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PeopleSoft eSettlements Preface

This preface discusses:

» PeopleSoft products.

»  PeopleSoft application fundamentals.
» Pageswith deferred processing.

«  Common elements used in this PeopleBook.

Note. This PeopleBook documents only page elements that require additional explanation. If a page element
is not documented with the process or task in which it is used, then it either requires no additional explanation
or is documented with the common elements for the section, chapter, or PeopleBaook.

PeopleSoft Products

This PeopleBook refers to these Oracle products:
»  PeopleSoft eProcurement.

+  PeopleSoft Payables.

»  PeopleSoft Purchasing.

PeopleSoft Application Fundamentals

The PeopleSoft eSettlements PeopleBook provides you with implementation and processing information for
your PeopleSoft eSettlements system. However, additional, essential information describing the setup and
design of your system resides in companion documentation. The companion documentation consists of
important topics that apply to many or all Oracle's PeopleSoft applications across the Financias, Enterprise
Service Automation (ESA), and Supply Chain Management (SCM) product lines. Y ou should be familiar
with the contents of these PeopleBooks.

The following companion PeopleBooks apply specifically to PeopleSoft eSettlements.
»  PeopleSoft Application Fundamentals PeopleBook

»  PeopleSoft Banks Setup and Processing PeopleBook

» PeopleSoft Financial Gateway PeopleBook

» PeopleSoft Global Options and Reports PeopleBook

» PeopleSoft Managing Items PeopleBook

» PeopleSoft Source to Settle Common I nformation PeopleBook
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»  PeopleSoft Supply Chain Management Integration PeopleBook

Pages With Deferred Processing

Severa pagesin PeopleSoft eSettlements operate in deferred processing mode. Most fields on these pages are
not updated or validated until you save the page or refresh it by clicking a button, link, or tab. This delayed

processing has various implications for the field values on the page—for example, if afield contains a default
value, any value you enter before the system updates the page overrides the default. Another implicationis
that the system updates quantity balances or totals only when you save or otherwise refresh the page.

See Also

PeopleTools PeopleBook: PeopleSoft Application Designer

PeopleBooks and the PeopleSoft Online Library

A companion PeopleBook called PeopleBooks and the PeopleSoft Online Library contains general
information, including:

» Understanding the PeopleSoft online library and related documentation.
» How to send PeopleSoft documentation comments and suggestions to Oracle.

» How to access hosted PeopleBooks, downloadable HTML PeopleBooks, and downloadable PDF
PeopleBooks as well as documentation updates.

» Understanding PeopleBook structure.

» Typographical conventions and visual cues used in PeopleBooks.

» 1SO country codes and currency codes.

»  PeopleBooks that are common across multiple applications.

«  Common elements used in PeopleBooks.

» Navigating the PeopleBooks interface and searching the PeopleSoft online library.

« Displaying and printing screen shots and graphicsin PeopleBooks.

» How to manage the locally installed PeopleSoft online library, including web site folders.

« Understanding documentation integration and how to integrate customized documentation into the library.
» Application abbreviations found in application fields.

Y ou can find PeopleBooks and the PeopleSoft Online Library in the online PeopleBooks Library for your
PeopleTools release.
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Common Elements Used in This PeopleBook

Asof Date

Business Unit

Description

Effective Date

EmplID (employee D)

Gross Amount

Invoice | Dor Invoice Number

Invoice Date

Language or Language Code

L ocation

Process Frequency

The last date for which areport or process includes data.

An identification code that represents a high-level organization of business
information. Y ou can use a business unit to define regional or departmental
units within alarger organization.

Freeflow text up to 30 characters.

Date on which atable row becomes effective; the date that an action begins.
For example, if you want to close out aledger on June 30, the effective date
for the ledger closing would be July 1. This date also determines when you
can view and change the information. Pages or panels and batch processes
that use the information use the current row.

Unique identification code for an individual associated with your
organization.

The full amount of the voucher, including merchandise and service amounts
(entered on the voucher line), freight, salestax, and inclusive VAT.

Typicaly, thisis the invoice number or some other control number from the
voucher's supporting document. The system uses this number as a reference
for duplicate invoice checking if you have selected it as one of your match
criteria

The vendor's invoice date.

The language in which you want the field labels and report headings of
your reportsto print. The field values appear as you enter them. Language
also refers to the language spoken by an employee, applicant, or non-
employee.

A vendor location is not a physical address. It is adefault set of rules, or
attributes, which define how you conduct business with a particular vendor.
A vendor's location comprises information such as procurement options
(including payment terms, currency information, shipping method), VAT
options, payment options, withholding options, pay to bank accounts, and
So on.

Designates the appropriate processing frequency:

Once: Executes the regquest the next time the batch process runs. After the
batch process runs, the process frequency is automatically set to Don't Run.

Always: Executes the request every time the batch process runs.
Don't Run: Ignores the request when the batch process runs.
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Report ID

Report Manager

Payment Count

Pr ocess M onitor

Run

Run Control ID

SetlD

Short Description

Status

User ID

Vendor ID

Voucher ID

Xviii

Thereport identifier.

This button takes you to the Report List page, where you can view report
content, check the status of a report, and see content detail messages (which
show you a description of the report and the distribution list).

For each voucher you can have multiple payments. For example, let's say
you have one voucher for 1000.00 JPY and you split the payments into
600.00 JPY and 400.00 JPY . The 600.00 JPY would have a payment count
of 1 and the 400.00 JPY would have a payment count of 2. Also, if the
payment is cancelled and reissued, the system assigns a payment count of 3,
and so on.

This button takes you to the Process List page, where you can view the
status of submitted process requests.

This button takes you to the Process Scheduler request page, where you can
specify the location where a process or job runs and the process output
format.

An identification code that identifies the run parameters for areport or
process.

An identification code that represents a set of control table information or
TableSets. A TableSet is agroup of tables (records) necessary to define
your company's structure and processing options.

Freeflow text up to 15 characters.

Indicates whether arow in atableis Active or Inactive. Y ou cannot display
inactive rows on transaction pages or use them for running batch processes.
Inactivate rather than delete data you no longer use in order to maintain an

audit trail.

The system identifier for the individual who generates a transaction.

The system-assigned, or user-defined identification number givento a
vendor when it is created.

The system-assigned, or user-defined identification number givento a
voucher when it is created.
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Chapter 1

Getting Started With PeopleSoft
eSettlements

This chapter provides an overview of PeopleSoft eSettlements implementation models and discusses:
» PeopleSoft eSettlements business processes.
» PeopleSoft eSettlements integration touchpoints.

»  PeopleSoft eSettlements implementation tasks.

PeopleSoft eSettlements Overview

PeopleSoft eSettlements, a global electronic invoice presentation and payment (EIPP) solution, enables you to
optimize the settlement process with electronic invoices and payments, matching, online approval and dispute
resolution, and email notifications. Y ou can streamline invoice processing and dispute resolution and take
advantage of early payment discounts. In addition, by extending self-service and collaborative tools to your
suppliers, you improve relations with them as well as reduce the number of disruptive inquiries.

PeopleSoft eSettlements enables you to:

« Create invoices, and integrate purchase order and receipt information with invoices.

» Perform invoice dispute and resolution activities at the invoice and invoice line level.
«  Create payments using automatic and manual processes, and create urgent payments.
« Maintain and run inquiries on invoice and payment information.

» Leverage existing information and functionality of PeopleSoft Payables, Purchasing, and Financial
Gateway applications to create and process settlements.

« Establish an implementation model based on your business needs.

Understanding PeopleSoft eSettlements Implementation Models

Y ou implement PeopleSoft eSettlements based on one of two models:

Buyer Direct Model In thisimplementation you are the buyer and PeopleSoft eSettlements
provides an interface with your suppliers. It functions as a front-end module
for the PeopleSoft Payables application.
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Business Service Provider In this implementation, you act as a consolidator. Y ou provide and
Model administer an interface between multiple buyers and suppliers.

Note. We discuss implementation in greater detail in the next chapter.

PeopleSoft eSettlements Business Processes

PeopleSoft eSettlements provides the following business processes:

Invaice Creation FD'_ Pl af“‘ Matching
Invoice Integration
WL e el liel e ) 1 Invoice Dispute Invaice and
and Visual Invoice Approval and and Resnluﬁiﬂn Payment Approval
Life Cycle Dispute y PP
Payment Fil :
Manual and Urgent C?:ati?an anj Buyer and Supplier

FPayments Cancellation Invoice Extract

PeopleSoft eSettlements business processes

We discuss these business processes in the business process chapters of this PeopleBook.

PeopleSoft eSettlements Integration Touchpoints

To take full advantage of PeopleSoft eSettlements, it isimportant to understand the points of integration
between PeopleSoft eSettlements and other Oracle's PeopleSoft applications, including:

» PeopleSoft eProcurement.
» PeopleSoft Payables.
» PeopleSoft Purchasing.

Because information is shared between applications, work closely with the implementation teams when
setting up other PeopleSoft applications.
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We cover integration considerations in the implementation chapters in this PeopleBook. Supplemental
information about third-party application integrationsis located on the My Oracle Support website.

PeopleSoft eProcurement

In the Business Service Provider model, purchase orders and receipts that are created in PeopleSoft
Purchasing and in PeopleSoft eProcurement can be integrated into PeopleSoft eSettlements.

PeopleSoft Payables and PeopleSoft Purchasing

This section focuses on Business Service Provider implementations, but extensive PeopleSoft Payables
integration existsin Buyer Direct implementations as well.

In the Business Service Provider model, PeopleSoft eSettlements leverages nearly 80 percent of its
functionality from the PeopleSoft Payables (AP) and Purchasing (PO) business processes. If you use
PeopleSoft Payables and Purchasing, you cannot create a many-to-many relationship between buyers and
suppliers. PeopleSoft eSettlements provides that functionality in the Business Service Provider model. Buyers
in PeopleSoft eSettlements are represented as business units and suppliers are vendors. Through user security
and predefined role types to which you can attach any role, existing PeopleSoft Payables and Purchasing
functionality has been incorporated into the PeopleSoft eSettlements self-service design.

Unlike PeopleSoft Payables and Purchasing, however, in the Business Service Provider model, PeopleSoft
eSettlements can be used by the exchange host to create a service offering to public exchange participants. In
addition, it creates a solution for private exchanges because it offers simplified, streamlined payables
processing and enhanced supplier collaboration in the business processes of the private exchange.

When you capture purchase orders in the Business Service Provider model, you are popul ating PeopleSoft
Purchasing's purchase order tables. Receipts can be loaded or entered online. When receipts are loaded,
receipt data loads into the receiving staging tables and the Purchasing Receipt Load process creates receipts.
When you enter receipts online, you populate those receiving tables directly.

In both models, when you capture invoices, you populate the PeopleSoft Payables voucher (QV) staging
tables. When you enter invoices, you populate the same set of staging tables. Whether capturing an XML
invoice or creating an invoice through PeopleSoft eSettlements, you run the Payables V oucher Build process
to create invoices in PeopleSoft eSettlements.

In both the Business Service Provider and Buyer Direct implementations, PeopleSoft eSettlements also
leverages PeopleSoft Payables' integration with the PeopleSoft Financial Gateway functionality for payments.
If you register and configure PeopleSoft Payables to work with the PeopleSoft Financial Gateway, PeopleSoft
eSettlements automatically uses this established architecture for certain payment submittal, administration,
and inquiry processes. When implementing PeopleSoft eSettlements with PeopleSoft Financial Gateway,
your primary implementation step is ensuring a payment's bank payment method is defined for PeopleSoft
Financial Gateway processing.

See PeopleSoft Payables 9.1 PeopleBook, "Understanding PeopleSoft Payables Implementation.”
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PeopleSoft eSettlements Implementation Tasks

PeopleSoft Setup Manager enables you to review alist of setup tasks for your organization for the products
that you are implementing. The setup tasks include the components that you must set up—Iisted in the order

in which you enter data into the component tables—and links to the corresponding PeopleBook
documentation. These setup tasks are discussed in detail in the corresponding section in the PeopleSoft
Payables PeopleBook.

See PeopleSoft Payables 9.1 PeopleBook, "Getting Started with PeopleSoft Payables," PeopleSoft Payables
Implementation Tasks.

Y ou can use these component interfaces to populate only the PeopleSoft Payables business unit. Therefore, if
you use these component interfaces, you must still create PeopleSoft General Ledger business units online
and then enable those PeopleSoft Payables business units as buyers and the vendors as suppliers in PeopleSoft
eSettlements (either online or in batch in the Buyer Direct model).

PeopleSoft eSettlements also provides component interfaces to help you load data from your existing system
into PeopleSoft eSettlements tables. Use the Excel to Component Interface utility with the component
interfaces to popul ate the tables.

Note. The two PeopleSoft General Ledger component interfaces used by PeopleSoft eSettlements
(EM_BUS UNIT_GL and EM_BUS UNIT_LED) cannot be used with the Excel to Component Interface
utility.

See Chapter 6, "Reqgistering Buyers," Creating Buyers, page 46.

See Chapter 7, "Reqgistering Suppliers,”" Creating Suppliers, page 68.

Other Sources of Information

In the planning phase of your implementation, take advantage of all PeopleSoft sources of information,
including the installation guides and troubleshooting information. A complete list of these resources appears
in the preface in PeopleTools PeopleBooks: PeopleBooks and the PeopleSoft Online Library, with
information about where to find the most current version of each.

See Also

PeopleTools PeopleBook: PeopleSoft Component Interfaces
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Navigating in PeopleSoft eSettlements

This chapter discusses how to navigate in PeopleSoft eSettlements.

Navigating in PeopleSoft eSettlements

PeopleSoft eSettlements provides custom navigation pages that contain groupings of folders that support a
specific business process, task, or user role.

Note. In addition to the PeopleSoft eSettlements custom navigation pages, PeopleSoft provides menu
navigation and standard navigation pages.

See Also

PeopleTools PeopleBook: Using PeopleSoft Applications

Pages Used to Navigate in PeopleSoft eSettlements

Thistable lists the Custom Navigation pages that are used to navigate in PeopleSoft eSettlements.

Page Name

Navigation

Usage

eSettlements Center

eSettlements, eSettlements Center

Access the eSettlements center.

Buyer Information

Click the Buyer Information link on
the eSettlements Center page.

Create, maintain, or review buyers,
agreements, and user profiles.

Supplier Information

Click the Supplier Information link on
the eSettlements Center page.

Create, maintain, or review suppliers,
agreements, and user profiles.

eSettlements Center page.

Invoices Click the Invoices link on the Review invoice matching, approval,
eSettlements Center page. disputes, payments, and aging
balances.
Payments Click the Paymentslink on the Create, approve, or review payments.

Procurement Information

Click the Procurement Information
link on the eSettlements Center page.

Create receipts, and review purchase
orders and receipts.
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Page Name

Navigation

Usage

Batch Processes

Click the Batch Processes link on the
eSettlements Center page.

Process workflow, email
notifications, extract files, and
external payments.

Define eSettlements

Click the Define eSettlements link on
the eSettlements Center page.

Define and maintain data and options
for the eSettlements system.

Accounts Payable Center

Click the Accounts Payable Center
link on the eSettlements Center page.

Set up, maintain, or review all
information related to accounts
payable.

Self-Service Invoice

Click the Self-Service Invoice link on
the eSettlements Center page.

Enter or correct invoices.

Buyer Dashboard

Click the Buyer Dashboard link on
the eSettlements Center page.

Access the buyer dashboard.

My Invoice Lines

Click the My Invoice Lineslink on
the eSettlements Center page.

Review, approve, or dispute invoice
lines.

Supplier Dashboard

Click the Supplier Dashboard link on
the eSettlements Center page.

Access the supplier dashboard.
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Understanding PeopleSoft eSettlements

This chapter provides an overview of PeopleSoft eSettlements and discusses:

»  Setup and processing in the Buyer Direct model.

»  Setup and processing in the Business Service Provider model.
« Role-based implementation.

» Integrate with the Oracle Supplier Network.

PeopleSoft eSettlements Overview

Y ou implement your PeopleSoft eSettlements application based on either the Buyer Direct model or the
Business Service Provider model.

Buyer Direct Model In this implementation, a single buying organization (buyer) controls the
application. This model is based on a one-to-many relationship: one buyer
provides an interface for many suppliers. A buyer deploys this model by
requesting—or requiring—that its suppliers post invoices to the system.
The Peopl eSoft eSettlements application functions as an invoice settlement
solution in which electronic invoices—including supplier self-service

invoices—combine with online dispute and resolution, workflow, email
notifications, and electronic payments to enable real-time collaboration
with suppliers. Suppliers can directly access invoice status and payment
information using the internet—minimizing disruptive inquiries and
lowering support costs—and the buyer can effectively manage al aspects of
invoices, disputes, and payments. Advantages of this model include
visihbility of business processes, decentralization of approvals, extended
payables visibility to selected suppliers for self-service electronic invoices,
and collaboration in reconciliation and issue resolution. The entire payables
process is streamlined, reducing administrative costs, minimizing disputes,
and enabling faster settlement.
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Business Service Provider In this implementation, a consolidator controls the application. This model

M odel is based on a many-to-many relationship: a consolidator hosts the system
and provides an interface between multiple suppliers and buyers. The
consolidator acts as atrusted intermediary, collecting or aggregating
invoices from multiple suppliers for multiple buyers. This structure
eliminates the need for a point-to-point connection. The consolidator setup
varies from market to market, depending on the needs of the buyers and
suppliersin each industry the consolidator serves.

Setup and Processing in the Buyer Direct Model

In thisimplementation, the buyer controls the PeopleSoft eSettlements application, which functions as a front
end for the buyer's PeopleSoft Payables application.

This section discusses:

»  Setting up the Buyer Direct model.

» Processing in the Buyer Direct model.

Note. To implement either the Buyer Direct or the Business Service Provider model, you must first establish
your control data by defining information in the PeopleSoft system's global, core, and additional application
tables. The information that you define in these tables lays the foundation for your PeopleSoft eSettlements-
specific setup.

For aBuyer Direct implementation:

1. Specify the Buyer Direct model.

2. Create and name your own roles and permission lists.

3. Create at least one user in a PeopleSoft Payables administrator role type.

4. Create abuyer template.

5. Enable PeopleSoft Payables business units as PeopleSoft eSettlements buyers.

If you enable PeopleSoft Payables business units for use as PeopleSoft eSettlements buyers, ensure that
the business unit is set up for automatic voucher numbering. Auto-numbering is used for self-service and
XML invoices.

8 Copyright © 1992, 2012, Oracle and/or its affiliates. All Rights Reserved.



Chapter 3

6.

Understanding PeopleSoft eSettlements

Enable PeopleSoft Payables vendors as Peopl eSoft eSettlements suppliers.

If financial sanctions validation is enabled, and you are enabling a PeopleSoft Payables vendor with a
financial sanctions status of Blocked or Review, the system displays a warning message that the vendor
selected is currently under financial sanctions review. Y ou can decide to proceed with creating the
supplier. However, the system does not allow payments to a supplier with afinancial sanctions status of
Blocked or Review.

Note. How the system validates your suppliersis dependant upon how you set up financial sanctions
validation options. Financial sanctions validation is discussed in detail in another chapter in this
PeopleBook and in PeopleSoft Source-To-Settle Common I nformation PeopleBook, "Maintaining Vendor
Information.”

See Chapter 7, "Reqistering Suppliers," page 67.

See PeopleSoft Source-to-Settle Common Information 9.1 PeopleBook, "Maintaining Vendor
Information," Understanding Financial Sanctions Validation.

Create alocal supplier administrator, who then completes supplier registration by adding information
specific to the selling entity. The supplier administrator can then create new user profiles for additional
individuals within the organization.

Note. Creation of asupplier treasurer isrequired if the supplier subscribes to payment notifications.

Create an agreement.

Thisis amultistep process. The buyer administrator (or system administrator) initiates an agreement and
offersit to the supplier. The supplier administrator reviews the terms and adds its organization's terms for
the buyer before approving and returning the agreement to the buyer for completion.

Note. In the preceding steps, it is assumed that you have already implemented PeopleSoft Payables.

Once you've set up the Buyer Direct model, processing follows these steps:

1
2.

E

© N o U
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Enter vouchers into the system.

Enter self-service and XML invoices in PeopleSoft eSettlements, and enter vouchers in PeopleSoft
Payables.

Review invoices in self-service pages.

Run the PeopleSoft Payables Voucher Build Application Engine process (AP_VCHRBLD) to create
vouchers.

Run the Matching Application Engine process (AP_MATCH).
Approve invoices and invoice lines, if required.
Run pay cycle to select payments.

Approve and create payments.

Note. If payment approval isrequired, first create and assign pay cycle security.
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Note. If financial sanctions validation is enabled, and you are using PeopleSoft Payables functionality, the
system performs validations similar to those performed during the PeopleSoft Payables process.

See PeopleSoft Source-to-Settle Common Information 9.1 PeopleBook, "Maintaining Vendor Information,"
Understanding Financial Sanctions Validation.

See Also

PeopleSoft Payables 9.1 PeopleBook, "Using Additional Payment Processing Options,” Setting Auto-
Numbering for Manual Payments

Setup and Processing in the Business Service Provider Model

When implemented as the Business Service Provider model, multiple buyers are involved, and all of the same
features and functionality apply.

This section discusses:

»  Setting up the Business Service Provider model.

» Processing in the Business Service Provider mode.

For a Business Service Provider implementation:

1. Create abuyer bank account and a buyer template.

2. Create buyers (buying organizations) and assign their security and processing parameters.

Buyer registration populates several underlying PeopleSoft tables, creating a PeopleSoft Payables,
Purchasing, and General Ledger business unit for each buying entity, along with all necessary
procurement processing options.

3. Create local buyer administrators.

Thefirst user profile that you create for each new buying entity isitslocal buyer administrator. Y ou also
assign business unit security and data access to the buyer administrator, defining the buying entities to
which the buyer administrator has access. Then, you define the processing options for the buyer
administrator, including preferences such as the ability to record payments or override match exceptions.

4. Createlocal buyer users (thisis done by each buying organization's buyer administrator).

The buyer administrator then completes the implementation process, updating and finalizing the
registration for the buying entity by specifying matching preferences and creating additional users within
the organization.

5. Create buyer pay cycles and assign associated security.
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Create a selling entity (supplier) by defining subscription and system access, and then create alocal
supplier administrator for this new supplier.

If financial sanctions validation is enabled at the installation level, and you create a new supplier, the
system validates the supplier against the financial sanctions lists either when you attempt to save the
supplier or on an ad hoc basis, depending on how you set up financial sanctions validation. If thereisa
possible match, the system updates the supplier's financial sanctions status on the VVendor Information
component (VNDR_ID) to Review and displays a warning message that the supplier is currently under
financial sanctions review. Y ou can decide to proceed with creating the supplier. However, the system
does not allow payments to a supplier with afinancial sanctions status of Blocked or Review.

Note. How the system validates your suppliersis dependant upon how you set up financial sanctions
validation options. Financial sanctions validation is discussed in detail in another chapter in this
PeopleBook and in PeopleSoft Source-To-Settle Common Information PeopleBook, "Maintaining Vendor
Information.”

See Chapter 7, "Reqistering Suppliers,” page 67.

See PeopleSoft Source-to-Settle Common Information 9.1 PeopleBook, "Maintaining Vendor
Information," Understanding Financial Sanctions Validation.

Specify security by defining which suppliers the supplier administrator can access, and establish
processing preferences for the supplier administrator role.

Register suppliers.

The supplier administrator completes supplier registration by adding information specific to the selling
entity. The supplier administrator can create new user profiles for additional individuals within their
organization. Creation of a supplier treasurer is required if the supplier subscribesto payment
notifications.

Create agreements.

The buyer administrator initiates an agreement and offersiit to the supplier. The supplier administrator
reviews the terms and adds its organization's terms for the buyer before approving it and returning it to the
buyer for completion.

Once you've set up a Business Service Provider model, processing follows these steps:

1
2.

3
4
5.
6
7

Create purchase orders, invoices, and receipts.

Review invoicesin self-service pages.

. Run the PeopleSoft Payables VVoucher Build process to create vouchers.

. Run the Matching process.

Approve invoices and invoice lines, if required.

. Run pay cycle to select payments.

. Approve and create payments.

Note. If financial sanctions validation is enabled, and you are using PeopleSoft Payables functionality, the
system performs validations similar to those performed during the PeopleSoft Payables process.
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See PeopleSoft Source-to-Settle Common Information 9.1 PeopleBook, "Maintaining Vendor Information,”
Understanding Financial Sanctions Validation.

Role-Based Implementation

Because PeopleSoft eSettlements is complex and configurable, several roles and steps are involved in the
implementation of a new system.

This section provides an overview of role types and role names.

Role Types and Role Names

Whether you implement the Buyer Direct model or the Business Service Provider model, you must employ
certain rolesin the setup. Y ou can attach PeopleSoft eSettlements role names to arole type to control access
and enable processing. Depending on your organization's needs, new users may be assigned to various buyer
or supplier roles. The system provides predefined role types, and you can set up your own roles using the
delivered data as areference. After you define your roles, the system administrator must then map the rolesto
the delivered PeopleSoft eSettlements role types. This step ensures that the system can identify how the new
roles are used within PeopleSoft eSettlements.

Note. When you create a system administrator, ensure that you complete all of the user preferences, including
the default setID.

Establishment of various rolesis required, depending on the email notification options and the invoice
approval levelsthat you specify during buyer registration. Roles are also required to enable prepayments,
urgent payments, payment cancellations, and line-level routing to operational users.

In the Business Service Provider model, if abuyer subscribes to payment processing by PeopleSoft
eSettlements, you must create a pay cycle for the new buyer. If the buyer subscribed to the self-service or to
the automated pay cycle and also requires pay cycle approval, you also establish pay cycle security for the
user that is responsible for approving payments.

Here are the delivered buyer role types and associated role name mappings that you can use as a reference
when setting up roles:

Note. To use rolesin PeopleSoft eSettlements, you must map the roles that you set up to the appropriate
delivered, predefined PeopleSoft eSettlements role types.

Buyer Role Type Buyer Role Name
Buyer Administrator EM_BUYER _ADM
Buyer Accountant EM_BUYER_ACCT
Buyer User EM_BUYER_TREAS

EM_APPROVER 1

EM_APPROVER 2
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Buyer Role Type Buyer Role Name

EM_APPROVER 3

EM_BUYER MTCH_MGR

EM_BUYER RECV

EM_BUYER_SUPV

Here are the avail able supplier role types and associated role names:

Supplier Role Type Supplier Role Name
Supplier Administrator EM_SELLER_ADM
Supplier User EM_SELLER_AR

EM_SELLER CM

EM_SELLER CSP

EM_SELLER TREAS

In the Business Service Provider model there are also two host administrator role types assigned by the
consolidator: host functional administrator (EM_HOST_ADM_FUNC), and host technical administrator
(EM_HOST_ADM_TECH).

In the Buyer Direct model, you set up a payables administrator role and map it to the system administrator
role type.

Note. The host administrator must set up at least one buying entity for each buyer (business unit), and one
selling entity for each supplier.

Oncetheinitia setup is complete, the local buyer administrator and local supplier administrator can create
additional usersto suit their particular organization's needs.

Integrating with the Oracle Supplier Network

This section provides an overview of the integration with the Oracle Supplier Network and discusses how to
receive Invoices from the Oracle Supplier Network

Understanding the Integration Between PeopleSoft eSettlements and the
Oracle Supplier Network

The Oracle Supplier Network (OSN) is an hosted service offering in which buyers and sellers use a common
hub for exchanging and monitoring transactions. The integration between OSN and PeopleSoft enables you to
pass the following transactions:
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» Purchase orders and change orders from PeopleSoft to the OSN supplier (outbound transactions). The
purchase order is passed to suppliers through OSN. Suppliers can decide their delivery method, and
monitor transactions on OSN.

» Purchase order acknowledgement (POA) or a POA with changes from the OSN supplier to PeopleSoft
(inbound transactions). The supplier's POA is sent through OSN to Peopl eSoft.

» Advanced Shipping Notification (ASN) from the OSN supplier to PeopleSoft (inbound transaction). The
supplier's ASN is sent through OSN and loaded into PeopleSoft as an advanced shipment receipt (ASR)
where you can create a receipt in PeopleSoft.

» Invoicesfrom the OSN supplier to PeopleSoft (inbound transaction). The supplier'sinvoiceis sent
through OSN and loaded into PeopleSoft where you can create a voucher in PeopleSoft eSettlements.

The following diagram illustrates the communication protocols between PeopleSoft, the Oracle Supplier
Network, and the OSN suppliers. PeopleSoft should use OAG (Open Applications Group) XML for the
outbound transaction since OSN supports incoming OAG messages over HTTP. The OSN suppliers can send
and receive messages using cXML or OAG.

[————p  Suppliers
OAG
FeopleSoft Oracle
F‘eu_p Iesoft R » Integration |[4———» Supplier ——» Suppliers
Applications | psxpyL Eroker OAG Network CHML
ower QXTA
—— Suppliers
Transformation
Programs

Overview of PeopleSoft to Oracle Supplier Network Integration

For outbound transactions from the PeopleSoft eProcurement or Purchasing applications, the Peopl eSoft
Integration Broker (Integration Gateway) uses application engine transformation programs and the
fscm_epo_OSNListeningConnector |B connector to convert XML messages that use the PeopleSoft format
(PSXML) into OAG XML files. For inbound transactions from the Oracle Supplier Network to PeopleSoft
eSettlements, OAG XML messages are sent to the PeopleSoft Integration Gateway where transformation
programs and the fscm_epo_OSNL.isteningConnector IB connector convert the incoming filesinto the
PSXML format.

Prerequisites

To set up the connection between eProcurement, eSettlements and the Oracle Supplier Network (OSN), you
must register with OSN and invite your suppliers to register with OSN.

See Oracle Supplier Network User Guide
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Pages Used to Receive Invoices From the Oracle Supplier Network

Page Name Definition Name Navigation Usage

Voucher Build VCHR_BATCH_RQST Accounts Payable, Batch Run this process to create
Processes, Vouchers, voucher record sets from
Voucher Build many sources including

XML invoices. See
Processing Batch Vouchers.

Voucher Inquiry AP_VOUCHER_INQUIRY Accounts Payable, Review | Search for and review
Accounts Payable Info, vouchers and any payment
Vouchers, Voucher, information. See Reviewing
Voucher Inquiry Voucher Information.

Receiving Invoices from the Oracle Supplier Network

Invoices can be transmitted from OSN suppliers to PeopleSoft where they are received as vouchersin
PeopleSoft Payables through eSettlements: The following steps are used:

1
2.

The Oracle Supplier Network transmits the invoice from the OSN supplier.

The PeopleSoft connector, fscm_epo_OSNL isteningConnector, catches the inbound message which is
routed to the EM_VOUCHER _IN service operation.

The routing on the service operation contains the transformation program SAC_OAG72INV that converts
theinvoicesin OAG XML to vouchersin PSXML.

The handler EmVoucherln, that is defined on the service operation, is executed to update the voucher
staging tables in PeopleSoft.

The Voucher Build processis then executed to create a voucher.

The Voucher Inquiry page can be used to review vouchers.

Note. In order to receive invoices from OSN suppliers, PeopleSoft Payables and PeopleSoft eSettlements
must beinstalled. A link to the PeopleSoft eSettlements application and to the PeopleSoft eSupplier
Connection application is provided within the Oracle Supplier Network on the Trading Partners section.

The PeopleSoft system is delivered with the following setup for receiving invoices from OSN, this data may
need to be altered for your environment:

Service operation: EM_VOUCHER _IN

Message: EM_VOUCHER_IN version

Application Engine transformation program: SAC_OAG72INV
Routing: ORACLE_SN_VOUCHER _IN

Node: PSFT_ORACLE_SUPPLIER_NETWORK

Queue: EM_VOUCHER [N
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« Handler: EmVoucherin

» Connector: fscm_epo_OSNL.isteningConnector

Chapter 3

PeopleSoft Service Operation

OSN Transaction Name

cXML Equivalent

EM_VOUCHER_IN

OAG Process Invoice 002

PeopleSoft eSettlements will receive
XML invoices (cXML) Invoice Detail
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Configuring Security

This chapter provides overviews of security and permission lists and role types, and discusses how to
administer self-service security and create new users.

Understanding Security

This section discusses:
»  Security administration.

«  Security concepts.

Security Administration

User security for PeopleSoft eSettlementsis designed for decentralized administration. Access to information
isflexible, and you can configure access to meet your organization's needs. Predefined role types and data
access rights ensure secured data access throughout the system. Security is managed by two types of
administrators:

* A main system administrator.
» Local administrators (for both buyers and sellers).

The system administrator establishes the overall structure for creation of user profiles and creates one user
profile for each buying entity (buyer) and selling entity (supplier). These first users are the local
administrators and are referred to as either the buyer administrator or the supplier administrator. The local
administrator role types are restricted to creating respective local buyer and supplier users.

Note. In the Buyer Direct model, you do not have to create separate buyer and supplier administrators. The
system administrator can manage all user security. However, you are required to create separate buyer and
supplier administrators in the Business Service Provider model.

Security Concepts

The following concepts are fundamental to security:
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Permission lists

Role names

Roletypes

User profiles

Buyer data permissions

Supplier data permissions

See Also

Chapter 4

Permission lists group authorizations. Y ou assign permission lists to roles.
Permission lists store authorized sign-in times (when users may access the
system), page access, PeopleT ool s access, and buyer and supplier data
permissions.

Role names are intermediate objects that link user profilesto permission
lists, and that are mapped to PeopleSoft eSettlements role types. Y ou can
assign multiple role names to a user profile, and you can assign multiple
permission liststo arole name.

Note. Y ou must map roles to PeopleSoft eSettlements role types for use
within PeopleSoft eSettlements.

Role types are intermediate abjects that enable you to control access and
notifications. Y ou can map PeopleSoft role names to role types. Y ou define
access and the activities that a particular role name can perform, aswell as
the events for which that role name receives email notification. You can
map many role names to a particular role type, but only one role type can be
mapped to a single PeopleSoft eSettlements role name.

We discuss these role types in detail in the next section.

A profile describes a particular user. Profiles include low-level PeopleTools
data (such as language code) and application-specific data (such as the
setlDs that users are authorized to access within Oracle's PeopleSoft
Financials applications). Permission lists, role names, and role types are al
part of a user's profile. Some user profile attributes (such as a password) are
security-related, while others are descriptive (for example, an email

address) or preferential (for example, if multi-language capabilities are
enabled).

Buyer permissions are first assigned to the buyer administrator by the
system administrator during buyer registration. The system administrator
controls the data access that the buyer administrator can subsequently
assign to users locally through buyer security.

Supplier permissions are first assigned to the supplier administrator by the
system administrator during supplier registration. The system administrator
controls the data access that the supplier administrator can subsequently
assign to users locally through supplier security.

PeopleTools PeopleBook: Security Administration

Understanding Permission Lists and Role Types

Permission lists control data and processing access. Roles are assigned to user profiles and include one or
more permission lists that control page access.

18
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This section discusses:
e Permission lists.

+ Roletypes.

Permission Lists

Users creating permission lists must have full access to the following web libraries to make use of the self-
service interface:

- WEBLIB EBPP

« WEBLIB_MENU

« WEBLIB_PT_NAV

- WEBLIB_PORTAL

Specific menu and component access is enabled when you assign a permission list to arole.

The PeopleSoft system provides roles with permission lists already assigned to them; however, you can create
your own roles. Use the delivered demo data as a reference when creating roles and permission lists.

Role Types

Role types enable you to assign and differentiate between specific buyer, supplier, and administrator role
names. The PeopleSoft system comes with seven predefined role types to which you map role names (roles):

« Buyer accountant

» Buyer administrator

» Buyer user

» Operational approver
«  Supplier administrator
» Supplier user

«  System administrator
See Also

PeopleTools PeopleBook: Security Administration

Administering Self-Service Security and Creating New Users

To administer self-service security and create new users, use the following components:

Copyright © 1992, 2012, Oracle and/or its affiliates. All Rights Reserved. 19



Configuring Security Chapter 4

Maintain Role Types (EM_ROLE_CONFIG)

« Buyer Inquiry (EM_BUYERSEC_INQRY)

«  Buyer User Details (EM_BUYER_SECURITY)

«  Supplier Inquiry (EM_SELLERSEC_INQRY)

«  Supplier User Details (EM_SELLER SECURITY)
This section provides an overview of self-service security administration and discusses how to:
« Maprolestoroletypes.

» Create new buyer users.

» (Optional) Define invoice line approval rules.

» Create new supplier users.

See Also

Chapter 7, "Reqistering Suppliers," Creating Supplier Administrators, page 82

Understanding Self-Service Security Administration

Roles control security and access to the functions within the system. Y ou must create roles before you create
new users. Y ou then map the roles to PeopleSoft eSettlements role types.

The system administrator creates the user profiles for the local buyer and supplier administrators, who then
have the authority to set up additional user profiles within their organizations.

Buyer data permissions are controlled by business unit; supplier data permissions are controlled by supplier
ID.

Note. The system administrator must first set up a buyer administrator and supplier administrator before
either of the local administrators can set up additional usersfor their organizations.

See Also

Chapter 6, "Reqistering Buyers," Creating Buyers, page 46

Chapter 6, "Reqgistering Buyers," Creating Buyer Administrators, page 63

Chapter 7, "Registering Suppliers,”" Creating Supplier Administrators, page 82
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Pages Used to Administer Self-Service Security and Create New Users

Page Name Definition Name Navigation Usage
Maintain Role Types - EM_ROLE_CONFIG eSettlements, Map user-defined rolesto
System Access Administration, Maintain PeopleSoft eSettlements

Role Types, Maintain Role | role types.
Types - System Access

Review User Profiles - EM_BUYER_SECURITY eSettlements, Buyer Add or edit buyer users and
Buyer User Details Information, Review User | security permissions for
Profiles, Review User individuals needing to
Profiles - Buyer User access the system.
Details

Note. The system

Click the Add button or administrator should not use

click aUser ID link on the this page to create new

:?evi_ew User Profiles - users because it provides
nquiry page. only limited functionality
for creating basic users.

Review User Profiles - EM_USR LN_APPR Click the User Approval Add or edit invoiceline
Invoice Line Approva Rule Rules link on the Review routing and approval field
Setup User Profiles - Buyer User | values for operational users.
Details page.
Review User Profiles - EM_SELLER SECURITY eSettlements, Supplier Add or edit supplier users
Supplier User Details Information, Review User | and security permissions for
Profiles, Review User individuals needing to
Profiles - Supplier User access the system.
Details

Click the Add button or
click aUser ID link on the
Review User Profiles -

Inquiry page.

