next step.

Note: If the General Ledger distribution involves more than one fund, be sure the

distribution is consistent with the invoice grid information and the G/L Class codes
used.

Page 22




Adminiat rﬂ@' VHOES

ORACLG’ JD EDWARDS ENTERPRISEONE

Training Guide
Regular Invoice Processing (RI)

HUNT, ETHAN [JFY300]
© Sign Out

Standard Invoice Entry - G/L Distribution [ja) ]
0K Delte Cancel Form Row Took
B 1 X B &
Document No/Type/Co ‘395751 RI \mnnn Batch Number 1093434
Customer 966036 Explanation [ABF FREIGHT SYSTEW, INC
GIL Date 12/10/2009 Opercent
Records 1-2 Customize Grid =]
Account Explanation Track TaxRate Tx  Tax Per
Account Number Description Amount -Remark- Taxes Area Ex  ltemHo Ho
(o] 65025009.961000 AUTHORIZED AMOUNT 150.00- TRAINING EXAMPLE 0
© Q | TRAINING EXAMPLE 0
< J ]
Amount 150.00- Remaining
Done + Trusted sites dh v H00w -

26.

Click the OK button.
=

27.

this batch.

Write down the batch number.

Note: Repeat the previous steps as needed if multiple invoices are being prepared in
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Standard Invoice Entry - Standard Invoice Entry
Delsts Cance| Form Row Tools
2 =
Document No/Type/Fd [ [ Batch No * 1993434 PrevDoc * 306761
Customer | @, ABFFREIGHT SYSTEM, INC
Fund 10000 STATE GENERAL FUND [ Discount %
Invoice Date GIiL Date 12/10/2009 Payment Terms
Records 1-1 Customize Grig a
Pay  Gross Business Pymt Disc Open Tax Tax  Due Disco
ltem  Amount Remark Unit Terms  Percent Amount Area Expl  Date Due D
© o1 [ [ | I | .
L] 3
Gross Disc Tax Taxable
Done [ + Trusted sites Sh v H0w -

Step Action

28. Click the Cancel button.

RACI—G’ JD EDWARDS ENTERPRISEONE

Standard Invoice Entry - Work with Customer Ledger Inquiry
Select Find  Add  Delste Close Form Row Report Tooks
v @ + @0 X B 8 &
Customer ‘1
Parent * Batch Number 993434
Invoice No From [ Thiu ® Al O Paid © open
Date From I Thu | ®Invoice Date QO Due Date
OGiL Date O statement Date
As Of Date [ Recurring Invoice [ summarize
No records found. Customize Grig a
] Document Doc  Doc  Pay  Invoice Gross Open Discount Discount Due Discount Day
Humber Type  Fd ltem  Date Amount Amount Available Taken Date Due Date Du
L] t|
Done [ + Trusted sites Sh v H0w -
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Step Action

29. Click the Find button.

30. |Cﬁcl)ose the document requiring an attachment by clicking the check box next to it.
31. Click the Row button.

32. Click the Attachments menu.

| Attachments |

ORACI—E. JD EDWARDS ENTERPRISEONE HUNT, ETHAN [JPY300]

© Sion Out
Media Object Viewer
ave Cancel ‘(Cin Eli URL fLE Teg\a C%ﬁc Delste
Dar ] [@ « Trusted sites S H0w v
Step Action
33. Click the Templates button.
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ORACLE, JD EDWARDS ENTERPRISEONE HUNT, ETHAN [JFY300]

© Sign Out
Work With Media Object Templates [ja) ]
Select Find  Add Close Tools

v @ + X B

No records found. Customize Grid (=)

[
Template
Name

Description

Done [ + Trusted sites dh v H00w -

Step Action

34. Click the Find button.
35. Choose the desired template.
36. Note: A preview of the template appears at the top of the screen. Complete the

following steps to add the template to the invoice and make changes to the template
information.

37. Click the Select button.
38. Add any necessary information.
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ORACLE, JD EDWARDS ENTERPRISEONE

Media Object Viewer

HUNT, ETHAN [J

Regular Invoice Processing (RI)

¥300]
© Sign Out

Save Cancel Text File URL OLE Templa Charac Delste
=] 2 W O ® B ¥
[cowiernew  =||[1n -]/ B 7 W & | 5
This is a test of the emergency broadeast system. This is only a test. If this had been an actual
Text! emergency it would have heen followed by instructions.
BEEEEEEEEEEEEEEEEEEEEEEEEEEEEPPPPPPPPPPPPPPPPPPPPPPPPPPPPPPPPPPPPP
ifter the Beep there was a hard return. After this line there will be 2 hard returns
contact name
phone
email
cell phone
life history inecluding credit report
There was & tilda above this line, therefore a tilda should print or a blank line should print.
Thanks and have a nice day :-{)
Done 0 | [ + Trusted sites G v W0 v

Step

Action

39.

