© Open A/P Details with Remarks

Overview
This report will give you accounts payable details to help in managing cash flow.

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

This work instruction shows how to run the Open A/P Details with Remarks
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 Remarks

Steps

Run the Open A/P Details with Aging Report

Start this instruction from the Work with Batch Versions - Available Versions

window.
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1. Choose Version NE9990003 — Open A/P Detail w/Remarks - by fund by
placing a checkmark to the left of the row.

2. Click Select. The Data Selection window appears.
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3. Choose Data Selection and Data Sequencing, click Submit. The Data
Selection window appears.
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4. To restrict the report to certain funds, on the first blank row, complete the
following information:

e Left Operand - Fund (F0411)[BC]
e Comparison - is equal to

¢ 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.

& 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.)

5. Click OK. The Data Sequencing window appears.
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6. Click Show Available Columns.
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7. Choose Discount Due Date (DDNJ) from the Available Columns and click
Add. This will add the Discount Due Date field to Sequenced Columns.
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8. 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.

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

9. Click OK. The Processing Options window will appear.
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10. Do not make any changes to processing options.

11. Click OK. The Printer Selection window will appear.
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12. 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 (R04423A _...) once the
Description is "Done".

Freq Pmls

RO4423A STATE OF NESRASKA pizme tize
A Detal by Supgller wih Remarks and Nel Amounts. Fage- 1
Inveice invelce Oocument Ret Due ongina open Discount Pay
Number Date Ty Number Co im_ Date Amaunt Amaunt Avallatie Amaurt stat Remark
Company 42070 EPA WATER SUPFLY PROG
HITCH N RAIL sssesar
JEFF BOURKE 0UDaTE PV 7117737 42070 001 C20020E a8 2281 2231 A 4716239, JaMEOUNE 111705
HITCH N RAIL 3es3s32 EX 2331 EXl
DELL MARKETING - PAYMENTS 518456
KILTI0073 DUDSTS PV 7135539 42070 001 L2004 10m.8e o788 1TSS A 4718335 FOAISDIOTORETETEIS
DELL MARKETING - BAYMENTS 513458 0.8 10788 o
HOLSROOK VILLAGE OF 4181
RANDY BALES DI1GO5 PV 7130024 42070 01 C2N1GDE 2500 3500 9500 A &71-6335R, BALES D14-16
RANDY BALES OVIGTS PV 7130024 42070 002 C211OE a0 701 TRID A 4718235 R, BALES 031416
HOLSROOK VELLAGE OF s7ea2t 265.10 265,10 =500
SARGENT CITY 08 74510
MICHASL CRISS 0I1G05  PY 7130002 42070 OO G211 12000 12000 12000 A 4718935 M CRISS I14-318
SARGENT CITY 07 s74E10 120.00 12000 12000
WINNEBAGO VILLAGE OF stansy
JCRGE SUAREZ JR. O11B06 PV 7139395 42070 001 C2I1OTE 14400 14400 14400 A 471-6335J SUAREZ.JRDEC 14
WINNEBAGO VILLAGE OF sTazsn 12200 14400 12800
CLARKSON EITY OF 3632505
APAPCUSEK 3 0. POSPIGHAL/GDS PV 7190034 42070 001 C210CE 120.00 12000 1000 A 4718338 311431605
APAPCUSEK &0 EOSPICHAUNGOS BV 7130034 42070 002 C2(DCE 2505 2508 8505 A 471-5938 3M4-3METS
CLARKSON CiT¥ OF 3682606 7505 27505 mas
CHRISTENSEN, LARRY 3838201
120705 OV1B06  Pv 7139399 42070 001 CRN1OTE 25.00 2500 2500 £71-6338; NORFOLK. 1200705
120705 DIHGOS PV 7138538 42070 002 CRAGOE 7278 7275 7275 A 47156938 NORFOLK 1210705
CHRISTENSEN, LARRY 3823201 BT o735 EES
BOLK, VILLAGE oF 72888
MATTHEW REDMAN DUMG0E PV 7139337 42070 001 C2NTE 2500 2500 2500 471-6335; M. REDMAN 10/13
MATTHEW REDMAN DU1G08 PV 7158357 42070 002 CRABCE Tr3n 7130 TIA A 4715335 M REDMAN 1003
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