Mapping Roles to Role Types

Access the Maintain Role Types - System Access page (eSettlements, Administration, Maintain Role Types,
Maintain Role Types - System Access).
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Maintain Role Types
System Access
Map Role Names to eSettlements Role Customize | Find | view Al B Firzt & 410 of 25 I Last
Types S S =
Role *Role Type
|GLAccnunting Manager Q |Gperatinnalﬁ.pprnver v| E|
|Sarnp|e—AP Manager Q |Elu1.-'erﬁ.ccnuntant v| E|
|Cnmmndity Approver Q | Operational Approver w | E|
|Eluyerﬁ.pprnver‘1 @, |E|U]|-'EFUEEF v| =]
|Eluyerﬁ.pprnver2 @ |E|U].I'EFL.|EEF v| =]
|Eluyerﬁ.pprnver3 @, |E|U]|-'EFUEEF v| =]
|Elu1.rer Accountant @ | Buyer Accountant b | =]
|EluyerAdmini5tratnr Q | Buyer Administrator w | E|
|I'u'|atching Manager @ |E|U].I'EFL.|EEF v| =]
|Elu1.fer Operational Q | Operational Approver w | E|
. Add

Maintain Role Types - System Access page

Role Select aroleto map to arole type. Click the Add button to add arole.

Role Type Select atype to map to the adjacent role.

Creating New Buyer Users

Access the Review User Profiles - Buyer User Details page (eSettlements, Buyer Information, Review User
Profiles, Review User Profiles - Buyer User Details).
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Review User Profiles
Buyer User Details

*User ID: [BUYAPPR 1 |

*Name: \Buyer Approver 1 (Examples: Fred Smith, AP Department or Buyer)
Lock Account Ll (Click here to dizable the access to the system for this user)

*Pagsword: |IIIIIIIIlIiIIIIIIIIIIIIIIIII

*c_o“ﬁn‘“ Password: |..I.....I.I.................

Email Address: |penp|esoﬂ@penplesnﬂ.cnm [*] Email User
*Language: | English v

*Currency Code: USD /@,  us Dollar

*Rate Type: | Current Rate ~|

Instant Messaging IDs Customize | Find | View A |'—EI

Instant Messaging Domain

Buyer User Roles Customize | Find | View All | El

Role Name

| Buyer Approver 1 V| (=]

. AddaUserRole

Review User Profiles - Buyer User Details page (1 of 2)
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L )]
Buying Entity Buyer Hame
BELTC i@, Beltane Corporation =]
BUYD1 i@, |Dean Jones & Bishop [=]
BUY02 @y, |DS Telecommunications =]
BUYD3 i@, Choice Industries =]
BUYD4 @, |Jean Paul Inc =]
BUYDS @, |Le Groupe DVinternational =]
BUYD6 @, TR Senices Financiers [=]
BUYOT i@, |Walton Bros =]
Add a Buyer
* Required Field
Save Return to Buyer User Profiles User Approval Bules
Review User Profiles - Buyer User Details page (2 of 2)
User Profile
User ID and Name Enter the user ID and name.
L ock Account Select to prevent the user from accessing the system.
Email Address Enter the full email address to which email notifications subscribed to by
the buyer are sent for this user.
Important! If you leave the @ symbol or the domain name out of the
address, the email feature does not work.
Email User Select to specify whether the user receives email notifications.
Note. If the primary user must be away from the system for an extended
period, you can access the General Profile Information page by selecting
My System Profile and then deselect the Email User check box in the
Workflow Attributes group box. Doing so aso deselects the Email User
check box on the Review User Profiles - Buyer User Details page and
enables you to define an alternate user to receive email notification.
Language Enter a code for the email language.
Currency Code Enter a currency code, which controls the default values for the invoice

inquiry pages for the user.
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Rate Type

Instant Messaging IDs

Configuring Security

Enter the rate type for currency conversions on inquiry pages. The value

that you enter is specific to the user.

I nstant messaging enables buyers and suppliersto initiate a dialog to resolve invoice disputes.

Instant M essaging Domain

Instant M essenger 1D

Buyer User Roles

Role Name

Accessible Buying Entities

Buying Entity

Select aprovider: AOL (America Online), SAMETIME, or YAHOO.

Enter an ID for instant messaging.

Important! Do not enter the @ sign followed by the domain name; just
enter the instant messaging ID of the user.

Select one or more roles for the user. Click Add a User Role to add roles.
Only roles that are mapped to these role types are available: buyer
accountant, buyer user, and operational approver.

Note. If the user needs to create urgent payments and approve payments,
attach permission list EPMP8000 to the user ID.

Select one or more buyer IDs for the user. Click Add a Buyer to add
entities. The system displays only the IDs that the system administrator
attached to the buyer administrator on the Business Unit by User 1D page.

Click the User Approval Ruleslink to add or edit invoice line routing and approval field values for

operational users.

See Also

PeopleTools PeopleBook: Security Administration

Chapter 6, "Reqgistering Buyers," Creating Buyer Administrators, page 63

Defining Invoice Line Approval Rules

Access the Review User Profiles - Invoice Line Approval Rule Setup page (Click the User Approval Rules
link on the Review User Profiles - Buyer User Details page).
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Review User Profiles
Invoice Line Approval Rule Setup

Use this page to add or edit invaice line routing and approval field values for your operational users.

Name: Buyer Approver 1

= 4 a
Auto
Use Field Name How Specified Select Value To Value Assigned
from
Account « | || Range of Values ~ | 100000 @, |[100002 @ =]
~ | || Selected Detail Values |+ @, =]
Add Approval Rule
Review User Profiles - Invoice Line Approval Rule Setup page
Use Select to have the rule apply to the user name. In the example screen shot,
the user receives all invoices that have a department value of 12000 to
15000.
Field Name Enter the fields to govern invoice line routing.
How Specified Enter Range of Values or Selected Detail Values.

Select Valueand To Value Enter valuesto further define the field. Enter a select valueif you entered
Selected Detail Valuesin the How Specified field. Enter valuesin both
fieldsif you selected Range of Values.

Defining these fields enables you to, for example, prevent a user from
receiving invoice lines that contain only certain account values.

Creating New Supplier Users

Access the Review User Profiles - Supplier User Details page (eSettlements, Supplier Information, Review
User Profiles, Review User Profiles - Supplier User Details).

This page and its required tasks are similar to those on the Review User Profiles - Buyer User Details page.
Y ou must complete all of the corresponding fields for each supplier that you create.

Accessible Suppliers

Name Select one or more suppliers for thisuser. Click Add a Supplier to add
suppliers. Only IDsthat are attached to the supplier user role type are
available.
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See Also

Chapter 4, "Configuring Security,”" Creating New Buyer Users, page 22

Chapter 6, "Registering Buyers," Creating Buyers, page 46
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Enabling PeopleSoft Payables for the
PeopleSoft eSettlements Buyer Direct
Model

This chapter provides an overview of the processes involved in enabling the PeopleSoft eSettlements Buyer
Direct model for use with an existing PeopleSoft Payables application, and discusses how to:

» Specify the Buyer Direct model.
»  Set up security.
» Establish abuyer template.

» Enable PeopleSoft Payables business units and vendors as Peopl eSoft eSettlements buyers and suppliers.

Understanding Enabling the Buyer Direct Model

Setting up PeopleSoft Payables and eSettlements to work together using the PeopleSoft eSettlements Buyer
Direct model involves creating a PeopleSoft eSettlements buyer for each PeopleSoft Payabl es business unit
and a Peopl eSoft eSettlements supplier for each active PeopleSoft Payables vendor. Y ou can perform these
operations using an Application Engine process to complete the enabling of al your existing PeopleSoft
Payabl es business units and vendors at once, in a batch, and you can also enable them online one at atime.
We discuss the latter method in subsequent chapters.

Buyer Template

The administrator must create a buyer template to populate the required configuration tables when creating a
new buyer. Thistemplate includes all required control values and is stored by setID. Each buyer must be
associated with atemplate, and you can use one template for the creation of many buyers.

Y ou establish the information when you create your business units in PeopleSoft Payables, but you still must
create a complete buyer template in PeopleSoft eSettlements. The only template field used in further
processing is Account, which appears by default on self-service and XML invoices, if no other default values
are found.
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Enable PeopleSoft Payables Business Units and Vendors for Buyer Direct Application
Engine Process

The Enable AP BUs & Vendors for BD (enable payables business units and vendors for buyer direct model)
Application Engine process (EM_ENABLE_BU) creates a PeopleSoft eSettlements buyer for each
PeopleSoft Payables business unit, and a PeopleSoft eSettlements supplier for each PeopleSoft Payables
vendor. For buyers, the process performs the following:

1

Creates PeopleSoft eSettlements buyers by populating the Buyer Registration table
(EM_BUY_REG_TBL) with al active PeopleSoft Payables business units that are not already registered
as Peopl eSoft eSettlements buyers.

Populates four levels of buyer approval amountsin the Buyer Approva Amounts table
(EM_BUYER_APPR) for each PeopleSoft Payables business unit.

Populates the first row with unlimited invoice header approval amounts and each subsequent row with a
value of 0.0. You must enter the actual approval amounts manually on the Review Buyer Details -
Notifications and Approvals page, as well as assign approvers for each approval level by selecting from a
list of valid PeopleSoft eSettlements roles.

Populates the Business Unit Operator ID Security table (SEC_BU_OPR) for every PeopleSoft Payables
business unit for user IDs that are associated with arole attached to any of the following role types: buyer
user, buyer administrator, buyer accountant, or operational approver.

Note. If the Update Security Setups SQR process (FIN9001) has been run with business unit security
selected, the Enable AP BUs & Vendors for BD process will assume that all PeopleSoft Payables business
units already exist in the Business Unit Operator 1D Security table and will not add a new row to the table.
Therefore, if you have added any PeopleSoft Payables business units since you last ran the Update
Security Setups SQR process, the Enable AP BUs & Vendors for BD process does not add them to the
Business Unit Operator ID Security table even though they do not already exist on the table. You must, in
that case, add those business units to the Business Unit Operator ID Security table manually.

Populates the Review Buyer Details - ChartField Configuration page with No Access for all ChartFields.

Therefore, to give accessto their suppliers, the buyer must access the page and select Display Only or
Editable for each ChartField the buyer wants to make available to its suppliers.

For suppliers, the process works as follows:

1

Creates PeopleSoft eSettlements suppliers by populating the PeopleSoft eSettlements Supplier
Registration table (EM_VENDOR_REG) with all active PeopleSoft Payables vendors.

Once the vendor is created, all of their locations display in supplier registration—all of avendor's
locations are registered once the vendor isregistered. If an existing vendor has a remit to vendor
(location), that information also displays in supplier registration.

Grants PeopleSoft eSettlements administrators update access to al supplier details, by populating the
Vendor User table (VENDOR_USER) with al active PeopleSoft Payables vendors for those users
assigned to roles with a system administrator role type.

Callsthe Populate User Currency Prefs Application Engine process (EM_USRCURPRF) to populate the
User's Current Preferences table (EM_USR_CUR_PREF) with the currency rate type entered on the run
control.
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Note. If financial sanctions validation is enabled at the installation level or at the bank level, the Enable AP
BUs & Vendorsfor BD process validates the vendor against any financia lists (for example, the Specially
Designated Nationals (SDN) list), and lists the vendors whose financial sanctions status is Review or Blocked
on the Message L og page of the Process Monitor. The system still creates suppliers from these vendors,
however, the system does not allow payments to suppliers with a financial sanctions status of Review or
Blocked.

Financial sanctions validation is discussed in detail in another chapter in this PeopleBook and in PeopleSoft
Sour ce-To-Settle Common Information PeopleBook, "Maintaining Vendor Information.”

See Chapter 7, "Reqistering Suppliers," Understanding Financial Sanctions Vaidation, page 69.

See Peopl eSoft Source-to-Settle Common Information 9.1 PeopleBook, "Maintaining Vendor Information,”
Understanding Financial Sanctions Validation.

See Also

PeopleSoft Application Fundamentals 9.1 PeopleBook, "Securing Y our System," Specifying System Security
Options

Specifying the Buyer Direct Model

Page

Specifying the Buyer Direct model isthefirst step in setting up PeopleSoft eSettlements to work with
PeopleSoft Payables.

To specify the Buyer Direct model, use the Installation Options component (INSTALLATION).

This section discusses how to specify the implementation model.

Used to Specify the Buyer Direct Model

Page Name Definition Name Navigation Usage

Installation Options - INSTALLATION_EM Set Up Financials/Supply Specify PeopleSoft

eSettlements Chain, Ingtall, Installation | eSettlements installation
Options options, including

Click the eSettlements link | 'MPlementation model.

on the Installation Options
page.

Specifying the Implementation Model

Access the Installation Options - eSettlements page (Set Up Financials/Supply Chain, Instal, Installation
Options, click the eSettlements link on the Installation Options page).

In the Implementation Maodel group box, select Buyer Direct.
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Warning! Because processing logic istied to the implementation model, you should not change it once you
have selected it and begun your setup.

See Also

PeopleSoft Application Fundamentals 9.1 PeopleBook, " Setting Installation Options for PeopleSoft
Applications,” Defining eSettlements I nstallation Options

Setting Up Security

PeopleSoft eSettlementsis a role-based application. We deliver PeopleSoft eSettlements with predefined role
types. Y ou must set up at least one user in each of the PeopleSoft eSettlements role typesin order to enable
PeopleSoft Payables for use with PeopleSoft eSettlements in the Buyer Direct model. In order for auser to
perform any tasks in PeopleSoft eSettlements, the user must be associated with arole, which isin turn
attached to arole type.

See Also

Chapter 4, "Configuring Security," Understanding Permission Lists and Role Types, page 18

Establishing a Buyer Template

32

A buyer template provides defaults and control values for buyer registration and transactions. The buyer
template provides a means to create buyers and the underlying PeopleSoft Payables, Purchasing, and General
Ledger business units and processing options. Y ou must establish a buyer template before you can run the

Enable AP BUs & Vendors for BD process—and also before you can enable or create buyers online.
To establish a buyer template, use the Maintain Buyer Template component (EM_BUYER_TEMPLATE).

This section discusses the buyer template in the context of both implementation models and discusses how to
establish a buyer template.

Note. In order to save atemplate all required fields must be popul ated.

Buyer Direct Model

In the Buyer Direct model, when enabling existing PeopleSoft Payables business units for PeopleSoft
eSettlements, the business units and processing options have already been established so the values on the
template will not be used for subsequent processing, except for the Account field. Thisfield on thetemplateis
the only field used in the Buyer Direct model, and can be used as a default value on self-service and XML
invoices. Bank information in the Buyer Direct model is derived using TableSet sharing, rather than the Bank
Security table (EM_SEC BU_BANK), which is used in the Business Service Provider model only.
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PeopleSoft eSettlements processing looks to the PeopleSoft Payables business unit for all defaults other than
Account. If, however, you later create a new buyer directly in PeopleSoft eSettlements, the values you enter
now on the buyer template determine the defaults on the PeopleSoft Payables, Purchasing, and General
Ledger business unit definitions that are automatically created upon completing buyer registration.

Business Service Provider Model

In the Business Service Provider model, the Bank Security table is used for the bank information. We discuss
aspects of the buyer template for the Business Service Provider model in the Registering Buyers chapter.

See Also

Chapter 6, "Registering Buyers," Understanding Buyer Registration, page 43

Page Used to Establish a Buyer Template

Page Name Definition Name Navigation Usage
Maintain Buyer Template - | EM_BUYER TEMPLATE eSettlements, Establish al buyer creation
Information Administration, Maintain defaults.

Buyer Template, Maintain

Buyer Template -

Information

Establishing a Buyer Template

Access the Maintain Buyer Template - Information page (eSettlements, Administration, Maintain Buyer
Template, Maintain Buyer Template - Information).
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Maintain Buyer Template

Information
SetiD: SHARE
*Holiday List ID: | Standard Business Calendar v|
Clwvar
VAT Entity: | |

Physical Nature:
VWhere Service Performed:

Prorate VAT NR: I:I
*Accruals: IWQQi
*Payments: IW%
*Closes: IWQ
*Cash Clearings: Imu:g
*Revaluations: Im'%
*Cancels: IW%

Bank SetiD: |SHARE @,
*Payment Terms ID: Ir%
*Prepay Terms: Ir%
*Payment Handling: IE'%
*Payment Rate Type: Im'%

* Required Field

. SaveTemplate

Template 1D; MRKTPAY

Accounting Information

*Account: 9999999999 (@,
*Accounting Template: m%
*Ledger: lLocaL o
*Ledger Group: IWQ
*Calendar ID: 01 @

Misc. Journal Information

Combo Template: IW%
Sales Tax Charge: m%
Use Tax Charge: IWQ
Freight Charge: WQ
Misc. Charge: Im%
Build Criteria: [STANDARD |@,

Document Association: |STANDARD @,

Miscellaneous Information

*Origin: MPY @

*Ship Via Code: [common @,
*Freight Terms Code: W%

rax Exempt Flag
Tax Exempt ID: |

eSettlements Information

Agreement SetlD: @,
Notification SetiD: SHARE @,

Maintain Buyer Template — Information page

Note. For the following fields, the system default isto not prorate the charges: Sales Tax Charge, Use Tax
Charge, Freight Charge, and Misc. Charge (miscellaneous charge).

To prorate these, select Set Up Financials/Supply Chain, Business Unit Related, Procurement, Procurement
Control, then select the appropriate check boxes for the buyer.

SetID Enter a setlD for this template.
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Holiday List ID
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Enter an ID to define thistemplate.

Select an ID to list the holidays for each buyer.

VAT and Business ID Information

VAT

VAT Entity

Physical Nature

Where Service Performed

Prorate VAT NR

Select if the buyer operatesin a VAT environment.

Enter avalue-added tax (VAT) reporting entity if you selected the VAT
check box.

Select Goods or Services to establish a default value that describes, for the
majority of transactions, whether an object purchased is a physical good or
aservice.

Select Buyer's Location, Ship From Location, Ship To Location, or
Supplier's Location to indicate the location at which a service is most often
performed.

Enter a default miscellaneous charge code for the non-recoverable Input
VAT, to determine how the system calculated, how non-recoverable VAT
is accounted for, and whether it is treated as |landed cost.

Selection of a prorate charge code enables the non-recoverable VAT to be
posted to the same set of ChartFields as specified for the associated
expense, and enables the non-recoverable VAT to be treated as alanded
cost.

Selection of anon-prorate charge code allows the non-recoverable VAT to
be posted to the ChartFields specified on the VAT accounting template for
the associated VAT code.

See PeopleSoft Payables 9.1 PeopleBook, "Processing Vaue Added Tax (VAT) in PeopleSoft Payables."

Accounting Information

Account

Accounting Template

Ledger

Enter adefault account for processing.

Note. For self-service invoices, the system overwrites this value if you
establish values at lower levels of the PeopleSoft eSettlements default
ChartField hierarchy.

See Chapter 10, "Processing Invoices," Understanding Self-Service Invoice
Entry and Management, page 143.

Enter atemplate ID for voucher processing within PeopleSoft eSettlements.

Enter aledger to store the posted net activity for a set of ChartField values
by accounting period and fiscal year.
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Ledger Groupand Calendar  Enter one of each because these are required for invoice entry and invoice
ID management.

Journal Template

A Journal Template isrequired for processing within PeopleSoft eSettlements.

Accruals, Payments, Closes, Enter ajourna template to use for each category.
Cash Clearings, Revaluations,
and Cancels

Misc. Journal Information (miscellaneous journal information)

Combo Template Select the delivered VCHREDIT record template for creation of a business
unit.

Sales Tax Charge, Use Tax Enter the appropriate values. The system uses each of these portions of the
Charge, Freight Charge, and total landed cost for nonmerchandise charges, on purchase orders, receipts,

Misc. Charge (miscellaneous and invoices.

charge)

Build Criteria Enter a selection to enable editing both interfaced and online
invoices/vouchers.

Document Association Enter avalue to determine how the system groups together receipts

associated with a voucher line during the Matching A pplication Engine
process (AP_MATCH).

Payment Information

Bank SetID Enter a setlD to store the banks for this buyer.
Payment Terms|ID, Prepay  Enter aterms|D, and values to further define the payment details. These

Terms, Payment Handling are required for all transactions.
and Payment Rate Type

Miscellaneous Information

Origin Enter an origin to identify PeopleSoft eSettlements transactions in the
system. Thisis used by both the invoice and purchase order interfaces.

Note. Y ou must create an origin of MPY. Y ou can also create additional
origins.

Ship Via Code Enter a code to specify how a shipment from the supplier should be made.
This defaults to incoming purchase orders.
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Freight Terms Code

Tax Exempt Flag

Tax Exempt ID

eSettlements Information

Agreement SetlD

Notification SetlD

Enabling PeopleSoft Payables for the PeopleSoft eSettlements Buyer Direct Model

Select to specify at what point the title passes for shipment. This defaults to
incoming purchase orders.

Select if incoming purchase orders are tax exempt.

Enter an ID if you select the Tax Exempt Flag check box.

Enter an ID to enable sharing of an agreement between buyers. Y ou can
also use it to ensure a specific agreement for each buyer. When the
agreement is to be shared by several buyers, enter the value of the primary
buyer ID for which all agreements will be created. The value you enter here
populates the EM_01 record group. If you leave thisfield blank, the
agreement is not shared and the system populates the record group EM_01
with the newly created buyer 1D.

Enter an ID to enable sharing of notification setup between buyers.

The value you enter here populates the EM_03 record group. If you leave
thisfield blank, the notification setup is not shared and the system
populates the EM_03 record group with the newly created buyer 1D.

Template Values and Navigation

Thistable provides alist of buyer template configuration attributes and how to access their respective setup.

Attribute Navigation Path
Holiday List ID Banking, Bank Accounts, External Accounts, Account Information
VAT Entity Set Up Financials/Supply Chain, Common Definitions, VAT and Intrastat, Value

Added Tax, VAT Entity

Prorate VAT NR

Set Up Financials/Supply Chain, Product Related, Procurement Options,
Charges/Costs, Misc Charge/Landed Cost Defn

Journal Templates

Set Up Financial/Supply Chain, Common Definitions, Journals, Entry Template

Origin Set Up Financials/Supply Chain, Product Related, Procurement Options, Vouchers,
Voucher Origin
Ship ViaCode Set Up Financials/Supply Chain, Common Definitions, Shipping and Receiving,

Ship Via Codes
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Attribute Navigation Path

Freight Terms Code Set Up Financial§/Supply Chain, Common Definitions, Shipping and Receiving,
Freight Terms

Tax Exempt Flag Set Up Financials/Supply Chain, Business Unit Related, Purchasing, Purchasing
Definition

Tax Exempt ID Set Up Financials/Supply Chain, Business Unit Related, Purchasing, Purchasing
Definition

Account Set Up Financials/Supply Chain, Common Definitions, Design ChartFields,

Configure, ChartField Definition

Accounting Template

Set Up Financials/Supply Chain, Common Definitions, Accounting Entry
Templates, Templates

Ledger General Ledger, Ledgers, Detail Ledgers

Ledger Group General Ledger, Ledgers, Ledger Groups

Calendar ID Set Up Financials/Supply Chain, Common Definitions, Calendars/Schedules,
Calendar Builder

Combo Template Set Up Financials/Supply Chain, Common Definitions, Design ChartFields,
Combination Editing, ChartField Editing Template

Sales Tax Charge Set Up Financial/Supply Chain, Product Related, Procurement Options,
Charges/Costs, Misc Charge/Landed Cost Defn

Use Tax Charge Set Up Financials/Supply Chain, Product Related, Procurement Options,
Charges/Costs, Misc Charge/Landed Cost Defn

Freight Charge Set Up Financials/Supply Chain, Product Related, Procurement Options,
Charges/Costs, Misc Charge/Landed Cost Defn

Misc. Charge Set Up Financials/Supply Chain, Product Related, Procurement Options,

Charges/Costs, Misc Charge/Landed Cost Defn

Agreement SetlD

PeopleTools, Utilities, Administration, TableSet IDs

Build Criteria

Set Up Financialg/Supply Chain, Product Related, Procurement Options, Vouchers,
Voucher Build Criteria

38
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Attribute Navigation Path

Document Association Set Up Financials/Supply Chain, Product Related, Procurement Options, Vouchers,
Document Association Rules

Bank SetID PeopleTools, Utilities, Administration, TableSet IDs

Payment Terms |D Set Up Financials/Supply Chain, Product Related, Procurement Options, Payments
Access the necessary Payment Terms pages.

Prepay Terms Set Up Financials/Supply Chain, Product Related, Procurement Options, Payments
Access the necessary Payment Terms pages.

Payment Handling Set Up Financials/Supply Chain, Product Related, Procurement Options, Payments,
Payment Handling Codes

Payment Rate Type Set Up Financials/Supply Chain, Common Definitions, Market Rates, Market Rate
Type

Enabling PeopleSoft Payables Business Units and Vendors as
PeopleSoft eSettlements Buyers and Suppliers

To enable PeopleSoft Payables business units as PeopleSoft eSettlements buyers, and PeopleSoft Payables
vendors as suppliers, run the Enable AP BUs & Vendorsfor BD process.

After you run this process, ensure that your database administrator updates statistics on the following tables:
« EM_BUY_REG CFS

. PS EM_BUY_REG TBL

« PS EM_BUYER APPR

« PS EM_SEC BU_BANK

+ PS SEC BU OPR

- PS EM_VENDOR REG

« PS VENDOR _USER

+ PS EM_USR CUR PREF

This section discusses how to:

* Run the enable buyer direct model process.
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» View message log for financial sanctionswarnings.

Pages Used to Enable PeopleSoft Payables Business Units and Vendors as
PeopleSoft eSettlements Buyers and Suppliers

Page Name

Definition Name

Navigation

Usage

Enable Buyer Direct Model
- Run Control Parameters

EM_ENABLE_AP_RUN

eSettlements, Batch
Processes, Enable Buyer
Direct Model, Enable Buyer
Direct Model - Run Control
Parameters

Specify run parameters for
the Enable APBUs &
Vendorsfor BD (enable
payables business units and
vendors for buyer direct
model) Application Engine
process
(EM_ENABLE_BU) and
run the process. It createsa
PeopleSoft eSettlements
buyer for each PeopleSoft
Payables business unit, and
a PeopleSoft eSettlements
supplier for each PeopleSoft
Payables vendor. Y ou can
specify which particular
business units and vendors
to convert to buyers and
suppliers.

Message Log

PMN_BAT MSGLOG

Click the Process Monitor
link on the Enable Buyer
Direct Model - Run Control
Parameters page.

Click the Details link on the
Process List page.

Click the Message Log link
on the Process Detail page.

Review the suppliers
created with afinancial
sanctions status of Review
or Blocked. Use the Vendor
Information component
(VNDR_ID) to update the
financial sanctions status, if

appropriate.

Running the Enable Buyer Direct Model Process

Access the Enable Buyer Direct Model - Run Control Parameters page (eSettlements, Batch Processes,
Enable Buyer Direct Model, Enable Buyer Direct Model - Run Control Parameters).
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Enable Buyer Direct Model

Rumn Control 1D

*SetlD:
*Template 1D

*Rate Type:

Buyer

Run Control Parameters

Buyer/Supplier

Feport Manager Process Monitor Run

SetlD From To

US001 @, +] [=]

Enable Buyer Direct Model — Run Control Parameters page

SetlD

TemplatelD

Rate Type

Buyer/Supplier

Value Type

Enter a setlD; this must be the same setI D value as established for the buyer
template. The value entered here determines the values available to buyers
in the Selection Parameters region.

Select either MKTPAYVAT (market pay VAT template) or MRKTPAY
(market pay template).

Select a currency rate type value. Y ou set up rate types using the Market
Rate Type page. This becomes the default rate type for all users associated
with a PeopleSoft eSettlements role for business unit. Y ou can override this
default on the Review User Profiles - Buyer User Details page for buyer
users, and on the Review User Profiles - Supplier User Details page for
supplier users.

Select Buyer to enable PeopleSoft Payables business units, or Supplier to
enable vendors.

Establish parameters to define if the system processes al, afew, or just one
Peopl eSoft Payables business units or vendors. Select from the following:

All: Select to enable all PeopleSoft Payables entities (of the specified field
name value) to PeopleSoft eSettlements entities. For example, if you
specify the Buyer value, the process enables all PeopleSoft Payables
business units as eSettlement business units.

Range: Select to enable arange of business units or vendors, and complete
the From and To fields.

Value: Select to enable one business unit or vendor, and complete the From
field.
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SetID Specify a setID when enabling one supplier or arange of suppliers. You can
add multiple supplier rows under different setlDs for supplier registration.
After you specify the fields, click the Run button.

On the Process Scheduler Request page, select the Enable AP BUs & Vendors for BD (enable payables
business units and vendors for buyer direct model) check box to enable PeopleSoft Payables business units as
PeopleSoft eSettlements buyers and vendors as eSettlement suppliers.

Click the OK button to run the processes.

Note. If you are creating vendors every day, set up the Enable AP BUs & Vendors for BD processto run
every night. By contrast, you should run the process each time you add a new PeopleSoft Payables business
unit. Alternately, you can enable a new business unit and a new vendor online as well.

See Also

Chapter 6, "Reqistering Buyers," Understanding Buyer Creation, page 47

PeopleSoft Glabal Options and Reports 9.1 PeopleBook, "Processing Multiple Currencies," Defining Market
Rates

Viewing Message Log for Financial Sanctions Warnings
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Access the Message L og page (click the Process Monitor link on the Enable Buyer Direct Model - Run
Control Parameters page).

If financial sanctions validation is enabled at the installation level or at the bank level, the Enable AP BUs &
Vendors for BD process validates the vendor against any financial lists (for example, the SDN list), and lists
the vendors whose financia sanctions statusis Review or Blocked on the Message L og page of the Process
Monitor. The system still creates suppliers from these vendors, but it is providing you with awarning of the
suppliers being created who are potential matches to a financial sanctions list. The system does not allow
payments to suppliers with a financial sanctions status of Review or Blocked.

Also, if financial sanctions validation is enabled, and you are using PeopleSoft Payables functionality, the
system performs validations similar to those performed during the PeopleSoft Payables process.

Note. Y ou should review the Message L og page after enabling any PeopleSoft Payables vendor to determine
the financial sanctions status of the suppliers being created. Use the Vendor Information component
(VNDR_ID) to update the financial sanctions status, if appropriate.

Financial sanctions validation is discussed in detail in another chapter in this PeopleBook and in PeopleSoft
Sour ce-To-Settle Common Information PeopleBook, "Maintaining Vendor Information.”

See Chapter 7, "Reqistering Suppliers,” Understanding Financial Sanctions Validation, page 69.

See PeopleSoft Sour ce-to-Settle Common Information 9.1 PeopleBook, "Maintaining Vendor Information,”
Understanding Financial Sanctions Validation.

Copyright © 1992, 2012, Oracle and/or its affiliates. All Rights Reserved.



Chapter 6
Registering Buyers

This chapter provides overviews of buyer registration and buyer bank accounts and discusses how to:
« Create buyer bank accountsin the Business Service Provider model.
» Create buyers.

» Create buyer administrators.

Understanding Buyer Registration

A buyer is abuying entity with the ability to enter, review, and dispute invoices, and to create payments once
all business conditions are satisfied. An organization may have one or multiple buying entities. Each buyer
must be registered in the system before processing any transactions, and a valid agreement with one or more
suppliers must exist before processing Peopl eSoft eSettlements self-service and XML invoice transactions.

Note. You can still create invoices in PeopleSoft Payables without a valid agreement in Peopl eSoft
eSettlements.

If you have already enabled a batch of PeopleSoft Payables business units, you can reuse a buyer template to
enable individual business units as PeopleSoft eSettlements buyers. Y ou can use a single buyer template for
all of your business unitsif the default account is the same for al of them.

When creating a new buyer, the setID that the system populates for the location record group FS_26 and the
ship-to location record group PO_04 is the same setID value as the default setlD that appears on the Review
Buyer Details - Registration page. It comes from the user preferences of the user creating the buyer.

The steps you take to register buyers depends on the model that you are implementing.

Buyer Direct Model

In the Buyer Direct model, you can create buyers three ways:

« Enable all of your PeopleSoft Payables business units as PeopleSoft eSettlements buyersin batch. We
discussed this method in a previous chapter.

Note. Although you may have already run the processes to enable a batch of PeopleSoft Payables
business units as PeopleSoft eSettlements buyers, you must still, for each individual business unit, specify
the monetary amounts for each level of approval and associate each level with an approver, define line-
level approval rules, complete ChartField configurations, and review or update the email notifications.
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» Enable an existing PeopleSoft Payables business unit online by specifying registration information,
approval rules, and ChartField configurations.

Note. When you enable a PeopleSoft Payables business unit as a buyer requiring invoice approval, the
process populates the Business Process and Rule Set fields in the Approva Rules group box on the
Vouchering Options 1 page, but it allows the approval amounts to vary by PeopleSoft Payables business
unit. When you activate the PeopleSoft eSettlements invoice approvals, you are, in effect, activating
approvals for all the PeopleSoft Payables business units that use the Payables options.

« Create anew buyer, which in turn creates a PeopleSoft Payables, Purchasing, and General Ledger
business unit with the same name and procurement processing options as those of the new buyer. Y ou
also build a one-to-one relationship between the PeopleSoft Payables and PeopleSoft General Ledger
business unitsin a similar fashion as registering a buyer in the Business Service Provider model.

Business Service Provider Model

In the Business Service Provider model, you create buyers one at atime, and you must completely populate
the buyer template beforehand. In addition, you must set up a bank account for the buyer before completing
the information in the Registration component, including bank specification, approval and matching rules,
and ChartField configurations (if applicable).

Note. When you create a new buyer, the system popul ates the duplicate invoice checking options. Users with
access can change these default options by selecting Set Up Financials/Supply Chain, Business Unit Related,
Payables, Payables Options, Vouchering Options 2.

The host administrator sets up a buyer administrator for each buying entity (buyer). Buyer administrators,
once created by the host administrator, complete registration for their organizations by specifying matching
preferences and other processing options.

When you enable avendor as a supplier you are accepting the values already set up for that vendor. But when
you create a supplier using PeopleSoft eSettlements pages, and you want to specify to use evaluated receipt
settlement (ERS), you must first set up this option using the Procurement Control - ERS Options page and the
Payables Definition - Voucher Build page.

Business Unit Options in Both Models

PeopleSoft supports the sharing of PeopleSoft Payables business unit options by setID. When you create a
new buyer or enable an existing PeopleSoft Payables business unit and specify invoice header approvals, the
system popul ates the Peopl eSoft Payables business unit options with the PeopleSoft eSettlements approval
rules (however defined). Thisistrue in both models.

In the Buyer Direct model, however, if you decide to share PeopleSoft Payables business unit options, all
buyers associated with those options have the same approval rules populated in PeopleSoft eSettlements (at
the time you create a buyer or enable a business unit). Therefore, al buyers associated with particular
PeopleSoft Payables business unit options have the same approval rules, but the approval amounts and

roles—set up during buyer registration—uvary by buyer.

If you don't want a certain buyer to have header approvals, deselect the Invoice Approval Required check box
on the Review Buyer Details - Notifications and Approvals page. By doing so, you ensure that even if the
buyer is associated with PeopleSoft Payables business unit options that do have voucher approval rules, those
vouchers do not require approval.
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Because this scenario only applies to PeopleSoft eSettlements, if you do have PeopleSoft Payables business
units that are not and will not be enabled as PeopleSoft eSettlements buyers, and you have PeopleSoft
eSettlements buyers, and both your PeopleSoft Payables business units and your PeopleSoft eSettlements
buyers share the same business unit options, vouchers for your PeopleSoft Payables business units need to be
routed for approval.

In such cases we recommend that you not share options between your PeopleSoft Payables business units that
do not require approval, and your PeopleSoft eSettlements buyers that do require approval.

See Also

PeopleSoft Sour ce-to-Settle Common Information 9.1 PeopleBook, "Defining Procurement Options,"
Specifying Voucher Build Criteria

PeopleSoft Payables 9.1 PeopleBook, " Setting Up PeopleSoft Payables Business Units," Selecting ERS
Options

PeopleSoft Payables 9.1 PeopleBook, " Setting Up PeopleSoft Payables Business Units," Defining Peopl eSoft
Payables Business Unit Options by SetID

Chapter 5, "Enabling PeopleSoft Payables for the PeopleSoft eSettlements Buyer Direct Model," page 29

PeopleSoft Payables 9.1 PeopleBook, " Setting Up PeopleSoft Payables Business Units," Understanding
PeopleSoft Payables Business Units

Chapter 5, "Enabling PeopleSoft Payables for the PeopleSoft eSettlements Buyer Direct Model," Establishing
aBuyer Template, page 32

Understanding Buyer Bank Accounts

The host administrator must establish the buyer bank details prior to creating a buyer. The bank account is
initialy created through the External Bank Accounts component (BANK_EXTERNAL). Once the bank is set
up, the host administrator completes the process by associating the bank details with the buyer after the buyer
has been registered.

When enabling a PeopleSoft Payables business unit in the Buyer Direct model, you do not need to set up a
bank account, because it has already been established as part of your PeopleSoft Payables setup. The buyer
bank account populates by default during Business Service Provider buyer registration.

Creating Buyer Bank Accounts in the Business Service Provider
Model

In the Business Service Provider model, you must set up a bank account for a buyer before you can register
that buyer.

To create a buyer bank account, use the External Bank Accounts component (BANK_EXTERNAL).

This section discusses how to define external bank accounts in the Business Service Provider model.
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Page Used to Create Buyer Bank Accounts in the Business Service Provider
Model

Page Name

Definition Name

Navigation

Usage

Externa Accounts

BANK_PNL2

Banking, Bank Accounts,
External Accounts, External

Set up external bank
accounts.

Accounts

Defining External Bank Accounts
Access the External Accounts page (Banking, Bank Accounts, External Accounts, External Account).
Define external bank accounts for this buyer.
Bank account accessis secured by the Bank Security feature, which restricts access at the buyer level.