Click the Save button.

HUNT, ETHAN [JPY300]

.
ORACLE" .o EDWARDS ENTERPRISEONE ety
Standard Invoice Entry - Work with Customer Ledger Inquiry (AR
Select Fnd  Acd Delete Close Form Row Report Tooks
v @ + 0 X BE B &
Customer ‘1
Parent * Batch Number 1993434
Invoice No From [ Thiu ® Al O Paid © open
Date From I Thu | @ Invoice Date O Due Date
OGiL Date O statement Date
As Of Date [ Recurring Invoice [ summarize
Records 1-2 Customize Grid
O Document Dot Doc  Pay  Invoice Gross Open Discount Discount Due Discount Day
Number Type Fd Item Date Amount Amount Available Taken Date Due Date Du
& 306761 RI 10000 001 12(10/2009 150.00 150.00 01/09/2010  01/09/2010
4| 150.00 150.00
< e
Done [ + Trusted sites Sh v H00w -
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Step Action

40. Click the Close button.
41. You have successfully completed this lesson.

End of Procedure.

Enter Invoice using Speed Invoice Entry
Procedure

In this lesson you will learn how to enter an invoice using speed invoice entry.

ORACI—E. JD EDWARDS ENTERPRISEONE HUNT, ETHAN [JPY300]

© 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 |eft 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

Welcome!

@

[ Favorites

I Content Development Tools
> EnterpriseOne Menus

[ Mobile Sales Menus

> Power User Tasks

[ State of Nebraska

[» Roles

> Actions

[ Preferences

Done  Trusted sites iy Hioewm -

Step Action

1. Click the State of Nebraska link.
[State of Nebraska]
2. Click the Accounts Receivable link.
[Accounts Receivablel
3. Click the Accounts Receivable Processing link.
|Accounts Receivable Processing]
4, Click the Invoicing link.
Invaicing
5. Click the Enter & Print Invoice link.

[Enter & Print Invoice]
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Step Action

6. Click the Speed Invoice Entry link.

Speed Invoice Entr-.-j

OR ACLE' HUNT, ETHAN [JPY300]
JD EDWARDS ENTERPRISEONE Osi
Sign Out
Speed Invoice Entry - Speed Invoice Entry o
OK  Delste Cancel Form Tooks
g x 0 &
Doc No/Type/Fd | ‘ Batch 1993438 PrevDoc
Customer # [ Q
Fund *
Gross Amount Semvice/Tax Date BU
Invoice Date Tax Rate/Area PayTerms
GIL Date Tax Expl Code Pay Instr
Due Date Tax Amount Fay Status
DiscDue Date Taxable Amount
Remark [ O% Discount
Records 1-1 Customize Grid =]
Track Tax Tx
Account Humber Account Description Amount Taxes RatelArea Ex Remark Units
ol I I [
4 ) 3
Amt to Distribute Remaining
Dane [@ « Trusted sites Sh v Honm v

Step Action

7. Enter the customer address book number into the Customer field.

8. Press [Tab].

9. Enter the fund number into the Fund field.

10. Press [Tab].

11. Enter the amount into the Gross Amount field.

12. Press [Tab].

13. Enter the ddate of the supplier's invoice or date of your invoice to the customer into
the Invoice Date field.

14. Press [Tab].

15. Enter the date on which the entry should post to the general ledger into the G/L
Date field.

16. |Click in the Remark field. |

17. Identify the invoice in the Remark field.

Page 29




Training Guide Q
Regular Invoice Processing (RI) Administrativeser vcrs

Step Action

18. Click in the Account Number field.

19. Enter the account number into the Account Number field.

20. Amount — should be negative, all or part of the Gross Amount
21. Remark — will default to the same as above or can be modified.

Note: The remark will not default until the down arrow on the keyboard is pressed.

