B Open A/P Details with Aging

Overview

This report shows total open accounts payable with aging totals by due date,
fund, and supplier address book number.

ﬁ This report can only be run for current open accounts payable. This report
will not allow a date selection.

This work instruction shows how to run the Open A/P Details with Aging report.

NIS Policies

The tasks in this documentation provide end users with the tools to enter data
and collect data in NIS. 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:
http://www.das.state.ne.us/

Navigation

Click Roles, Accounts Payable.
(Citrix users — right click on the menu, choose View by Role, choose Accounts
Payable.)

Accounts Payable > Inquiries & Reports > Accounts Payable Reports > A/P
Detail Reports > A/P Detail - with Aging

Steps

Run the Open A/P Detail with Aging Report

Start this instruction from the Data Selection window.
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1. Choose Data Selection and Data Sequencing, click Submit. The Data
Selection window appears.
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2. In the third row (Fund), complete the following information:

e Right Operand - enter the fund number

& To change the information in the Right Operand field, click the drop-down
arrow in the corresponding row and choose Literal. Enter the appropriate
information, and click OK to return to the Data Selection window.

ﬁ To run this report for a specific supplier, complete the following information
in the first blank row:

o Left Operand - Address Number (F0101) (AN8)[BC]
e Comparison - is equal to

e Right Operand - enter the supplier address book number.

ﬁ To run this report for a specific due date, complete the following information
in the first blank row:

e Left Operand - Date - Discount Due - Julian (FO411)(DDNJ)[BC]
e Comparison - is equal to

e Right Operand - enter the due date for which you wish to run report (or
enter a range of due dates on the range of values tab.)

3. Click OK. The Data Sequencing window appears.
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4. Click Show Available Columns.
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5. Choose Discount Due Date (DDNJ) from the Available Columns and click
Add. This will add the Discount Due Date field to Sequenced Columns.

PeopleSoft.

L]
Diata Sequencing 62
@ A Qoo o Don Gan
Y 4+ 0 &3 B X [
Available Calumns Sequenced Columns
(] Aafelrissss Musrdisr ANE Foint | | [ Fund = ml e FO411
L] Py ltem Extension Murnber GFHE  FO411| | [ Address Nusnber [=] r AND FO411
[ Adlusting Docurnent Tyne DCTA  FOd11 | [ DueDate 12 ooy FO419
[ Irwvoice Crate Dl FO411| | ] Dotument Fund [a] KGO P4
] SLDate (] FO0411 | | ] Dotument Type =] {=l= FO411
[ Batch Mumber (=1} FO411 | | [] Cotumentbumber  [=] g Doc Fo411
[ Batch Date picd  Fonn| [ Payitem = E173 FU411
[C] Pay Status PaT FOA1 [ | O] Discount Dus Date [=1 DONY FO411
] Grass Annaind L] Foatt
[] Opin Aot P Foant
[[] Discaunl Awailiable ADBC Foatt
] Disszounl Takin ADSA  FO411
] Tuxable Amound ATHA ro4a1t
[] Hon-Taxable Amount AT o4t
O Tax STAM P41
[] TaxRaisidrea THAL P41
[ TaxExm Code = Foa11
[ Mode F} CRAM  FOATL
O M CRCD  FOATY =

PeopleSoft EnterpriseOne Rev. 8/7/06 53



Nebraska Information System (NIS) Open A/P Details with Aging

6. Choose Discount Due Date and click Up (on the toolbar) until it is at the top
of the list. This will sequence the report first by due date, then by fund, and
then by address book number.

ﬁ To sequence the report by supplier, move Address Number to the top of the
list.

7. Click OK. The Processing Options window will appear.
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8. Verify the following:

e Aging Date = blank
& When left blank the Aging Date will automatically populate as the
current date.
e Date Type =1

9. Click OK. The Printer Selection window will appear.
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10. Click OK to run the report and return to the menu.

& View the Report via Submit Job or View Job Status. For step-by-step
instructions, please refer to the Working with Submitted Reports work
instructions. Choose the Job Details to view (R04423B _...) once the
Description is "Done".
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