B Working with Records

Overview

You add information to the NIS database by adding or revising a record. For
example, when you add a vendor to the Address Book, you create a vendor
record that is stored with other vendor records.

Depending on the program, the system might assign a “Next Number” to each

new record. This record number is unique, and is used to identify and display a
specific record.

Once records have been entered, they can be searched, changed, or deleted.
This work instruction shows how:

To Search for a Record

To Add a Record

To Change a Record

To Delete a Record

Steps

To Search for a Record

Start this instruction by navigating through the Address Book, then clicking
Address Book Inquiry to display the Work With Addresses search window.

There are two types of fields presented:
e Search fields, which appear in the header, or

o QBE (query-by-example) fields, which appear above the grid.

Pe
Search fields
Addressk i

FETEyE— T . z
Select Fnd  Acd  Copy DelMe Close [Row Regodt Tools
v @ +

Alpha Name |

QB E fields [ Display Phane

Search Type [l oisplay Address

N

No records fetched.

Address Agency
Number Defined

Address

In this exercise, you locate one record amid thousands. The scenario is that you
need to find a particular vendor. You do not know the full name of this vendor,
but you are certain that either the word "Cornhusker" — or maybe just "Husker" —

is part of the name. The Tax ID codes for this class of vendor are all nine-digit
numbers starting with 47.
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1. Refer to this table when completing steps 2 through 12:
To Do This
Search 1. Type, or use Visual Assist to select, your search
Using criteria in one or more search fields. Alphabetical
Search search fields are not case-sensitive.
Fields. 2. Click Find.
Search 1. Type your search criteria in the appropriate QBE field.
Using QBE For example, to search by Alpha Name on the Address
(query-by- Book Revisions window, type your search criteria in the
example) QBE field above the Alpha Name field. Alphabetical
Fields. QBE fields are case-sensitive.

FiiN For a field with a Visual Assist, you must either use
the Visual Assist or accurately enter a valid value. In
other words, if the Visual Assist prompts for one of
three values — a, b, or ¢ — you must select one of
those. Otherwise, your search will yield no results.

2. Click Find.
Search 1. Type your search criteria in the appropriate QBE field.
Us_ing _ Type an asterisk (*) before and/or after your search
Wildcards in criteria to replace any unknown characters. Type only
QBE Fields. an asterisk to display all records.

ﬁ You can use more than one QBE field at a time.
For example, to search for records that begin with
“B,” type B* in the QBE line in the Alpha Name field
on the Address Book Revisions window. To
search for records that contain the letters “COM,”

type *COM*.
2. Click Find.
Search 1. Type < (less than), > (greater than), = (equal to) , or !
Using (not equal to) before a search criterion in a QBE field.
Operators in ) )
QBE Fields & For example, to find all Address Book records with
(<,=,>D. an Address Book number equal to or greater than
3000, type >3000 in the QBE line in the Address
Number column on the Address Book Revisions
window.
2. Click Find.
2. Click Find.

ﬁ All records will display because there is an asterisk (*) functioning as a
wildcard in the Search Type field.

3. Atthe Search Type field, click Visual Assist.

4. Atthe Select User Defined Code window, choose V.

ﬁ You will need to use the down arrow to scroll down to the desired row.
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oo,

Select User Define Code @
Select Find Close Form Tools ‘

v & X B &

Product Code o Adfdiress Book
User Defined Codes BT SeschType

Records 1-30

Description

O o Dependentbenetciany i |ﬂ
O R Retirees RETIREMENT SYSTEMS USE ONL
O RF Refund

Q s Send Invoice To USE Wi SEARCH TYPE 'C'OR 'F*

O sC State Colleges Student STATE COLLEGES USE DMLY

(@) |iairs Security Roles MIS USE OMLY

O TR Taypayer Refunds DEPT OF REVENUE USE ONLY

O unN University Vendors UNIVERSITY NEB USE ONLY

L) [l University Students UNIVERSITY NEB LUSE ONLY

O ux University Refunds (No 1089's) UNIVERSITY NEB USE ONLY 3
& v Vendor

Q VP Paoliticial Subdivisions v

& Y

5. Click Select.

ﬁ At the Work with Addresses window, the Search Type field contains a V.
6. Click Find.
7. Verify that only those records with V in the Sch Typ field populate the grid.