ORACI—E. HUNT, ETHAN [JPY300]
JD EDWARDS ENTERPRISEONE os
Sign Out
Speed Invoice Entry - Speed Invoice Entry ]
OK  Dekete Cancel Form Took
o X
Doc NoMype/Fd RI 10000 Batch 1993428 PrevDoc
Customer # [s85035 ABF FREIGHT SYSTEM, INC
Fund * 10000 STATE GENERAL FUND
Gross Amount 150.00 Senvice/Tax Date 12/102009 BU 1
Invoice Date 12M0i2009 Tax RatelArea Pay Terms
GilL Date 12102009 Tax Expl Code Pay Instr
Due Date 01/09/2010 Tax Amount Pay Status A
Disc Due Date 01/09/2010 Taxable Amount
Remark [TRAINING ExAMPLE O% Discount
Records 1-2 Customize Grid =]
Track  Tax Tx
Account Humber Account Description Amount Taxes RatelArea Ex Remark Units
o} | 65025009.961000] 150.00- [0 |
o
< >
Amt to Distribute 150.00- Remaining
Dane [ & Trusted sites Sy v Riowm -

Step Action

22. Press the down arrow on the keyboard to accept the data entered.

23. Add additional line(s) as needed.

Note: The Amt to Distribute field should show full distributed amount and the
Remaining field should be blank.

Page 30




}I
Adminiat rh’ VHOES

ORACI—G’ JD EDWARDS ENTERPRISEONE HUNT, ETHAN [JFY300]

Training Guide
Regular Invoice Processing (RI)

© Sign Out
Speed Invoice Entry - Speed Invoice Entry (AR
0K Delete Cancel Form Took
8 @ X L3
Doc NofType/Fd | RI ‘mnnn Batch 1993438 PrevDoc
Customer * [os6038 ABF FREIGHT SYSTEM INC
Fund * 10000 STATE GENERAL FUND
Gross Amount 150.00 Senvice/Tax Date 12M0i2009 BU 1
Invoice Date 12/10/2009 Tax RatelArea Pay Terms
GIL Date 12/10/2009 Tax Expl Code Pay Instr
Due Date 01/09/2010 Tax Amount Pay Status n
Disc Due Date 01/09/2010 Taxable Amount
Remark [TRAINING EXAMPLE O% Discaunt
Records 1-2 Customize Grid [ =]
Track Tax Tx
Account Number Account Description Amount Taxes RatelArea Ex Remark Units.
O 65025009.961000 AUTHORIZED AMOUNT 150.00- 0 TRAINING EXAMPLE
® | Q| [
S A
Amt to Distribute 150.00- Remaining
Done [ + Trusted sites dh v H00w v

24.

Click the OK button.

25.

Record the batch number.

26.

Click the Cancel button.

[X]

27.

You have successfully completed this lesson.
End of Procedure.

Review Invoice Batch

Procedure

In this lesson you will learn how to review an invoice batch.
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ORACI—E- JD EDWARDS ENTERPRISEONE

Adminiatrat I'n;er VHOES

HUNT, ETHAN [JPY300]

EnterpriseOne Menu =0
Open Applications
You have no running applications.

Open New Window

Welcome!

[ Favorites
[ State of Nebraska

I Roles

I Actions

[ Preferences

The Enterprise0ne 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.

© Sign Out

Done

+ Trusted sites Gh v H00w -

Step Action

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

2. Click the Accounts Receivable link.
[Accounts Receivablel

3. Click the Accounts Receivable Processing link.
[Accounts Receivable Processing|

4, Click the Invoicing link.
Invaicing

5. Click the Review & Approve Invoice Batches link.
[Review & Approve Invoice Batches|

6. Click the Invoice Batch Review/Approve/Post link.

nvoice Batch Review/Approve/P ost
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Training Guide
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HUNT, ETHAN [JPY300]

© Sign Out

Invoice Batch Review/Approve/Post - Work With Batches [ja) ]
Select Find Close Form Row  Tools
v @ X B B &
Batch Number / Type ,‘7 "E'— INVOICES
® Unposted Batches O All Batches O Pending
No records found. Customize Grid [ @
L [
[ Betsh  Batch Batch Difference Difference User
Type  Number  Date Documents Amount D
Done + Trusted sites Gh v H00w -
Step Action
7. Enter your User ID in the User ID field in the QBE line to bring up only the invoices

you prepared. You may use other QBE fields or combinations of fields if you know
what you are looking for.