See Also

PeopleSoft Banks Setup and Processing 9.1 PeopleBook, " Setting Up External, Internal, and Netting
Accounts," Defining External Accounts Information

Creating Buyers

To create buyers, use the following components:

» Review Buyer Details (EM_BUY_REG TBL)

» Review Buyer Details Inquiry (EM_BUYER_INQUIRY)
« Define Buyer Notifications (EM_B_NOTIFY_SETID)

» Secure Buyer Banks (EM_SEC BU_BANK)

This section provides an overview of buyer creation and discusses how to:
» Select abuyer creation method.

« Enter buyer information.

+ Enter address information.

+ Enter bank information.

« Enter approva and matching rules.

« Defineinvoice line approval rules.
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« Enable ChartFields.
»  Specify buyer notifications.

« Assign banks to buyers.

Understanding Buyer Creation

The Enable AP BUs & Vendors for BD (enable payable business units and vendors for buyer direct model)
Application Engine process (EM_ENABLE_BU) creates PeopleSoft eSettlements buyers from Peopl eSoft
Payables business units and suppliers from vendor information. In the Buyer Direct model, since you have
already run this program, the system uses the existing buyer template and supplier information. However, you
must still specify approval amounts, approvers, line-level approval rules, and notification preferences. If you
use the Review Buyer Details component in PeopleSoft eSettlements to create a new buyer, the ship to
location associated with the business unit is created as tax exempt, and you must establish appropriate sales
tax codes for the buyer ship to location.

If you enable an existing PeopleSoft Payables business unit in the Buyer Direct model, the sales tax codes are
already established, and the system uses these default tax codes.

Note. When registering a new buyer in the Buyer Direct model, if the Dynamic Pricing moduleisinstalled,
you must update the PeopleSoft Purchasing business unit and associate a dynamic pricing business unit with
the PeopleSoft Purchasing business unit.

See PeopleSoft Product Configurator 9.1 PeopleBook, "Understanding Configuration Models," Configuration
Variable Types.

In the Business Service Provider model, the buyer registration processis initiated by the host administrator
and completed by the buyer administrator. In both the Business Service Provider model and Buyer Direct
model, the process of creating a new buyer populates several underlying PeopleSoft tables, creating
PeopleSoft Payables, Purchasing, and General Ledger business units for each buyer along with procurement
processing options. The process also establishes tableset sharing for each buyer. Y ou can modify the tableset
sharing parameters for each buyer by selecting PeopleTools, Utilities, Administration, TableSet Control. The
system establishes sales tax defaults of Exempt for the buyer. If this buyer is not exempted from sales tax,
then you must establish appropriate sales tax codes for the buyer ship to location (which hasthe same ID as
the buyer ID). To do so, select Set Up Financials/Supply Chain, Product Related, Procurement Options,
Purchasing, Ship To Locations, and click the Sales/Use Tax link.

If you enable an existing PeopleSoft Payables business unit in the Buyer Direct model, the sales tax codes are
already established, and the system uses these default tax codes.

The host administrator determines a given buyer's access options. Once you create a buyer, you associate the
buyer with bank account details and enable security to these bank accounts. Depending on the buyer's
subscriptions, you may also need to establish a pay cycle for the new buying entity and enable security for the
pay cycle.

While completing registration, the buyer administrator may select different bank details; however, registration
information previously specified by the host administrator cannot be altered by the buyer administrator.

Instant messaging capability can be enabled, but it functions in PeopleSoft eSettlements only when the
particular instant messaging provider's system is operational. When the buyer administrator enables instant
messaging access, users for whom they enable the feature must aso install the public version of Y ahoo!
Messenger, Sametime Connect, or the America Online instant messenger on their desktops, and must have a
user ID for the chosen instant messaging provider.
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If an instant messaging connection fails because the chosen provider's network is down, users should contact
the instant messaging provider.

See Also

PeopleSoft Application Fundamentals 9.1 PeopleBook, " Setting Installation Options for PeopleSoft
Applications,” Defining eSettlements I nstallation Options

Chapter 14, "Disputing Invoices," Resolving Disputes Using Instant M essaging, page 195

Chapter 6, "Reqistering Buyers," Entering Buyer Information, page 50

PeopleSoft Purchasing 9.1 PeopleBook, "Defining Purchasing Item Information," Updating Standard Prices
and Business Unit Standard Prices

Pages Used to Create Buyers

Page Name

Definition Name

Navigation

Usage

Create New Buyer

EM_BUYER _ADD

eSettlements, Buyer
Information, Review Buyer
Details, Create New Buyer

Select the buyer registration
option.

Existing Buyers

EM_BUYER_INQRY

eSettlements, Buyer
Information, Review Buyer
Details, Existing Buyers

View alist of existing
buyers.

Review Buyer Details -
Registration

EM_BUY_REG

e Select the Create a New
Buyer option on the
Create New Buyer

page.

Click Continue.

Enter abuyer ID and
click Add.

e Select the Enablean AP
Business Unit as an
eSettlements Buyer
option on the Create
New Buyer page.

Click Continue.

Click aBusiness Unit

Create or complete the
buying entity and define
processing preferences.

column link.
Review Buyer Details - EM_BUY_REG_ADDR Select the Address tab from | Enter address information.
Address the Review Buyer Details -
Registration page.
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Page Name

Definition Name

Navigation

Usage

Review Buyer Details -
Bank Information

EM_BUY_REG_BNK

Select the Bank Information
tab from the Review Buyer
Details - Registration page.

Enter bank information for
new buyers, and view bank
information for existing
PeopleSoft Payables
business units you are
enabling as buyers.

Review Buyer Details -
Notifications and Approvals

EM_BUY_APPR_RULES

Select the Notifications and
Approvals tab from the
Review Buyer Details -
Registration page.

Specify matching and
approval rules requirements.
Inbound transactions
reference the agreement
information to determine
approval processing.

Note. When enabling a
PeopleSoft Payables
business unit, this pageis
not available because
matching controls were
established at the
PeopleSoft Purchasing
business unit level.

Buyer Information -
Invoice Line Approval
Rules

EM_BUY_LINE_APPR

Click theInvoice Line
Approval Ruleslink on the
Review Buyer Details -
Notifications and Approvals

page.

Define invoice line approval
rules by selecting fields to
route invoice lines for
approva and corresponding
responsible operational
roles.

Review Buyer Details -
ChartField Configuration

EM_BUY_REG_CFS

Select the ChartField
Configuration tab from the
Review Buyer Details -
Registration page.

Specify supplier accessto
ChartFields on self-service
invoices.

Define Buyer Notifications
- Define Notification Types

EM_B_NOTIFY

Click the Define Buyer
Notifications link on the
Review Buyer Details -
Notifications and Approvals

page.

Set up buyer natifications.

Note. Thislink isenabled
only after anew buyer is
saved.

Secure Buyer Banks -
Assign Banksto Buyers

EM_SEC_BU_BANK

eSettlements,
Administration, Secure
Buyer Banks. Secure Buyer
Banks - Assign Banksto
Buyers

Specify buyer bank account
access for the Business
Service Provider moddl.

Selecting a Buyer Creation Method
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To create anew buyer in aBuyer Direct model:
1. Under Buyer Registration Options, select Create a New Buyer and click Continue.
2. Enter abuyer ID in the Buyer field.

Thisvalue is used as the identifier when accessing buyer transactions throughout the system. Y ou must
establish abuyer ID for each buyer you set up.

3. Click Add.
To enable an existing PeopleSoft Payables business unit:

1. Under Buyer Registration Options, select Enable an AP Business Unit as an eSettlements Buyer, and click
Continue.

2. Click alink in the Business Unit column.

Entering Buyer Information

Access the Review Buyer Details - Registration page (select the Create a New Buyer option on the Create
New Buyer page).
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”gudress ' Bank Information | Motifications and Approvals | ChartField Configuration

Subscription Registration

Buyer: BLYOA Default SetlD: SHARE
Buyer Hame: Dean Jones & Bishop Short Name: Dean Jones
Template ID: MRKETFPAY As of Date: 01/01/1900
Currency: sD Rate Type: Current Rate

Details Customize | El

 Add New ID Number

Buyer System Access

Invoice Processing Reporting Access instant Messenger Access

Access to Review Invoices [ Mo Banner Management

Payments By eSettlements

Invoice and Payment Extract

ERP Integration File Report Type: | HML File LV;|
Extract Frequency: | Weekly L‘“’;l
Invoice Extract Status: | Any Status Change v

Review Buyer Details - Registration page (1 of 2)

Proposal Options

Payment Terms Customize | &l
Expiration Days: *pavment
Tp:l?.ms D Payment Terms
Proposal Humber Last ® l—% E|

Used:

Buyer Creation / Modification initiates several backaround processes and can take a minute or so to run. Please be patient.

. Modify Buyer | Un-Register |

Review Buyer Details - Registration page (2 of 2)
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Subscription Registration

Default SetlD

Buyer Name and Short Name

TemplatelD

Asof Date

Currency

Rate Type

Business ID Numbers

Chapter 6

Displays the default from the administrator's preferences. The setID
determines tableset processing for the buyer. During buyer creation, the
system establishes the required tableset sharing parameters for each buyer,
and you can refine these further.

Enter aname for the system to use on all pages where buyer 1D appears,
and enter a shorter name to use on pages where space is limited.

Note. These fields populate automatically if you are enabling an existing
Peopl eSoft Payables business unit.

Enter the ID for the buyer template associated with the buyer and from
which default and control values for buyer registration and transactions
originate.

Enter the date that you register the buyer in the system.

Note. This value appears by default from the as of date of the PeopleSoft
General Ledger business unit if you are enabling an existing PeopleSoft
Payables business unit.

Enter the primary currency for this buyer's transactions.

Note. PeopleSoft eSettlements records transactions in both transaction
currency and base currency, though each buying entity (buyer) can have
only one base currency.

Enter atype to use for currency conversion between the transaction and
base currencies, and to use as the default on all transactions for the buyer.

Information in this group box is optional.

ID Type

ID Number

Add New | D Number

Bank Information

Select abusiness ID type, such as Company Identification Number, DUNS
Number, Fiscal ID - Company - Italy, SREN Number - France, or Tax

| dentification Number.

Enter the actual business ID number.

Click this button to add additional 1D numbers.

Thisinformation is available only if you are creating a new buyer in the Buyer Direct model.
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Bank and Bank Account

Payment M ethod

Registering Buyers

Enter one of each. You must set up these values prior to associating the
bank codes with the buyer. Only in the Business Service Provider model
must you establish buyer bank security to provide each buyer access to
bank account information.

Select amethod for this account. The methods available are those already
established for the selected account.

All bank and payment information is used to provide default values at the agreement level, although you can

change it there.

Note. To provide international and domestic electronic funds transfer (EFT) payment layouts for the same
bank account, you must have established an external bank account for each layout. A bank account can have

only one layout.

Buyer System Access

I nvoice Processing

Reporting Access

Instant M essenger Access

Access to Review | nvoices

No Banner Management

For the Business Service Provider model, select to load invoices into
Peopl eSoft eSettlements.

For the Business Service Provider model, select to subscribe to PeopleSoft
eSettlements system report processing.

Select to enable usersto participate in instant messenger chats, which are
useful in dispute resolution.

Note. Selecting this check box enables accessto al the instant messaging
vendors; thereis no security for a given provider at the buyer level.
However, users with an instant messaging 1D from a given provider only
have access to that provider's network. For example, if auser only has an
ID set up with Sametime Connect, that user cannot view users that have
only a'Yahoo! Messenger ID.

See PeopleTools PeopleBook: PeopleSoft MultiChannel Framework.

For the Business Service Provider model, select to enable buyers to review
invoicesin various summarized formats.

Select to prevent banners from appearing on each web page. Otherwise, the
buyer is presented with advertising banners as defined by the administrator
during banner management setup. Banners are available in both models.
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Payments By eSettlements
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For the Business Service Provider model, select to enable payments to be
generated through PeopleSoft eSettlements. If not selected, it isimplied that
payments are made outside PeopleSoft eSettlements, and the External
Payments Application Engine process (EM_PAY _XTRNL) thus processes
related invoices. This process only closes undisputed invoices that are both
Approved and Matched.

If this check box is not selected, this buyer is not included in any pay
cycles. The External Payments process must be run to indicate payments
have been made. This process only closes undisputed invoices that are both
Approved and Matched.

Invoice and Payment Extract

ERP Integration File
(enterprise resource planning
integration file)

Report Type

Extract Frequency

I nvoice Extract Status

Pay Cycle Options

Pay Cycle Approval Required

Self-Service Pay Cycle

Automated Pay Cycle

Select to enable invoice and payment information to be extracted for
integration with an external financial management system. An invoice
extract run control is automatically created and named for the extract
frequency selected.

Specify the file output format of the extract reports by selecting Fixed
Format or XML File.

Select Bi weekly, Daily, Monthly, Weekly, or Yearly to define the interval at
which invoices are extracted.

Select Any Status Change,Approved, Matched and Approved, Matched and
Pending Approval, Paid, or Pending Approval to define the status of the
invoices that the system extracts.

Select to require approval by an authorized payment approver in order to
approve payments.

For the Business Service Provider model, select to enable the buyer to
review vouchers for payment, and reject and approve vouchers for payment
before payment creation. If thisis selected but Pay Cycle Approval
Required is deselected, the buyer is responsible for establishing,
maintaining, and processing pay cycles. In such cases, the host
administrator must enable access to the pay cycle pages.

For the Business Service Provider model, select to process payments
without buyer intervention such that payments are all, in effect,
preapproved. If you select this option, you must also specify the pay cycle
frequency to define how often the buyer has payments created. The host
administrator references this information when creating pay cycles for the
buying entity.
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Pay Cycle Frequency

M odify Buyer

Proposal Options

Registering Buyers

For the Business Service Provider model, select the interval at which pay
cycles are run and payments created: Bi Weekly, Daily, Monthly, or Weekly.

Click this button to modify information for an existing buyer.

If you are using Dynamic Discounting, complete these fields.

Expiration Days

Proposal Number Last Used

Payment Terms|D

Create a New Buyer

Unregister Buyer

See Also

Enter the number of days beyond the creation date of the proposal or offer
for the expiration date of the proposal or offer. For example: a proposal is
created on August 13, 2009 and the Expiration Days parameter isset to 7
days, 7 dayswill be added to the creation date and the proposal expiration
date will be set to August 20, 2009. These dates can later be overridden by
the supplier or buyer if required.

Displays the last proposal number used.

Select the payment terms to default into a new proposal or offer. Y ou can
add as many payment terms as needed to the grid, but you can only select
one to default to the proposal.

Click this button to register the buyer once you complete the subscription,
bank, and system access options. This button appears when a new buyer 1D
is added to the system.

Clicking this button or the Modify Buyer button also creates and modifies a
corresponding invoice extract run control record based on the data extract
selections.

Click this button to unregister this buyer. This button is unavailable if an
invoice has already been created for the buyer.

PeopleTools PeopleBook: PeopleSoft MultiChannel Framework

PeopleTools PeopleBook: Security Administration

Entering Address Information

Access the Review Buyer Details - Address page (select the Address tab from the Review Buyer Details -

Registration page).

If you are creating a new buyer, enter all addressinformation. If you are enabling an existing PeopleSoft
Payables business unit, the information popul ates automatically from the location associated with the
PeopleSoft Payables business unit.
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Entering Bank Information

Access the Review Buyer Details - Bank Information page (select the Bank Information tab from the Review
Buyer Details - Registration page).

In the Buyer Direct model, when you are enabling a PeopleSoft Payables business unit, the bank information
from the PeopleSoft Payables business unit option populates this page by default. Y ou cannot update the
fields, because thisinformation is driven by setlD, and changing it here would affect business units that share
the same setID. The system uses this information as the default when creating agreements for this buyer.

If you need to change bank information in the Buyer Direct model, you must update the PeopleSoft Payables
information for bank code, bank account, payment method, or al three. Changing the bank information at the
Payables options level does not change the existing bank information on created agreements. If bank
information needs to be changed once an agreement is created, you must update the bank information on each
agreement.

In the Business Service Provider model, you can update these fields, but you can only enter information on
this page after establishing buyer bank security. The system uses the bank information as the default for new
agreements. To update the information after an agreement is created, you must update each agreement with
the new details.

See Also

PeopleSoft Banks Setup and Processing 9.1 PeopleBook, "Setting Up Banks," Defining Bank Information

Entering Approval and Matching Rules

56

Access the Review Buyer Details - Notifications and Approvals page (select the Notifications and Approvals
tab from the Review Buyer Details - Registration page).

Copyright © 1992, 2012, Oracle and/or its affiliates. All Rights Reserved.



Chapter 6 Registering Buyers

Reqgistration Address Bank Information Motifications and Approvals ChartField Configuration

Buyer: BUYD1 Dean Jones & Bishop

Processing Options

[ invoice Approval Required Number of Approval Levels: Define Buyer Motifications
[~ anow pre-approved invoices Nofification Reminder Days: 1

Role Based Approval Details. Customize | Bl
Description Role Name Approval Amount Currency
Maximum amount for pre-approved invoices | 500.00 USD
Maximum amount Approver 1 can approve |EluyerAppmver1 V| | 1,000.00 UsSD
Maximum amount Approver 2 can approve |Eluyerp°«ppr0ver2 v| | 10,000.00| UsSD
Maximum amount Approver 3 can approve |EIuyerAppr0ver3 v| 9999 999 995 959 999,099 99999 UsSD
Invoice Line Approval Required Invoice Line Approval Rules

Review Buyer Details - Notifications and Approvals page

Processing Options

Invoice Approval Required  Select to require approval for invoices. If selected, you must also define
approval limits and approver roles at each level.

Number of Approval Levels Select 1, 2, or 3 to define your approval hierarchy. Leave blank if no
invoice approval is required.

Allow pre-approved invoices Select to permit invoices less than a maximum monetary amount to bypass
the approval step.

If selected, add avalue in the Maximum amount for pre-approved invoices
field.

Notification Reminder Days Enter the number of days to elapse before approval email notification
reminders are sent.

Define Buyer Notifications  Click thislink to establish or modify email notifications for the buyer. This
link is enabled after a new buyer is created.

Maximum amount for pre-  Enter the highest amount an invoice can be before it requires approval in
approved invoices the Approval Amount column field.
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Maximum amount Approver
1 can approve

Invoice Line Approval
Required

Invoice Line Approval Rules
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Chapter 6

Select an accounting-oriented approver role, for header approvalsin the
Role Name column field. In the Approval Amount column field, enter the
maximum amount that the first approver can approve.

Additional levels appear corresponding to your Number of Approval Levels
selection. Saving the page automatically sets the maximum approval
amount at the last approval level.

Note. Only roles assigned to the buyer accountant and buyer user role types
are available for selection.

Select to require line-level approval for invoices.

See Chapter 15, "Approving and Disputing Invoice Lines," Understanding
Line-Level Approva and Dispute, page 197.

Click thislink to define fields and role names that govern invoice line
approval and notifications.
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Matching Process

Requires Matching and
Match Rule

See Also

Registering Buyers

Select and specify these values for the Buyer Direct model, only when
creating a new buyer, because at that time you are also creating a new
PeopleSoft Purchasing business unit. (Y ou cannot select and specify these
values when enabling a PeopleSoft Payables business unit as a buyer.)
During processing, the match rule control is determined from either the
Peopl eSoft Purchasing business unit or from the vendor.

Select the check box for the Business Service Provider model, and specify a
match rule control if a buyer requires that invoices be matched to purchase
orders and receipts. This specification provides default values on the
agreements.

Y ou can use a delivered match rule control or set up your own.

Note. When you register a new buyer, the eSettlements Matching Process
check box at theinstallation level controls whether separate invoice
matching and approval is required, or if amatched invoiceis automatically
considered approved. Selecting thisinstallation-level check box means that
separate matching and approval are required. When creating a new buyer,
the process automatically selects the Payables Matching for VVoucher
Approval check box, enabling you to define the condition using the
eSettlements check box.

When enabling an existing PeopleSoft Payables business unit, ensure that
the Matching for Voucher Approval check box (in PeopleSoft Payables) is
selected so that you can then use the eSettlements check box to control
whether or not PeopleSoft eSettlements invoices require separate matching
and approval.

To access the page in PeopleSoft Payables where the Matching for V oucher
Approval check box islocated, select Set Up Financials/Supply Chain,
Business Unit Related, Payables, Payables Definition, Matching.

See Peopl eSoft Payables 9.1 PeopleBook, " Setting Up PeopleSoft Payables
Business Units," Establishing Matching Options.

PeopleSoft Payables 9.1 PeopleBook, "Running the Matching Process," Delivered Match Rule Controls

PeopleSoft Application Fundamentals 9.1 PeopleBook, " Setting Installation Options for PeopleSoft

Applications,” Defining eSettlements I nstallation Options

Defining Invoice Line Approval Rules

Access the Buyer Information - Invoice Line Approva Rules page (click the Invoice Line Approval Rules
link on the Review Buyer Details - Natifications and Approvals page).

Copyright © 1992, 2012, Oracle and/or its affiliates. All Rights Reserved. 59



Registering Buyers Chapter 6

Invoice Line Approval Rules

Field Select afield to define which invoices the system routes for line-level
approval. The system routes invoices that have values in these fields to the
appropriate line-level approvers.

Role Name Select an operational role to receive invoices that contain valuesin the
corresponding Field that you selected.

See Also

Chapter 15, "Approving and Disputing Invoice Lines," Setting Up Line-Level Approval Rules, page 198

Enabling ChartFields

60

Access the Review Buyer Details - ChartField Configuration page (select the ChartField Configuration tab
from the Review Buyer Details - Registration page).

Note. To access this page, you must first select the Expose ChartFieldsto Supplier check box on the
Installation Options - eSettlements page. If the Expose ChartFieldsto Supplier check box is not selected
during implementation and you subsequently create a new buyer after first selecting the check box, you
should review all existing buyers and verify that their information on the Review Buyer Details - ChartField
Configuration page is accurate. After verifying the information, save the page—even if you have not made
any changes.

See PeopleSoft Application Fundamentals 9.1 PeopleBaok, " Setting Installation Options for Peopl eSoft
Applications,” Defining eSettlements I nstallation Options.

ChartField Name and For the available ChartFields, specify supplier access: Display Only,
Supplier Access Editable, or No Access. This value defines which ChartFields appear on
supplier self-service invoices.

Because you determine supplier access at the agreement level, this selection
specifies only whether suppliers can view and edit particular ChartFields.

Note. If the voucher sourceis XML, users cannot view ChartFields.

If you implement PeopleSoft eSettlements with PeopleSoft Project Costing, you can specify supplier access
for the Project ChartField and the following six project-related ChartFields:

« Adctivity ID

« AnaysisType

« Category

« PC Business Unit (project costing business unit)

» SubCategory
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» Source Type

Note. If PeopleSoft Project Costing is not installed, users only have access to control the Project ChartField.

See Also

Chapter 10, "Processing Invoices," Understanding Self-Service Invoice Entry and Management, page 143

Specifying Buyer Notifications

Access the Define Buyer Notifications - Define Notification Types page (click the Define Buyer Notifications
link on the Review Buyer Details - Natifications and Approvals page).

Note. The email notifications you establish here for the buyer provide default values at the agreement level.
At the agreement level, users can override the defaults and choose different routings for the particular
supplier with which they are establishing an agreement.

Upon receiving any email notification and clicking the link it contains, if the system returns an authorization
error message you must add the component the user istrying to access to a permission list that is attached to
theuser's ID. Alternatively, you can add another role that already has access to the component to the user's
ID.

Note. If an invoice does not have arequester ID specified at the invoice header level, the Invoice Verification
process uses the requester |D specified in the setup. Otherwise, the requester ID on the invoice header is
notified.

Eleven notification types appear on this page.

Note. In either model, at the setlD level, the administrator and user assigned the role type of buyer
administrator can enable and define routings.

Y ou must set up the Agreement type because it notifies the supplier to review and accept the agreement; all
others are optional:

+ Agreement

« InvoiceLoad - Errors

« Invoice Load - No Errors
» Invoice Extract - Buyer

« Invoice Verification

Note. For the Invoice Verification notification type only, you can also select Requester as the Type. If you
select Requester, the system uses this value as the default recipient if an invoice does not have a requester
specified. If an invoice does have arequester specified, that person is notified when invoices require
verification. Any other user ID or role specified in the routings al so receives the notification.

» Match Exception - Buyer
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Match Exception - Supplier
Dispute - Invoice Lines
Dispute - Payment Schedules
Payments Awaiting Approval

Payment Create and Cancel

These notifications contain four common fields.

Tolcc (to or carbon copy) Specify whether the notification is sent to the recipient (user 1D or role) that

you define, or whether the specified recipient receives a copy of the email.

Type Specify the recipient type to which to route the notification: Role or User

ID.

Note. If the user selected does not have access to the business unit, the user
does not receive the email notifications. Y ou enable business unit access on
the user profile.

Recipient Enter the recipient of the respective email notification. The available

selections are dependent upon your Type selection.

Recipient Name Displays the recipient selection name.

Note. If you do not want to send notificationsto a buyer, deselect all the notification type check boxes.

The following six notification types also contain a Days Before Sending Reminder field, in which you define
the number of days that can elapse before the system sends areminder email notification referencing the
particular notification type activity.

Invoice Load - Errors

Note. The system sends the Invoice Load - Errors notification type for recycled invoices and for pre-edit
errors in the VVoucher Creation process, and for subscription PeopleCode errors for electronic invoices
(both OAG and XML messages).

Invoice Verification
Match Exception - Buyer
Match Exception - Supplier

Dispute - Invoice Lines

Note. The reminder days functionality for invoice line disputesis more robust than for the other
notification types. In addition to automatically generating reminder email notifications, it handles
situations unigue to disputed invoice lines. These situations occur when multiple disputes by multiple
users happen on the same line on the same day, and the users select the Notify Later Application Engine
functionality (EM_NOTIF_LATR).
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» Payments Awaiting Approval

Assigning Banks to Buyers

Access the Secure Buyer Banks - Assign Banks to Buyers page (click the Define Buyer Notifications link on
the Review Buyer Details - Notifications and Approvals page).

Select the Bank and Account for the business unit.

Note. This step isrequired only in the Business Service Provider model. In the Buyer Direct model, bank
security is achieved through standard PeopleSoft tableset sharing and setlD security.

Creating Buyer Administrators

To create a buyer administrator, use the User Preferences component (OPR_DEFAULT).
This section provides an overview of buyer administrator creation and discusses how to:
» Assign data access.

« Define processing options.

See Also

PeopleSoft Application Fundamentals 9.1 PeopleBook, "Defining User Preferences’

PeopleSoft Application Fundamentals 9.1 PeopleBook, " Securing Y our System," Defining Row-Level
Security

Understanding Buyer Administrator Creation

In both the Buyer Direct and the Business Service Provider model, the system administrator can create a
buyer administrator by completing the user details, selecting the buyer administrator role name (which istied
to the buyer administrator role type), and specifying the buyers (accessible buying entities) to which the buyer
administrator has access.

When the buyer administrator subsequently creates additional users, those new users share the same business
unit restriction and data access. When a buyer is created, all options except Urgent Payment are automatically
enabled. These options can be changed on the Procurement - Payables Online V ouchering page.

This table provides an overview of how each processing option affects user abilities in the two models:
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Processing Option

Function and Implications for Each Model

Manually Schedule
Payments

For both models, if you select this option users see the Schedule and Hold links on the
Review Invoices - Invoice Inquiry and Schedule Payment Installments pages. In addition,
users can click the Dispute button on either of these pages to resolve payment installment
disputes.

If you do not select this option, users can still see the Dispute button, enabling them to
view any existing disputes, but not resolve them.

Note. When you create a buyer user using the eSettlements Review User Profiles
component (EM_BUYER_SECURITY), this option is automatically enabled.

Authority to Override
Match

For the Buyer Direct model, if you select this option users can override and undo a
matched voucher using PeopleSoft Payables pages. If you do not select this option, users
cannot override exceptions and cannot undo a matched voucher.

For the Business Service Provider model, if you select this option users can override
exceptions. If you do not select this option, users cannot override exceptions.

Note. When you create a buyer user using the eSettlements Review User Profiles
component, this option is automatically enabled.

Record Payment

For the Buyer Direct modd, if you select this option users can create manual payments by
selecting eSettlements, Payments, Create Manual Payment, and accessing the Manual Pay
Selection page in PeopleSoft Payables.

For the Business Service Provider model, users can create a manual payment on the
eSettlements Record Manual Payments - Schedule a Payment page. If you do not select
this option, users can access the page, but can only view the vouchers eligible for a
manual payment.

Note. When you create a buyer user using the eSettlements Review User Profiles
component, this option is automatically enabled.

Allow Regular Voucher

When you create a buyer user using the eSettlements Review User Profiles component,
this option is automatically enabled.

Allow Prepay Voucher

When you create a buyer user using the eSettlements Review User Profiles component,
this option is automatically enabled.

Urgent Payments

The ability to create urgent payments is not controlled through user preferences, but is
based on the permission lists associated with the roles that are attached to users.

Users who make urgent payments or approve PeopleSoft eSettlements payments must
have the EPMP8000 Process Profile attached to their user ID.

See Also

Chapter 4, "Configuring Security," Understanding Permission Lists and Role Types, page 18
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Pages Used to Create Buyer Administrators
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Page Name

Definition Name

Navigation

Usage

Define User Preferences -
Overall Preferences

OPR_DEF_TABLE_FS1

Set Up Financial s/Supply
Chain, Common
Definitions, User
Preferences, Define User
Preferences

On the User Preferences
search page, select the ID of
auser whoserole has a
buyer administrator role
type associated with it and
click the search button.

Click the Overall Preference
link on the User Preferences

page.

Establish general processing
options for a buyer
administrator.

Procurement - Payables
Online Vouchering

OPR_DEF_TABLE_AP1

Select LBA (local buyer
administrator) as the user
ID on the User Preferences
search page.

Click Procurement on the
User Preferences page.

Click Payables Online
Vouchering on the Define
User Preferences -
Procurement page.

Establish PeopleSoft
Payables processing options
for a buyer administrator, or
specify or change auser's
match override and payment
creation permissions.

Assigning Data Access

Access the Define User Preferences - Overall Preferences page (Set Up Financials/Supply Chain, Common
Definitions, User Preferences, Define User Preferences).

Establish buyer system data access by defining the default SetID, As of Date, and Localization Country.

Defining Processing Options

Access the Procurement - Payables Online Vouchering page (click Procurement on the User Preferences
page, and then click Payables Online Vouchering on the Define User Preferences - Procurement page).

Define processing options for the buyer administrator by selecting all of the following check boxes:

Manually Schedule Payments Select to enable the user to manually schedule payments and to place
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Authority to Override Match Select to enable user to override match exceptions.

Only users who have this option selected can override match exceptions.
All other users can view match exceptions, but they cannot override them.

Record Payment Select to enable a user to record payments.

Security for Voucher Styles  Click to access the VVoucher Styles page, where you can select the voucher
stylesthat are allowed for the buyer administrator.

See Also

PeopleSoft Application Fundamentals 9.1 PeopleBook, "Defining User Preferences," Defining Payables User
Preferences

Chapter 13, "Approving Invoices," Initiating Invoice Approval Workflow, page 186

Chapter 16, "Processing Payments," Understanding Payment Processing, page 209
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This chapter provides an overview of supplier registration and discusses how to:
» Create suppliers.
»  Create supplier administrators.

» Define data and processing access.

Understanding Supplier Registration

A supplier represents an entity providing goods or services to a buyer in PeopleSoft eSettlements. Each
supplier must be registered in the system, and a valid agreement must exist before processing invoice
transactions.

The system administrator first sets up a supplier administrator for each entity, and the supplier administrator,
once created by the system administrator, is responsible for completing registration for his or her organization
by specifying processing options specific to the organization. The supplier administrator can then create new
user profiles for additional individuals.

At the setID level, email notifications are used by all suppliers having the same setID.

I nstant messaging capability, when enabled, functionsin PeopleSoft eSettlements when the instant messaging
providers systems are operational. When the supplier administrator enables instant messaging access, users
for whom they enable the feature must install the public version of Y ahoo! Messenger, Sametime Connect, or
America Online (AOL) instant messenger on their desktops (if oneis not already installed) and must have a
user 1D for the chosen instant messaging provider.

Note. If users enabled for instant messaging attempt to initiate a conversation and it fails because the chosen
provider's network is down, users should contact the instant messaging provider for assistance.

The steps necessary to register suppliers depend on the model that you are implementing.

Buyer Direct Model

In the Buyer Direct model, you can create suppliers three ways:
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« Enable abatch of PeopleSoft Payables vendors as Peopl eSoft eSettlements suppliers.

Note. Although you may have already run the processes to enable a batch of PeopleSoft Payables vendors
as PeopleSoft eSettlements suppliers, you must still specify supplier system access (such as the instant
messaging option) and reporting access, as well asadd alogo. If you decide to use email notifications for
this enabled vendor, first check to see whether the setID level isaready set up. If it is not, then you must
set it up for the setID for the vendor. If the setID level is already set up, you can override and specify the
routings at the supplier location or agreement levels.

« Enable an existing PeopleSoft Payables vendor by specifying registration information, such as email
notifications and supplier logos.

» Create anew supplier by defining all information, including address and bank information.

Note. If financia sanctions validation is required and the PeopleSoft Payables vendor you are enabling has a
financial sanctions status of Review or Blocked, the system displays a warning message that the vendor
selected is currently under financial sanctions review. Y ou can proceed with creating the supplier. However,
the system does not alow payments to suppliers with afinancial sanctions status of Review or Blocked.

See Chapter 7, "Reqistering Suppliers," Understanding Financial Sanctions Validation, page 69.

Business Service Provider Model

In the Business Service Provider model, you create suppliers one at atime, adding all necessary access and
processing information.

See Also

Chapter 14, "Disputing Invoices," Resolving Disputes Using Instant Messaging, page 195

Chapter 5, "Enabling PeopleSoft Payables for the PeopleSoft eSettlements Buyer Direct Model," Enabling
Peopl eSoft Payables Business Units and V endors as PeopleSoft eSettlements Buyers and Suppliers, page 39

Chapter 4, "Configuring Security," Administering Self-Service Security and Creating New Users, page 19

PeopleSoft Application Fundamentals 9.1 PeopleBook, " Setting Installation Options for PeopleSoft
Applications,” Defining eSettlements I nstallation Options

Creating Suppliers

68

To create a supplier, use the following components:

« Review Supplier Details - Inquiry (EM_SELLER_INQUIRY)

» Review Supplier Details - Registration (EM_SELLER_REGISTER)
« Define Supplier Notifications (EM_S NOTIFY_SETID)

This section provides overviews of financial sanctions validation and supplier notifications, lists prerequisites,
and discusses how to:
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» Create new suppliers.

» Register suppliers.

« Enter address information.

+ (Optional) Enter contact information.
« Enter location information.

« Enter bank information.

»  Specify supplier location notifications.

The system administrator creates supplier IDs that are used as identifiers when accessing transactions
throughout the system. The setlD value appears by default from the system administrator's preferencesin the
Buyer Direct model, or from the exchange host's preferences in the Business Service Provider model.

Understanding Financial Sanctions Validation

PeopleSoft eSettlements provides validation of your suppliers against financial sanctions lists (for example,
the Specially Designated Nationals (SDN) list). The system validates suppliers against financial sanctions
lists:

» When you attempt to save the supplier.

This capability existsif you enable financial sanctions at the installation level, and select the SDN
Validation at save check box on the Vendor Set Control page.

« Onadynamic basis on the Review Supplier Details - Registration page.

This capability existsif you enable financia sanctions at the installation level, and do not select the SDN
Vadlidation at save check box on the Vendor Set Control page.

« By running the Financial Sanctions Validation Application Engine process (AP_SDN_VAL).

Y ou can schedule the Financial Sanctions V alidation process to run on a predefined schedule using the
Process Scheduler, or you can run it on an ad hoc basis.

Note. If you enable financial sanctions at the bank level, you need to run the Financial Sanctions
Validation process to validate at the supplier level.

How the system validates your suppliersis dependant upon how you set up financial sanctions validation
options. The system updates the supplier's financial sanctions status on the Vendor |nformation component
(VNDR_ID). Accessthe Vendor Information component to change the financial sanctions status, if

appropriate.

When you create a new supplier when financial sanctions validation is enabled, the system allows you to save
the supplier if it has afinancial sanctions status of Review or Blocked. However, the system does not allow
payments to suppliers with afinancial sanctions status of Review or Blocked.

Note. If financial sanctions validation is enabled, and you are using PeopleSoft Payables functionality, the
system performs validations similar to those performed during the PeopleSoft Payables process.
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Financial sanctions validation is discussed in detail in PeopleSoft Source to Settle Common Information
PeopleBook, "Maintaining Vendor Information."

See Also

PeopleSoft Source-to-Settle Common Information 9.1 PeopleBook, "Maintaining Vendor Information,”
Understanding Financial Sanctions Validation

Chapter 7, "Reqgistering Suppliers,”" Creating New Suppliers, page 72

Chapter 16, "Processing Payments," Understanding Payment Processing, page 209

Understanding Supplier Notifications

When setting up notifications at the supplier setlD level, the system administrator defines the notification
types and specifies the roles to route the email notifications. These values then default to the supplier
location. The supplier administrator can then specify other roles, user 1Ds, or both for these naotification types
by overriding them at either the supplier location level or at the agreement level.

Note. If the user selected does not have access to the supplier, the user will not receive the email
notifications. Y ou enable business unit access on the user profile.

If anctification isinternal, it means only the supplier roles as specified on the Role Configuration page, or the
user 1Ds created referencing those supplier roles, receive the notification.

Type Internal or External

Payment Create and Cancel Internal

Invoice Extract — Supplier Internal

Cash Collections External — Business Service Provider model only
Invoice Load — No Errors Internal

Invoice Load — Errors Internal

Note. The Invoice Load - Errors notification type is sent when a buyer denies an invoice using the Self-
Service Invoice feature.

Prerequisites

Y ou must set up vendor setlD controls before you can use a setlD. We discuss this setup in another
PeopleBook.
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See Also

Registering Suppliers

PeopleSoft eProcurement 9.1 PeopleBook, "Determining Functional Implementation Options," Pages Used to

Maintain Vendors

Pages Used to Create Suppliers
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Page Name

Definition Name

Navigation

Usage

Create a New Supplier

EM_SELLER ADD

eSettlements, Supplier
Information, Review
Supplier Details, Create a
New Supplier

Begin creating a new
supplier.