&
Address Book Inquiry - Work With Addresses i}
Selct Find  Add  Copy Delele Close Fow FReport Tools
v @ +
Alpha Name | [ Display Phone
Search Type W Vendor [ bisplay Address

Records 1-10 it}

Agency Industry

Defined Class
ZEF MFG CO ZEP MFG CO APS1 v 58
WEST HODSON LUMBER CO WEST HODSON LUMBER CO APS3 v 47
TRI STATE ENVELOPE CORP TRI STATE ENVELOPE CORP APSB v 231
ROCAL INC ROCAL INC APST4 v Ell
TENSAR POLYTEGHNOLOGIES INC TENSAR APS103 v 581
PACER PUMPS PACER PUMPS APS108 v 227
AUBURN LABEL & TAG CO AUBURN LABEL & TAG CO APS109 v
CORNHUSKER PRINTING CO CORNHUSKER PRINTING CO APS1000 v
TOOL HOUSE OF HENKEL & JOYCE TOOL HOUSE OF HENKEL & JOYCE APS1003 v 47
DIAMOND YOGEL PAINT, LINGOLM DIAMOND YOGEL PAINT CENTER APS1005 v aa

<! [ m | IF3

8. At the Alpha Name field in the header, type *husker*.
9. Click Find.

10. Verify that all rows represent vendors that have "husker" in the Alpha Name.
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Address Book Inquiry - Work With Addresses om
Select Fnd  Add Copy Deete Closs Fow Report Took ‘

v & + B O X B B &

Alpha Mame [

[ oisplay Phone
Search Type v Vencior [CIDisplay Address

Records 1-10 [Cl

Agency Alpha g Industry

Defined Hame : Address Class Tvp 1]
CORNHUSKER PRINTING CO ORMHUSKER PRINTING GO APS1000 W
HUSKER ELECTRIC SUPPLY COMPANY SKER ELECTRIC SUPPLY COMPANY APS1011 ¥ 47
CORNHUSKER INTL TRUCK NHUSKER INTL TRUCK APS1155 v 471
CORNHUSKER PRESS RMNHUSKER PRESS APS2519 W 471
CORMHUSKER INTL TRUCK CPRNHUSKER INTL TRUCK APS2601 W 47
GRAHAM TIRE COMPANY, LINCOLN CORNHU  GRAHAM TIRE COMPARNY APS3070 W 47
HUSKER AUTO GROUP USKER AUTO GROUP APS3148 v 481
CORMHUSKER STATE INDUSTRIES CORNHUSKER STATE INDUSTRIES APSITH ¥ 47
HUSKER CHEMICAL SALES HUSKER CHEMICAL SALES APS4431 W 47

HUSKER SEW VAC APS5021 v 471
&) [ ] | [E3

11. At the QBE field above the Tax ID column, type >470000000.
12. Click Find.

13. Verify that all rows represent vendors with "husker" in their Alpha Name and
with a Tax ID greater than 470000000.

ﬁ If many records appear in the grid, a Scroll to End option may be available.
Click the right arrow end button ) to scroll to the end of the records.

PeopleSoft.

Address Book Inquiry - Work With Addresses mm
Select Find  Add  Copy Delete Close Row Report Tools
v & +

Alpha Mame [ [ pisnlay Phone

Search Type v Vendor [ pisplay Address

Records 1-10 Default I

["HUSKER® 470000000

HUSKER ELECTRIC SUPPLY COMPANY HUSKER ELECTRIC SUPPLY COMPANY APB1011 W 470583634
CORMHUBKER INTL TRUGCK CORNHUSKER INTL TRUGK APB1155 ¥ 470648598
CORNHUSKER PRESS CORNHUSKER PRESS APS2519 ¥ 470147640
CORMHUSKER INTL TRUCK CORMHUSKER INTL TRUCK APB2601 v 470604747
GRAHAM TIRE COMPANY, LINCOLN CORNHU  GRAHAM TIRE COMPANY APE3070 W 470636171
HUSKER AUTO GROUP HUSKER AUTO GROUP APSI14B ¥ 481230195
CORNHUSKER STATE INDUSTRIES CORNHUSKER STATE INDUSTRIES APBIT41 ¥ 476481233
HUSKER CHEMICAL SALES HUSKER CHEMICAL SALES APB4431 v 470618568
HUSKER SEW WAC HUSKER SEW VAC APB5021 W 470554310
CORNHUSKER TOYOTA INC CORNHUSKER TOYOTA [NC APS5832 ¥ 470586605
3 [ I [2]

14. Choose a record by clicking the checkbox to the left of the grid.
15. Click Select to display the record in the Address Book Revision window.
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U e

Address Book Inquiry - Address Book Revision i )

Cancel Form Previous Next  Tools

8 @ B ®B

Address Mumber 500605

Address Book | Mailing | Additional | Related Address | Cat Code 1-10 | Cat Code 11- 30

Alpha Name

Long Address Number [APS2519

Tax D 470147640
Search Type v VFencar
Business Unit 1 STATE OF NEBRASKA

16. Click Cancel to return to the Work with Addresses search window.
17. Click Close.

To Add a Record

To practice adding a record, follow the steps shown below. The menu path to
this exercise takes you away from the address book tree and into the Accounting
area.