8. Click the Find button.
9. Choose the desired batch by clicking the check box next to it.
10. Click the Select button.

11. Review the invoice as needed.
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RACI—E, JD EDWARDS ENTERPRISEONE

ViCES

Invoice Batch Review/Approve/Post - Invoice Journal Review
Select Fnd  Add  Close Row Tooks
v & + X L3
Baich NumberType 199343 B
Records 1-2 Customize Grid =]
[ Invoice Invoice Invoice Alpha Gross GIL JE. Base
Humber Type Company Name Amount Date Bal Curr
[ud] 206762 RI 10000 ABF FREIGHT 3YSTEM, INC 200.00 12/10/2009 Y
] TOTAL 200.00
Done [ + Trusted sites Gh v H00w v

12.

When finished click the Close button.

%]

RACI—E, JD EDWARDS ENTERPRISEONE

Invoice Batch Review/Approve/Post - Work With Batches
Select Fnd  Clpse Form Row Tooks
v @ X B &
Batch Mumber / Type 1902435 B INVOICES
® Unposted Batches O Posted Batches O All Batches O Pending
Previous Batch Number / Type 1003435 B
Records 1.2 Customize Grid o
[ UATTRAINT
[ Bsteh  Eatch Batch Batch Status Difference Difference User
Type  Number Date Status  Description Documents Amount D
1B 1993435 12/15/2009 PENDING 1= 200.00- UATTRAINT
1. 1993434 1215/2009 PENDING 1 150.00- UATTRAINT
Done [ + Trusted sites dh v H00w v
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Step Action

13. Click the Close button.
14. You have successfully completed this lesson.

End of Procedure.

Approve Invoice Batch
Procedure

In this lesson you will learn how to approve an invoice batch.

ORACI—E. JD EDWARDS ENTERPRISEONE HUNT, ETHAN [JPY300]

© Sign Out
EnterpriseOne Menu =0

Open Applications

You have no running applications. The Enterprise0One Menu contains several links to the applications.

Open New Window These links will always be at the |eft 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!

I» Favorites
[» State of Nebraska

[» Roles

[ Actions

&> Preferences

J Trusted sites iy Hioewm -

Step Action

1. Click the State of Nebraska link.
[State of Nebraska]

2. Click the Accounts Receivable link.
[Accounts Receivablel

3. Click the Accounts Receivable Processing link.
|Accounts Receivable Processing]

4, Click the Invoicing link.
Invaicing

5. Click the Review & Approve Invoice Batches link.

[Review & Approve Invoice Batches|
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Step

Action

6.

Click the Invoice Batch Review/Approve/Post link.
lInvoice Batch Review/Approve/P ost

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

Invoice Batch Review/Approve/Post - Work With Batches

© Sign Out

@
Batch Mumber / Type ,‘7 ’57 INVOICES
® Unposted Batches O Posted Batches O All Batches O Pending
No records found. Customize Grid &) @
]
D galch 'ilalcr:’e ::ch g:;:h g':lus " gwof‘l:elenoi gwﬂererloe ::)ser
e mber oot ws  oosenption s Ao
Dane [@  Trusted sites S v Howm v
Step Action
7. Type any known information about the invoice in the header or QBE line (ex. Batch
Number, Document Number, etc.)
8. Click the Find button.
9. Choose the desired batch(es) by click the check box next to them.
10. Click the Row button.
11. Click the Batch Approval menu.

| Batch Approval |
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. HUNT, ETHAN [JPY800]
ORACLE" 1o EDWARDS ENTERPRISEONE s
Invoice Batch Review/Approve/Post - Batch Approval [nja) ]
0K Cancel Form Tools
B X &
Batch NumberType 1903433 B

© Approved - Batch is ready to post

® Pending - Batch is not ready to post

Done [ + Trusted sites du v H0w v
Step Action

12. Click the Approved - Batch is ready to post option.

13. Click the OK button.

14. Chosen batch(es) will show status of Approved.
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HUNT, ETHAN [JPY300]

© Sign Out
Inveice Batch Review/Approve/Post - Work With Batches [nja) ]
Select Find  Close Form  Row  Took
4
Batch Number / Type ,‘7 "E'— INVOICES
® Unposted Batches O Posted Batches O All Batches O Pending
Records 1-1 Customize Grid [ @
[1993433
Batch  Batch Baich Baich  Status Difference Difference user
Type  Number  Date Status  Description Documents Amount D
18 1993433 12/15/2000 A APPROVED 1 150.00- NISBSVIK
Done + Trusted sites dh v H00w -
Step Action
15. Click the Close button.
16. You have successfully completed this lesson.
End of Procedure.