Review Supplier Details -
Registration

EM_SELLER REG_PG1

o Select asupplier
registration option and
enter a SetID and
Supplier 1D or Vendor
ID and click Add on the
Create aNew Supplier

page.

* Click aSupplier link on
the Existing Suppliers
page.

Enter supplier subscription,
system access, payment
extract, value-added tax
(VAT) and business D, and
logo information.

Review Supplier Details -
Addresses

EM_SELLER ADDR _LST

Select the Addresses tab on
the Review Supplier Details
- Registration page.

View established addresses.

Maintain Addresses -
Address Information

EM_SELLER ADDR

Click the Add a New
Address button on the
Review Supplier Details -

Enter supplier address
information.

Addresses page.
Review Supplier Details- | EM_SELLER CNT_LST Select the Contactstabon | View established contacts.
Contacts the Review Supplier Details

- Registration page.
Maintain Contacts - Contact | EM_SELLER_CNTCTS Click the Add a New Enter supplier contact
Information Contact button on the information.

Review Supplier Details -

Contacts page.

Review Supplier Details -
Locations

EM_SELLER LOC_LST

Select the Locations tab on
the Review Supplier Details
- Registration page.

View established locations.

Maintain Locations -
Location Information

EM_SELLER OPRTG_RL

Click the Add aNew
Location button on the
L ocations page.

Enter supplier location
information.
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Page Name

Definition Name

Navigation

Usage

Supplier Bank Information -
Maintain Banks

EM_SELLER BANK

Click the Update Bank
Information link on the
Maintain Locations -

L ocation Information page.

Define the bank accounts
into which the supplier
wants to have electronic
payments deposited.

Define Supplier
Notifications - Define
Notification Types

EM_S NOTIFY

eSettlements,
Administration, Define
Supplier Notifications,
Define Supplier
Notifications - Define
Notification Types

Set up supplier email
notifications.

Review Supplier Details -
Define Notification Types

EM_LOCATION_NOTIFY

Click the Notifications
button on the Locations

page.

Set up supplier location
email notifications.

See Also

Chapter 4, "Configuring Security," Administering Self-Service Security and Creating New Users, page 19

Creating New Suppliers

Access the Create a New Supplier page (eSettlements, Supplier Information, Review Supplier Details, Create
aNew Supplier).
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Create a Mew Supplier ! Existing Suppliers N

Create a new supplier or register an existing vendor as an eSettlements Supplier.

Supplier Registration Options

(O Create a New Supplier

® Register an existing vendor as an e Settlements Supplier

List of Hon-Registered Vendors
Vendor: @,  Search |

Vendors not registered as eSettlements

Suppliers Customize | Find | View 100 | BV First &1 110 o 346 I Last
Vendor Vendor Name

0000000001 Medical Supply

0000000002 Pay Less Medical
0000000003 Medwaorks, Inc.

0000000004 Premier Health Care Senvices
0000000044 Mel's Diner

0000000045 Robert Half

0000000046 Onsight Inc

0000000047 Tiger Semnvices
1FECELYMNDRE One Federal Vendar
ALS0000001 Computers Unlimited

Create a New Supplier page

Y ou can create a new supplier or use an existing vendor to create a new user.

Create a New Supplier Select this option to establish a new supplier. Click the Continue button,
enter the SetID and a unique Vendor 1D, and click the Add button to access
the Review Supplier Details - Registration page.
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Register an existing vendor as Select this option to establish anew supplier using an existing vendor.

an eSettlements Supplier Click the Continue button and enter the Vendor ID or click the Search
button to view alist of available vendors. Click the Vendor link to access
the Review Supplier Details - Registration page.

Note. If financial sanctions validation is enabled and the PeopleSoft
Payables vendor has a financial sanctions status of Review or Blocked, the
system displays a warning message that the vendor selected is currently
under financial sanctions review. Y ou can proceed with creating the
supplier. However, the system does not alow payments to suppliers with a
financia sanctions status of Review or Blocked.

See Chapter 7, "Reqgistering Suppliers,” Understanding Financial Sanctions
Validation, page 69.

Registering Suppliers
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Access the Review Supplier Details - Registration page (select a supplier registration option and enter a SetlD
and Supplier ID or Vendor ID and click Add on the Create a New Supplier page).

" Addresses || Contacts || Locations
Supplier Subscription

Supplier: FROMAGE

*Supplier Name: |Frnmage Importers *Short HName: [FROMAGE
Attachments
Supplier System Access
Voucher Processing Reporting Access Allowed
[ instant Messenger ACcess [ o Banner Management
Invoice and Payment Extract
[¥] ERP Integration File Report Type: Fixed Format
Extract Frequency: Weekly b
Invoice Extract Status: | Paid hd
VAT and Business ID Information
VAT Registration
VAT Registration Details Customize | B
*Country VAT Registration ID
| France | [13004328092 =]

' Add Additional VAT Information

Review Supplier Details - Registration page (1 of 2)
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Business ID Number Customize | [El
ID Type ID Number
| SIREN Number - France v (312123127 =

| Add New ID Number
Proposal Options

Expiration Days: Payment Terms Customize | Bl
*Payment
Terms ID Payment Terms
o I =

 AddLogo  Delete Logo |
save ~ Un-Register

Review Supplier Details - Registration page (2 of 2)

If you enable financial sanctions at the installation level, the system validates the supplier upon saving the
supplier or on a dynamic basis by clicking the Financial Sanctions edit button. If you enable financial
sanctions at the bank level, no validation occurs at the supplier level unless you run the Financial Sanctions
Validation process.

When you create a new supplier when financial sanctions validation is enabled, the system alows you to save
the supplier if it hasafinancial sanctions status of Review or Blocked. However, the system does not alow
payments to suppliers with afinancial sanctions status of Review or Blocked.

See Chapter 7, "Reqistering Suppliers,” Understanding Financial Sanctions Validation, page 69.

Supplier Subscription

Because the Supplier Name appears throughout the system, ensure that it is unique.

Financial Sanctions edit Click to validate the supplier against financia sanctionslists (for example,
the SDN list). This button only appearsif financial sanctionsis enabled at
theinstallation level, and the SDN Validation at save check box is not
selected on the Vendor Set Control page. Also, this button only appears for
suppliers with afinancial sanctions status of Cleared or Valid.

Attachments (0) Click thislink to access the Attachments page and to attach documents to
this supplier.
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Supplier System Access

Voucher Processing Select to enable the supplier'sinvoices to be loaded into the system.

Reporting Access Allowed Select to subscribe to report processing. There is no PeopleSoft processing
logic currently applied to this.

Thisfunction is used for the Business Service Provider model, enabling the
host to charge for subscription.

Instant M essenger Access Select to enable this supplier to use instant messaging to discuss payment
installment dispute resolution with buyers.

Note. Selecting this check box enables accessto al the instant messaging
vendors; there is no specific security for a given provider at the supplier
level. However, there is access at the PeopleTools level, and users with an
instant messaging ID from a given provider will have access only to that
provider's network. For example, if auser hasonly an ID set up with
Sametime, that user cannot view users that have only a Y ahoo! ID.

No Banner M anagement Select to prevent host-defined banners from appearing on each web page.

Withholding Select this check box to enable withholding for this supplier. This check
box is only visible if you select the Withholding check box on the
eSettlements Installation Options page.

Invoice and Payment Extract

These functions are described in the section in which we describe how to define buyer processing
preferences.

See Chapter 6, "Reqistering Buyers," Creating Buyers, page 46.

VAT and Business ID Information

VAT Registration Select this check box if the supplier operatesin a VAT country.

VAT Registration Details

Country and VAT Select acountry and enter aVAT ID number.

Registration 1D

Add Additional VAT Click this button to enter another country and 1D number. This link appears
Information for existing addresses.

Business ID Number

The information in this group box is optional.
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ID Type and | D Number

Add New | D Number

Proposal Options

Expiration Days

Payment Terms|D

Supplier Logo

Registering Suppliers

Associate the supplier with areporting entity from the ID types available. If

you do so, aso enter the ID Number provided by the reporting entity.

Click this button to add additional numbers.

Enter the number of days beyond the creation date of the proposal or offer
for the expiration date of the proposal or offer. For example: a proposal is
created on August 13, 2009 and the Expiration Days parameter isset to 7
days, 7 dayswill be added to the creation date and the proposal expiration
date will be set to August 20, 2009. These dates can later be overridden by
the supplier or buyer if required.

Select the payment terms to default into a new proposal or offer. Y ou can
add as many payment terms as needed to the grid, but you can only select
one to default to the proposal.

Click Add Logo to store alogo in the database and present it on the HTML invoice. Logos are optional .

Note. Supplier logo images must be in JPEG format.

Un-Register Supplier

Click this button to unregister this supplier. This button will not be
available if any invoices have been created for this supplier.

Entering Address Information

Access the Maintain Addresses - Address Information page (sel ect the Addresses tab on the Review Supplier

Details - Registration page).
Description

Country

Add a Future Address

Phone Information

Enter a description and any other relevant address information.

Enter the country for this address. Changing the country may change the
appearance of the page. Y ou may then need to select the Update this
Address link on the page to enter the address fields.

Click thislink to add future address information.

Y ou may add phone information, but it is not required.
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Type Select the type of number, such as: Business,Campus, Cellular, FAX,Pager
1, or Telex.

Add a New Phone Number Click this button to add additional supplier phone numbers.

Note. Y ou must establish at least one supplier address and corresponding payment terms before proceeding to
the Review Supplier Details - Locations page. Doing so is also required in order to save the registration and
create the new PeopleSoft eSettlements supplier.

(Optional) Entering Contact Information

Access the Maintain Contacts - Contact |nformation page (click the Add a New Contact button on the Review
Supplier Details - Contacts page).

Contact Information

Description, Contact Name,  Enter information for this contact.
and Email Address

URL (uniform resource Enter aweb address for this contact's organization.
locator)
Address Select the location for this contact. The only locations that appear are those

currently established for the supplier. If the supplier is new and no locations
have been established yet, then none appear.

Contact Type Select the most appropriate contact type, such as Accounts Payable,Billing
Contact, or External Contact.

Entering Location Information

Access the Maintain Locations - Location Information page (click the Add a New L ocation button on the
L ocations page).

Note. If locations are already set up, a description and current invoicing address appear on the Review
Supplier Details - Locations page, along with a Notifications button. Click this button to view the setID-level
default notification setup for the respective location. Y ou can override the setID level setup on this page. If
you want to override the setl D-level notification setup for anew supplier location or a new effective-dated
location, you must do so on this page.
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Location and Location Details

Supplier Location and
Description

Default Location

Currency Code

Invoicing Address and
Remitting Address

Enter alocation, such as HEADQTRS (headquarters) or EAST, and a
description of the location for this supplier.

Note. Because PeopleSoft eSettlements displays the description you enter
here throughout the system, ensure that the name is unique.

Select this check box to define the current location as the supplier default.

Enter a currency code to use as the default currency on self-service
invoices.

Select an address for this supplier, such as Primary.

Note. If the address established in the previous steps is the only address
established for this supplier, it appears by default in the Invoicing Address
and Remitting Addressfields.

Payment Terms and Remitting Options

L ocations enable you to designate that payments be made to a supplier other than the primary supplier.

Payment Terms

Update Bank Information

Remit to L ocation

Remit to this Supplier but a
different Location

Remit to L ocationand
Remitting Address

Remit to a different Supplier
Remit Supplier

Remit to L ocation and
Remitting Address

Select terms to govern transactions with this supplier, such as 10N, EOM,

or Solit.

Click to access the Supplier Bank Information - Maintain Supplier Banks
page and enter bank details for this supplier location.

Select this option to have payments made to the |ocation that appear in the
Remitting Address line.

Note. The option text for this option reads Remit to This Location if you are
setting up a new supplier and have not yet saved it.

Select to have payments sent to an alternate location for this supplier.

Select aremit to location if you selected the Remit to this Supplier but a
different Location option. The available choices are those that you
previously established for this supplier. The associated remitting address

appears.

Select this option to have payments made to a different supplier.
Select the supplier to receive payments.

Select the location of the different supplier. The associated address appears.
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Global/1099 Withholding

Attachments (0)

Add Invoices

Update this L ocation

Add a Future L ocation

Entering Bank Information

Chapter 7
Click thislink to access the Withholding Vendor page and define
withholding information for this supplier.

Click thislink to access the Attachments page and to attach documentsto
this location.

Click thislink to access the Attachments page and to attach invoicesto this
supplier.

Select thislink to modify existing location details.

Select thislink to specify alocation that will take effect on a date that you
designate. This link appears for existing locations.

Note. If you select thislink to set up afuture location, you must specify a
date in the Location effective as of field.

Access the Supplier Bank Information - Maintain Banks page (click the Update Bank Information link on the
Maintain Locations - Location Information page).

Accessible Bank Accounts

Default

Bank Name and Branch
Name

Country and Bank 1D
Qualifier

80

Select to set the current information as the default bank for this supplier.

The values that you enter here appear in the payment file notification and
onthe HTML invoice.

Select the destination country code, which also determines the selection of
available Bank ID Qualifier values. Then, specify aqualifier that
determines which edit algorithm the system uses to check the bank 1D
number sequence.

Enter one of each to identify the Bank ID and Bank Account Number field
format.

Note. You must enter this information in the system before you can transfer
money to the account.
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IBAN Digit (international bank Enter the two-numeral check digit code for the country and click View

account number digit)

BIC (bank identifier code)

See Also

IBAN. If the DFI qualifier for the specified country isIBAN enabled and
the system successfully validates the check digit, then the IBAN for this
account appears. Thisfield and the View IBAN button appear only if the
IBAN Enterable field is not selected on the IBAN Formats page.

Note. If transacting with the United Kingdom and the Netherlands, you
must enter Swift ID in the DFI Qualifier field to validate the IBAN entry.

See PeopleSoft Banks Setup and Processing 9.1 PeopleBook, " Setting Up
Banks," Understanding IBAN.

See PeopleSoft Banks Setup and Processing 9.1 PeopleBook, " Setting Up
Banks," Defining IBAN Formats.

Enter aBIC code for this supplier bank. This code is based on the SO
standard (9362), which is the universal method used to identify the financial
institutions that enable automated processing of payments. A BIC codeis
used to route cross-border and some domestic payments to a bank branch or
payments center.

SEPA requires the use of BIC and IBAN codes to uniquely identify the
creditor's and debtor's banks and bank accountsin all Euro cross-border
payments. It isimperative that the IBAN and BIC codes are correct to avoid
repair fees that the bank charges due to processing errors, and to avoid
delaysin processing payments and collections due to the time-consuming
correction of these errors.

Once you enter a BIC code, the system validates the length and layout of
the characters, and then validates the BIC country code against the country
code set up for the bank branch.

PeopleSoft Source-to-Settle Common Information 9.1 PeopleBook, "Maintaining Vendor Information,”
Defining Vendor Bank Accounts

PeopleSoft Banks Setup and Processing 9.1 PeopleBook, " Setting Up Banks"

PeopleSoft Banks Setup and Processing 9.1 PeopleBook, " Setting Up Counterparties’

Specifying Supplier Location Notifications

Access the Define Supplier Location Notifications - Define Notification Types page or the Review Supplier
Details - Define Notification Types page (click the Notifications link on the Location page).

Note. Because you establish setlDs at such a high level, the system administrator can specify only therolesto
which to route notifications. Users can later override these routings at lower levels, such as at the supplier

location and agreement levels.

Five possible notification types appear on this page:
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Invoice Load - Errors

« InvoiceLoad - No Errors

« Payment Create and Cancel

» (Business Service Provider model) Cash Collections
« Invoice Extract - Supplier

» Proposal Accepted

» Proposal Denied

« 1099 Report

Note. Thereis aso supplier notification override at the agreement level, however since a supplier can
have multiple agreements with different buyers and this 1099 report only appliesto the supplier, no
override will be alowed at the agreement level.

The routings and definitions from the setID level appear here by default. Click the Specify Overrides button
to change the routings or to add additional routings.

Before creating email notifications for each supplier location, you must have already created notifications at
the setID level.

Note. In either model, at the setID level only the system administrator can enable and define routings. At the
location level only the administrator can enable routings, and both the system administrator and the supplier
administrator have the authority to define routings.

The default routings set up at the setlD level appear on this page. Y ou can override and specify different
routings for each location. If the administrator has enabled routings, the supplier administrator can define
roles or user IDs to receive notifications.

Each notification type contains common fields. If you elect to change the default routings, you must specify
the values for each field.

Aswith roles, when specifying user 1Ds, those that appear are internal users. The exception isthe Cash
Collections notification. This notification, which is available only in the Business Service Provider model,
allows you to select external users (users outside of the supplier's organization).

See Also

Chapter 8, "Creating Agreements," Specifying Buyer Notifications, page 96

Chapter 18, "Managing Cash Coallections,”" Specifying Cash Collection Notification Parameters, page 245

Chapter 4, "Configuring Security," Understanding Self-Service Security Administration, page 20

Creating Supplier Administrators

To create a supplier administrator, use the Review User Profiles component (EM_SELLER_SECURITY).
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This section provides an overview of the supplier administrator role type and discusses how to create supplier
administrators.

Understanding the Supplier Administrator Role Type

The system administrator sets up user profiles and assigns suppliers to the local supplier administrator.
Because user profiles define individual PeopleSoft users, profiles are linked to one or more role types.

Page Used to Create Supplier Administrators

Page Name Definition Name Navigation Usage

EM_SELLER_SECURITY

Review User Profiles -
Supplier User Details

eSettlements, Supplier
Information, Review User
Profiles, Review User
Profiles - Supplier User
Details

The system administrator
creates the supplier
administrator profile.

Creating Supplier Administrators

Access the Review User Profiles - Supplier User Details page (eSettlements, Supplier Information, Review
User Profiles, Review User Profiles - Supplier User Details).
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Review User Profiles

Supplier User Details

*User ID: |LsA |

*Name: Local Seller Admin (Examples: Fred Smith, AP Department or Buyer)
Lock Account |:| (Click here to dizable the access to the =y=tem for this user)

*Password: |............................

*Confirm Password: |----------------------------

Email Address: Ipeoplesofi@peoplesaft.com [¥] Email User
*Language Code: | English |
*Currency Code: EUR @, euro
*Rate Type: | Current Rate ~|
Instant Messaging IDs Customize | Find | View All | B 10of1
Instant Me=ssaging Domain Instant Messenger ID
| | =
 AddNewID
Supplier User Roles Customize | Find | View Al B g
Role Hame
| Supplier Administrator | =]
 AddaUserRole

Review User Profiles - Supplier User Details page (1 of 2)
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*Hame

Computers Unlimited Pty Lid
Books for You

Freeds Furniture

Friday's Office Supplies
Fromage Imparters

Trader Distribution

Treat's

LK Office Paper Supplies

Add a Supplier

© L LlLp L L L e
aopnpnynpnpogn

Review User Profiles - Supplier User Details page (2 of 2)

User Profile

Email Address
Email User

L anguage Code and
Currency Code

Instant Messaging IDs

Instant M essaging Domain
andlnstant M essenger 1D

Supplier User Roles

Role Name

Accessible Suppliers

Enter an email address for the supplier administrator notifications.
Select this check box so that the supplier administrator will receive emails.

Enter alanguage and currency code for the supplier administrator.

Select AOL (AmericaOnline), SAMETIME, or YAHOO to designate the
provider, and enter the ID of the supplier administrator. Do not append the
@ symbol or the domain name of the messaging provider in the Instant
Messenger ID field.

Select Supplier Administrator. This role name must be tied to the Supplier
Administrator role type.

Assign the Name of each supplier that this supplier administrator can access.
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See Also

Chapter 7

Chapter 4, "Configuring Security," Understanding Permission Lists and Role Types, page 18

Chapter 6, "Registering Buyers," Creating Buyer Administrators, page 63

Chapter 4, "Configuring Security," Creating New Buyer Users, page 22

Chapter 4, "Configuring Security," Administering Self-Service Security and Creating New Users, page 19

Defining Data and Processing Access

Once a supplier administrator is set up, you define avendor 1D and processing preferences for the supplier
administrator user. The supplier administrator can subsequently assign its users access only to the vendors

that you specify here.

To define data and processing access, use the User Preferences component (OPR_DEFAULT).

This section discusses how to:

» Define supplier administrator processing preferences.

» (Optional) Define processing authority.

Pages Used to Define Data and Processing Access

Page Name

Definition Name

Navigation

Usage

User Preferences - Overall
Preferences

OPR_DEF_TABLE_FS1

Set Up Financia s/Supply
Chain, Common
Definitions, User
Preferences, Define User
Preferences, User
Preferences

Click Overdl Preference.

Specify the supplier
administrator's default
setID, as of date, and
localization country.

Vouchering - Voucher
Styles

Voucher Styleslink on the
Payables Online
Vouchering page.

Payables Online OPR_DEF_TABLE_AP1 Click the Procurement link | Enter an origin code to be
Vouchering on the User Preferences used when creating online
page. vouchers.
Click the Payables Online
Vouchering link on the User
Preferences - Procurement
page.
Payables Online VCHR_AUTHORITY_SEC Click the Security for Ensure that the Allow

Regular Voucher check box
is selected for the local
supplier administrator user.
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Page Name Definition Name Navigation Usage
Vendor Processing OPR_DEF_TABLE VND1 Click the Procurement link | Specify additional vendor
Authority on the User Preferences processing authority.
page. Because a supplier may
. want payments sent to an
Click theVendor - aternate remit to vendor,
Processing Authority link the local li
on the User Preferences - € oca suppiier :
Procurement nage administrator can use this
page. page to create these
locations. The host
administrator can use this
page to enable authorities.
See Also

PeopleSoft Application Fundamentals 9.1 PeopleBook, "Defining User Preferences’

Defining Supplier Administrator Processing Preferences

Access the User Preferences - Overall Preferences page (Set Up Financials/Supply Chain, Common
Definitions, User Preferences, Define User Preferences, User Preferences).

Enable system access by specifying the default SetlD, As of Date, and Localization Country.

(Optional) Defining Processing Authority

Access the Vendor Processing Authority page (click the Procurement link on the User Preferences page or
click the Vendor Processing Authority link on the User Preferences - Procurement page).

To enable alternate location setup, select the Authority to Enter, Authority to Approve, and Authority to

Inactivate check boxes.

Copyright © 1992, 2012, Oracle and/or its affiliates. All Rights Reserved.

87







Chapter 8

Creating Agreements

This chapter provides an overview of agreements and discusses how to:

« Initiate agreements.

» Update agreements.

Understanding Agreements

Before the system can process invoices and payments, an agreement must be established and its terms agreed
to by both the buyer and the supplier. The buyer administrator initiates the agreement with the supplier,
triggering an email to the user, roles, or both, established by the supplier organization at either the agreement
or supplier location level, that there is an agreement ready to be reviewed. After the supplier adds
specifications and accepts the agreement, the buyer user who initiates the agreement is notified that afinal
review of that agreement is necessary. The buyer administrator then performs the final review, accepting the
terms, finalizing the agreement, and enabling transactions between this buyer and supplier to commence.

Certain PeopleSoft eSettlements features reference processing options that are established at the agreement
level. They areinvoice creation, matching, and default ChartField processing logic.

The following sections discuss.
» Agreementsin the Buyer Direct Model.

« Agreementsin the Business Service Provider Model.

Agreements in the Buyer Direct Model

Agreement setup in the Buyer Direct model is very similar to that for the Business Service Provider model,
however, there are important exceptions for the Buyer Direct model:

« Matching termsfor purchase orders are not obtained from the agreement, but from the vendor, if a match
control ID exists for the vendor.

Otherwise the matching terms are obtained from the PeopleSoft Purchasing business unit for the purchase
order.

« The system uses the payment terms that are specified on the agreement for electronic invoices and self-
service invoices.

Online vouchersthat are created in PeopleSoft Payables use the payment terms on the vendor profile
(maintained in PeopleSoft Payables or Purchasing). If there are no payment terms for the vendor, the
system obtains the terms according to the PeopleSoft Payables default hierarchy.
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» Cash collection details are not appropriate for the Buyer Direct model and are unavailable for entry.

» Userswith system administrator role types can update payment terms. In such cases the buyer does not
receive email notification of the changein terms.

» You must establish a user with a supplier administrator role type before you can register an agreement.

« Userswith system administrator role types can access both buyer and supplier agreement details.

Agreements in the Business Service Provider Model

Y ou set up agreements in the Business Service Provider model in the same way we discuss in the following
sections, but note the following differences from the Buyer Direct model:

« Matching termsfor purchase orders are obtained from the agreement.
* You must establish a user having a supplier administrator role type before you can register an agreement.
See Also

Chapter 10, "Processing Invoices," page 127

Chapter 12, "Running Matching," page 171

Chapter 10, "Processing Invoices," Understanding Self-Service Invoice Entry and Management, page 143

Initiating Agreements

To initiate an agreement with a supplier, use the Review Agreement Details Inquiry component
(EM_AGREE_INQUIRY) and the Agreement component (EM_AGREEMENT).

This section provides an overview of agreement initiation and discusses how to:

» Enter buyer processing preferences.
» Define default ChartFields.

» Specify buyer notifications.

Understanding Agreement Initiation

90

Agreements are initiated by the user who is associated with the buyer administrator role type, then offered to
the supplier for review and approval. Buyers can aso define notifications at the agreement level. The email
notifications for the buyer appear as the default from the notifications that are set up at the setID level for the
buyer who is specified on the agreement. Because multiple buyers can share the same agreement, the email
notifications appear set up at the setID level, with the setID determined by record group EM_03.
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When an agreement is shared and email notifications are overridden at the agreement level, all buyers sharing
that agreement then have the same overridden email notifications. If the defaults from the buyer's setID are
used at the agreement level, then the notifications for each buyer are determined from the notifications for
each particular buyer setup at the buyer setID level.

At the agreement level, each business unit sharing the agreement can set up different email notifications and
routings. The information here can be shared by many buyers. This table shows how sharing works:

Buyer Agreement Record Group EM_01 Notification Record Group EM_03
Buyer 1 (BUY01) BUYO1 BUYO1
Buyer 2 (BUY02) BUYO01 BUYO01
Buyer 3 (BUY03) BUYO01 BUYO03

In this example, buyers 1, 2, and 3 all share the same agreement, which is set up for buyer 1. For email
notifications, buyer 1 and buyer 2 use the same email notification that is set up for buyer 1, but buyer 3 hasa
unigue notification setup.

If, at the agreement, the user decides to accept the defaults, then when processing for buyer 1 and buyer 2 the
system uses the email types, routings, and remainder days that are specified at the setID level for BUY 01
(notification setup). When processing for buyer 3, the system selects the defaults that are established at the
email notification setiD BUY 03. If the user decides to specify notifications at the agreement level for BUY 01
then the system selects the new values that are specified at the agreement level (email type, routing, and
reminder days) for buyers 1, 2, and 3.

Warning! When an agreement is shared by more than one buyer, if any one of those buyers overrides the
default setup, they also override the email natifications for the other buyers that share the agreement. At this
point, the sharing of the agreement should be reconsidered.

At the agreement level, you can define the second-highest level of the PeopleSoft eSettlements self-service
invoice ChartField defaulting logic. The system uses afour-level hierarchy to automatically populate certain
self-service invoices (those with no copied purchase order or receiver information) with default ChartField
values; from highest to lowest level they are:

1. Buyer template.
2. Agreement.
3. Requester.

4. Item.

In general, the system overrides buyer template, agreement level, and requester values with item level values
for account, alternate account, and product ChartFields. All other ChartFields default from the agreement
level if specified, and if not specified, the requester level.

See Chapter 10, "Processing Invoices," Understanding Self-Service Invoice Entry and M anagement, page 143.
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Page Name

Definition Name

Navigation

Usage

Add an Agreement

EM_AGREE_INQRY_ADD

eSettlements, Buyer
Information, Review
Agreement Details, Add an
Agreement

Enter identifying buyer and
supplier information to
begin agreement creation.

Review Agreement Details -
Inquiry

EM_AGREE_INQRY_SEL

eSettlements, Buyer
Information, Review
Agreement Details, Existing
Agreements

View and access existing
agreements in various
statuses.

Review Agreement Detalls -
Buyer

EM_AGREEMENT_BUYER

e eSettlements, Buyer
Information, Review
Agreement Details, Add
an Agreement

Enter buyer and
supplier information
and click Add.

e €eSettlements, Buyer
Information, Review
Agreement Details,
Existing Agreements

Click alink in the
Supplier column.

Enter basic processing
preferences that are to be
applied to invoices from the
selected supplier and initiate
review by the supplier, or
view established agreement
information.

Default Agreement
Chartfields

EM_AGRE_CF_SEC

Click the Define Default
Chartfields link on the
Review Agreement Details -

Buyer page.

Define default ChartField
information the system uses
to automatically populate
self-service invoices. The
system uses this information
in cases where purchase
order or receiver
information is not defined
for avoucher.

Review Agreement Details -
Buyer Notifications

EM_AGR_BUY_NOTIFY

Select the Buyer
Notification tab from the
Review Agreement Details -

Buyer page.

Specify buyer email
notifications and routings.

Review Agreement Details -
Supplier

EM_AGREEMENT_SELLE

Select the Supplier tab from
the Review Agreement
Details - Buyer page.

Review supplier data.
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Entering Buyer Processing Preferences

Access the Review Agreement Details - Buyer page (eSettlements, Buyer Information, Review Agreement
Details, Add an Agreement).

" Buyer Motifications | Supplier || Supplier Notifications

Agreement Reference

Buyer: BLY0A Dean Jones & Bishop
Supplier:  AUSCOMP  Computers Unlimited Pty Ltd  Location: Eastern Region
Standard Vouchers Allowed Supplier Ref ID: |‘1 347783
Comments: Il

Bank Information

*Bank Code: [USA BANK @,
*Bank Account: |EFT Account @,
*Payment Method: | Electronic Funds Transfer v |

Self-Service Invoice Options

*Invoice Verification Option: | non-FO Invoices b | Expose ChartFields to Supplier
Define Default Chartfields

Review Agreement Details - Buyer page

Enter or view processing preferences that are to be applied to invoices from the selected supplier.

Hover your cursor over the supplier name to view a pop up containing address information for the supplier.

Note. If financial sanctions validation is enabled, the system does not consider the financial sanctions status
of the supplier, nor does it validate the supplier against any financia sanctionslists (for example, the
Specially Designated Nationals (SDN) list). Therefore, you can create agreements for any supplier with a
financial sanctions status of Review or Blocked. However, the Pay Cycle Application Engine process
(AP_APY 2015) does not select invoices for a supplier that has afinancia sanctions status of Review or
Blocked. Y ou cannot pay these invoices until the financial sanctions status of the supplier is set to Cleared or
Valid.

See Chapter 7, "Reqistering Suppliers," Understanding Financial Sanctions Validation, page 69.
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Buyer Processing Options

Chapter 8

Requires Matching andM atch Select the check box to require that invoices from this supplier go through

Rule

Standard Vouchers Allowed

Supplier Ref ID (supplier
reference D)

Comments

the Matching Application Engine process (AP_MATCH) and specify the
match rule control to be used.

Note. These two page elements only appear in the Business Service
Provider model. In the Buyer Direct model the matching information is
defined with either the PeopleSoft Purchasing business unit or the vendor.

Select to enable the supplier to send an invoice without a purchase order,
resulting in invoices that do not go through the Matching process. Selecting
this check box enables suppliers to submit invoices with or without
purchase orders. If you do not select this check box, every invoice must be
associated with a purchase order.

Add any reference for this supplier.

Note. For OAG XML invoaices, the supplier provides thisvauein the
Partyl D tag. We discuss this correspondence in the Processing I nvoices
chapter.

Add any comments regarding this supplier.

Bank Information

Buyer bank information populates by default from the buyer registration. Y ou can specify different bank
information here, and doing so does not change the bank information on the buyer registration.

Bank Code and Bank
Account

Payment M ethod

Select a different pay-from bank and bank account. A newly chosen bank
overrides the default bank that is established during buyer registration and
thus becomes the bank that is used during invoice creation for this supplier.

Note. In order to provide international and domestic EFT payment layouts
for the same bank account, you must establish an external bank account for
each layout.

Select a method to use when transacting with this supplier. Only the
methods that you previoudly associated with this bank account are
available.

Note. The bank information that you specify here populates incoming vouchers. If you require any bank
information changes after an agreement is established, you must make them at the agreement level, not at the

buyer detailslevel.
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Self-Service Invoice Options

Invoice Verification Option

Expose ChartFieldsto
Supplier

Define Default Chartfields

Notify Supplier to Review

Accept Agreement

Select which invoices are routed to the requester (or other role that you
specify) within the buying organization, for verification of invoice accuracy
and completeness.

All Invoices: Select to require invoice verification for all invoices, whether
or not they are associated with a purchase order.

No Invoices: Select to have no verification occur.

non-PO Invoices: Select to specify that invoices having at least oneinvoice
line that does not reference a purchase order be subject to invoice
verification.

Note. If agiven invoice has no requester ID (if noneis provided), the
system takes the value from the buyer email notification setup. Y ou define
the default requester (or other role) during the notifications setup at the
buyer setID level, and this definition can be overridden at the agreement
level. When the requester is selected, a default requester must be defined.
Thisrequester ID isthe one that is notified to verify self-service and XML
invoices that are created without a requester 1D.

Select this check box to enable the supplier to access ChartFields during
self-service invoice creation. The accessible ChartFields are defined at the
buyer details level.

This check box appears only if you enable the option at the installation
level.

Click to access the Default Agreement Chartfields page, where you can
establish default ChartField information for self-service invoices.

See Chapter 8, "Creating Agreements,” Defining Default ChartFields, page
96.

Click this button to send email notification to the supplier that the
agreement is ready for review.

Only after the agreement is updated and accepted by the supplier does the
buyer administrator—after receiving email notification—again access the
agreement to review the information that the supplier adds.

After the agreement is finalized, this button no longer appears.

Click this button to accept the supplier's terms and finalize the agreement,
and enable processing to commence.

The Accept Agreement button appears here only after the supplier reviews
the agreement and clicks the Accept Agreement button on the Review
Agreement Details - Supplier page.

After the agreement isfinalized, this button no longer appears.
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Cancel Agreement Click this button to terminate the agreement. Either party can terminate the
agreement.

This button appears only after the agreement is accepted by both parties.

See Also

Chapter 6, "Registering Buyers," Enabling ChartFields, page 60

Chapter 6, "Registering Buyers," Specifying Buyer Notifications, page 61

PeopleSoft Application Fundamentals 9.1 PeopleBook, " Setting Installation Options for PeopleSoft
Applications,” Defining eSettlements I nstall ation Options

Defining Default ChartFields

Access the Default Agreement Chartfields page (click the Define Default Chartfields link on the Review
Agreement Details - Buyer page).

Establish default ChartField values the system uses to automatically populate self-service invoices when no
purchase order or receiver information has been copied into the voucher.

In the four-level ChartField defaulting hierarchy, the system uses these values as the second level. Y ou can
edit these values at the invoice level. Buyers can validate the defaulted ChartField values before submitting
the invoice to the Voucher Build Application Engine process (AP_VCHRBLD).

See Also

Chapter 10, "Processing Invoices," Understanding Self-Service Invoice Entry and M anagement, page 143

Specifying Buyer Notifications

96

Access the Review Agreement Details - Buyer Notifications page (Select the Buyer Natification tab from the
Review Agreement Details - Buyer page).

Agreement Reference

The Buyer, Supplier, and Location information appears by default from the registration level.

Specify Overrides Click this button to make changes to the notification types and routings.

Warning! If other buyers share this agreement, any notification selections
you override impact those buyers as well.

Restore Defaults Click this button to revert to the default routings.
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Note. At the agreement level, only the host and buyer administrator role types can enable and define routings
in the Buyer Direct model. In the Business Service Provider model, only the buyer administrator can enable
and define routings.

Notification Types

If you click the Specify Overrides button, enter the appropriate routing information for each notification type
in the Enter Routings group boxes.

Note. If auser does not have access to a particular agreement, that user will not receive the email
notifications.

See Also

Chapter 6, "Reqgistering Buyers," Specifying Buyer Notifications, page 61

Updating Agreements

To update an agreement, use the Review Agreement Details component (EM_AGREE_INQUIRY) and the
Agreement component (EM_AGREEMENT).

This section discusses how to:
« Enter supplier processing preferences.
»  Specify supplier notifications.

The supplier administrator reviews and updates the terms of the initiated agreement, specifies preferences,
and—for the Business Service Provider model only—establishes payment and discount terms for the buyer.

Note. In the Buyer Direct model, only a user who is assigned the role type of system administrator can
specify payment terms; suppliers cannot.

Pages Used to Update Agreements

Page Name Definition Name Navigation Usage
Review Agreement Details - | EM_AGREE_INQRY_BUY eSettlements, Supplier View existing agreements.
Inquiry Information, Review

Agreement Details, Review
Agreement Details - Inquiry

Review Agreement Details - [ EM_AGREEMENT_SELLE Click aBuyer link on the Review buyer terms and
Supplier Review Agreement Details - | accept agreement.
Inquiry page.
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Page Name Definition Name Navigation Usage
Review Agreement Details - | EM_AGR_SUPP_NOTIFY Select the Supplier Specify supplier email
Supplier Notifications Notificationstab from the | notifications and routings.
Review Agreement Details -
Supplier page.
Review Agreement Details - | EM_AGREEMENT_BUYER Select the Buyer tab from | Review buyer data.
Buyer the Review Agreement
Details - Supplier page.

Entering Supplier Processing Preferences

Access the Review Agreement Details - Supplier page (Select the Supplier tab from the Review Agreement
Details - Buyer page).

" Buyer | Buyer Motifications Supplier Notifications

Agreement Reference

Buyer: BUYOA Dean Jones & Bishop
Supplier: AUSCOMP Computers Unlimited Pty Ltd Location: Eastern Region

Comments

Customer Ref ID: DE67881244
Comments: 1l

Agreement Information

[ Remit Supplier Used HName: | '% Location: | b |

Supplier Payment Terms First 4 10f1 i1 Last

= =

Payment Terms:
Payment Terms effective as of: |U1fﬂ1f1 200 [5

| Add New Payment Terms |

Review Agreement Details - Supplier page
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Comments

Customer Ref ID (customer
reference ID) and Comments

Agreement Information

Remit Supplier Used

Name andL ocation

Supplier Payment Terms

Creating Agreements

Enter areference ID and any comments that are relevant to this buyer or
agreement.