Start this instruction by clicking: Accounts Receivables > Accounts Receivable
Processing > Invoicing > Enter & Print Invoices > Standard Invoice Entry

Start this instruction from the Standard Invoice Entry — Work with Customer
Ledger Inquiry window.

1. Click Add. The Standard Invoice Entry — Standard Invoice Entry window

appears.
PeopleSoft.
2]
Standard Invoice Entry - Standard Invoice Entry onE

Delete Cance| Form Row Tools
i X 0 B B |

Document No/fTypeiCo Batch No * B01101 |
Customer 1 Q

Fund ] [ Discount %

Invoice Date G/L Date [ Payment Terms

Records 1-1 Custos 3 O]
Ea| P |Grese Remark Pymt Disc Discount Taxable Tox open Tax
em Amount Terms Percent | Available Amount Amount Area
® | | | 1| | [ | |
<] | >
Gross I Disc Tax Taxable
&1 pone © Internet
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2. Enter the following information in the header:
e Customer — 302210
e Fund - 20940
e Invoice Date — today's date
e G/L Date —today's date
Click the cursor in the Gross Amount field in the grid to refresh the window.
4. Enter the following information in the grid:
e Gross Amount - 150.00
e Remark — General Business Fees
5. Click OK. The Standard Invoice Entry — G/L Distribution window appears.

U e

Standard Invoice Entry - GiL Distribution ]

OK  Delete Cancel Form Row  Ioos ‘

BE 0 X B 8 &

Document Mo/TypelCa [es337 [RI [20040 Batch Number [Bot 101

Customer [oeB038 Explanation |ABF FREIGHT SYSTEM, ING

AL BEliE [11728r2008 AmtTo Distribute [150.00- CPercent

Records 1-2

r Aceount Humber
ol

[ 150.00- [General Business Fees
(9] General Business Fees
& I |

0
i}

Amount I Remaining [1&0.00-

6. Enter the following information in the grid:

e Account Number —22.474100
e Amount— -150.00

e Explanation -Remark- — will default to the same as above or can be
modified

e Press the down arrow on the keyboard to accept the data entered.
e Add additional line(s) as needed, arrow down after each line.

e Amount field should show entire amount as distributed,
Remaining field should be blank before moving to Step 7.

& 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.

7. Click OK. The Standard Invoice Entry — Standard Invoice Entry window
appears.

8. Repeat steps 2 — 8 as needed if multiple invoices are being prepared in this
batch.

9. Record the batch number.
10. Click Cancel.
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To Change a Record

1. Atthe Standard Invoice Entry - Work with Customer Ledger window, display
the record you created under To Add a Record by clicking Find.

Choose the record.
Click Select.

Change the Gross Amount to "$160.00."

Click OK to accept your revisions. The G/L Distribution window appears.
Change the Amount to "$-160.00."

N o o bk~ wbd

Click OK to accept the changes and return to Work with Customer Ledger
window.

To Delete a Record

You will not delete records often. NIS will not grant most end users authority to
do so. Instead, you are more likely to change an existing record, or add a new
record to offset the record in error. These steps provide an audit trail.

TiiN You cannot delete a record that has other records linked to it. For example,
you cannot delete a Business Unit record that has transactions linked to it.

This is because NIS is an integrated system, and security may prevent you
from deleting records.

1. On any search window, click Find to display records.
2. Choose the record(s) to delete.

3. Click Delete to display the Confirm Delete dialog box.

T e,

Standard Invoice Entry - Work with Customer Ledger Inquiry il
Sekect Fnd  Add  Delete Close Form  Fow Regort loals

v & + (@] X 58 8 B & ‘
Customer \w‘

Parent

Batch Murnber [soTion

Invaice Mo From [+ Thru =

@ Al O Paid ) open |

OoiLDate o Data

Date From [ Thru @ Invaice Date O Due Date ‘

#s Of Date [ H I Recuring Invoice | ‘ [ surimarize

Records 1-2

&= Document Invoice Discount Discount Discount
L Humber Available Taken

95337 RI 20940 001 1142812008 160.00 160.00

O 160.00 160.00
< il |

122812006 12028/2006

4. Click OK to confirm the deletion.
5. Click Close.
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