Delete Invoice Batch

Procedure

In this lesson you will learn how to delete an invoice batch.
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Training Guide

HUNT, ETHAN [JPY300]

Regular Invoice Processing (RI)

EnterpriseOne Menu =0
Open Applications
You have no running applications.

Open New Window

Welcome!

[ Favorites
[ State of Nebraska

I Roles

I Actions

[ Preferences

The Enterprise0ne 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.

© Sign Out

Done + Trusted sites Gh v Hioowm -
Step Action
1. Click the State of Nebraska link.
State of Nebraskal
2. Click the Accounts Receivable link.
[Accounts Receivablel
3. Click the Accounts Receivable Processing link.
[Accounts Receivable Processing|
4, Click the Invoicing link.
Invaicing
5. Click the Enter & Print Invoice link.
|Enter & Print Irwniu:e|
6. Click the Standard Invoice Entry link.

Standard Invoice Entr-.-j
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ORACI—E- JD EDWARDS ENTERPRISEONE

Standard Invoice Entry - Work with Customer Ledger Inquiry [ja) ]
Select Find  Add  Delste Close Form Row Report Tooks

v @ +
Customer ‘i Q
Parent = Batch Number B
Invoice No From [ Thiu [ (o O Paid © open
Date From I Thu | @ Invoice Date O Due Date

OGil Date O statement Date

As Of Date [ Recurring Invoice [ summarize

No records found. Customize Grig a
] Document Doc  Doc  Pay  Invoice Gross Open Discount Discount Due Discount Day

Humber Type  Fd ltem  Date Amount Amount Available Taken Date Due Date Du

|~
|

Done < Trusted sites Gh v H0w -

Step Action

7. Enter Batch Number, Document Number, or Supplier Number.
8. Click the Find button.
9. Choose the document(s) to delete by clicking the check box next to them.

Note: If you wish to delete all the documents in a batch or all the documents for a
supplier, choose the "select all” box (left hand side of QBE line). Up to 200 records
will display in the grid with a checkmark.

Note: If your batch or supplier has more than 200 documents/records, click scroll-
to-end to retrieve all records. Only 200 can be displayed and deleted at one time.

=]

10. Click the Delete button.
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© Sign Out

Standard Invoice Entry - Work with Customer Ledger Inquiry [ja) ]
Select Fnd  Add  Delete Close Form Row Report ITooks
v @ + 10 X
Customer ‘1
Parent * Batch Number 1093438
Invoice No From [ Thiu [ (o O Paid © open
Date From I Thu | @ 1nvoice Date O Due Date
O 6GiLDate O statement Date
As Of Date [ Recurring Invoice [ summarize
- Customize Grid &
Records 1-2 L e ‘ Customize Grid a
2 ) e you sure that you wark to delets the selected lrem?
] Document  Doc Doc Pay Discount Due Discount Day
Number Type  Fd item Taken Date Due Date Dyl
306763 RI 10000 001 12 01/09/2010  01/09/2010
] T50.00 T50.00
< | 2l
Done [ + Trusted sites Sh v H0w -

12.

batch to complete the void process.

If the document has not posted and no warning is received move to the next step.

Warning: If the document has been posted, you will be prompted to enter the G/L
date for the voiding entry. Enter today's date as the G/L date. Be sure to approve the
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ORACI—E- JD EDWARDS ENTERPRISEONE

Standard Invoice Entry - Work with Customer Ledger Inquiry [ja) ]
533 E 5:;:1 Delete Close  Form  Row Report Took

Customer ‘1

Parent ’,— Batch Number ’W

Invoice No From ‘a Thru |n @Al O Paid © open

Date From I Thu | @ Invoice Date QO Due Date

O GiL Date O Statement Date
As Of Date ’7 [ Recurring Invoice [ summarize
Records 1-1 Customize Grid & O
I o o [
[ ] Document Doc Doc Pay Invoice Gross Open Discount Discount Due Discount Day
Humber Type Fd Item Date Amount Amount Available Taken Date Due Date Du
]
< I >
Done [ + Trusted sites Sh v H0w -
Step Action
13. Click the Close button.
Note: When deleting a multi-line invoice, all lines are deleted as expected.
However, line items which were not highlighted for deleting still appear. After
refreshing the screen (clicking Find), no line items appear.
14. You have successfully completed this lesson.
End of Procedure.
Post Invoice Batch

Invoice posting will take place through an automated process. All approved invoices will be

posted. The status of the invoice will change to "Posted” once the automatic process has
completed.