Select this check box to use an aternate remit to supplier, to which the
system transmits invoices for this supplier.

Enter the remit to supplier name and location.

If multiple terms exist, you cannot view them all at once. Use the controls in the Supplier Payment Terms
group box header to scroll through them.

Note. In the Business Service Provider model, because the system generates email when a user inserts a new
effective-dated row or deletes the current row, if you need to change the payment terms on an agreement, you
must add a new row with the date that the new terms are to become effective.

Payment Terms

Select terms, such as Due Now,Net 30, or EOM.

Payment Terms effective as of Enter adate on which the terms become effective.

Add New Payment Terms

Accept Agreement

Cancel Agreement

Click this button to specify new payment terms and a new date.

Note. Payment terms can only be changed by the supplier in the Business
Service Provider model, which initiates another agreement cycle requiring
the agreement to be reaccepted by both the buyer and supplier.

However, in the Buyer Direct model, another agreement cycleis not
initiated with a change in payment terms.

Click this button to accept the buyer's terms and trigger email notification to
the buyer administrator, enabling the buyer to finalize the agreement.

This button appears here only after the buyer clicks the Accept Agreement
button on the Review Agreement Details - Buyer page.

Note. When the supplier clicks this button, the system sends email
notification only to the buyer users who initiated the agreement.

Click this button to cancel the agreement and prevent further invoice
creation or processing to occur once an agreement is finalized. Clicking this
button does not effect invoices that are already in the system, but prevents
the creation of new invoices.
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Specifying Supplier Notifications

100

Access the Review Agreement Details - Supplier Notifications page (click a Buyer link on the Review
Agreement Details - Inquiry page).

Agreement Reference

The Buyer, Supplier, and Location fields populate by default from the supplier location level.

The supplier notifications at the agreement level populate by default from the supplier setID level, or from the
supplier location level if they are overridden there.

In addition, only those email notification types that are activated at another level can be overridden at the
agreement level. Otherwise, if not previously defined at another setup level, all fields that are for the given
notification type are not available for entry.

The system administrator selects the notification types and roles at the setID level. At the supplier location

level and at the agreement level, the system administrator selects the notification types and the supplier
administrator selectstheroles.

Specify Overrides Click this button to make changes to the notification types and routings
(which populate by default from the supplier location information).

Restore Defaults Click this button to revert to the default routings.

Notification Types

If you click the Specify Overrides button, enter the appropriate routing information in the Enter Routings
group box.

See Also

Chapter 6, "Reqgistering Buyers," Specifying Buyer Notifications, page 61
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Processing Purchase Orders and
Receipts in PeopleSoft eSettlements

This chapter provides an overview of purchase order and receipt integration in the Business Service Provider
model and discusses how to:

» Define buyer item categories.

» Process third-party purchase orders.

» Verify externally received purchase order and receipt data.
» Preparefor receipt integration.

» Process third-party receipts.

« Verify externally received transaction data.

» Load receipts into PeopleSoft Purchasing records.

» Create receipts.

Understanding Purchase Order and Receipt Integration

This section discusses;

» Genera implementation information.

» PeopleSoft Purchasing default hierarchy.

General Implementation Information

If you are implementing PeopleSoft eSettlements as the Business Service Provider model, you must
implement the functionality discussed in this chapter to process purchase orders and receipts.

If you are implementing PeopleSoft eSettlements using the Buyer Direct model, the information in this
chapter is not applicable because you implement and use the Buyer Direct model in conjunction with
PeopleSoft Purchasing, and use PeopleSoft Purchasing pages to manage purchase order and receipt
processing.
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Purchase order transactions from third-party products for use in PeopleSoft eSettlements are predicated on the
use of XML messaging and the PeopleSoft open integration architecture. Once you register a buyer and a
supplier in PeopleSoft eSettlements and establish PeopleSoft Procurement options, integration can occur. The
system retrieves XML messages from the third-party product and transmits them for processing by using
PeopleSoft Integration Broker. Subscription PeopleCode validates data integrity, controls edits, adds
registration defaults, and converts the message into a PeopleSoft transaction. Once the transaction is
processed, you can view it in PeopleSoft Purchasing tables.

Note. Oracle deliversintegration points as application messages and as web services. Enabling messaging is
discussed in the PeopleTools PeopleBook: Integration Broker.

PeopleSoft eSettlements integrates fully with PeopleSoft eProcurement and can also be implemented with a
variety of third-party procurement applications, such as Commerce One or Ariba. In cases in which
PeopleSoft eSettlements is not implemented with PeopleSoft eProcurement, you can configure PeopleSoft
eSettlements to receive purchase orders from an external system for use in the settlement process.

Note. Y ou cannot view or process Payables vouchers marked with the Procurement Card (PCard) payment
method in PeopleSoft eSettlements.

Note. Before loading an XML file, you must set up avalid node and channel.

This diagram illustrates purchase order, receipt, and payment data flow into and out of the PeopleSoft
eSettlements system.

Note. The specifics of this diagram also apply to the Buyer Direct model.

3rd Party or
Marketplace

Receipt
PO XML XML
Purchase i ¢ Self-Service

—  Order — In-.raice

Online Entry

Buyer egzﬁf';fe‘f:s Le—Invoice XML—] Supplier

| Receipt

Online Entry ——Payment—-

Invoice and Paymenlj Llnvaice and Payment
Extract XML Extract XML

PeopleSoft eSettlements purchase order, receipt, and payment data flow
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See Also
PeopleSoft Purchasing 9.1 PeopleBook, "Understanding Purchase Orders®

PeopleTools PeopleBook: Integration Broker

PeopleSoft Purchasing Default Hierarchy

Copyright

This section discusses the purchasing default hierarchy at the purchase order header and line levels.

Note. The Buyer Direct model uses the PeopleSoft Purchasing default hierarchy for processing purchase
orders and receipts.

See PeopleSoft Purchasing 9.1 PeopleBook, "Using Default Hierarchies."

Purchase Order Header Defaults

The Business Service Provider model uses the buyer and supplier agreements for match control and payment
term defaults for PO header data. If no valid agreement exists, the system uses the buyer and supplier
registrations.

The host administrator defines the match rule control during the global PeopleSoft setup. The buyer
administrator then specifies the match rule control ID during buyer registration. ThisID is used as the default
value on agreements, although it can be changed there as well.

The supplier administrator defines payment terms either during supplier registration or agreement
registration. When avalid agreement exists between a buyer and supplier, default matching and payment
terms from the buyer and supplier agreement information pages appear on the purchase order header and
schedule details. The values for the default supplier location are obtained from the agreement.

When purchase orders are created prior to the existence of avalid agreement, default matching information
appears from buyer registration settings, and default payment terms information appears from the supplier
location registration settings.

This diagram illustrates the purchase order default hierarchy when an agreement does and does not exist:
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Buyer Buyer/Supplier Agreement Supplier
Matching Match Matching Match Fayment Payment
Required Control 1D Required Control 1D Terms Terms
SetlD Item L A J Yy v L A | Buyer Item
Category PO Header Matching Match Payment Ar‘:tal:zg':w,
Required Control ID Terms ributes
Receipt )
Required — | | Receipt
! Required
PO Line » RR;‘“?"’; ------------ i
Matching quire -
Tolerareces | (|| . _|_| Receiving
AI-. Tolerances
Vv v
Receiving PO Schedule | Match Line Receiving Matching ;
Tolerances Status Tolerances Tolerances | | Matching
Tolerances
>
Account PO Distribution Account
—— Walid agreement does not exist
------- Valid agreement does exist
Buyer does not have specific itern attributes
—————— Buyer has specific item attributes
*established only if Buyer has specific
category attributes

Purchase order default hierarchy when a valid agreement does and does not exist

The following diagram illustrates how the existence of an agreement affects subsequent default values:
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Does a valid Buyer/

Match action and match control ID at the PO
BU level default onto the PO_HDR. The
match action at the PO BU level also
determines the match action on the
FO _LINE SHP.

Supplier Agreement
exist?

Yes

¥

L 4

Payment terms at the Supplier location
level default onto the PO_HDOR.

Match action, match control 1D, and
payment terms default from the
agreement level onto the PO_HOR.
The match control 1D at the agreement
level also determines the match
action on PO_LINE_SHP.

Matching control and payment terms defaults if a valid agreement does or does not exist

Note. These diagrams are valid only for the Business Service Provider model.

Purchase Order Line Defaults

The following diagram illustrates the processing logic used to obtain correct item category attribute
information:

The Business Service Provider model uses item category attributes defined at the business unit level for PO,
PO schedule, and PO distribution line defaults. If no attributes exist, the system uses the defaults from the
item category setID level. The system always obtains the account defaults from the item category setID level.
You can override al defaults at the purchase order level.
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Does the
Buyer have BU item
category attributes?

Receipt Reqguired flag is
obtained from the item
category setlD level and
defaults onto PO _LINE.

Yes § =t

Y

Account is obtained from the
item category setlD level and
defaults onto
PO_LINE_DISTRIB.

Matehing and recaiving
lolerances are oblained from
the item category setiD level

and default onto
PO_LINE_SHP.

l Y s

!

Receipt Required flag is
obtained from the BU item
category attributes level and
defaults onte PO_LINE.

Account is obtained from the
itern category setlD level and
defaults onto
PO_LINE_DISTRIB.

Matehing and recaiving
lolerances are oblained from
the BU item category level and
default onto PO_LINE_SHP.

Matching and receiving tolerance defaults used to obtain item category attribute information

Note. Thisdiagram isvalid only for the Business Service Provider mode.

If the buyer has item category attributes defined at the business unit level, the system:

» Obtains the Receipt Required value from the buyer (business unit) item category attributes level.

This value appears automatically on the purchase order line (PS_PO_LINE).

+ Obtains the account from the item category setlD level, because the account field does not appear at the
business unit level of the item category.

« Obtains matching and receiving tolerances from the buyer item category level.

These controls are used as default values on the purchase order schedule (PS_PO_LINE_SHIP).

If the buyer does not have item category attributes at the business unit level, the system:

» Obtains the receipt required value from the item category setID level.

Thisvalueis used as the default on the purchase order line.

» Obtains the account from the item category setID level.
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»  Obtains matching and receiving tolerances from the item category setID level.
These tolerances are used as default values on the purchase order schedule.
See Also

Chapter 8, "Creating Agreements,” page 89

Defining Buyer Item Categories

The host administrator defines item categories at the buyer (business unit) level, including preferences for
matching tolerances and receiving controls. Because item categories are away to group items together, and
because item categories are determined by setlD, the attributes defined at the setlD level for an item category
are the same for all buyers. Use document association rulesto group items for matching when you use
descriptions on the purchase ordersinstead of item IDs.

To define buyer item categories, use the Maintain Item Categories (EM_ITEM_CATEGORIES) and
Document Association Rules (AP_ASSOCIATION) components.

This section provides an overview of item category processing for business units and discusses how to:
» Define and maintain item categories.

» Define document association criteria.

« View, define, and maintain item category matching and receiving controls.

» (Optional) Define matching and receiving tolerances.

Understanding Item Category Processing for Business Units

Using item categoriesis away to group items together. PeopleSoft eSettlements processes item categoriesin
much the same way as PeopleSoft Purchasing. However, in PeopleSoft eSettlements, you can add attributes to
item categories at the buyer (business unit) level and at the setID level. Attributes defined at the buyer item
category level override those defined at the setID level.

Y ou can establish buyer item category attributes on the Item Categories - Buyer Specific Attributes page, but
thisis not required for purchase order and receipt processing. When you create a purchase order, the system
verifies whether buyer item category attributes are already established for that buyer. If so, then the purchase
order is automatically populated with the selected receipt required, receiving details, and matching and
receiving tolerances . If no buyer item category attributes are available, the defaults are derived from the

setl D item category attributes.

Fields not shown on the Item Categories - Buyer Specific Attributes page are automatically populated from
the setlD level. These same attributes are used during the Matching Application Engine process
(AP_MATCH).

Note. Before you can interface purchase orders, you must set up item categories.
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Pages Used to Define Buyer Item Categories

Defining and Maintaining Item Categories

108
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Page Name

Definition Name

Navigation

Usage

Item Categories - Category
Definition

EM_CATEGORY_TBL

eSettlements,
Administration, Maintain
Item Categories, Category
Definition

Define and maintain item
categories.

Document Association
Rules

AP_ASSOCIATION

Set Up Financia s/Supply
Chain, Product Related,
Procurement Options,
Vouchers, Document
Association Rules,
Document Association
Rules

Define how the Matching
Application Engine process
(AP_MATCH) associates
vouchers with purchase
orders and receivers.

Item Categories - Category
Definition 2

CATEGORY_TBL2

€Settlements,
Administration, Maintain
Item Categories, Category
Definition 2

View, define, and maintain
item category matching
tolerances and receiving
controls used in the
Matching Application
Engine process
(AP_MATCH). You can
define matching tolerances
and receiving controls for
each item category at the
setID level, providing all
buyers with access to the
same set of values, or at the
individua buyer level.

Buyer Specific Attributes

EM_ITM_CAT_BU

eSettlements,
Administration, Maintain
Item Categories, Category
Definition

Click the Buyer Specific
Attributes link on the Item
Categories - Category
Definition page.

Define matching tolerances
and receiving controls for
item categories at the
business unit level. If
buyers have different
tolerances and controls from
those defined at the setID
level, enter values on this

page.

Access the Item Categories - Category Definition page (eSettlements, Administration, Maintain ltem
Categories, Category Definition).
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Category Definition Category Definition 2 Category Definition 3

Setll:  SHARE CategorylD: 00019 Code: MOMITORS

Effective Date: |01/011900 [¢]  Status:

*Description: |Cnmputer Monitors

*Short Desc: Computer M Prodi
*Account: 631000 @, Alt Acct: @, Image

Find | View Al First BN 4 of 4 I Last

Primary Buyer: |CHRISBAKER @,
Asset Profile ID: Iicé\\,

Lead Time Days: [ 3 *Currency: [USD@, pollar
Comments:

Buyer Specific Attributes Hierarchy

Item Categories - Category Definition page

Enter an effective date, status, description, short description, and account for this category.

See Also

PeopleSoft Sour ce-to-Settle Common Information 9.1 PeopleBook, "Defining Procurement Options,” Viewing

and Updating Document Association Rules

Defining Document Association Criteria

Access the Document Association Rules page (Set Up Financials/Supply Chain, Product Related,

Procurement Options, Vouchers, Document Association Rules).
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Document Association Rules

SetlD: SHARE

Document Association: RECEIPT Description: |Receipt Association Rules

customize | Find | view 20 | B B Fret T g3 013 07 Last

Sequence | Up Down Rule Voucher Receiver Argr?ll.;nt User Criteria
1F & |Equa v| |Quantity [»| |[QtyAcceptiv| F User Criteria [+] | [=]
2 @ [= |Equalsum v | |[Quantity || || Qty Accept|s| O User Criteria  [+] [=]
3 E [E |[Equal v | |[Quantity |»| || Oty Accept|w| L User Criteria [+] | [=]

Document Association Rules page

To enable receipt summarization on orders that have only an item category and a description, use the
delivered Receipt document association rules. Use this configuration if you are ordering by description and
are not using items on the purchase orders.

See Also

PeopleSoft Sour ce-to-Settle Common Information 9.1 PeopleBook, "Defining Procurement Options," Viewing
and Updating Document Association Rules

Viewing, Defining, and Maintaining Item Category Matching and Receiving
Controls

110

Access the Item Categories - Category Definition 2 page (eSettlements, Administration, Maintain Item
Categories, Category Definition 2).
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" Category Definition | ReE CHs (2l | Category Definition 3

Setll:  SHARE CategoryID: 00019 Code:  MOMNITORS

Expand All Collapse All
item Category Detail
Effective Date: 01/01/1800 Status: Active [=]
+ Matching Controls
Unit Price Tolerance - Under % Unit Price Tolerance - Under
Unit Price Tolerance: 0.00000 0.00000
% Unit Price Tolerance: 0.00 0.00
Ext Price Tolerance: 0.00000 0.00000
% Ext Price Tolerance: 0.00 0.00
+ Receiving Controls
*Receiving Required: O Inspection Required
[ Reject Qty Over Tolerance Inspect I I:I
Qty Revd Tolerance %: 0.00 *Inspection WOM: Standard
“Partial At

Early Ship Reject Days: I_U

+ Sourcing Controls

*Sourcing Method: [Basic v Lead Time Factor %:
Accumulate Level: Price Factor %:
Ship to Priority Factor %:

Vendor Priority Factor %:
Priarities

F Cumulative Sourcing

¥ Misc. Controls and Options
¥ WorkFlow Notification Controls

Item Categories - Category Definition 2 page

Matching Controls

Tolerance Over and Specify default price tolerances for the fields in these two columns. When
Tolerance Under an item category is specified for a purchase order line, these are the default
tolerance values used in the Matching process.

Note. If you leave atolerance field blank or set to O (zero), the system
interprets it to mean zero tolerance.
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Receiving Controls

Receiving Required Select to require receipts for purchase order lines. Selecting this option
results in the Matching process performing three-way matching (voucher,
purchase order, and receipt).

I nspection Required Select to require inspections on receipts. Selecting this option resultsin the
Matching process performing four-way matching (voucher, purchase order,
receipt, and inspection).

Reject Qty Over Tolerance  Select to reject a quantity that surpasses the tolerance limits that you set in
(reject quantity over tolerance) the Qty Rcvd Tolerance % (quantity received tolerance percent) field.
See Also

PeopleSoft Purchasing 9.1 PeopleBook, "Defining Purchasing Item Information”

Defining Matching and Receiving Tolerances

Access the Buyer Specific Attributes page (click the Buyer Specific Attributes link on the Item Categories -
Category Definition page).

Buyer Specific Attributes

Setll: SHARE CategoryID: 00019 Code: MOMITORS

Find | View Al First EI 4 of 4 I3 Last

Buyer: @, Effective Date: |10/07/2009 [ (+][=]
Matching Tolerances

Tolerance Over Tolerance Under
Unit Price Tolerance: 0.00000 [ 000000
% Unit Price Tolerance: 0.00 0.00
Ext Price Tolerance: 0.00000 Im
% Ext Price Tolerance: 0.00 0.00
Receiving Controls|
Receiving Required Early Ship Rjct Days: l_ Days Late: l—
] Reject Oty Over Tolerance Gty Rovd Tolerance %: Ii
[ins pection Required *Partial City:

Inspection Routing 1D @, *Inspection UOM: Standard  |w

Buyer Specific Attributes page
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Buyer and Effective Date Specify these if a buyer uses matching tolerances and receiving controls
other than those defined at the setID level for this purchasing business unit.
If you enter a buyer (business unit) and leave the tolerance fields blank, the
system assumes that the buyer accepts standard tolerances. If the buyer
accepts standard tolerances, do not complete any fields on this page.

Note. If this pageis|eft blank, setID level tolerances and receiving controls
appear by default.

Processing Third-Party Purchase Orders

When loading information from third-party products, PeopleSoft eSettlements can process any purchase order
information, provided the necessary setup is complete.

This section discusses how to:
» Populate required fields.
« Format incoming XML files.

» Load purchase orders.

Populating Required Fields

The following are standard, required fields for PeopleSoft Purchasing and must be populated in the purchase
order XML filefor processing by PeopleSoft eSettlements before purchase orders can be loaded successfully:

« BUSINESS UNIT

« BUYER.ID

« VENDOR_ID

- CURRENCY_CD

. CATEGORY_CD

- ACCOUNT

« UNIT_OF MEASURE
« SHIPTO ID

« LOCATION

Formatting Incoming XML Files

Subscription PeopleCode transforms an XML message into a PeopleSoft eSettlements transaction. This
PeopleCode popul ates the application tables in a manner similar to that of the online pages.
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This interface uses standard PeopleSoft XML format. During implementation, the exchange host can select an
Electronic Application Integration (EAI) or other product to facilitate this integration. The message definition
for PeopleSoft eSettlements purchase ordersis EM_PO_MSG. Y ou can use PeopleSoft Application Designer

to view the structure of the message and the subscription PeopleCode for the incoming purchase orders.

Note. Before loading an XML file, you must set up avalid node and channel.

See Also

PeopleTools PeopleBook: Integration Broker

Loading Purchase Orders

The system validates purchase order data and convertsiit to a purchase order while loading it from an XML
file. For thisto occur, the following conditions must be met:

Changesto an externally loaded purchase order can be made only if the purchase order status is Approved.

Once the purchase order status becomes Dispatched, no changes can be made. Prior to entering a receipt
or creating a voucher for the purchase order, the purchase order status must be Dispatched. When a
purchase order is successfully loaded, users can access that purchase order only through inquiry pages.
Users other than the host are not given add or update access to valid purchase orders.

Once avalidated purchase order isloaded, the system performs further edits according to the processing
rules for that purchase order.

Where a purchase order fails any of these edits, the system displays an error message in PeopleSoft
Integration Broker. For example, if a purchase order isloaded with invalid data, the system displays an
error message, and the host administrator modifies and resubmits the purchase order until the message
statusis Done. Y ou can access the message by selecting PeopleTools, Integration Broker, Service
Operations Monitor, Monitoring, Asynchronous Services.

All key purchase order fields must be populated.

If apurchase order is submitted with amissing or invalid key field, the message appears with an error
status.

The host administrator must then correct the data in PeopleSoft Integration Broker and resubmit the
message until the message status is Done. Alternatively, the host administrator can cancel the error
message, and the buyer can correct the XML and resubmit it. If a user leaves akey field blank and the
host administrator correctsit, that field is corrected throughout the purchase order. For example, if the
purchase order message is missing the BUSINESS _UNIT field throughout the message, it has an Error
status, because the field failed edits. The host administrator must then determine where in the message the
field has been | eft blank. Because the field is blank throughout the purchase order, the host administrator
can correct the error once at the highest level of the message where the field was left blank. For purchase
orders, the highest level is PO_HDR, followed by PO_LINE, PO_LINE_SHIP, and finaly
PO_LINE_DISTRIB. Once the host administrator saves the message, the field is populated with the
entered value throughout the message.

The system loads purchase orders from an XML file directly into the following PeopleSoft Purchasing
records:
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PO_HDR
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« PO _LINE
« PO _LINE_SHIP
« PO _LINE_DISTRIB

The following diagram illustrates the purchase order data flows along four levels:

Third-party XML
' P hannel —
system —> file > ERET records

Purchase order data flow from third-party systems to the PO records

The XML message requires that the following key record and field combinations are populated with valid
data for each purchase order:

Record Field

EM_PO_HDR_REC BUSINESS UNIT

PO_ID

TO_STATUS

PO DT

VENDOR_ID

BUYER_ID

CURRENCY_CD

EM_PO_LINE_REC BUSINESS UNIT

PO ID

LINE_NBR

CATEGORY_CD

UNIT_OF MEASURE
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Record Field

DESCR254_MIXED

EM_PO_SHIP_REC BUSINESS UNIT

PO_ID

LINE_NBR

SCHED_NBR

PRICE_PO

DUE DT

SHIPTO_ID

QTY_PO

MERCHANDISE_AMT

EM_PO_DIST_REC BUSINESS UNIT

PO_ID

LINE_NBR

SCHED_NBR

DST_ACCT_TYPE

DISTRIB_LINE_NUM

QTY_PO

MERCHANDISE_AMT
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Record Field

LOCATION

When purchase orders are interfaced through an XML file, purchase order tables are populated through the
following views.

« EM_PO_HDR VW
« EM_PO_LINE_VW
« EM_PO_SHIP VW
« EM_PO DIST_VW

All field-edit validations for externally loaded purchase orders are defined on the tablesin these views.
During the XML load, the system validates data values in the XML against the edit prompts defined in the
purchase order record-field combination table. The XML data must exist in these edit tables before the
purchase order can be loaded successfully. When a data element does not exist in the edit tables, the entire
XML messageis set in error and must be corrected before further processing. Default values other than those
retrieved from the agreement and the item category are al so established on these tables.

Verifying Externally Received Purchase Order and Receipt Data

PeopleSoft delivers several pages to enable you to view details of integrated purchase orders and receipts.
This section discusses how to:

» Inquire about purchase orders.

» Review purchase order details.

« Inquire about receipts.

» Review receipt details.

Review voucher information for purchase orders or receipts.

Pages Used to Verify Externally Received Purchase Order and Receipt Data

Page Name Definition Name Navigation Usage
Review Purchase Orders- | EM_PO_INQ_SRCH eSettlements, Procurement | View purchase ordersin the
Purchase Order Inquiry Information, Review system.

Purchase Orders, Review
Purchase Orders - Purchase
Order Inquiry
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Page Name

Definition Name

Navigation

Usage

Review Purchase Orders -
Purchase Order Detail

EM_PO_INQ

e Click alink inthe PO
column on the Review
Purchase Orders -
Purchase Order Inquiry

page.

*« Click alink inthe PO
column on the Review
Receipts - Receipt
Detail page.

View purchase order line
and associated receipt and
invoice details.

Review Purchase Orders -
Invoice Details

EM_SSINVC_DETAILS

Click alink in the Voucher
column on the Review
Purchase Orders - Purchase
Order Detail page.

Review associated invoice
line and payment
information for a purchase
order.

Review Receipts - Receipt
Inquiry

EM_RECV_INQ_SRCH

eSettlements, Procurement
Information, Review
Receipts, Review Receipts -
Receipt Inquiry

View receipts.

Review Receipts - Receipt
Detail

EM_RECV_INQ

e Click alink inthe
Receipt Number
column on the Review
Receipts - Receipt
Inquiry page.

¢ Click alink in the
Receipt No column on
the Review Purchase
Orders - Purchase Order
Detail page.

View receipt line and
associated PO and invoice
details.

Review Receipts - Invoice
Details

EM_SSINVC_DETAILS

Click alink in the Voucher
column on the Review
Receipts - Receipt Detail
page.

Review associated invoice
line and payment
information for a receipt.

Inquiring About Purchase Orders

Access the Review Purchase Orders - Purchase Order Inquiry page (eSettlements, Procurement Information,
Review Purchase Orders, Review Purchase Orders - Purchase Order Inquiry).

Y ou can specify a particular buyer and purchase order to limit your search results. Use the fieldsin the
Advanced Search group box to further narrow your inquiry.

Reviewing Purchase Order Details
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Access the Review Purchase Orders - Purchase Order Detail page (click alink in the PO column on the
Review Purchase Orders - Purchase Order Inquiry page).
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Review Purchase Orders
Purchase Order Detail

PO: 0000000225 PO Date:  08/21/2009 PO Net Amount: 110,000.00 USD
Buyer: Us001 US001 WMEW YORK OPERATIONS Sales [ Use Tax: 0.00 USD
Supplier: SCM0000001  BIKE SHOP VAT Amount: 0.00 USD
Status: Dispatched Freight/Misc: 0.00 USD
Match Rule: PO Gross Amount: 110,000.00 USD

Find | View Al First K8 4 of 4 I Last

Line Humber: 1 Sched Num: 1 Unit of Measure: EA Receiving Required

Due Date: 08/31/2009

Category: CYCLING Cycling Equipment

Match Status: Mot Matched Item: SR1001 Omega 500 Touring Bike
PO Qty: 100.0000 VAT Amount: 0.00 USD

Unit Price: 1,100.00000 Sales / Use Tax: 0.00 UsSD

PO Amount: 110,000.00 USD Freight/iMisc: 0.00 UsD

¥
Customize | Find | View A1 B8 | 2§ First K1 4 oF 1 I3 (ot

Invoice  Voucher Line Match Status  Quantity UOM Pﬂg‘; "'emh“"ﬂ:ﬁ Curr VAT | S/UTax Freight/Misc

Voucher 0.0000 0.00000 0.000 0.000 0.000 0.000

&
Customize | Find | View Al | BV | 3 First E1 4 op4 I (aat

Receiptlo  Line Match Status Received Gty Accept Gty Reject Oty UOM "'e“:ha":il’:ﬁ Curr
0000000043 1 Mot Matched 100.0000 100.0000 0.0000 EA 110,000.00|USD
Review Purchase Orders - Purchase Order Detail page
Voucher Click alink in this column to view invoice and payment details.

Receipt No (receipt number)  Click to view receipt line details.

See Also

Chapter 19, "Managing Invoices for Buyers," Reviewing Invoices, page 255

Inquiring About Receipts

Access the Review Receipts - Receipt Inquiry page (eSettlements, Procurement Information, Review
Receipts, Review Receipts - Receipt Inquiry).

This page is similar to the Review Purchase Orders - Purchase Order Inquiry page.

Reviewing Receipt Details

Access the Review Receipts - Receipt Detail page (click alink in the Receipt Number column on the Review
Receipts - Receipt Inquiry page).
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This pageis similar in form and function to the Review Purchase Orders - Purchase Order Detail page, but it
displays the associated purchase order for the receipt.

Review Voucher Information for Purchase Orders or Receipts

Access the Review Purchase Orders - Invoice Details page or the Review Receipts - Invoice Details page
(click alink in the Voucher column on the Review Receipts - Receipt Detail page).

These pages display voucher information for purchase orders and receipts.

Preparing for Receipt Integration

As with PeopleSoft Purchasing, receipts can be created either online or by loading an XML file. To
successfully create areceipt, avalid purchase order must exists with the status Dispatched to receive against.
Receipts support the Matching process when receiving is required. The reconciliation of a purchase order, an
invoice, and areceipt is known as three-way matching. When receiving is required, the receipt must be
present before the invoice can be matched successfully.

See Also

Chapter 9, "Processing Purchase Orders and Receipts in PeopleSoft eSettlements,” Understanding Purchase
Order and Receipt Integration, page 101

PeopleSoft Purchasing 9.1 PeopleBook, "Receiving Shipments," Understanding the Receiving Business
Process

Processing Third-Party Receipts
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XML messages are pushed to the PeopleSoft gateway, and then processed by PeopleSoft Integration Broker.
Subscription PeopleCode validates data integrity, controls edits, adds registration defaults, and converts the
message into a PeopleSoft transaction. When loading information from athird party, the PeopleSoft
Integration Broker can process receipt information, provided the necessary setup is complete.

This section discusses how to:

« Format incoming receipt files.

+ Usetransaction codes.

See Also

PeopleSoft Purchasing 9.1 PeopleBook, "Receiving Shipments," Receiving Items Using EDC

PeopleSoft Purchasing 9.1 PeopleBook, "Receiving Shipments," Understanding the Receiving Business
Process
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Formatting Incoming Receipt Files

Standard PeopleSoft XML format is used to format incoming receipt files. The message definition for receipts
is (PURCHASE_ORDER_RECEIPT). Use PeopleSoft Application Designer to view the structure of the
message and the subscription PeopleCode for the incoming receipts.

Note. Before loading an XML file, you must set up avalid node and channel.

Note. In addition to delivering the PO Receipt EIP as an application message
(PURCHASE_ORDER_RECEIPT), Oracle also deliversit as aweb service. Enabling web servicesis
discussed in the PeopleTools PeopleBook: Integration Broker.

The XML message requires that the following record and field combinations be populated with valid data for
each receipt:

Record Field

BCT_C_PO_RC_EVW EIP._TRANS_SRC

EIP_ TRANS SRC_REF

EIP_TRANS SRC_SEQ

TRANSACTION_CODE

SHIPTO_SETID

SHIPTO_ID

VENDOR_ID

CARRIER_ID

BILL_OF_LADING

RECEIVER_ID

BUSINESS _UNIT

END_TRANS FLAG
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Record

Field

BCT_D_PO_RC_EVW

EIP_TRANS SRC_SEQ

TRANSACTION_CODE

UNIT_OF MEASURE

RECEIVER_ID

RECV_LN_NBR

QTY

SCHED_NBR

BUSINESS _UNIT_PO

PO ID
LINE_NBR
Using Transaction Codes
The system uses the following transaction codes:
Transaction Code Action
0102 Load entire PO
0103 Load PO line
0104 Load PO schedule

At the child label of the message, you can indicate what you are receiving in this particular shipment by
entering the appropriate code. If you specify code 0102, you must enter the PO and the business unit for the
PO. If you specify 0103, you must provide the quantity, PO, unit, line number, and unit of measure (UOM). If

you specify 0104, you must enter the quantity, PO, unit, line, schedule number, and UOM.

122
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The end transaction flag (END_TRANS FLAG) tells the system whether this message can be processed and
whether the receipt can be created immediately. If the flag statusis N, the data remainsin the system with an

incomplete status—therefore, populate this flag with Y.

Verifying Externally Received Transaction Data

After XML messages are loaded, the host administrator can identify and correct errors and verify receipt data
before it iswritten to the receipt records. The Receipt Load Application Engine process (PO_RECVLOAD)
then loads the transaction data into the receipt records. After the process successfully finishes, the host
administrator can view receipts on the Receiving page. Once the receipt XML fileis created and loaded, the
host administrator must verify that the receipts have been loaded and have passed edits successfully.

The host administrator can view, correct, and resubmit transactions on the Transaction Maintenance pages.
For example, if an XML fileisloaded with a blank Ship To ID field, that file generates an error message. The
host administrator must correct the errors and then resubmit the message from the Transaction Maintenance

pages.

After errors have been corrected and the messages have been resubmitted, the messages are picked up by the
Receipt Load process.

This section lists the pages used to verify externally received transaction data.

Pages Used to Verify Externally Received Transaction Data

Page Name Definition Name Navigation Usage
Transaction Maintenance BCT_CTL_UPD SCM Integrations, Enter a unit (buyer) to view
Transaction Error Handling, | receipt transactions. The
Maintain Transactions system displays only those
buyers that are configured
as PeopleSoft Purchasing
business units.
Purchasing Receiving BCT_PO_RCV_UPD Click an EIP Control ID View details of the
link on the Transaction transaction and make
Maintenance page. corrections.
Line Details BCT_PO_RCV_ERR_SEC Click the Edit Errorslink on| View details about the
the Purchasing Receiving fieldsin error.
page.
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See Also

PeopleSoft Supply Chain Management Integration 9.1 PeopleBook, "Understanding PeopleSoft Supply Chain
Management Enterprise Integration Points,” PeopleSoft SCM Inbound EIPs

PeopleSoft Supply Chain Management Integration 9.1 PeopleBook, " Processing Enterprise Integration Points
(EIPs)," Using Transaction Maintenance

PeopleSoft Purchasing 9.1 PeopleBook, "Receiving Shipments," Receiving Items Using EDC

PeopleSoft Purchasing 9.1 PeopleBook, "Receiving Shipments," Loading Recelpts Received Using EIPs and
EDC

Loading Receipts into PeopleSoft Purchasing Records

After error-free receipt data has been loaded successfully into PeopleSoft staging tables, the host
administrator runs the Receipt Load process to load receipt data into PeopleSoft Purchasing records.

This section lists the pages used to load receipts into purchasing records.
See Also

PeopleSoft Purchasing 9.1 PeopleBook, "Receiving Shipments," Loading Receipts Received Using EIPs and
EDC

Pages Used to Load Receipts into PeopleSoft Purchasing Records

Page Name Definition Name Navigation Usage

Receiver Load RUN_RECVLOAD Purchasing, Receipts, Load | Run the Receipt Load
Receipts, Receiver Load Application Engine process
(PO_RECVLOAD).

Review Purchase Orders- | EM_PO_INQ eSettlements, Procurement | View purchase order
Purchase Order Detail Information, Review information after
Purchase Orders, Review completion of the Receipt
Purchase Orders - Purchase | Load process.

Order Inquiry

Click aPO link on the
Review Purchase Orders -
Purchase Order Inquiry

page.
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Page Name Definition Name

Navigation

Usage

Review Receipts - Receipt | EM_RECV_INQ

Detail

eSettlements, Procurement
Information, Review
Receipts, Review Receipts -
Receipt Inquiry

Click alink in the Receipt
Number column on the
Review Receipts - Receipt
Inquiry page.

View receipt information
after completion of the
Receipt Load process.

Creating Receipts

Y ou can also enter receipts by creating them on the Select Purchase Order page.

This section discusses how to enter receipts.

Pages Used to Create Receipts

Page Name Definition Name Navigation Usage
Select Purchase Order PO_PICK_ORDERS eSettlements, Procurement | Search for and retrieve PO
Information, Create Receipt | schedules. Create receipts
. against selected PO
Click Add on the Select schedules.

Purchase Order page.

Item Description PO_PICK_IT_DESCR

Click aDescription link in
the Retrieved Rows group
box of the Select Purchase
Order page.

View transaction and
preferred language
information for a purchase
order.

Maintain Receipts - RECV_WPO

Receiving

¢ eSettlements,
Procurement
Information, Create
Receipt

Select an existing
receipt in the search
results of the Create
Receipt page.

e Thesystem
automatically displays
this page after you
select purchase orders
on the Select Purchase
Order page.

Define, view, and cancel
purchase order receipt
information.
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Entering Receipts
Access the Select Purchase Order page (eSettlements, Procurement Information, Create Receipt).
To create receipts:
1. Enter the relevant search information.
2. Click Search.
3. Select the Sel (select) check box of any purchase order.
4. Click the OK button.
The system automatically creates the receipt and displays the Maintain Receipts - Receiving page.

5. Usethe Maintain Receipts - Receiving page to define receipt details, view associated information, and
cancel receipt information.

See Also

PeopleSoft Purchasing 9.1 PeopleBook, "Receiving Shipments," Selecting Purchase Orders

PeopleSoft Purchasing 9.1 PeopleBook, "Receiving Shipments," Receiving Purchase Order Items
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Processing Invoices

This chapter provides an overview of electronic invoice creation and integration and the Open Applications
Group (OAG) format, and discusses how to:

» Preparefor invoice XML integration.

» Define code sets.

»  Process third-party transactions.

« Enter and manage self-service invoices.

» Run the eSettlements Notifications Application Engine process (EM_NOTIFY_WF).
« Run the Voucher Build Application Engine process (AP_VCHRBLD).

+ Verify externaly received data and delete vouchers.

Understanding Electronic Invoice Creation and Integration

During the Voucher Integration process, XML application messages are submitted to the PeopleSoft gateway
and processed by PeopleSoft Integration Broker. Subscription PeopleCode then validates data integrity,
controls edits, adds registration and agreement default values, and converts the message into a Peopl eSoft
transaction. Once the system processes the information, the newly created transaction can be viewed through
self-service invoice pages. Transactions must be loaded into the appropriate tables in order to view, approve,
and pay invoices from suppliers.