Void |

nvoice Batch

Procedure

In this lesson you will learn how to void an invoice batch.

Page 42




Adminiat u1|'n!er-.- CES

ORACI—E- JD EDWARDS ENTERPRISEONE

Training Guide

HUNT, ETHAN [JPY300]

Regular Invoice Processing (RI)

EnterpriseOne Menu =0
Open Applications
You have no running applications.

Open New Window

Welcome!

[ Favorites
[ State of Nebraska

I Roles

I Actions

[ Preferences

The Enterprise0ne 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.

© Sign Out

Done + Trusted sites Gh v Hioowm -
Step Action
1. Click the State of Nebraska link.
State of Nebraskal
2. Click the Accounts Receivable link.
[Accounts Receivablel
3. Click the Accounts Receivable Processing link.
[Accounts Receivable Processing|
4, Click the Invoicing link.
Invaicing
5. Click the Enter & Print Invoice link.
[Enter & Print Invoice|
6. Click the Standard Invoice Entry link.

Standard Invoice Entr-.-j
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© Sign Out

Standard Invoice Entry - Work with Customer Ledger Inquiry [ja) ]
533 E 5:;:1 Delste Close Form Row Report Took
Customer ‘i Q
Parent ’,— Batch Number ”—
Invoice No From ‘a Thru |n @Al O Paid © open
Date From I Thu | @ Invoice Date O DueDate
O 6GiLDate O statement Date
As Of Date [ Recurring Invoice [ summarize
No recoras found. Customize Gris (& @
N ] o
L el e e e e e Avaie  Token bwe Dusoae Dy
< 2
Done < Trusted sites Gh v H0w -
Step Action
7. Type any known information about the invoice in the header or QBE line (ex. Batch
Number, Document Number, etc.)
8. Click the Find button.
9. Choose the Document Number to void by clicking the check box next to it.

row(s) will be voided.

Note: Voiding a Document Number will not void the entire batch. Only the chosen

10. Click the Delete button.
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Standard Invoice Entry - Work with Customer Ledger Inquiry
Select Fnd  Add  Delete Close Form Row Report ITooks
v @ * b3

Customer ‘1

Parent * Batch Number 1993435

Invoice No From [ Thiu [ (o O Paid © open

Date From Thu | @ 1nvoice Date O Due Date

OGiL Date O statement Date
As Of Date [ Recurring Invoice [ summarize
Records 1-2 L e ‘ Customize Grig =]
2 ) e you sure that you wark to delets the selected lrem?
] Document  Doc Doc Pay Discount Due Discount Day
Number Type  Fd item Taken Date Due Date Dyl

306762 RI 10000 001 12 01/09/2010  01/09/2010

] Z00.00 Z00.00
< I ]

Done [ + Trusted sites Sh v H0w -
11. Click the OK button.

ACI—Ea JD EDWARDS ENTERPRISEONE

Standard Invoice Entry - Enter Void Information
OK  Cance| Tools

B X &

Void GIL Date =

Invoice Revision Code

12102009 &

Dane

H00% v

[@ « Trusted sites 43 -
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Step Action
12. Enter the current date into the Void G/L Date field.
Warning: Be sure to change this field. The G/L Date field defaults to the original
invoice entry date. If this date is in a prior month, the void can not be posted.
13. Click the OK button.
=]

ORACLE’ ip EDWARDS ENTERPRISEONE e

© Sign Out

Standard Invoice Entry - Void Confirmation @
0K Cance] Tooks
X =B
Press OK to confirm void.
Dane [« Trusted sites S5 v ®ioow <
Step Action
14. Click the OK button.
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ORACI—G’ JD EDWARDS ENTERPRISEONE © Sign Out

Standard Invoice Entry - Work with Customer Ledger Inquiry [ja) ]
Selct Fnd  Add  Delte Close Form Row Report Tooks
v @ + 101 X
Customer ‘1
Parent * Batch Number 1993435
Invoice No From [ Thiu [ (o O Paid © open
Date From I Thu | @ 1nvoice Date O DueDate
OGiL Date O statement Date
As Of Date [ Recurring Invoice [ summarize
Records 1-2 Customize Grig =]
] Document Doc  Doc  Pay  Invoice Gross Open Discount Discount Due Discount Day
Humber Type  Fd item  Date Amount Amount Available Taken Date Due Date Du
|.d] 306762 RI 10000 001 12(10/2009 01/09/2010  01/09/2010
]
< e
Done [ + Trusted sites Sh v H00w v

Step Action

15. Click the Close button.

Note: Voiding a Posted Invoice will create a batch that will need to be re-approved.

16. You have successfully completed this lesson.
End of Procedure.

Print Invoice Batch

Procedure

In this lesson you will learn how to print an invoice batch.
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© Sign Out
EnterpriseOne Menu =0
Open Applications
You have na 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 + Trusted sites Gh v H00w -

Step Action

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

2. Click the Accounts Receivable link.
[Accounts Receivablel

3. Click the Accounts Receivable Processing link.
[Accounts Receivable Processing|

4, Click the Invoicing link.
Invaicing

5. Click the Enter & Print Invoice link.
[Enter & Print Invoice|

6. Click the Invoice Print link.

Invoice Prind
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Weork With Batch Versions - Available Versions
Select  Find

v @

Batch Application

Ciose Row Form  Tools

X B B &

R03B505
’—

Read Only Report (YN}

Invoice Print

Training Guide
Regular Invoice Processing (RI)

Records 1-9 Customize Grid =]
[ \ [

@ Version Version Title User Il-la;;iﬁed Security Description g

[0 WE9990001 Generic Invoice Print - By Batch UATTGLYNN 121472009 0 NO SECURITY

[] NE9990ACH Print ACH Invoices For Treasury's Office NISCWEDERQ 11182009 0 NO SECURITY

[ ME999IBT PrintIBT Invoices (R6 doc type) by Batch # NISCWEDERQ 11182009 0 NO SECURITY

[ NE999TSB Print TSB IBT Invoices NISCWEDERQ 11/18/2009 0 NO SECURITY

[ *JDE0OO1 Invoice Print - Foreign JDE 05/21/2003 0 NO SECURITY

[0 XJDE0OOD2 Invoice Print - Finance Charges JDE 05/21/2003 0 NO SECURITY

[ *JDE0DOD3 Invoice Print - Chargebacks JDE 05/21/2003 0 NO SECURITY

[ XJDE7001 Print Invoice from AR - China JDE 05/21/2003 0 NO SECURITY

[ ZJDE0OO1 Invoice Print JDE 07/23/2003 0 NO SECURITY

1] 3|

Done [ + Trusted sites Sh v H00w v
Step Action

=]

Choose the Version/Version Title desired by clicking the check box next to it.

Click the Select button.
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© Sign Out
Version Prompting [ja) ]
Cancel Submt Form Tools
X B &
Prompt For
[ Data Selection [JData Sequencing
Done [ + Trusted sites da v H0w -

Step Action

9. I%:k the Data Selection option.
10. Click the Submit button.
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RACI—G JD EDWARDS ENTERPRISEONE

Data Selection

OK Cance| Delste  Up  Down

"4

Operator Left Operand Comparison Right Operand
[] Where [Batch Number (FO3811)(ICU)[EC] | [is equalto v [Nul v

0

| vl| )| |

Add Row

Advanced

Done < Trusted sites $h v H00% -

Step

Action

11.

Click the Right Operand list for the first row.
| Null v

RACI—E JD EDWARDS ENTERPRISEONE

Data Selection
OK Cancel Delete  Up Down

v X 1

Operator Left Operand Comparison Right Operand
[] Where |Batch Number (FO3811)(ICU)[EC] | [is equalto v [Nul -