Suppliers can transmit invoicesin XML format (either PeopleSoft, OAG standard or cXML). When the
invoices are related to purchase orders, the purchase order feed (message, file, or load) must precede the
voucher feed. The voucher lines include the purchase order number, line number, and schedule number. |
thisinformation does not exist at the time that the invoiceisinterfaced, it is rejected.

Before invoices can be integrated, PeopleSoft procurement options must be specified. In addition, you must
complete buyer, supplier, and agreement registrations.

Note. In addition to delivering the voucher enterprise integration points (EIPs) as application messages,
PeopleSoft aso delivers them as web services. Enabling web servicesis discussed in the PeopleTools
PeopleBook: Integration Broker.
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See Also

Chapter 9, "Processing Purchase Orders and Receipts in PeopleSoft eSettlements," Understanding Purchase
Order and Receipt Integration, page 101

PeopleSoft Payables 9.1 PeopleBook, "Entering and Processing Vouchers Online: General Voucher Entry
Information”

PeopleTools PeopleBook: Integration Broker

Understanding the cXML Format

cXML isaprotocol, created by Ariba, intended for the communication of business documents between
procurement applications, e-commerce hubs and suppliers. cXML is based on XML and provides formal
XML schemas for standard business transactions, allowing programs to modify and validate documents
without prior knowledge of their form.

The protocol does not include the full breadth of interactions some parties may want to communicate.
However, it can be expanded through the use of extrinsic elements and newly-defined domains for various
identifiers. This expansion is the limit of point-to-point configurations necessary for communication.

The current protocol includes documents for setup (company details and transaction profiles), catalogue
content, application integration (including the PunchOut feature), original, change and delete purchase orders
and responses to all of these requests, order confirmation and ship notice documents (cXML anal ogues of
EDI 855 and 856 transactions), and new invoice documents.

PunchOut is a protocol for interactive sessions managed across the Internet, a communication from one
application to another, achieved through a dialog of real-time, synchronous cXML messages, which support
user interaction at aremote site. This protocol is most commonly used today in the form of Procurement
PunchOut, which specifically supports interactions between a procurement application and a supplier's
eCommerce web site and possibly includes an intermediary for authentication and version matching.

Understanding the OAG Format

128

OAG isanonprofit organization that focuses on best practices and process-based XML content for
application integration, and is the largest publisher of XML-based content for business software
interoperability. The OAG format enables integrators to work with a standardized invoice represented in
XML, such that integrators no longer need the specifications of the table structure for invoicesin the
receiving PeopleSoft database. |nstead, integrators populate each XML tag in the OAG Synclnvoice business
object document (BOD) that corresponds to afield on the PeopleSoft voucher staging tables.

PeopleSoft Integration Broker defines a relationship between the sending node and the receiving node (the
receiving node must be the default, local, active node), so that the system can run the appropriate Application
Engine Transformation program. The transformation can leverage the code set functionality provided by
PeopleSoft Integration Broker; therefore, if you intend to use code sets for data translation, you must specify
the code set group name for the two nodes involved in the relationship and enter the values that need to be
translated.

This diagram illustrates the XML data flow from the OAG invoice to the Payables voucher staging tables:
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EM_VOUCHER_IN
Subscription
PeopleCode

—

Payables Vchr Stg
tables

Payables Voucher
Build Process

OAG_INVOICE EM_INV_OAG
{Unstructured Message)
MessageName, EM_INV_OAG
ModeFrom parameters | Transform AppEngine -
passed in URL OAG XmlDoc transformed
J\ into EM_VOUCHER_IN
Integration 2. Validates XML
Broker document is well-formed
and is an OAG Invoice
1. Relationship BOD {in lieu of true
(OAG_INVOICE) Schema Validation).
Determines AppEngine Errors are returned in
Transfﬂrm Pragram f_ﬂ DAG_CDNF'RM_BUD
execute (EM _INV_OAG)
I L PSET
CodeSets vaucher staging
Used for data translations Record.Fields
BUSINESS_UNIT_AP (VCHR_HDR_QV,
BUSINESS_UNIT_PO VCHR_LINE_QV,
BUSINESS_UNIT_RECV VCHR_DIST_QV)
UNIT_OF MEASURE
VAT _TAX_CD
VNDR LOG Uses Code Sets to
- translate data
6. OAG_INVOICE 4. Publish Async Message
OnRequest event Publish(};
|—
ConfirmBOD sent to EIP Message
Sender ReturnToServer(); (EM_VOUCHER_IN
)
= 5. Create ConfirmBOD and
passes XML document to
OAG_CONFIRM_BOD OnRequest event of
OAG_INVOICE

—

Payables Vchr
tables (invoices)

XML invoice data flow to the Payables voucher staging tables

Note. In addition to delivering the voucher EIPs as application messages (OAG_INVOICE,
OAG_CONFIRM_BOD, and EM_VOUCHER _IN), PeopleSoft also delivers them as web services
(OAGInvoice and SdlfServicelnvoice). Enabling web servicesis discussed in the PeopleTools PeopleBook:

Integration Broker.
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See Also

PeopleTools PeopleBook: Integration Broker

Preparing for Invoice XML Integration

Subscription PeopleCode converts XML messages into Peopl eSoft eSettlements transactions. This
PeopleCode calls or references information that has been configured in PeopleSoft in a method similar to the
way in which a save is accomplished through the online pages.

This section discusses how to:
1. Register buyers.

2. Register suppliers.

3. Define agreements.

4. Define voucher defaults.

Registering Buyers

130

Buyer registration establishes the buying entity in PeopleSoft eSettlements and a corresponding business unit
in the underlying PeopleSoft system. This creates the underlying business units from which the voucher
processing options appear by default. These include pay from bank information, as well as the matching and
value-added tax (VAT) preferences that automatically appear on the voucher, either during application
messaging or the Voucher Build process.

Each buyer has a unique PeopleSoft Payables business unit associated with it. If you plan to enable suppliers
to use OAG XML functionality when transacting with a particular buyer in the Business Service Provider
model—or when transacting with your organization in the Buyer Direct model—you must provide each
supplier with the respective business unit value (identifier) for each buyer during buyer registration, so that
each supplier can embed this identifier in the Header/Parties/Bill ToParty/Partyl D/ID tag of the OAG XML
file that they send.

If, for example, suppliers cannot embed this identifier in their files, the system administrator must define the
identifier in their systems for this buyer. They must map thisidentifier to the buyer ID using code sets, so that
each XML file provides areturn value (trandated value). This value uses the code set functionality for data
transations in the Application Engine Transform program (EM_INV_OAG and CXML2PSFT).

Supplier XML files must either contain this return value or must have the correct value in the appropriate
corresponding tag.

Note. Read the code set sectionsin this chapter if you are not providing avalid identifier for the PeopleSoft
eSettlements application, because you must set up the code set to perform the data translation for the buyer
value you provide in the XML file. If you don't provide avalid identifier, the subscription PeopleCode
generates an email notification that the invoice failed edits.
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See Also

Chapter 6, "Registering Buyers," Creating Buyers, page 46

Registering Suppliers

Supplier registration creates the selling entity in PeopleSoft eSettlements and a corresponding vendor ID in
the underlying PeopleSoft system. During registration, the supplier establishes basic location information,
such as address, payment terms, and pay to bank account information. The system references these default
values during the VVoucher Build process.

See Also

Chapter 7, "Registering Suppliers,” Creating Suppliers, page 68

Defining Agreements

Y ou use agreements to define general processing options that are unique to a given buyer-supplier
combination. Agreements are by supplier location and contain processing options such as payment terms and
pay from bank information. Subscription PeopleCode references this configuration as the system converts
incoming voucher XML messages into PeopleSoft eSettlements transactions.

Note. If atransacting buyer-supplier pair isusing OAG XML invoices, the buyer must enter
EM_SUPPLIER_REF in the Supplier Reference ID field on the agreement.

The OAG tag can be populated with either the EM_SUPPLIER _REF value that corresponds to the unique
value entered on the agreement, or with avendor ID. If the system cannot determine the vendor ID using the
valuein the Supplier Reference ID field, the system assumes that the value submitted is avalid vendor ID.

See Also

Chapter 8, "Creating Agreements,” Understanding Agreements, page 89

Defining Voucher Defaults

Voucher transmission relies on the existence of tables established in previous tasks. These tables provide
values for invoices that are not included in the XML feed or in the online entry.

Defining Code Sets

To define code sets, use the following components:

» Code Set Groups (IB_CODESETGROUP).
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» Code Sets (IB_CODESET).

» Code Set Values (IB_CODESETVAL).

This section provides an overview of code sets and discusses how to:
» Enter match names and values and associate them with buyers.

+ Enter match names and valuesinto code sets.

» Associate match names and values with PeopleSoft field values.

Understanding Code Sets

132

Code sets are predefined mappings that trand ate data val ues between multiple systems. In PeopleSoft
eSettlements, code sets are only relevant for inbound third-party XML invoice integration using the OAG
format or cXML and are not applicable to purchase orders or receipts.

An Application Engine Transform program maps the values provided by the supplier in the XML tagsin the
OAG or cXML -formatted invoice to PeopleSoft invoice fields at the header, line, and distribution levels.
When the program encounters an XML tag where code set functionality is employed, it translates the value in
the tag into a value appropriate to the receiving application, based on the return values specified on the Code
Set Values page.

Thistablelists six fields that appear on the voucher tables. For data translation, enter code set values for all of
thesefields:

Field Code Set Name
VCHR_HDR_QV.BUSINESS UNIT BUSINESS UNIT_AP
VCHR_LINE_QV.BUSINESS UNIT_PO BUSINESS_UNIT_PO
VCHR_LINE_QV.BUSINESS UNIT_RECV BUSINESS _UNIT_RECV
VCHR_LINE_QV.UNIT_OF MEASURE UNIT_OF MEASURE
VCHR_LINE_QV.TAX_CD_VAT VAT_TAX_CD
VCHR_HDR_QV.VNDR_LOC LOCATION

Note. If asupplier can transmit correct XML tag values that correspond with PeopleSoft field values that
PeopleSoft eSettlements can identify, then you do not have to enter code set values. For example, if BUYO1
were transmitted by a supplier as a business unit, no code set lookup would be necessary, because PeopleSoft
recognizes the business unit BUY 01. However, you still must enter values for the UNIT_OF _MEASURE

and—only if agiven buyer operatesin avaue-added tax (VAT) country—for the TAX_CD_VAT fields.
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PeopleSoft eSettlements supports the OAG 8 schema for Synclnvoice and Processinvoice BOD formats, as
well as the PeopleSoft XML voucher format. The EM_VOUCHER_IN application message is used for the
PeopleSoft XML format, and the SelfServicelnvoice can be used if you invoke it as aweb service. For the
OAG format, you can use the OAG_Invoice application message or the Self Servicel nvoiceOAG web service.

Note. Ensure you do not use specia characters—such as the ampersand (& )—in your code sets, because such
characters cannot be added to and saved correctly in an XML file.

See Also

PeopleTools PeopleBook: Integration Broker

Pages Used to Define Code Sets

Page Name Definition Name Navigation Usage

Code Set Groups IB_CODESETGRPVAL PeopleToals, Integration Enter match names and
Broker, Integration Setup, | match values and associate
Codesets, Codeset Groups, | them with buyers.

Code Set Groups

Code Sets IB_CODESET PeopleTools, Integration Enter the match name and
Broker, Integration Setup, | match value that you
Codesets, Codesets, Code | entered previously into each
Sets of the six code sets.

Code Set Values IB_CODESETVAL PeopleToals, Integration Enter a PeopleSoft return
Broker, Integration Setup, | name and value and
Codesets, Codeset Vaues, | associate them with amatch
Code Set Vaues name and value.

Entering Match Names and Values and Associating Them with Buyers

Access the Code Set Groups page (PeopleTools, Integration Broker, Integration Setup, Codesets, Codeset
Groups, Code Set Groups).

Select EM_SUPPLIER as the code set group name for each of the six fields that require XML OAG data
trandation.

Note. Y ou do not have to set up code sets or code set values for afield if your system can transmit the correct
XML tag value that corresponds with the respective PeopleSoft field value, but you must set up the
UNIT_OF MEASURE, and, if you must use value-added tax (VAT), also set up the VAT_TX_CD code sets.

If the supplier's application popul ates the OAG XML Synclnvoice BOD with the buyer name in the
Header/Parties/Bill ToParty/Party| D/ID tag, then enter a match name of BUYER and enter the buying
organization name as the match value.

Note. Use the delivered EM_SUPPLIER code set group.
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Entering Match Names and Values into Code Sets

Access the Code Sets page (PeopleToals, Integration Broker, Integration Setup, Codesets, Codesets, Code

Sets).

Note. Y ou access the page by clicking the respective EM_SUPPLIER link on the search page for each of the
six fields on which you potentially must implement code set functionality. Here you add the match name and
match value pair that you entered previously, to the appropriate code set.

Match Name

Match Value

Select the name of the field containing a value that you need to match for
this code set. Values are: BUYER, LOCATION, PURCHASER, RECEIVING
ENTITY, SUPPLIER UOM, or VAT CODE.

Enter the value of the field that the trand ation program must match to
initiate atranslation in response to the value.

Associating Match Names and Values with PeopleSoft Field Values

134

Access the Code Set Values page (PeopleTaols, Integration Broker, Integration Setup, Codesets, Codeset

Values, Code Set Values).

Associate your match name and match value pair with the recipient's PeopleSoft field values by selecting the
appropriate code set name for the PeopleSoft field that requires the incoming value to be trand ated.

From Group

Code Set Name

To Group

Description

Match Name

Match Value

Return Name

Displays the code set group to which the source or sending node belongs.
Enter EM_SUPPLIER for PeopleSoft eSettlements.

Ensure that the code set group name is on the third-party supplier's
(sending) node (the From Group field value).

Displays the code set name that you selected on the search page. It contains
the match name and match val ue permutations that you want to match.

Displays the code set group to which the target or receiving node belongs.
Enter PSFT_FINANCIALSfor PeopleSoft eSettlements. Y ou do not have to
enter any match valuesfor it.

Enter a description to define these code set values.

Displays BUYER. for PeopleSoft eSettlements. Select the Select check box
that corresponds to the match name, match value, and return value that you
enter.

Displays the incoming value.

Enter areturn name to which the match name-match value pair should be
tranglated.
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Return Value Enter the return value.

Currency code is important when providing amounts. This table lists the values that must be provided as
currency node attributes:

Level Field Tag
Header vch_hdr_qv.txn_currency_cd Total Amount
Line vch_line_gv.txn_currency _cd Extended Price
Distribution vch_dist_gv.txn_currency_cd Actual

See Also

PeopleTools PeopleBook: Integration Broker

Processing Third-Party Transactions

This section discusses how to:

« Loadinvoices.

» Populate invoice records.

Loading Invoices

Both OAG and PeopleSoft standard XML invoices are interfaced the same way and make use of the
EM_VOUCHER_IN message definition. The message definition for vouchers is accessible through
PeopleSoft Application Designer. Use thistool to view the structure of the message and the subscription
PeopleCode for incoming vouchers. When loading invoice data, the system validates the information and
storesthe datain the VCHR_HDR_QV, VCHR_LINE_QV, VCHR_DIST_QV tables, which are also used
during self-service invoice creation.

Note. When loading invoice data for self-service invoices, the system also populates the VCHR_MSCH_QV
table and the VCHR_MSCL_QV table.

In addition to copying data from XML to the voucher QV tables, the subscription PeopleCode in the
EM_VOUCHER_IN message definition adds default values that would not normally be handled by the
Voucher Build process. If an invoice isloaded and any of itsrequired fields are invalid, an error message
appears on the Service Operations Monitor.

Copyright © 1992, 2012, Oracle and/or its affiliates. All Rights Reserved. 135



Processing Invoices Chapter 10

136

When loading invoices using XML messages, if the invoice load errors notification type has been set up, then
anotification is sent for any errors encountered during processing of the subscription PeopleCode for the
EM_VOUCHER_IN message.

Note. Subscription PeopleCode errors generate only an initial email notification; reminder days notifications
are not sent for PeopleCode errors.

The system administrator must modify, save, and resubmit the invoice until the message status is Done. Once
the system receives an invoice that is free of errors, the buyer can review it. The email notification routings
for invoices that cause errors, in either subscription PeopleCode or in pre-edit or editsin the VVoucher Build
process, are determined from the routings defined for invoice load errors notification at either the agreement
level or the buyer and supplier location level.

All other invoices are available for selection by the Voucher Build process, which performs further edits
according to the voucher processing rules, and populates these records:

« PS VOUCHER

« PS VOUCHER LINE

« PS DISTRIB_LINE

« PS PYMNT_VCHR _XREF

When you run the Voucher Creation Notification Application Engine process (EM_VCHR_CRT) and a
voucher fails any of these edits or rules, the system sends an email notification (if you set up this notification
type), and the voucher is reported on the Correct Invoice Errors page. Reminder days notifications are also
generated.

When suppliers submit the XML invoice (using PeopleTools SendMaster or any other XML posting utility),
the system returns a confirmation BOD or acknowledgment response. If the OAG invoiceisvalid XML and
isalso avaid OAG BOD, the system sends a confirmation BOD containing a NounSuccess tag. If there are
errors, the system sends a confirmation BOD containing a NounFailure tag that includes an explanation of the
error.

Note. The system sends email notifications when invoices are successfully loaded, as well as when invoice
transmission errors occur (Whether recycled, pre-edit, or subscription PeopleCode XML). Email notifications
are sent for both error and for success, and as with all email notifications, there is a hierarchy. The email
routings for invoices with errors, either from subscription PeopleCode, pre-edit, or edits from the V oucher
Build process, are determined from the routings set up for invoice load errors notification established at either
the agreement level or at the buyer and supplier location level. cXML invoices do not generate email
notifications.

Once the vouchers popul ate Peopl eSoft Payables tables, the system administrator must run the Matching
Application Engine process (AP_MATCH) to perform match edits between vouchers, purchase orders, and
receipts.

Note. In addition to delivering voucher EIPs as application messages (EM_VOUCHER_IN and
OAG_INVOICE ), PeopleSoft also delivers them as web services (SelfServicelnvoice and
SelfServicelnvoiceOAG, respectively). Enabling web servicesis discussed in the PeopleTools PeopleBook:
Integration Broker.
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See Also

PeopleSoft Payables 9.1 PeopleBook, "Processing Batch Vouchers," Understanding Voucher Build
Processing

Chapter 12, "Running Matching," Understanding Matching, page 171

PeopleTools PeopleBook: Integration Broker

Populating Invoice Records

For invoices associated with a purchase order or receipt, the distribution records do not have to be populated,
because the V oucher Build process will create the distribution records by copying the distribution details
from the purchase order or receipt document.

The following table lists record-field combinations that must be populated with valid data for each invoice.
The OAG Tag column liststhe XML tags that exist in the OAG Synclnvoice BOD that are applicableto a
field on a PeopleSoft voucher record.

Note. An asterisk in the Field column indicates that the field is required.

Record Field OAG Tag Comments

VCHR_HDR_QV BUSINESS UNIT* Header/Parties/Bill ToParty/Party| D/ID If integrators pass a
valid PeopleSoft
Payables business unit
in the OAG tag, the
system can process it.
Otherwise, the code
set functionality is
required to trandate
this data. Suppliers
must enter the value
they will be passing as
a

BUSINESS UNIT_A
P code set value, and
then enter the
trandation value.

VCHR_HDR_QV VOUCHER_ID* The system
programmatically
determines thisfield,
provided that the
PeopleSoft Payables
business unit is set up
for invoice auto-
numbering.

VCHR_HDR_QV INVOICE_ID* Header/Document| Ds/Document| D/ID
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Record

Field

OAG Tag

Comments

VCHR_HDR_QV

INVOICE_DT*

Header/DocumentDateTime

VCHR_HDR_QV

VENDOR_ID*

Header/Parties/SupplierParty/Party| D/
ID

VCHR_HDR_QV

VNDR_LOC*

Header/Parties/SupplierParty/Addresse
s/PrimaryAddress/AddressiD

If integrators pass a
valid vendor location
in the OAG tag, the
system can process it.
Otherwise, code set
functionality is
required to trandlate
this data. Suppliers
must enter the value
they will passasa
LOCATION code set
value, and then enter
the trandlation value.
If thisfield is not
populated, the system
assumes the Voucher
Build process will
assign the default
location for the
vendor.

VCHR_HDR_QV

GROSS AMT

Header/Total Amount

VCHR_HDR_QV

TXN_CURRENCY _
cD

Currency Node attribute of
Header/Total Amount tag

VCHR_HDR_QV

VAT _ENTRD_AMT

Header/Tax/TaxAmount

Thisfield isonly
required if the
supplier operatesin a
country requiring
VAT and the vendor
iS hot exempt.

VCHR_HDR_QV DSCNT_AMT Header/PaymentTerms/DiscountAmou
nt

VCHR_HDR_QV TAX_EXEMPT Header/TaxWithhol dingExempt

VCHR_HDR QV SALETX_AMT Header/Total Tax
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Record

Field

OAG Tag

Comments

VCHR_HDR_QV

FREIGHT_AMT

Header/Charges/Basi cFreightCharge/ T
otal

VCHR_HDR_QV

MISC_CHRG_AMT

Header/Charges/Mi scellaneousCharge/
Total

VCHR_HDR_QV

DESCR254_MIXED

Header/Note

VCHR_LINE_QV

BUSINESS UNIT*

VCHR_LINE_QV

VOUCHER_ID*

VCHR_LINE_QV

VOUCHER_LINE_N
UM*

Line/LineNumber

VCHR_LINE_QV

BUSINESS _UNIT_P
o)

Line/Parties/SoldToParty/Party| D/ID

Acceptsavalid
PeopleSoft
Purchasing business
unit. Integrators can
also use the
BUSINESS UNIT_P
O code set. Integrators
must enter the value
that they intend to
pass into the code set
values.

VCHR_LINE_QV

PO_ID

Line/DocumentRef erences/PurchaseOr
derDocumentReference/Document! ds/
Documentld/Id

VCHR_LINE_QV

LINE_NBR

Line/DocumentReferences/PurchaseOr
derDocumentReference/LineNumber

VCHR_LINE_QV

SCHED_NBR

Line/DocumentReferences/PurchaseOr
derDocumentReference/ScheduleLine
Number

VCHR_LINE_QV

DESCR

Line/Orderltem/Description

VCHR_LINE_QV

MERCHANDISE_A
MT

Line/ExtendedPrice
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Record Field OAG Tag Comments
VCHR_LINE_QV TXN_CURRENCY _ Currency Node attribute of
CD Line/ExtendedPrice tag
VCHR_LINE_QV INV_ITEM_ID Line/Orderltem/Iteml Ds/ItemI D/ID
VCHR_LINE_QV QTY_VCHR Line/OrderQuantity
VCHR_LINE_QV UNIT_OF MEASUR | UOM Node attribute of Usesthe

E

Line/OrderQuantity tag

UNIT_OF MEASUR
E code set. Integrators
must enter the value
that they intend to
pass into the code set
values.

Note. Unit of measure
(UOM) values must
be provided as anode
attribute of the
OrderQuantity tag.

VCHR_LINE_QV

UNIT_PRICE

Line/UnitPrice/Amount

VCHR_LINE_QV

TAX_CD_VAT

Line/Tax/TaxCode

Usesthe
VAT _TAX_CD code
set name.

VCHR_LINE_QV

BUSINESS UNIT_R
ECV

Line/Parties/ShipToParty/Partyl D/ID

Acceptsavalid
PeopleSoft
Purchasing business
unit. Integrators can
also use the
BUSINESS UNIT_R
ECV code set.
Integrators must enter
the value that they
intend to pass into the
code set values.

VCHR_LINE_QV RECEIVER_ID Line/DocumentReferences/ReceiptDo
cumentReference/Document! Ds/Docu
mentID/ID

VCHR_LINE_QV RECV_LN_NBR Line/DocumentReferences/ReceiptDo

cumentReference/LineNumber
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Record Field OAG Tag Comments
VCHR_LINE_QV RECV_SHIP_SEQ N Line/DocumentReferences/ReceiptDo
BR cumentReference/ScheduleLineNumb
er
VCHR_LINE_QV REQUESTOR_ID Line/Parties/SoldToParty/Contacts/Del
iverToContact/Person/PersonCode
VCHR_LINE_QV DESCR254 MIXED Line/Note
VCHR DISTRIB_ BUSINESS UNIT* Getsvaue from
Qv VCHR_HDR_QV.
VCHR DISTRIB_ VOUCHER _|ID* Getsvaue from
Qv VCHR _HDR _QV.

VCHR DISTRIB_
QV

VOUCHER_LINE_N
Um*

Gets value from
VCHR_LINE_QV.

VCHR_DISTRIB DISTRIB_LINE _NU Gets value from each
Qv M* number and
occurrence of the
Distribution tag.
VCHR_DISTRIB QTY_VCHR Gets value from the
Qv VCHR_LINE_QV

field.

VCHR DISTRIB_
QV

MERCHANDISE_A
MT

Line/Distribution/Amount/Actual

VCHR_DISTRIB__ TXN_CURRENCY _ Gets value from the

Qv CD Currency Node
attribute of the
Line/Distribution/Am
ount/Actua tag.

VCHR_DISTRIB_ BUSINESS UNIT_G Line/Distribution/GLEntity

Qv L

VCHR DISTRIB_
QV

BUSINESS UNIT_P
o)

Gets value from
VCHR_LINE_QV.
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Record Field OAG Tag Comments
VCHR _DISTRIB_ PO_ID Getsvaue from
Qv VCHR_LINE_QV.
VCHR_DISTRIB_ LINE_NBR Getsvalue from
Qv VCHR_LINE_QV.
VCHR_DISTRIB_ SCHED_NBR Gets value from
QV VCHR_LINE_QV.
VCHR_DISTRIB_ BUSINESS UNIT_R Gets value from
Qv ECV VCHR_LINE_QV.
VCHR DISTRIB_ RECEIVER_ID Getsvaue from
Qv VCHR_LINE_QV.
VCHR_DISTRIB_ RECV_LN_NBR Gets value from
Qv VCHR_LINE_QV.
VCHR_DISTRIB RECV_SHIP_SEQ N Gets value from
Qv BR VCHR_LINE_QV.
VCHR_DISTRIB_ ACCOUNT Tagl contains the ACCOUNT
Qv ChartField value:

Line/Distribution/Project/GL Element/

Description.

Tag?2 contains the ACCOUNT

ChartField value:

Line/Distribution/Project/GL Element/

NameVaue.
VCHR_DISTRIB_ DEPTID Line/Distribution/CostCenter
Qv
VCHR_DISTRIB_ ACTIVITY_ID Line/Distribution/Project/Activity/ld
Qv
VCHR_DISTRIB_ OPERATING_UNIT Line/Distribution/Business/Rel atedUni
Qv t/Unit/Id

VCHR DISTRIB_
QV

PROJECT_ID

Line/Distribution/Project/Id
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See Also

PeopleSoft Payables 9.1 PeopleBook, " Setting Up PeopleSoft Payables Business Units," Setting Up
Numbering

Entering and Managing Self-Service Invoices

This section provides an overview of self-service invoice entry and management and discusses how to:
« Enter supplier invoice details.

 Edit invoice accounting line information.
» Copy purchase order information.

»  Copy packing slip information.

» Add miscellaneous charge codes.

« Complete online invoice entry.

« View and modify invoices.

» View and delete invoices.

« View and print invoices.

* Review invoices.

» Release and deny invoices.

« Correct invoice errors.

Understanding Self-Service Invoice Entry and Management
This section discusses:
« Invoiceentry.
« Invoice processing.
» Invoice routing and verification.

« ChartField defaulting logic.
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Note. If financial sanctions validation is enabled, the system does not consider the financial sanctions status
of the supplier, nor does it validate the supplier against any financial sanctions lists (for example, the
Specially Designated Nationals (SDN) list) during self-service invoice entry. Therefore, you can create self-
serviceinvoices for any supplier with afinancial sanctions status of Review or Blocked. However, the Pay
Cycle Application Engine pracess (AP_APY 2015) does not select invoices for a supplier that has afinancial
sanctions status of Review or Blocked. Y ou cannot pay these invoices until the financial sanctions status of the
supplier is set to Cleared or Valid.

See Chapter 7, "Reqistering Suppliers," Understanding Financial Sanctions Validation, page 69.

Invoice Entry

Y ou can create an invoice by copying purchase orders, purchase order lines, or information from a packing
dip, receipt, or receipt lines. However, only users assigned system administrator and supplier administrator
role types can create invoices by copying invoice information from a purchase order or packing dip, or by
adding invoice lines.

Because some amounts are only estimates at the time a purchase order is created, the system does not copy
these specific amounts onto the self-service invoice. This means that users must enter the actual amounts
when they become known (for example, when the goods are shipped) for the following amounts:

+ Saestax

o Usetax

+ Vaue-added tax (VAT)
» Freight

« Miscellaneous charges

If an item-vendor relationship and pricing have been established for the supplier, then the supplier can select
items from the item master, set up in PeopleSoft Purchasing. This restricts suppliers to access items
associated with their organization only. If ChartFields have been set up for an item, then they appear by
default on the distribution line, along with unit pricing and unit of measure (UOM) information. Users can
change thisinformation. If an item-vendor relationship has not been established, then suppliers are not able to
select items from the item master, but can still complete description, quantity, UOM, and unit price
information.

Invoice Processing

Online invoices go through processes similar to those described in the previous L oading Invoices section.
Online transactions are picked up by the Voucher Build process, in the same way asthe XML invoice
messages are picked up from external systems.

See Chapter 10, "Processing Invoices," Loading Invoices, page 135.

If email notifications have been established for invoice load errors, then the supplier receives an email if
errors exist and are available for review. The supplier then notifies the system administrator of corrections
that need to be made and can also request that a voucher be deleted so that it can be re-entered. The system
administrator verifies voucher transactions after each process, to ensure that each transaction is error-free.

Just as with invoices submitted electronically, you must ensure that the PeopleSoft Payables business unit is
set up for invoice auto-numbering.
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Y ou can review invoices before they pass through the V oucher Build process and become vouchersin the
system. Y ou can a so make changes to the accounting associated with an invoice.

Invoice Routing and Verification

The system marks invoices designated for ChartField completion and review with a Voucher Build status of
N (none). This status prevents the invoice from being selected by the VVoucher Build process. Invoices with a
status of N require verification of buyer-specified details by the requester or other buyer user for ChartField
accuracy and compl eteness before being processed by the VVoucher Build process. Y ou set up invoice
verification routing at the agreement level, and it is dependent upon the type of invoice (such as purchase
order or non-purchase order), and the buyer-supplier location combination. During this invoice verification,
the buyer adds ChartField values, if necessary, then releases the invoice for processing by clicking the
Release for Processing button. This changes the invoice Voucher Build statusto B (to build) and enables the
Voucher Build process to pick it up.

When creating invoices, suppliers can save their work and then later review, correct, change, or add invoice
details. At this point the Voucher Build statusis | (initiated). Once the supplier is satisfied with the invoice,
the Voucher Build status is N marking it for invoice verification, or B, enabling it to be picked up by the
Voucher Build process.

Note. When the system routes notifications by role, all users associated with a given role receive the invoice
verification notification. Similar to invoice header approval, when the first user in the correct role verifies the
invoice and releases it for processing, the system sets the invoice Voucher Build status to B for selection by
the Voucher Build process.

When the system routes notifications by multiple user 1Ds, roles, and requesters, the first of these usersto
access and release an invoice for processing sets the Voucher Build statusto B.

If an invoice has the requester 1D populated, then that user (the requester), if set up for it, receives the email
notification. If an invoice does not have the requester ID populated then the system obtains the default
requester (or role) from the email setup (agreement or buyer setID level). These users or roles receive
notification and can perform the invoice verification.

ChartField Defaulting Logic

This section discusses how the system populates ChartField values on an invoice, depending on the invoice
type.

For self-service, XML, and OAG invoices, the system uses the following logic (outlined in the table) to
retrieve ChartField values. Thistableis ordered from the highest level (Level 1, the buyer template) to the
lowest level (Level 4, theitem ID value).

Level ChartFields Specified Processing Logic

1. Buyer template ACCOUNT, which isthe only Any ACCOUNT ChartField values
required ChartField for an invoice. specified at the lower three levels
override thislevel's value.

2. Agreement All ChartFields Any values specified at thislevel are
automatically populated onto the
invoice.
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Level ChartFields Specified Processing Logic
3. Requester All ChartFields Values specified at Level 3 do not
override values specified at Level 2.
This means that any values specified
at thislevel are automatically
populated onto the invoice, unless the
value is already defined on Level 2.
4. Item ID e ACCOUNT ACCOUNT, ALT_ACCOUNT, or
PRODUCT values specified at this
e ALT ACCOUNT level override any value specified at a
- higher level.
PRODUCT

If aninvoiceis copied from a PO or receipt, the ChartFields are obtained from the PO or receipt. When an
invoice is not created by copying a PO or receipt, and when ChartFields provide default values for self-
service and XML invoices where a PO is not associated with the invoice line, the ChartFields are obtained as
stated in the above table. The general ledger business unit is derived from the requester if populated;
otherwise from the PeopleSoft Payables Business Unit table (BUS_UNIT_TBL_AP).

If suppliers are able to enter ChartFields based on the agreement setup, then they can enter one distribution
line per invoice line only. However, during the invoice review step, the buyer can add additional distribution
lines.

The account definition is obtained from the Line/Distribution/Project/ GL Element/NameVa ue field.
However, for OAG invoices you must specify ACCOUNT as the node name for the NameVaue field.

Y ou specify the ability to view or edit ChartFields at the installation level, then at the buyer registration level,
and further at the agreement level. Buyers specify whether a supplier can see the ChartFields, regardless of
what the buyer has set up on buyer registration. When entering self-service invoices, suppliers can only view
ChartFields, if access to them has been enabled by a given buyer.

See Also

Chapter 6, "Reqgistering Buyers," Enabling ChartFields, page 60

Pages Used to Enter and Manage Self-Service Invoices
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Page Name

Definition Name

Navigation

Usage

Self-Service Invoice -
Invoice Actions

EM_QV_HOME

eSettlements, Self-Service
Invoice, Self-Service
Invoice - Invoice Actions

Access pages to create and
manage self-service
invoices.
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Page Name

Definition Name

Navigation

Usage

Create Invoice - Invoice
Entry

EM_QV_ENTRY

¢ Click the Create Invoice
link on the Self-Service
Invoice - Invoice
Actions page.

¢ Click thelnvoice ID
link on the Self-Service
Invoice - View Invoice

page.

Enter supplier invoice
details, create self-service
invoices, review and modify
invoices already created,
and correct invoices
containing pre-edit and edit
errors.

Note. Pre-edit errors can be
corrected by the supplier
administrator. Edit errors
can only be corrected by the
system administrator.

Create Invoice - Invoice
Entry

EM_VCHR_LINE_CMNTS

Select the Additional
Information tab on the
Create Invoice - Invoice

Entry page
(EM_QV_ENTRY).

Click an Invoice Line
Comments button on an
invoiceline.

Enter additional comments
regarding the invoice line.

Create Invoice - Invoice
Entry

EM_QV_LINE_DIST

Select the Additional
Information tab on the
Create Invoice - Invoice

Entry page
(EM_QV_ENTRY).

s Click an Accounting
button on an invoice line.

View and modify
accounting ChartFields for
theinvoice lines.

Miscellaneous Charges

VCHR_MISC_QV

Click the Transfer to Misc
Chrgs Detail button on the
Create Invoice - Invoice

Entry page.

Allocate the miscellaneous
chargesfor theinvoice at a
more detailed level.

Self Service Invoice VCHRHDR_ATT_SEC Click the Attachments Add attachments to the
Attachment button on the Create Invoice| invoice.
- Invoice Entry page.
Self-Service Invoice - View | EM_QV_SRCH Click the View Invoice link | Enter search parametersto
Invoice on the Self-Service Invoice | view invoices that have not
- Invoice Actions page. yet become vouchersin the
system.
Self-Service Invoice - EM_QV_SRCH Click the Delete Invoice Enter search parameters to

Delete Invoice

link on the Self-Service
Invoice - Invoice Actions

page.

view invoices that have
been entered into the
system, but have not yet
become vouchersin the
system.
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Page Name

Definition Name

Navigation

Usage

Self-Service Invoice - Print
Invoice

EM_QV_SRCH

Click the Print Invoice link
on the Self-Service Invoice
- Invoice Actions page.

Enter search parametersto
view invoicesto print.

Print Invoice - Pro Forma
Invoice

EM_QV_DISPLAY

Click an Invoice ID link on
the Self-Service Invoice -
Print Invoice page.

View and print apro forma
version of an invoice.

Self-Service Invoice - EM_QV_SRCH Click the Review Invoice Search for, view alist of,
Review Invoice link on the Self-Service and access invoices that
Invoice - Invoice Actions have not yet become
page. vouchersin the system.
Only host and buyer roles
can access this page.
Review Invoices- Invoice | EM_QV_ENTRY Click an Invoice ID link on | Review invoice details and
the Self-Service Invoice - release for processing or
Review Invoice page. deny invoices.
Review Invoices - Deny EM_QV_DENY Click the Deny Invoice Enter comments or reasons
Invoice button on the Review for denying the invoice, to
Invoices - Invoice page. be included in the text of
the subsequent email
notification.
Self-Service Invoice - EM_QV_SRCH Click the Correct Invoice Search for invoices with

Correct Invoice Errors

link on the Self-Service
Invoice - Invoice Actions

page.

errors. Pre-edit errors can be
corrected by the supplier
administrator. Edit errors
can be corrected by the
system administrator only.

Voucher Build Error Detail

VCHR_BATCHERR_PG

Click the Invoice ID link on
the Self-Service Invoice -
Correct Invoice Errors page.

Displaysthe errors created
during the Voucher Build
Application Engine process
(AP_VCHRBLD)

Invoice Information

VCHR_EXPRESS1

Click the Correct Errors
link on the Voucher Build
Error Detail page.

Correct invoices containing
pre-edit and edit errors. The
Correct Errorslink for edit
errorsisonly available to
the system administrator
roletype. It isavailable to
both the system
administrator and the
supplier administrator for
pre-edit errors.

Create Invoice - Look Up a
Purchase Order

EM_VCHR_LK_QV

Click the Copy from a
Purchase Order button on
the Create Invoice - Invoice

Entry page
(EM_QV_ENTRY).