Null
O Blank
Add Row Literal
Address Mumber (F03012) (AN8) [BC]
rduanced Address Number (FO3811) (ANS) [BC]
-ncvanced Address Number - Alternate Payee (FO3811)
‘Address Number - Parent (FO3B11) (PA8) [B
Amount - Currency (FO3B11) (ACR) [BC]
Amount - Foreign Discount Available (FO381
Amount - Foreign Discount Taken (FO3B11) (¢
Amount - Foreign Non-Taxable (FO3B11) (CT)
Amount - Foreign Open (FO3B11) (FAP) [BC]
Amount - Foreign Tax (FO3811) (CTAM) [BC]
Amount - Foreign Taxable (FO3B11) (CTXA) [E
Amount - Gross (FO2B11) (AG) [BC)
Amount - Non-Taxable (FO3B11) (ATXN) [BC)
Amount - Tax (FO3811) (STAM) [BC]
Amount - Taxable (FO2B11) (ATXA) [BC)]
Amount Open (FO3811) (AAP) [BC]
Batch Number (FO2B11) (ICU) [BC]
Currency Conversion Rate - Spot Rate (F038
Discount Available (FO3B11) (ADSC) [BC)
Discount Taken (FO3B11) (ADSA) [BC]
Document (Voucher, Invoice, efc.) (FO3B11) (L
Document - Original (FO3811) (ODOC) [BC)
Qriginal Decument No [RV]
Payor Address Number (FO3B11) (FYR) [BC]
User Reserved Amount (FO3B11) (URAT) [BQ
User Reserved Number (F03811) (URAB) [B

| vl| |

Dane o Trusted sites Gh v H0n v
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Step Action

12. Click the Literal list item.
[Literal

ORACLE, JD EDWARDS ENTERPRISEONE HUNT, ETHAN [JFY300]

© Sign Out
Select Literal Value
0K Cancel

v X

Single Value Range of Values  List of Values

Literal Value:

Dane [@  Trusted sites Sh v H0n v

Step Action

13. Enter the batch number into the Literal VValue: field.
14. Click the OK button.
15. Click the OK button.
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© Sign Out

Processing Options

0K Cance]

"4

Print  Currency  Aftachments

Blank = Current date

1 = Print tax amounts

Done

< Trusted sites da v Hioowm <

Step Action

16. Click the Attachments tab.
17. Enter "1" in the field on this screen if not defaulted.
18. Click the OK button.
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Submit Report Definition
oK Fnd

B @

Report Definition

Cance| Tooks

Source Type
Source UBE

Source Version

Output Type

[IPOF
RTF
XL

HTML

Delivery

[ printer
Address Book Number E-Mail
E-Mail Address
Data Driven E-Mail
Languages

*ALL Active Languages

Records 1-1 Customize Grid

Language
Description

ENGLISH

Selected Language
EN

RD03B5050 Report Definition for RO3B505_
] Batch Version
R03B505 Invoice Print

NEQ330001 Generic Invoice Print - By Bat

Excel
eTEXT

FowerPoint

User Preference Language

+ Trusted sites Sh v H00w -

Step

Action

19.

Click the OK button.

RACI—E, JD EDWARDS ENTERPRISEONE

Printer Selection

OK  Cancel Form Tooks
8 X L3
Printer Selection  Print Property = Document Setup

Printer Name

|\\cwprls1\devpm1
Frinter Location [P
Printer Model |LASER PRINTER
Number of Copies 1 Range: 1-9999

Advanced

Done

+ Trusted sites dh v H0w v
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Step Action

20. Click the OK button.

CI—G, JD EDWARDS ENTERPRISEONE

Work With Batch Versions - Available Versions
Select  Find Close Row Form Took
v & ® H L3
Balch Application [Rozesos | Invoice Print
Read Only Report (Y/N} ’7
Records 1-9 Customize Grid [=]
| [l
@ e Version Title User t!a:;:med Security Description g
MNE9990001 Generic Invoice Print - By Batch UATTGLYNN 1214i2009 0 NO SECURITY
[ NE9990ACH Print ACH Invoices For Treasury's Office NISCWEDERGQ 11182009 0 NO SECURITY
[ NE999IBT Print IBT Invoices (R6 doc type) by Baich # NISCWEDERQ 11/18i2009 0 NO SECURITY
[ NE999TSB Print TSB IBT Invoices NISCWEDERGQ 11182009 0 NO SECURITY
[ XJDE0OOD1 Invoice Print - Foreign JDE 05/21/2003 0 NO SECURITY
[ XJDE0OD2 Invoice Print - Finance Charges JDE 05/21/2003 0 NO SECURITY
[0 XJDE0OOD3 Invoice Print - Chargebacks JDE 05/21/2003 0 NO SECURITY
[ XJDE7001 Print Invoice from AR - China JDE 05/21/2003 0 NO SECURITY
[ ZJDEDOO1 Invoice Print JDE 07/23/2003 0 NO SECURITY
L] | b
Dane [@ « Trusted sites Sy v R0 v

Step Action

21. Click the Close button.

22. You have successfully completed this lesson.
End of Procedure.
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