Select a purchase order
from the search results to
copy to aninvoice.
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Page Name Definition Name Navigation Usage
Create Invoice - Look Up a | EM_VCHR_PS_QV Click the Copy from a Select areceipt from the
Packing Slip Packing Slip button onthe | search resultsto copy to an
Create Invoice - Invoice invoice.
Entry page
(EM_QV_ENTRY).

Entering Supplier Invoice Details

Access the Create Invoice - Invoice Entry page (click the Create Invoice link on the Self-Service Invoice -
Invoice Actions page).

Create Invoice
Invoice Entry

Invoice Header Information

*Supplier: | @, Voucher ID: MEXT

Location: | ¥ *“Buyer: | @,
TE0 Hacienda Drive
Fleasanton, CA 94560 USA

*Invoice ID: | Currency: UsSD @, us Dollar
*Invoice Date: 10/07/2008 [ Requester: | @,
Supplier VAT Country: @,

Add a Mew Invoice Line | Copy from a Purchase Order Copy from a Packing Slip

e
Customize | Find | View 211 B | ¥ First B q0f1 17 Last

Additional Information || PO Details | Receiver Details

Item ID Description Quantity UOM Unit Price *Merchandise Amt Curr
| @, | @ | @ | | | usD =
Payment Terms: Total Amount: | 0.00) ysp 47
Payment Method: sales Tax Amount: | 0.000 usp
Shipping Amount: | 0.00| ysp
Misc. Charge Amount: | 0.00 ysp =
Gross Amount: 0.00 UsSD
: Save and Submit Save for Later Aftachments

Create Invoice - Invoice Entry page

Note. If financial sanctions validation is enabled, the system does not consider the financial sanctions status
of the supplier, nor does it validate the supplier against any financial sanctions lists (for example, the
Specially Designated Nationals (SDN) list). Therefore, you can create self-service invoices for any supplier
with afinancial sanctions status of Review or Blocked. However, the Pay Cycle Application Engine process
(AP_APY 2015) does not select invoices for a supplier that has afinancial sanctions status of Review or
Blocked. Y ou cannot pay these invoices until the financial sanctions status of the supplier is set to Cleared or
Valid.
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See Chapter 7, "Reqistering Suppliers," Understanding Financial Sanctions Validation, page 69.

Invoice Header Information

Currency and Invoice Date

Requester

Copy from a Purchase Order

Copy from a Packing Slip

Invoice Details

Item ID, Description, UOM
(unit of measure),Unit Price,
andAmount

Quantity

Additional Information

Displays the values for currency and invoice date (these appear by default).

Enter the user name of the person requesting the invoice. The system uses
thisfield for routing to the user who must perform invoice verification of
the invoice.

Note. The system automatically defaults ChartField values established for
the requester onto the invoice. However, these values do not overwrite any
ChartField values established at the agreement level, or account, alternate
account, or product ChartField values established at the item level.

See Chapter 10, "Processing Invoices," Understanding Self-Service Invoice
Entry and Management, page 143.

Click to look up purchase order information, which you can then copy to
the invoice that you're creating.

Click to look up packing slip or receipt information, which you can then
copy to theinvoice that you're creating.

Enter information in these fields, and view the information copied from
purchase orders or packing slips.

Note. If an item vendor relationship has not been established, suppliers
cannot select items from the item master.

Enter a quantity for theitem.

Note. Only one distribution line is permitted when a supplier creates a self-
serviceinvoice, but if a purchase order containing multiple distribution
linesis copied onto the self-service invoice, the system copies and will
display all lines of the purchase order on the invoice. However, since the
supplier can change the quantity and the price on the invoice line before the
invoice is subject to invoice verification, if the invoice is routed for invoice
verification and there are distribution and line discrepancies, the buyer must
correct any line quantity and amount and distribution quantity and amount
discrepancy before the invoice can be saved. If the invoiceis not routed for
invoice verification, it will stay in Recycled status until a buyer user
corrects any discrepancy.

Select the Additional Information tab.
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Tax? Select this check box if the lineitem is tax applicable.

Note. If salestax isnot applicable for the buyer, this check box does not
appear.

VAT Code, Tax Percent, and Select the VAT code value. The system calculates the VAT amount based
VAT Amount on the amount of theline.

The VAT code prompts contain the percentage for the VAT code.

Note. Thesefields only appear if the buyer operatesin aVAT country.

Click the Invoice Line Comments button to enter comments about the line.
=k Click the Accounting button to view and modify ChartFields for the invoice
line.

Note. If an XML-sourced invoice lineis associated with a purchase order or
areceiver, this button is inactive and you cannot edit the accounting
distribution information.

PO Details
Select the PO Details (purchase order details) tab.

View the PO unit, PO number, line, and schedule number information.

Receiver Details
Select the Receiver Details tab.

View the receipt unit, receipt number, line, and schedule information.

Settlement Information
View the payment terms and method, and the various amounts for the invoice.

Y ou can aso enter asales tax amount, shipping amount, and miscellaneous charge amount.

bl Click the Refresh button to update the amounts.
= Click the Transfer to Misc Chrg Detail button to access the Miscellaneous
Charges page.
Save and Submit Click this button once you have completed your data entry, to submit the

invoice to the buying organization. After you click this button, you can
view the invoice but cannot edit or deleteit.
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Save For Later Click this button to set the Voucher Build statusto | (initiate), to save the
work you've done on this invoice, and enable you to return to it afterward.
Clicking this button does not submit the invoice to the buying organization.

Attachments Click this button to add attachments to the invoice. Attachments are for
information only. No processing is done on these attachments.

Editing Invoice Accounting Line Information

Access the Create Invoice - Invoice Entry page (select the Additional Information tab on the Create Invoice -
Invoice Entry page).

Click the Accounting button on the Additional Information tab on the Create Invoice - Invoice Entry pageto
access this page. Modify the ChartField values for each invoice line.

Note. Any ChartField values you define here for Account, Alternate Account, or Product fields overwrite any
values established at the agreement or requester level.

See Chapter 10, "Processing Invoices," Understanding Self-Service Invoice Entry and Management, page 143

Copying Purchase Order Information
Access the Create Invoice - Look Up a Purchase Order page (click the Copy from a Purchase Order button on
the Create Invoice - Invoice Entry page).

Search Criteria

Sear ch Results Display Select Header or Detail , and then click the Search button to return results
by invoice header or by line detail, respectively.

Y ou can enter additional search criteria, such as purchase order unit, purchase order number, purchase order
date, item ID, and description, if necessary, but the buyer and supplier values appear by default.

Search Results

Select »  Select the purchase order's corresponding check box if you selected to
view header results, then click the Copy To Invoice button at the bottom
of the page to copy the associated information to the invoice.

Y ou can also select any Purchase Order link to display the line detail for
the purchase order before copying it to the invoice.

» Select the line's corresponding check box if you selected to view line
detail results, then click the Copy To Invoice button to copy the
associated information to the invoice.
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Copying Packing Slip Information

Access the Create Invoice - Look Up a Packing Slip page (click the Copy from a Packing Slip button on the
Create Invoice - Invoice Entry page).

Search Criteria

Sear ch Results Display Select the Header or the Detail search option, and then click the Search
button to return results by invoice header or by line detail, respectively.

Y ou can enter additional search criteria, such as receipt unit, packing dlip, receipt number, receipt date, item
ID, and description, if necessary, but the supplier value appears by default.

Search Results

Select « Select the packing slip's corresponding check box if you selected to
view header results, then click the Copy To Invoice button at the
bottom of the page to copy the associated information to the invoice.

Y ou can aso select any Receipt Number column link to display the line
detail for the respective packing slip before copying al or part of it over
to the invoice.

» Select the line's corresponding check box if you selected to view line
detail results, then click the Copy To Invoice button to copy the
associated information to the invoice.

Note. Clicking the Copy To Invoice button actually copies areceipt or packing slip. Y ou can select one or
many packing slips to copy, and one or many lines from one or many packing slips. Y ou can also copy
information from packing slips not associated with a purchase order.

Adding Miscellaneous Charge Codes

Access the Miscellaneous Charges page (click the Transfer to Misc Chrgs Detail button on the Create Invoice
- Invoice Entry page.)
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Miscellaneous Charges

*Miscellaneous Charge

HAMDLING

Voucher Il MEXT

Misc Charge Amount

Miscellaneous Charges page

Miscellaneous Char ge

Misc Charge Amount

Enter a miscellaneous charge code for thisinvoice.

If the Miscellaneous Charge Code field is blank on the business unit, you
must enter a value here.

Enter the amount to be applied to this miscellaneous charge code.

Completing Online Invoice Entry

Access the Create Invoice - Invoice Entry page (click the Create Invoice link on the Self-Service Invoice -

Invoice Actions page).

Note. Transfer to this page occurs when you click the Select button on either the Create Invoice - Look Up a
Purchase Order or the Create Invoice - Look Up a Packing Slip page.

Complete the invoice by entering alocation (if different from the default location), an invoice ID, and a

requester (if applicable).

The Payment Terms and Payment Method field values appear by default according to the supplier entered.

Y ou can aso change the invoice date and the currency. Y ou can enter a sales tax amount, shipping amount,
and a miscellaneous charge amount.

Note. The currency isthe type designated at the supplier location level. Otherwise, in the Buyer Direct model,
the PeopleSoft Payables default hierarchy determines the currency type. The payment terms appear by default

from the agreement level.

If value-added tax (VAT) is applicable, then sales tax does not appear, and you can enter the VAT amount.

Viewing and Modifying Invoices

Access the Self-Service Invoice - View Invoice page (click the View Invoice link on the Self-Service Invoice

- Invoice Actions page).
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Invoices

InvoicelD Select alink in this column access the Create Invoice - Invoice Entry page
where you can view and modify the invoice.

Note. Y ou can edit only those invoices which have not been released for processing—invoices with a
Voucher Build status of | (initiated).

Viewing and Deleting Invoices

Access the Self-Service Invoice - Delete Invoice page (click the Delete Invoice link on the Self-Service
Invoice - Invoice Actions page).

Invoices

Select Select the corresponding check box and click the Delete button to delete an
invoice or invoices.

Note. The Voucher Build process deletes the invoices from the system.

Y ou can delete only those invoices which have not been released for
processing—invoices with a Voucher Build status of | (initiated).

Viewing and Printing Invoices

Access the Self-Service Invoice - Print Invoice page (click the Print Invoice link on the Self-Service Invoice -
Invoice Actions page).

Invoices

Invoicel D Click the associated Invoice ID link to access the Print Invoice - Pro Forma
Invoice page where you can then print the displaying invoice.

Reviewing Invoices

Access the Self-Service Invoice - Review Invoice page (click the Review Invoice link on the Self-Service
Invoice - Invoice Actions page).

Y ou can enter search criteria.

Invoicesto Verify Select All or My Pending.

Copyright © 1992, 2012, Oracle and/or its affiliates. All Rights Reserved. 155



Processing Invoices Chapter 10

Invoicel D Click the associated Invoice ID link to review all invoice information.

Thistransfers you to the Review Invoices - Invoice page, where you can
click the Release for Processing button to enable the invoice to pass to the
next step.

Y ou can modify the accounting information for any invoice lines that are subject to invoice verification.

Releasing and Denying Invoices

Access the Review Invoices - Invoice page (click an Invoice ID link on the Self-Service Invoice - Review
Invoice page).

Review invoice header and detail information.

Release for Processing Click this button to release the invoice and enable it to be picked up by the
Voucher Build process.

Deny Invoice Click this button to prevent the invoice from being picked up by the
Voucher Build process, and to access the Review Invoices - Deny Invoice
page to enter required comments regarding the denial .

The system sends email notification to the user who created the invoice, if it
isaself-serviceinvoice, or an XML invoice with the user ID populated. If
neither of the former istrue, the system sends email to the roles and users
set up for error notification. If no users are set up for error notification, the
system warns the user who denies the invoice.

See Also

Chapter 10, "Processing Invoices," Entering Supplier Invoice Details, page 149

Correcting Invoice Errors

156

Access the Self-Service Invoice - Correct Invoice Errors page (click the Correct Invoice link on the Self-
Service Invoice - Invoice Actions page).

Invoices

Invoice D Click the associated Invoice ID link to access the VVoucher Build Error
Detail page where you can view details regarding the errors that the invoice
contains.

Note. Y ou can only view and correct invoice errors after the Voucher Build process has run.
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Depending on the nature of the errors, when you click the Correct Errors link on the Voucher Build Error
Detail page, the system transfers you to either the Invoice Information page in PeopleSoft Payables (for edit
errors), or the Create Invoice - Invoice Entry page in PeopleSoft eSettlements (for pre-edit errors).

Only the system administrator users—not suppliers—can correct edit errors. Suppliers can, however, correct
pre-edit errors. All errors must be corrected before the invoice can be resubmitted.

See Also

PeopleSoft Payables 9.1 PeopleBook, "Entering and Processing Vouchers Online: General Voucher Entry
Information," Entering Invoice Information for Online Vouchers

Running the eSettlements Notifications Process

This section provides an overview of the eSettlements Notifications process and lists the page used to run the
eSettlements Notifications process.

Understanding the eSettlements Notifications Process

When buyers log in to the application and access the Buyer Dashboard page, the Invoicesto Verify link
provides atransfer to the Self-Service Invoice - Review Invoice page where the user can view the invoices
awaiting his or her verification. Run the eSettlements Notifications process to generate the email notifications
for invoice verifications, as well as to determine which invoices users need to verify.

Note. Upon receiving any email notification and clicking the link it contains, if the system returns an
authorization error message you must add the component the user is trying to access to a permission list that
is attached to the user's ID. Alternately, you can add another role that already has access to the component to
the user'sID.

There is a hierarchy for invoice verification routing:

1. If aninvoice has avalue in the Requester field, then that user receives the email notification.

2. If aninvoice does not have a Requester value, the default requester—or role—is the one defined at the
agreement or buyer setID level.

These users or roles receive notification and can perform the invoice verification.

Y ou can run this process for certain buyers by selecting Specify Buyers in the Invoice Processing drop-down
list box, or for al buyers by selecting All Buyers.

See Also

PeopleTools PeopleBook: Security Administration
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Page Used to Run the eSettlements Notifications Process

Page Name Definition Name Navigation Usage

Process Notifications - Run | EM_RUN_CNTL_WF eSettlements, Batch Define parameters for and

Control Parameters Processes, Process run the eSettlements
Notifications, Process Notifications Application
Notifications - Run Control | Engine process
Parameters (EM_NOTIFY_WEF).

Running the Voucher Build Process

This section provides an overview of and discusses how to run the Voucher Build process.

The Voucher Build process performs the first series of edits on the vouchers entered through the self-service
invoice pages or received electronically into the Voucher Header (VCHR_HDR_QV), Voucher Line
(VCHR_LINE_QV), and Voucher Distribution (VCHR_DIST_QV) tables. The system then moves these
transactions to the edit tables.

When invoices are created from the Voucher Build process (self-service invoices), or loaded from other
sources such as XML, the system obtains the origin for the voucher from the user ID of the user creating the
invoice. In cases where no voucher origin can be obtained this way, the system obtains the voucher origin
from the origin ID associated with the user running the Voucher Build process.

In the case of duplicate invoice entry, the Voucher Build process puts duplicate invoices into the status
Recycled.

See Also

PeopleSoft Payables 9.1 PeopleBook, " Setting Up PeopleSoft Payables Business Units," Defining PeopleSoft
Payables Business Units

PeopleSoft Application Fundamentals 9.1 PeopleBook, "Defining User Preferences,” Defining Cross-
Application User Preferences

Page Used to Run the Voucher Build Process

158

Page Name Definition Name Navigation Usage

Voucher Build VCHR_BATCH_RQST Accounts Payable, Batch Run the Voucher Build
Processes, Vouchers, Application Engine process
Voucher Build, Voucher (AP_VCHRBLD).
Build

Copyright © 1992, 2012, Oracle and/or its affiliates. All Rights Reserved.



Chapter 10

Running the Voucher Build Process

Processing Invoices

Access the Voucher Build page (Accounts Payable, Batch Processes, Vouchers, Voucher Build, Voucher

Build).

Interfaces

Voucher Build Interfaces

Select an interface of either Self Service Invoices or XML Invoice
(eSettlements) to process PeopleSoft eSettlements invoices.

Verifying Externally Received Data and Deleting Vouchers

The system reformats and integrates externally received third-party application data, including self-service
and XML invoice data. Several pages enable you to view this datato correct errors or delete vouchers
containing errors. Voucher deletion is applicable to both self-service and XML invoices.

This section lists the pages to view externally received data and del ete vouchers.

Pages Used to View Externally Received Data and Delete Vouchers

Page Name

Definition Name

Navigation

Usage

Asynchronous Services

IB_MONITOR_OVRVIEW

PeopleTools, Integration
Broker, Service Operations
Monitor, Monitoring,
Asynchronous Services

For vouchers with missing
or invalid key fields, the
XML message has an Error
status. The system
administrator must then
correct the data and
resubmit the message until
its status is Done. In cases
where akey field lacks a
value, the system
administrator enters the
value at the highest level
from which it is missing,
and thisfield is
automatically corrected
throughout the voucher.

See PeopleTools
PeopleBook: Integration
Broker
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Page Name Definition Name Navigation Usage

Delete Voucher VCHR_DELETE1 Accounts Payable, After the Voucher Build
Vouchers, Add/Update, process has completed,
Delete Voucher, Delete enter avalid business unit to
Voucher access vouchers containing

errors. The user with the
supplier administrator role
type can then request that
the user with the system
administrator role type
correct the errors online or
delete the entire voucher so
the supplier can resubmit
the invoice.

See PeopleSoft Payables
9.1 PeopleBook, "Managing
Vouchers," Deleting
Vouchers.
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Managing Proposals

This chapter provides an overview of proposals and discusses how to:
« Create proposals.

» Approve proposals.

» Clean up proposals.

« Manage dynamic discounts.

Understanding Proposals

Dynamic discounting supports the following high-level features:

» Supplier driven discounting. This feature provides suppliers with the ability to create proposals for a
group of invoices with discount terms that the buyer can accept or deny. Suppliers can gain control over
their invoicing policy, better manage receivable-based working capital, reduce days sales outstanding
(DS0), and ensure on-time payment by giving buyers an incentive to pay invoices early.

« Buyer driven discounting. This feature allows buyers to select one or more invoicesin an offer and
propose new terms and due dates to the supplier. Organizations can make better use of their working
capital by accepting proposals as well as making offers for better discounts. They can define the discounts
they want to receive and ultimately improve working capital.

« Discount analysis. This feature alows suppliers and buyersto analyze invoices based on existing
discounts, accepted proposals, and new discounts or due dates and then determine which conditions are
most advantageous for improving their working capital.

« Status emails. This feature enables suppliers and buyersto send emails to indicate the status of proposals
and offers.

All payment timing and payment terms must be set up in the system before they can be used in a proposal or
offer. Accepted proposals or offers ultimately update the invoices in the proposal or offer with the new
negotiated terms.

Only approved vouchers will show up in the search and only regular vouchers with a gross amount greater
than zero.
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Creating Proposals

This section discusses how to:

e Search for invoices.

» Create proposals.

Pages Used to Create Proposals

Page Name Definition Name Navigation Usage
Create Proposals EM_PRO_CREATE_LIST eSettlements, Invoices, Search for invoicesto create
Create Proposal proposals for buyers or
suppliers.
Manage Proposals EM_PROPOSAL_CREATE Select the required invoices | Propose new terms,
and click the Create expiration date, and
Proposal button on the settlement date (due date)
Create Proposals page. and perform calculations
using old and new terms.

Searching for Invoices
Access the Create Proposals page (eSettlements, Invoices, Create Proposal).

Invoices already included in aproposal or offer are not available for selection. The system does not allow
invoices to be included in more then one proposal or offer in a pending,accepted, or denied status. The system
allows invoices associated with canceled proposals to be selected for new proposals.

To create a new proposal, users search for applicable invoices, select the invoices they want to includein a
new proposal, and then click the Create Proposal button.

Buyer,Supplier, and Supplier Thesefields are required for searching for invoices to include in proposals.
L ocation

Create Proposal Click this button to access the Manage Proposals page, where the user can
create a new proposal and ensure that one or more invoice row is selected.
Otherwise, the user can issue an error message stating that at least one
invoice must be selected. Proposals are created for one buyer.

Creating Proposals

Access the Manage Proposal's page (sel ect the required invoices and click the Create Proposal button on the
Create Proposals page).
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Manage Proposals

*Proposal 1D: ’NEXT— Buyer US001 US001 NEW YORK OPERATIONS Proposal Status: Pending
Supplier: USAD000001 Bay Area Electric- Supplier Location: 1
Proposal Details
Basis Date: 10/07/2008 3 Display Currency:  |USD @,
Expiration Date: ~ |[10/07/2009  [[5] Discount Due Date:  10/17/2009 Due Date:  11/06/2009
Interest Rate: 0.50000
Tormei  PaymentTerms Total Invoice: 1,000.000 | |Total Invoice: 1,000.000
O (30 MET 30 [+][=] Total Discount: 0.000 | |Total Discount: 20.000
® 20 2110 Net20 [+ =] Total Settlement: 1,000.000 | |Total Settlement: 980.000

Total Discount Gain or Loss:

20.0000
Total Interest: 0.3900
Het Gain or Loss 19.6100

:Calcuiate NewDiscoum: Save Submit Froposal Cancel Proposal

Customize | Find | view Al] B # Frst B g or 1 O Las

=

Invoice ID Details Due Date  Gross Amount g;{:)un‘l 1Lz ?;:::::: E;n;l‘rlj%:nnzen‘t Payment Terms
DUP1 I__F_H 09/19/2009 1,000.00 0.00 1,000.000 Met 30 [#]|[=]
Manage Proposals page
Basis Date The date that will be used to cal culate the new discount. For example, if the
new discount is due in 10 days, then the new discount due date will be 10
days from this date.
Display Currency Select a currency to display for the calculations. Thisfield displays

monetary amounts only. The invoice currencies are not changed.

Expiration Date The proposal expiration date popul ates based on the proposal creation date
(today's date) plus the number of expiration days established in the buyer
details. A supplier can modify thisfield to propose alonger or shorter

expiration date.
Interest Rate Enter the interest rate saving the money will earn.
Payment Terms Select a payment term to use as the new basis for this proposal.

Y ou must predefine payment terms in the system.

New Total Discount Amount Displaysthe total discount amount, which is calculated as follows:

Net amount * New discount rate * Number of days payment deferred / 360
days

New Total Settlement Displays the gross amount minus the discount amount.
Amount
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Total Discount Gain or Loss Displays the new discount amount minus the current discount amount.

Total Interest Displays the amount of interest the money would earn if it were kept in an
interest account.

Discount Evaluation Thetotal discount gain or loss minus total interest.

Calculate New Discount Click to calculate the new discounts based on proposed terms and the due
date entered.

Save Click to save the proposal without submitting the proposal to the buyer. The

proposal statusis set to Pending.

Submit Proposal Click to confirm the proposal parameters and send an email notification to
the applicable buyer.

Cancel Proposal Click to cancel the proposal. The proposal statusis set to Cancel and alows
invoices to be selected on other proposals.

The add and delete buttons are active when the proposal isin Pending status.

Approving Proposals

This section discusses how to approve proposals.

Page Used to Approve Proposals

Page Name Definition Name Navigation Usage
Approve Proposals EM_PROPOSAL_APPROV eSettlements, Invoices, Approve or deny proposals.
Approve Proposals

Approving Proposals

Access the Approve Proposals page (eSettlements, Invoices, Approve Proposals).

Calculate New Discount Click to calculate the new discount based on the parameters entered.

Accept Proposal Click to accept the proposal. The system directly updates applicable
invoices that are contained within the proposal with the new terms and due
dates. The system sets the proposal status to Accepted, which means it can
no longer be modified, and sends an email notification back to the buyer
that the offer was accepted.
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Deny Proposal Click to deny the proposal. If you deny the proposal, you must enter
comments. The comments are included in the email notification to the
buyer with areason for the denial. If denied, the system updates the offer
status to Denied. The supplier can modify the terms, due date, expiration
date, or a combination of these fields and resubmit the proposal to the
buyer. The system sets the proposal statusto pending if the supplier
modifies the proposal and resubmitsit to the buyer.

Cleaning Up Proposals

This section discusses how to clean up proposals.

Page Used to Cleanup Proposals

Page Name Definition Name Navigation Usage
Cleanup Proposals EM_PRO_CLEANUP €Settlements, Batch, Delete expired proposals.
Cleanup Proposals

Cleaning Up Proposals

Access the Cleanup Proposal s page (eSettlements, Batch, Cleanup Proposals).
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Cleanup Proposals
Run Control Parameters

Run Control ID:  Invoice Report Manager  Process Monitor Run

Request ID:

Description: |

Expired Date: 10/07/2008 [5

Proposal Processing: |AII Expired Proposals V|
Buyer Processing: | All Buyers v|

customize | Find | B | 38 First 0 q0f1 0 Last

Buyer Buyer Hame

Cleanup Proposals page

Expired Date Enter the expired date for the proposals. The system deletes all expired or
cancelled proposals with dates after this date.

Proposal Processing Select the proposal's you want to clean up. Select All Expired Proposals to
delete all proposals with expired dates after the date entered or Cancelled
Only to delete proposals with a cancellation date after the date entered.

Buyer Processing Select All Buyersto clean up proposals for all buyers or select Specific
Buyer to clean up proposals for specific buyers.

Managing Dynamic Discounts

166

This section discusses how to manage working capital.
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Page Used to Manage Working Capital

Page Name Definition Name Navigation Usage

Dynamic Discounting EM_PRO_DISC_ANALYS eSettlements, Invoices, Assist suppliersin searching

Management Dynamic Discounting for scheduled payments,
Management accepted proposals, and

offers that offer the least
discount for the amount of
capital required by agiven
date.

Managing Working Capital

Access the Dynamic Discounting Management page (eSettlements, Invoices, Dynamic Discounting
Management).
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Dynamic Discounting Manager
*Liability Pay Down: 500.00 Today's Date: 1142912010
*Settlement Date: 11/28/2010 Eﬂ Documents to Display: Invoices and Proposals v
Buyer: Q, Display Currency: usD Q,
Supplier: @ Proposal Amount Created: 0.00
Supplier Location: @, Search Clear
=
Accepted Proposals
Gross Amount: 0.00 Subject To Liability Pay Down: 0.00
Less Discounts: 0.00 Due After Settlement Date: 0.00
Total of Proposals: 0.00 Requested Settiement Not Met: 0.00
Invoices Before Settlement: 675.19
Liability To Pay: 675.10
» Select All Clear All Create Proposal
= 4] 0
. . ) Invoice Payment Discount "
Select Buyer Supplier Vendor Location Invoice ID Date Due Date Gross Amount Terms Due Date Discount
[0 BUYO1 FRIDAY 1221000-059 01/07/2002 01/07/2002 173.00 Due Now 0.00
O BUYD1 FROMAGE 1222000-060 01/03/2002 01/03/2002 502.19 Due Now 0.00

Dynamic Discounting Manager

Settlement Date

Buyer
Supplier
Supplier Location

Documentsto Display

Display Currency
Proposal Amount Created
Accepted Proposals

Gross Amount

Total of Proposals

Enter the settlement date to meet your working capital goal. The system
looks at al invoices that are scheduled to be paid (not in an offer or
proposal) before this date.

Enter abuyer to narrow the search results.
Enter a supplier to narrow the search results.
Enter alocation for the supplier to further narrow the search results.

Select the documents to be included in the analysis. Select Invoices and
Proposals,Invoices Only, or Proposals Only.

Enter a currency for use in displaying monetary amounts.
Displays arunning gross total of proposals created.
Displays the discount amount for accepted proposals.

Displays the gross amount of all proposals for this buyer and supplier
combination.

Thisisthe returned total of all invoice gross amounts.
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I nvoices Befor e Settlement

Liability To Pay

Due After Settlement Date
Requested Settlement Not
Met

Create Proposals

I nvoices

Managing Proposals
Thisisthe total invoice amount that is due before the settlement date
entered.
Thisisthetota of proposal settlement amount and total invoice amount.

Displays the total amount due after the settlement date entered in the search
criteria.

Thisisthe amount of the requested working capital not met by the invoices
and proposals returned.

Click to access the Create Proposals page and create new proposals using
the selected invoices or invoices selected on the Create Proposals page.

This grid displays the invoices eligible to be selected for a proposal. Grids
are sorted by due date. For invoices beyond the anticipated settlement date,
an exclamation mark icon appears next to the Invoice ID.
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Running Matching

This chapter provides an overview of matching and discusses how to:

» Run the matching and notification processes.

« Manage matches and match exceptions.

Understanding Matching

PeopleSoft eSettlements uses the PeopleSoft Payables Matching Application Engine process (AP_MATCH)
to compare invoices with purchase orders and receipts to ensure that you are paying for what you ordered and
received.

If buyers subscribe to notification for match exceptions, email notifications notify users that invoice
exceptions exist. Depending upon the email subscription specified, suppliers may also receive email
notifications indicating that invoices have match exceptions. These exceptions can be either partialy or
entirely overridden, the invoice can be placed on hold, or the exceptions can be left unchanged for future
resolution. If the exceptions are overridden, the buyer is effectively agreeing to the discrepancies and the
invoice then passes on to approval. If theinvoiceis placed on hold, the supplier receives email notification
that an invoiceis on hold and requires attention. If the exceptions are left unchanged, no notifications are sent
and the invoice does not pass on to approval.

Note. Only users with match exception override capabilities on their user profiles can override exceptions.

Buyer Direct Model

In the Buyer Direct model, you specify the match rule control to be used in the Matching process—and create

purchase orders—in PeopleSoft Purchasing. Then, when you set up agreements, the system does not retrieve
purchase order matching terms from the agreement level. Rather, if amatch rule control ID exists for the
particular supplier (vendor), the system obtains purchase order matching terms from the supplier. If no match
rule control ID exists for the particular supplier, the system abtains the matching terms from the PeopleSoft
Purchasing business unit for the purchase order.

If you select the Standard V ouchers Allowed check box on the Review Agreement Details - Buyer page,
invoices are not required to be associated with a purchase order. Use the standard voucher flag to control
whether a purchase order is associated with an invoice. Whether matching is required depends on the values
specified on the purchase order.
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Business Service Provider Model

In the Business Service Provider model, the system interfaces buyer purchase orders and receipts
electronically, comparing them to invoices from suppliers. Receipts can also be entered online. Suppliers also
submit invoices electronically or enter the information online.

Purchase orders, receipts, and invoices are compared according to the specifications on the agreement,
tolerances defined at the item category level, and the match rules. Match exceptions are routed to those users
and roles that are set up to receive match exception notification, either at the buyer registration level, or at the
agreement level if the exceptions have been overridden at this level.

Y ou specify the match rule control 1D at the buyer registration level and at the agreement level. When a
purchase order is used, the system looks to the match rule control ID at the agreement level. The match rule
control ID at the buyer registration level appears by default on the agreement, and you can also change it
there.

If you select the Standard V ouchers Allowed check box on the Review Agreement Details - Buyer page,
invoices are not required to be associated with a purchase order. If you select the Requires Matching check
box and an associated Match Rule check box on the Review Buyer Details - Notifications and Approvals
page, invoices go through the Matching processiif they are associated with a purchase order.

Here's how matching appliesin the Business Service Provider model at the agreement level, depending on
your selections on the Review Buyer Details - Notifications and Approvals page and the Review Agreement
Details - Buyer page:

« If Requires Matching is selected and Standard VVouchers Allowed is not selected, then during self-service
invoice creation and XML invoice integration, invoices must be associated with a purchase order. If no
purchase order exists, a message is generated indicating that no purchase order exists on the
VOUCHER_LINE table. If apurchase order does exist, the voucher goes through the Matching process.

» |f Requires Matching is not selected and Standard V ouchers Allowed is selected, then during self-service
invoice creation and XML invoice integration, invoices do not have to be associated with a purchase
order, and in such cases the Match Action flag on the voucher is set to No Match.

If apurchase order does exist, the voucher goes through the Matching process.

» |f Requires Matching and Standard V ouchers Allowed are both selected, then during self-service invoice
creation and XML invoice integration invoices associated with a purchase order go through the Matching
process.

If apurchase order does not exist, the invoice is created in the system, but doesn't go through the
Matching process.

Y ou define processing options for the buyer administrator when you select the Manually Schedule
Payments,Authority to Override Match, and Record Payment check boxes on the Procurement - Payables
Online Vouchering page during buyer registration.

172 Copyright © 1992, 2012, Oracle and/or its affiliates. All Rights Reserved.



Chapter 12 Running Matching

See Also

Chapter 4, "Configuring Security," Administering Self-Service Security and Creating New Users, page 19

Chapter 6, "Reqistering Buyers," Defining Processing Options, page 65

Chapter 6, "Reqistering Buyers," Creating Buyers, page 46

Chapter 8, "Creating Agreements,” Initiating Agreements, page 90

PeopleSoft Payables 9.1 PeopleBook, "Running the Matching Process," Understanding the Matching Process

PeopleSoft Payables 9.1 PeopleBook, "Running the Matching Process," Prerequisites

Running the Matching and Notification Processes

Once the Voucher Build Application Engine process (AP_VCHRBLD) has successfully finished and
vouchers exist, the next step is to run the Matching process.

During implementation, at the installation level, if you select the eSettlements Matching Process check box
on the eSettlements page, the invoices must be matched and approved separately, and only invoices with a
match status of Matched or Not Applicable pass on to approval.

If you do not select this check box, the Matching process automatically approves invoices that are matched,
eliminating the need to approve invoices separately.

The users and role types that receive email notifications are those set up at the agreement level. If you specify
to use the notification defaults at the agreement level, the system uses the users and role types from the buyer
setlD level.

Once you have successfully loaded purchase orders, receipts, and invoices into the appropriate tables, and
have run the Voucher Build process followed by the Voucher Creation Notification Application Engine
process (EM_VCHR_CRT), run the following processes to move the vouchers through the remaining steps:

1. Matching Application Engine process (AP_MATCH).

2. Voucher Match Error Notification Application Engine process (EM_VOMTCH_AE).
This section discusses how to generate match exception email notifications.

See Also

Chapter 8, "Creating Agreements,” Specifying Buyer Notifications, page 96

PeopleSoft Payables 9.1 PeopleBook, "Running the Matching Process,” Initiating the Matching Application
Engine Process
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Pages Used to Run the Matching and Notification Processes

Page Name Definition Name Navigation Usage
Match Request MTCH_RUN_CNTRL Accounts Payable, Batch Define the run control for
Processes, Vouchers, the Matching Application
Matching, Match Request | Engine process
(AP_MATCH).
See PeopleSoft Payables

9.1 PeopleBook, "Running
the Matching Process,"
Running the Matching
Process in Batch.

Process Workflow - Run EM_VCHR_CREATE_AE eSettlements, Batch Select the appropriate run

Control Parameters Processes, Process control 1D and the VVoucher
Workflow, Process Match Error Notification
Workflow - Run Control Application Engine process
Parameters (EM_VOMTCH_AE) to

trigger email notifications
for match exceptions.

Generating Match Exception Email Notifications

Access the Process Workflow - Run Control Parameters page (eSettlements, Batch Processes, Process
Workflow, Process Workflow - Run Control Parameters).

Specify arun control ID and click the Run button.
Process List

Match Exception Notification Select this check box and click OK to generate an email notification to the
buyer, the supplier, or both.

Managing Matches and Match Exceptions

The Voucher Match Error Notification process generates alist of invoices containing match errors for buyers
and suppliers. If aninvoiceis not successfully matched, exceptions are presented to buyers who can access
the invoice, who can then override, place on hold, or leave the invoice unchanged. Only users who have been
set up to override match exceptions at the user preferenceslevel can override exceptions; al other approvers
can review only. Invoice lines that contain match exceptions are presented to the respective line approvers for
review aswell. Users can override match exceptions if they are set up to do so on their user preferences.

In addition to match exception notifications, you can access matches and match exceptions from the
following pages:

» Review Match Exceptions - Inquiry page from the Buyer Dashboard.
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» Review Invoices - Invoice Inquiry page.

» Review Invoice Lines - Invoice Lines and Distributions page.

* Review Payment Installments - Inquiry page.

This section lists the pages used to manage matches and match exceptions.
See Also

PeopleSoft Payables 9.1 PeopleBook, "Running the Matching Process," Managing Matches and Match
Exceptions

Pages Used to Manage Matches and Match Exceptions

Note. Security controls accessto inquiry pages.

Page Name Definition Name Navigation Usage
Review Match Exceptions - | EM_VCHR_MATCH_INQ eSettlements, Buyer View alist of invoices that
Inquiry Dashboard have match exceptions.

Pages accessible from this
page enable you to override
exceptions and view dispute
details.

See Chapter 14, "Disputing
Invoices," Managing
Disputes During Matching,
page 194.

Click the Review
Exceptions link on the
Buyer Dashboard page.

Review Invoices - Invoice | EM_VOUCHER_INQUIRY eSettlements, Invoices, View invoice activity
Inquiry Review Invoices, Review details. Y ou access various
Invoices - Invoice Inquiry | inquiry pages depending on
the View that you select.
See Chapter 19, "Managing

Invoices for Buyers,"
Reviewing Invoice Activity,

page 259.
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Workbench Details

Page Name Definition Name Navigation Usage
Matched Vouchers AP_MTCH_WB_SUCCESS Click the Matched View match information for
button on the Review associated vouchers,
Invoices - Invoice Inquiry | purchase orders, and
page, the Review Invoices - | receipts.
Invoice Lines and ]
Distributions page, or the | Note. Field labels for
Installments - |nqui ry page. may be different from field
) labels for PeopleSoft
If the match typeis Auto - Payables. For example, a
Matched, the Matched PeopleSoft Payables
button takes you to the business unit isa
Matched Voucherspage. | peopleSoft eSettlements
buyer and a Peopl eSoft
Payables vendor isa
PeopleSoft eSettlements
supplier.
See PeopleSoft Payables
9.1 PeopleBook, "Running
the Matching Process,"
Reviewing Matches.
Match Exception AP_MTCH WB_EXCPTN « Click the InvoiceID View match information for

link on the Review
Match Exceptions -

Inquiry page.

. Click the
Exceptions Exist button
on the Review Invoices
- Invoice Inquiry page,
the Review Invoices -
Invoice Lines and
Distributions page, or
the Review Payment
Installments - Inquiry

page.

associated vouchers,
purchase orders, and
receipts. You can override
exceptions, correct errors,
put vouchers on amatch
hold, and initiate the
Matching process.

Note. Field labels may be
different for PeopleSoft
eSettlements and
PeopleSoft Payables. For
example, a PeopleSoft
Payables business unitisa
PeopleSoft eSettlements
buyer and a Peopl eSoft
Payables vendor isa
PeopleSoft eSettlements
supplier.

See PeopleSoft Payables
9.1 PeopleBook, "Running
the Matching Process,"
Reviewing Match
Exceptions.
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Page Name

Definition Name

Navigation

Usage

Match Overridden
Workbench Details

AP_MTCH_WB_OVRD

! Click the Overridden
button on the Review
Invoices - Invoice Inquiry
page, the Review Invoices -
Invoice Lines and
Distributions page, or the
Review Payment
Installments - Inquiry page.

View match override
information for associated
vouchers, purchase orders,
and receipts. You can
indicate an override reason
and initiate the Matching
process.

Note. The voucher
displayed on the Match
Overridden Workbench
Details page
(AP_MTCH_WB_OVRD)
has not gone through the
Matching process.

In the Buyer Direct model,
you can use the Review
Match Exceptions
component in PeopleSoft
eSettlements to override
exceptions. To undo a
matched voucher, you must
use the Match Workbench.

In the Business Service
Provider model, you can use
the Review Match
Exceptions component in
PeopleSoft eSettlements to
override an exception.
However, to undo a
matched voucher, you must
use the Match Workbench
in PeopleSoft Payables.

Note. Field labels may be
different for PeopleSoft
€Settlements and
PeopleSoft Payables. For
example, a PeopleSoft
Payables business unitisa
PeopleSoft eSettlements
buyer and a Peopl eSoft
Payables vendor isa
PeopleSoft eSettlements
supplier.

See PeopleSoft Payables
9.1 PeopleBook, "Running
the Matching Process,"
Reviewing Overridden
Match Exceptions.
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Page Name

Definition Name

Navigation

Usage

Match Overridden
Workbench Details

AP_MTCH_WB_MOVRD

Click the Matched
button on the Review
Invoices - Invoice Inquiry
page, the Review Invoices -
Invoice Lines and
Distributions page, or the
Review Payment
Installments - Inquiry page.

If the match typeis
Matched With Override,
Matched with Debit Memo,
or Matched with Credit
Note, the Matched button
takes you to the Match
Overridden Workbench
Details page.

View information for
vouchers matched with
overrides, debit memos, or
credit notes.

Note. The voucher
displayed on the Match
Overridden Workbench
Details page
(AP_MTCH_WB_MOVRD
) has gone through the
Matching process.

See PeopleSoft Payables
9.1 PeopleBook, "Running
the Matching Process,”
Reviewing Overridden
Match Exceptions.

Review Invoices - Review
Invoice Disputes

EM_VOUCHER_DISPUTE

Click the Dispute button on
the Review Invoices -
Invoice Inquiry page.

Review invoices, place an
invoice on hold, take an
invoice off hold, and enter
comments.

See Chapter 19, "Managing
Invoices for Buyers,"
Reviewing, Initiating, and
Resolving I nvoice Disputes,
page 270.

Review Match Exceptions -
Review Invoice Disputes

EM_VOUCHER_DISPUTE

Click the Invoice ID link on
the Review Match
Exceptions - Inquiry page.

Click the Set Hold Payment
Actions link on the Match
Exception Workbench
Details page.

Review and resolve disputes
oninvoices.

See Chapter 19, "Managing
Invoices for Buyers,"
Reviewing, Initiating, and
Resolving I nvoice Disputes,
page 270.
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Page Name

Definition Name

Navigation

Usage

Header Match Rules

AP_WB_HDRRULE_SEC

Click the Header Match
Rules link on the Matched
Vouchers page.

View all the header match
rules applied to the voucher.
Also view voucher,
purchase order, and receiver
information associated with
each header match rule.

Note. Field labels may be
different for PeopleSoft
eSettlements and
PeopleSoft Payables. For
example, a PeopleSoft
Payables business unitisa
PeopleSoft eSettlements
buyer and a Peopl eSoft
Payables vendor isa
PeopleSoft eSettlements
supplier.

Header Match Rules

AP_WB_HEADER_EXPTN

Click the Header Match
Rules link on the Match
Exception Workbench
Details page.

View all the header match
rules applied to the voucher.
Also view voucher,
purchase order, and receiver
information associated with
each header match rule.

Header Match Rules

AP_WB_HDR_OVRD_SEC

Click the Header Match
Ruleslink on the Match
Overridden Workbench
Details page.

View al the header match
rules applied to the voucher.
Also view voucher,
purchase order, and receiver
information associated with
each header match rule.

Header Match Rules

AP_WB_HD_MOVRD_SEC

Click the Header Match
Ruleslink on the Match
Overridden Workbench
Details page.

View all the header match
rules applied to the voucher.
Also view voucher,
purchase order, and receiver
information associated with
each header match rule.

Match Exception
Workbench Summary

AP_WB_EXCPTN_SUM

Click the Match Exception
Summary link on the Match
Exception Workbench
Details page.

View all invoiceline errors.

Note. Field labels may be
different for PeopleSoft
€Settlements and
PeopleSoft Payables. For
example, a PeopleSoft
Payables business unitisa
PeopleSoft eSettlements
buyer and a Peopl eSoft
Payables vendor isa
PeopleSoft eSettlements
supplier.
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Page Name

Definition Name

Navigation

Usage

Match Override Workbench
Summary

AP_WB_EXCPTN_OVRD

Click the Match Override
Summary link on the Match
Overridden Workbench
Details page.

View voucher information
for match exceptions that
are overridden. Also view
the match rule ID, match
rule, and override reason
associated with the match
exception.

To use this page, you must
have overridden match
exceptions on the Match
Exception Workbench
Details page.

Note. Field labels may be
different for PeopleSoft
eSettlements and
PeopleSoft Payables. For
example, a PeopleSoft
Payables business unit isa
PeopleSoft eSettlements
buyer and a Peopl eSoft
Payables vendor isa
PeopleSoft eSettlements
supplier.

Match Rule Details

AP_WB_RULE_SEC

= Click the Details button
on the Matched Vouchers
page, the Match Exception
Workbench Details page, or
the Match Overridden
Workbench Details page.

Displaysthe full description
of the match rule.

Associated Document
Information

AP_WB_VCHRLNPO_SEC

Click the Document Details
link on the Matched
Vouchers page, the Match
Exceptions Workbench
Details page, or the Match
Overridden Workbench
Details page.

View voucher, purchase
order, and receiver
atributes for al lines.

Note. Field labels may be
different for PeopleSoft
€Settlements and
PeopleSoft Payables. For
example, a PeopleSoft
Payables business unitisa
PeopleSoft eSettlements
buyer and a PeopleSoft
Payables vendor isa
PeopleSoft eSettlements
supplier.
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Page Name

Definition Name

Navigation

Usage

Associated Document
Information

AP_WB_ASSTNLN_SEC

Click the Line Document
Details link on the Matched
Vouchers page, the Match
Exceptions Workbench
Details page, or the Match
Overridden Workbench
Details page.

View voucher, purchase
order, and receiver
attributes for a specific line.

Note. Field labels may be
different for PeopleSoft
eSettlements and
PeopleSoft Payables. For
example, a PeopleSoft
Payables business unitisa
PeopleSoft eSettlements
buyer and a Peopl eSoft
Payables vendor isa
PeopleSoft eSettlements
supplier.
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Approving Invoices

This chapter provides an overview of the invoice approval process and discusses how to:
« Defineinvoice approval levels.
» Process invoice approvals.

 Initiate invoice approva workflow.

Understanding Invoice Approval

The Voucher Approval Creation Application Engine process (EM_VO_APR_AE) triggers approval
workflow, notifying the appropriate buyer approvers and adding the respective invoices to their summary
worklist. Buyersthen view their summary worklist from their dashboard page and approve invoices.

According to the security established, buyer approvers are presented only with those invoices for their
associated business units and the monetary amounts specified during buyer registration.

Y ou also approve individua invoice lines. Y ou can set up the system to route any invoice line to one or more
approversin your organization with whom the line is associated, and these approvers can also dispute invoice
lines. We cover line-level approval and dispute in the Approving and Disputing Invoice Lines chapter.

Thereisadlight timing difference involving invoice status changing to pre-approved after the Voucher Build
Application Engine process (AP_VCHRBLD) isrun. If abuyer not requiring invoice header approval shares
the tableset control for PeopleSoft Payables business unit options (AP_01) with a buyer that does require
invoice header approval, invoices for the buyer not requiring header approval remain as pending until the
Voucher Approval Creation processisrun. If abuyer does not require approvals and has its own PeopleSoft
Payabl es business unit options, invoices are considered pre-approved after the Voucher Build process runs.

Approving Invoices in the Buyer Direct Model

Information in this chapter appliesto both models (Buyer Direct and Business Service Provider), but there are
afew issuesto bear in mind when approving invoices in the Buyer Direct model:

» You must run the Voucher Approval Creation processin PeopleSoft eSettlements to record the approval
history.
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» |f an approver approves or partially approves an invoice in PeopleSoft eSettlements—according to the

buyer's monetary level approval requirements—and then changes are made to any of the following fields
using the voucher entry pages in PeopleSoft Payables, the invoice will require reapproval.

When changes are made to any of these fields in PeopleSoft Payables for a particular voucher, a
temporary table (EM_VOAPRDAT_TAO) is populated with the voucher information. This table is then
used to indicate which vouchers require reapproval.

« InvoicelD.

« Invoice Date.

«  Vendor ID.

« Voucher Gross Amount.

e SdesTax Amount.

« VAT Amount.

« Freight Amount.

« Miscellaneous Charges Amount.
» Transaction Currency.

« Payment Terms.

Email notifications alert approvers that voucher reapproval is pending. During the Voucher Approval
Creation process, the system compares any vouchers that are in the temporary table with the vouchers that
need to undergo approval. If amatch isfound, the system sends a reapproval email notification to the
approver (as opposed to an initial approval email notification) because at that point it is actually the second
time the approver must approve the voucher.

See Also

PeopleTools PeopleBook: Workflow Technology

PeopleSoft Payables 9.1 PeopleBook, "Managing Vouchers," Understanding V oucher Management
PeopleSoft Payables 9.1 PeopleBook

Defining Invoice Approval Levels

184

During buyer registration the buyer administrator establishes invoice approval information and creates user
profiles with approval roles corresponding to the buyer's specified approval level requirements. The buyer
administrator also attaches monetary limits to the approval levels.

The user profile defines the specific role for the approver, and lists the business units (buying entity 1Ds) each
approver isresponsible for approving. Only those roles assigned to one of the buyer role types of buyer user
are eligible to be selected as approval roles. Y ou use the Review Buyer Details - Notifications and Approvals
page to select role for approval routing, and optionally define a specified number of reminder days.
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PeopleSoft eSettlements uses reminder days functionality so that if an invoice remains in any approver's
worklist beyond the specified number of reminder days without the approver taking any action on the invoice,
the approver receives another email notification to remind that the invoice still needs to be approved.

Note. Buyers can set up their own roles and can use the delivered demonstration data as a basis for this.

See Also

Chapter 6, "Registering Buyers," Understanding Buyer Registration, page 43

PeopleTools PeopleBook: Workflow Technology

Chapter 4, "Configuring Security," Creating New Buyer Users, page 22

Processing Invoice Approvals

Buyer approvers have easy access to invoices needing review and approval. With invoice and line detail
information links, invoice approval can be by invoice, or by invoice line. Each approver accesses their
summary worklist on the Buyer Dashboard page.

If you have invoices in the approval process, and want to change header approval amount levels or turn off
header approval, you should first complete the approval of those invoices that are already in process.

Note. We discuss line-level invoice approval in a subsequent chapter.

The approval workflow process must actually be run before the first approver accesses their invoicesto
approve, and it must also be run subsequently so that the next approvers receive email indicating that there
are invoices that await their approval.

Here's how you process invoices for approval:
1. Review invoices.

2. Review invoice header details.

3. (Optional) Review invoice lines.

4. Placeinvoiceson hold, if necessary.

5

. Approve invoices, initiating the invoice approval workflow.
This section discusses how to process invoice approvals.
See Also

Chapter 15, "Approving and Disputing Invoice Lines," Reviewing, Approving, and Disputing Invoice Lines,
page 199
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Page Used to Process Invoice Approvals

Page Name Definition Name Navigation Usage
Review Invoices - Invoice | EM_VOUCHER INQUIRY +  eSettlements, Buyer Review and approve
Inquiry Dashboard invoices.

Click the Invoicesto
Approvelink on the
Buyer Dashboard page.

¢ eSettlements, Invoices,
Review Invoices,
Review Invoices -
Invoice Inquiry

Processing Invoice Approvals

Access the Review Invoices - Invoice Inquiry page (eSettlements, Invoices, Review Invoices, Review
Invoices - Invoice Inquiry).

Click the Select All link to select all the Invoice ID check boxesin the Sel (select) column, or select
individual check boxes for invoicesto approve, then click the Approve button to preview a summary of the
invoices you are about to approve.

Note. Before selecting al invoicesto approve, select an Invoice Status of My Pending, then click search. The
My Pending invoice status filters data such that only those invoices requiring approval by the user accessing
the page display in the search results.

Click the Clear All link to deselect all selected check boxes.

Important! When you click the Select All link you are selecting all invoices for approval—even those that
appear on the next page or pages. To ensure that you first view all the invoices subject to action, click the
appropriate links in the Invoice Summary group box header before deciding to click the Select All link.

We discuss the additional functionality of this page in the Managing Invoices for Buyers chapter.
See Also

Chapter 19, "Managing Invoices for Buyers," Reviewing |nvoices, page 255

Initiating Invoice Approval Workflow

Once the system processes invoices, the system administrator runs the Voucher Approva Creation process to
populate the invoice approval pages and trigger email notifications so appropriate buyer approvers can review
and approve their invoices.
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The Voucher Approval Creation process also triggers the voucher reapproval routine for vouchersthat are
modified in PeopleSoft Payables after being approved in PeopleSoft eSettlements. Only when certain voucher
fields are modified in PeopleSoft Payables does this result in reapproval notification.

When the system routes email notifications by role, all users associated with the role and having accessto the
buyer will receive the notification.

This section discusses how to initiate approva workflow.

Note. We listed these fields previoudly in this chapter.

See Also

Chapter 13, "Approving Invoices," Approving Invoices in the Buyer Direct Model, page 183

Pages Used to Initiate Approval Workflow

Page Name Definition Name Navigation Usage
Process Workflow - Run EM_VCHR_CREATE AE eSettlements, Batch Define arun control ID to
Control Parameters Processes, Process initiate invoice approval
Workflow, Process workflow.
Workflow - Run Control
Parameters
Process Scheduler Request | PRCSRQSTDLG Click the Run button on the | Run the Voucher Approval

Process Workflow - Run Creation Application
Control Parameters page. Engine process
(EM_VO_APR_AE) to
process eligible invoices
and send email
notifications.

Initiating Approval Workflow

Access the Process Scheduler Request page (click the Run button on the Process Workflow - Run Control
Parameters page).

Select Voucher Approval Creation and click OK to start the process. The system processes error-free invoices
that are in a postable status and are not subject to matching, or are postable and matched. The system then
generates email notification to al buyer users associated with the approval roles defined on the Review Buyer
Details pages during registration of their organization.

When auser in a particular approver role approves an invoice, they are in fact approving that invoice for all
other users within that role. View the invoice life cycle to see at what stage an invoice iswithin the process,

to see which users have and have not approved a given invoice, and—if you are in the approval path—to
approve an invoice as well.
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See Also

Chapter 13, "Approving Invoices," Processing Invoice Approvals, page 185
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Disputing Invoices

This chapter provides an overview of invoice disputes and discusses how to:
» Review, initiate, and resolve disputes.

» Resolve disputes using instant messaging.

Understanding Invoice Disputes

In eSettlements, an invoice cannot be paid until arelated dispute is resolved. The system prevents theinvoice
schedule from being selected for payment. An invoice can consist of multiple payment schedules. Therefore,
when you place an invoice on hold, the payment scheduleis actually on hold, and the invoice can be partially
paid.

If an invoice has multiple payment installments or schedules, you may place one or al of the schedules on

hold. To place an entire invoice in dispute—preventing any payment of it—you must put in dispute all
payment schedules associated with that invoice. If you place a hold on only one installment of a multiple
installment invoice, then all other installments remain eligible to pay.

Invoice payment schedules can be placed on hold at any point in the business process until the actual time of
payment. Dispute initiation by the buyer triggers email notification to the recipients specified in the buyer
notification setup for the Dispute - Payment Schedules notification type. The supplier can then view the
disputed invoice and enter comments for the buyer. Both invoice schedule and line disputes must be resolved
before an invoice schedule can be selected for payment.

Saving a new dispute automatically triggers email notification to the supplier. After the dispute is resolved,
the system sends the resol ution email message to the appropriate roles and user IDs (which are specified
during email notification setup) when the buyer clicks Save with the Hold Payment check box deselected and
new comments entered.

Buyers can override registration-level notification setup at the agreement level. That way, adifferent role or
user 1D can receive the email notifications according to the particular buyer-supplier location combination.
The system first checks the agreement level to identify the roles and user IDs that are recipients of dispute
notifications. If at the agreement level the user accepted the default email notification definitions, then the
default originates at the setID level for each buyer.

Ensure that the Instant Messenger Access check boxes are selected on the Review Buyer Details -
Registration page and the Review Supplier Details - Registration page to enable the parties to use the instant
messaging feature. Y ou must also enter instant messaging |Ds on the Review User Profiles - Buyer User
Details and the Review User Profiles - Supplier User Details pages.

If an invoice should not be approved immediately, a buyer can place it on hold and initiate dialog about it
with the supplier. Specific comments from the buyer about the invoice accompany the email notification sent
to the supplier.
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Y ou can place aninvoice in dispute at any time after it has been created—even before the approval process
runs.

If the invoice has multiple schedul es, then once approved, al nondisputed schedules are eligible for payment
aslong as al lines of the invoice are approved and no lines are in dispute.

Note. The Voucher Approval Creation Workflow Application Engine process (EM_VO_APR_AE) must
finish running for the voucher approval information to be useful.

Y ou can dispute individual invoice lines aswell. That processis discussed later in this PeopleBook.

Note. In the eSettlements Buyer Direct model, the system does not trigger email notification if you initiate or
remove a hold in PeopleSoft Payables. Because this can affect the history of a dispute in PeopleSoft
eSettlements, you should dispute invoices only within PeopleSoft eSettlements.

See Also
PeopleTools PeopleBook: Workflow Technology

Chapter 13, "Approving Invoices," Processing Invoice Approvals, page 185

Reviewing, Initiating, and Resolving Disputes

This section lists prerequisites and discusses how to:
» Review invoice disputes.

» Review payment installments.

« Review disputesin the invoice cycle.

« Initiate invoice disputes.

» Resolveinvoice disputes.

« Manage disputes during matching.

» Resolvedisputesincluded in apay cycle.

Both buyer and supplier aging balances, as well as the invoice inquiry pages, reference disputed invoices.

Prerequisites

The buying organization must set up the Dispute Payment Schedule notification type for the supplier to
receive notifications.
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See Also

Chapter 8, "Creating Agreements," Initiating Agreements, page 90

Chapter 6, "Registering Buyers," Specifying Buyer Notifications, page 61

Chapter 8, "Creating Agreements,” Specifying Supplier Notifications, page 100

Pages Used to Review, Initiate, and Resolve Disputes

Disputing Invoices

Page Name

Definition Name

Navigation

Usage

Review Invoices - Invoice
Inquiry

EM_VOUCHER_INQUIRY

eSettlements, Invoices,
Review Invoices, Review
Invoices - Invoice Inquiry

If you are abuyer, view
invoice activity detailsand
access a page to place
invoices on hold.

Manage Bills - Invoice
Inquiry

EM_SP_VCHR_INQUIRY

eSettlements, Invoices,
Manage Bills, Manage Bills
- Invoice Inquiry

If you are asupplier, view
invoice activity details.

Review Payment
Installments - Inquiry

EM_BUY_PYMNT_INSTL

eSettlements, Payments,
Review Payment
Installments, Review
Payment Installments -
Inquiry

If you are abuyer, review
invoices with multiple
payment schedules.

Review Invoices - Invoice

Cycle

EM_VCHR_DISP_SUMM

Click the Invoice column
link for aline displaying a
Dispute button on the

Review Invoices - Invoice

Inquiry page.

If you are abuyer, view the
invoice dispute summary
and access a page to release
a payment schedule from
hold.

Review Invoices - Review
Invoice Disputes

EM_VOUCHER_DISPUTE

¢ Click the Invoice
column link for aline
displaying a Dispute
button on the Review
Invoices - Invoice

Inquiry page.

Click the Review
Disputes link on the
Review Invoices -
Invoice Cycle page.

e Click the Hold link for
the invoice you want to
dispute on the Review
Invoices - Invoice

Inquiry page.

If you are abuyer, place
invoice payment schedules
on hold, release holds, and
trigger notification of
discrepancies to suppliers.
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Page Name

Definition Name

Navigation

Usage

Manage Bills - Review
Invoice Disputes

EM_VOUCHER_DISPUTE

eSettlements, Invoices,
Manage Bills

v :

o2l Click a Dispute
Information button on the
Manage Bills - Invoice

Inquiry page.

If you are asupplier, review
invoices on hold and add
comments.

Review Match Exceptions -
Inquiry

EM_VCHR_MATCH_INQ

eSettlements, Buyer
Dashboard

Click the Review
Exceptions link on the
Buyer Dashboard page.

If you are abuyer, view a
list of invoices containing
match exceptions.

Approve Payments -
Approve Pay Cycle

EM_PYCYCL_SUM

eSettlements, Payments,
Approve Payments

Click aDetailslink on the
Approve Payments - Pay
Cycle Summary page.

View pay cycle details.

Approve Payments -
Invoicesto be Paid

EM_PAY_PAGE

Click aDetailslink on the
Approve Payments -
Approve Pay Cycle page.

Review invoicesin the pay
cycle and include or
exclude them before
payment creation, and
access a page to release
from dispute any invoices
that are on hold. If adispute
button isavailable, it
indicates that the
installment was placed in
dispute after being selected
for payment.

Note. The Pay Cycle
Summary page can be used
to resolve disputes but not
to initiate them.

Reviewing Invoice Disputes

192

Access the Review Invoices - Invoice Inquiry page or the Manage Bills - Invoice Inquiry page (eSettlements,
Invoices, Review Invoices, Review Invoices - Invoice Inquiry).

Select an invoice status of Dispute Schedule or Dispute, respectively.

Here, buyers and suppliers can view al invoice activity and can access pages to review, initiate, and resolve

disputes.

The Review Invoices - Invoice Inquiry page is discussed el sewhere in this PeopleBook.
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See Also

Chapter 19, "Managing Invoices for Buyers," Reviewing Invoices, page 255

Reviewing Payment Installments

Access the Review Payment Installments - Inquiry page (eSettlements, Payments, Review Payment
Installments, Review Payment Installments - Inquiry).

To access the page where you place a payment schedule on hold, click the Hold link on the payment
schedule.

Reviewing Disputes in the Invoice Cycle

Access the Review Invoices - Invoice Cycle page (click the Invoice column link for aline displaying a
Dispute button on the Review Invoices - Invoice Inquiry page).

To access the page to release a payment schedule from hold, click the Review Disputes link at the bottom of
the page.

Note. Thislink isavailable only to users who are set up to manually schedule payments.

See Also

Chapter 19, "Managing Invoices for Buyers," Viewing the Invoice Life Cycle, page 262

Initiating Invoice Disputes

Access the Review Invoices - Review Invoice Disputes page (click the Invoice column link for aline
displaying a Dispute button on the Review Invoices - Invoice Inquiry page).

Select the Hold Payment check box and enter areason for the dispute. Then, enter specific new comments for
the supplier.

See Also

Chapter 19, "Managing Invoices for Buyers," Reviewing, Initiating, and Resolving | nvoice Disputes, page
270

Resolving Invoice Disputes
Access the Review Invoices - Review Invoice Disputes page or the Manage Bills - Review Invoice Disputes

page (click the Invoice column link for aline displaying a Dispute button on the Review Invoices - Invoice
Inquiry page).
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Here, buyers and suppliers can view and add comments to disputes. Buyer users can resolve disputes on the
Review Invoices - Invoice Dispute page.

Note. Only buyer users who are set up to manually schedule payments can place schedules in dispute.
Otherwise, users can only view the disputes.

Deselect the Hold Payment check box and enter specific new comments for the supplier.

Y ou can also enter areason associated with the resolve, but areason is not necessary.

Managing Disputes During Matching

Access the Review Match Exceptions - Inquiry page (click the Review Exceptions link on the Buyer
Dashboard page).

I Click to review details of the dispute. If this button is available, it indicates
that the invoice is on hold because a payment installment isin dispute.

I nvoice Number Click alink in this column to view match exception details and, if
necessary, override the exceptions.

See Also

Chapter 12, "Running Matching," Managing Matches and Match Exceptions, page 174

Chapter 13, "Approving Invoices," Processing Invoice Approvals, page 185

Chapter 19, "Managing Invoices for Buyers," Reviewing Invoices, page 255

Resolving Disputes Included in a Pay Cycle

194

Access the Approve Payments - Approve Pay Cycle page (click a Details link on the Approve Payments - Pay
Cycle Summary page).

The Approve Payments component enables review and resolution of any disputed invoices included in a pay
cycle.

If a button appears in the Dispute column, it indicates that the summarized payment contains an invoice
dispute. Click the adjacent Details link to review installments that are on hold.

To resolve adispute initiated after an invoice has aready been selected by the pay cycle, click the Dispute
button on the Review Invoices - Invoice Inquiry page.

See Also

Chapter 16, "Processing Payments," Reviewing and Creating Payments, page 217
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Resolving Disputes Using Instant Messaging

PeopleSoft eSettlements supports instant messaging from Y ahoo, Sametime Connect, and America Online.
To take advantage of this functionality, you must set up both the buyer and supplier for instant messaging
capability on their respective registration pages.

During buyer registration, the buyer sets up the roles and user IDs (in both the buying and selling
organizations) that receive dispute schedule email notifications.

This section discusses how to use instant messaging to resolve invoice disputes.
See Also

Chapter 7, "Reqgistering Suppliers,”" Creating Suppliers, page 68

Chapter 6, "Registering Buyers," Creating Buyers, page 46
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Page Used to Resolve Disputes with Instant Messaging

Page Name Definition Name Navigation Usage
Instant M essenger EM_IM_SEC «  eSettlements, Buyer If you are abuyer, initiate a
Dashboard dialog with a supplier about

adisputed invoice.
Click the Review
Exceptions link on the
Buyer Dashboard page.

Click alink in the
Invoice ID column on
the Review Match
Exceptions - Inquiry
page.

Click the Set Hold
Payment Actions link
on the Match Exception
Workbench Details

page.

Click the Discuss with
IM link on the Review
Match Exceptions -
Review Invoice

Disputes page.

*  eSettlements, Invoices,
Review Invoices

Click a Dispute button
for the corresponding
invoice line on the
Review Invoices -
Invoice Inquiry page.

Click the Discuss with
IM link on the Review
Invoices - Review

Invoice Disputes page.

Using Instant Messaging to Resolve Invoice Disputes

196

Access the Instant Messenger page (click the Discuss with IM link on the Review Invoices - Review Invoice
Disputes page).

View the Instant Messenger Contacts, and then click a button in the Online Now column to open a messaging
window in the instant messaging domain of the corresponding user name.

Warning! You must copy and paste the instant messaging dialog into the New Comments field on the
Review Invoices - Review Invoice Disputes page or the Review Match Exceptions - Review Invoice Disputes
page for the system to save the dialog.
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Approving and Disputing Invoice Lines

This chapter provides an overview of the line-level approval and dispute process and discusses how to:
» Navigateline-level approval.
» Set up line-level approval rules.

» Review, approve, and dispute invoice lines.

Understanding Line-Level Approval and Dispute

Depending on the structure of your organization and the degree of control over expenditures you require, line-
level approval can expedite the payment process and thus enhance your relationships with your suppliers.
Since many organizations contend with processing consolidated invoices that encompass purchases made
across multiple departments within the organization, line-level approvals enable your approversto easily
manage the invoice lines directly related to their purchases.

Y ou can designate particular usersin your organization and enable them to approve and dispute individual
invoice lines. A single line can be routed to one or more approvers, depending upon the rules you establish
for your buying organization.

Line-level routing occurs in parallel with header approval—if both are enabled—such that one level does not
have to complete before the other commences.

Whether lines are routed for approval or not, if at least one non-operational role is assigned to a user, that user
can see all thelines and their ChartFields. If the line is not routed for approval, the line approval button does
not appear. Just as for operational users, line approval status identifies which users are pending and which
users have aready approved the line. All lines of a given invoice must be approved before the invoice can be
paid.

Those users assigned a buyer accountant role type have override capahilities. They can approve lines and
resolve disputes for invoice lines to expedite payments.

Navigating Line-Level Approval

The My Invoice Lines page enables operational usersto navigate quickly to their tasks.

If the user logging in has only operational role types assigned, upon login the system transfers this user
directly to the My Invoice Lines page, and neither the Invoices component nor the Payments component is
available.
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Note. An operational user is auser assigned to arole that is an operational approver role type. Operational
users can aternately select eSettlements, Invoices, Review Invoices to review invoice lines.

This section discusses how to navigate with the My Invoice Lines page.

Page Used to Navigate Line-Level Approval

Page Name Definition Name Navigation Usage

My Invoice Lines EM_LINEAPPR_HOME eSettlements, My Invoice | Operational users access
Lines, My Invoice Lines pages to manage their tasks.

Navigating with the My Invoice Lines Page

Access the My Invoice Lines page (eSettlements, My Invoice Lines, My Invoice Lines).

Click alink to access your invoice lines awaiting dispute resolution, having match exceptions, or requiring
your approval.

Setting Up Line-Level Approval Rules

198

At the buyer registration level you identify which fields will trigger line-level approval and then associate a
role to each field. The role you associate is responsible for approving the lines. Next, on the buyer user profile
you must assign those users responsible for approving lines the same role as at the buyer registration level,
and assign the specific field values for which they are responsible (such asitem ID 10000). In the case where
auser is defined as the department manager in the Department table (DEPT_TBL) or the project manager for
aproject (PROJECT_MGR), then the department or project values where the user has been defined as a
manager will automatically populate for the user.

In these cases, the user does not need to belong to the role defined at buyer registration (if one was set up) for
the department or project.

For the auto-population to occur, the buyer user must have been defined as the department manager or project
manager before the Department or Project field was defined at the buyer registration. Aswith all the line-
level approval fields defined on the buyer user profile (those appearing by default and those entered
manually), you can disable a particular line approval rule by deselecting the appropriate Use check box on the
Review User Profiles - Invoice Line Approva Rule Setup page.

Line-level approval setup is atwo-step process the buyer administrator performs:

1. Atthebuyer level (for example, BUY 01), you specify which fields are to be routed for approval, such as
account or department.

Y ou can specify any active distribution ChartField, item ID, or item category.

2. Attheuser level, you specify which value the operational users (for example, OPUSER) can approve (for
example, account 650000 or department 14000).

Y ou can define values for any field specified in step 1.
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See Also

Chapter 4, "Configuring Security," Administering Self-Service Security and Creating New Users, page 19

Chapter 6, "Registering Buyers," Defining Invoice Line Approval Rules, page 59

Reviewing, Approving, and Disputing Invoice Lines

Once your setup is complete, operational approvers can review, approve, and dispute individual invoice lines.
These users cannot view invoice lines for which they are not responsible.

Most operational users do not have authority to override exceptions, however it's useful for them to see the
reasons why invoice lines have a match exception status. Operational users that do have override authority
can view and override exceptions.

Warning! Ensure that work in progress invoice lines are approved before turning off line-level approval
routing. Similarly, if you need to change header approval amount levels or turn off header approval, ensure
that you complete the approval of work in progress invoices before doing so.

See Also

PeopleSoft Application Fundamentals 9.1 PeopleBook, "Defining User Preferences," Defining Payables User
Preferences

Pages Used to Review, Approve, and Dispute Invoice Lines

Page Name Definition Name Navigation Usage
Review Invoice Lines - EM_INVOICE LINES «  eSettlements, My Approve or dispute invoice
Invoice Lines and Invoice Lines lines, view line status, and
Distributions resolve invoice line

Click the Review disputes.

Disputes, Review
Exceptions, or Review
Pending Approvals link
on the My Invoice
Lines page.

¢ eSettlements, Invoices,
Review Invoices,
Review Invoices -
Invoice Inquiry

Select Lines asthe
View on the Review
Invoices - Invoice

Inquiry page.
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Page Name

Definition Name

Navigation

Usage

Review Invoice Lines -
Approve

EM_INVLN_ACT_APPRV

Select the Sel (select) check
box for any invoice line you
want to approve on the
Review Invoice Lines -
Invoice Lines and
Distributions page.

Click the Approval-Preview
button.

Preview a summary of the
lines you are about to

approve.

Review Invoice Lines -
Dispute

EM_INVLN_ACT_DISP

Select the Sdl (select) check
box for any invoice line you
want to dispute on the
Review Invoice Lines -
Invoice Lines and
Distributions page.

Click the Dispute-Preview
button.

Preview a summary of the
lines you are about to place
in dispute.

Match Exception
Workbench Details

AP_MTCH_WB_EXCPTN

Click abutton in the
Match column on the
Review Invoice Lines -
Invoice Lines and
Distributions page.

View match information for
associated vouchers,
purchase orders, and
receipts. You can override
exceptions, correct errors,
and put voucherson a
match hold.

Review Invoice Lines -
Resolve Invoice Line
Dispute

EM_INVLN_ACT_DISP

. .

0= Click a Dispute button
on the Review Invoice
Lines- Invoice Lines and
Distributions page.

Enter comments and resolve
the disputed invoice line.
This page enables
operational usersto resolve
an invoice line dispute.

Note. Upon clicking the
Dispute button, only the
user who initiated the
disputeistransferred to the
Review Invoice Lines -
Resolve Invoice Line
Dispute page; otherwise, the
system transfers the user to
the Review Invoice Lines -
Resolution History page.

Review Invoice Lines -
Resolution History

EM_DISPUTE_LN_HIST

Ef Click a Resolution
History button on the
Review Invoice Lines -
Invoice Lines and
Distributions page.

View all dispute resolution
comments for agiven
invoice line.
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Page Name

Definition Name

Navigation

Usage

Review Invoices - Invoice

Cycle

EM_INV_APR_STATUS

Click alink in the Invoice
column on the Review
Invoice Lines - Invoice
Lines and Distributions

page.

View the status of the
invoice within the life cycle.

Note. Thisversion of this
page appears when the
invoiceisinthe Invoice
Approval stage of the
invoice cycle. Other
versions of this page appear
depending on the stage of
the cycletheinvoiceisin.

Review Invoice Lines -
Invoice Line Approval
Status

EM_INVLN_APPR_STAT

Click abutton in the Appr
(approval) column on the
Review Invoice Lines -
Invoice Lines and
Distributions page.

Review line approval status
and approvers assigned to
theline.

Reviewing Invoice Lines

Access the Review Invoice Lines - Invoice Lines and Distributions page (click the Review Disputes, Review
Exceptions, or Review Pending Approvals link on the My Invoice Lines page).
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202

Review Invoice Lines
Invoice Lines and Distributions

Invoice: | @, Invoice Status:  |Invoice Line Exceptions v | Search
Buyer: @, Payment Status: Unpaid
Supplier: | @, View: |Lines v| . Clear
1st Sort: | Invoice | By:| Descending v| 2nd Sort: [Invoice v| By:|Ascending v| jSon Displayi See Legend
+ Advanced Search
Date Type: | V| From Date: E‘] To Date: E'J
Amount Reference: | v | Amount: Currency: @, @ Regular
Supplier Location: Q> Voucher ID: Q> O Prepayment
Summary of Invoices or Lines Customize | Find | View 100 | B | # Fist £ 1220 of 417 I Last
Routing Fields and ChartFields |~ GL Chart
Sel Invoice Line Dist Amount Curr  Description Inv Date Buyer Supplier Appr Match Dispute
-~
[0 |1320000-028A 1 1 100.00 USD |MNote Pads 01/07/2002 BUY0D1 |Books for You =
[0 |1320000-028A 2 1 75.00 USD Photocopy Paper 01/07/2002 BUY0D1 |Books for You &
[0 |1320000-028A 3 1 60.00 USD FaxPaper 01/07/2002 BUY01 |Books forYou [
[0 |2200000-100 1 1 105.00 UsSD |2002 Week Planner | 10/28/2003 BUY01 |Books forYou &
O |22014100-101 1 1 25.00 USD Photocopy Paper 10/28/2003 BUY01 |Books forYou &5

Review Invoice Lines - Invoice Lines and Distributions page

Invoice, Buyer, and Supplier Enter aselection to narrow your search, but none are required. If you enter
avaluein the Buyer or Supplier field, searches return results faster.

I nvoice Status Populates according to the link you click on the My Invoice Lines page and
defines the invoices that display. For example, if you click the Review
Disputes link to access this page, the Invoice Statusis set to Disputed
Invoice Line. Y ou can change the status:

Disputed Invoice Line.

» Invoice Line Exceptions.
» My Pending Lines.

» No Disputes.

« Pending Approval.

Payment Status Displays Unpaid invoices only.

Invoice Lines and Distributions

Sdl (select) Select the check box of the lines you want to approve or dispute, and then
click the Approval-Preview or Dispute-Preview button to see a summary of
the lines before you approve or dispute them.
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Invoice

Line

Dist (distribution)
Supplier

&

Approving and Disputing Invoice Lines

Click alink in this column to view the invoice life cycle.
Displays the line number of theinvoice.

Displays the distribution number of the invoice line.

Click alink in this column to view the supplier's information.

Click abutton in the Appr (approval status) column to review the approval
status information for the line.

If you have at least one accounting or non-operational role assigned to your
user 1D, the presence of the approval button indicates the line has been
routed through the line-level approval process; if the button is not present,
then line-level routing did not take place for the invoice line.

The approval button shows the status of the entire line, but because asingle
line can require approval by more than one person you should also select
the My Pending Lines invoice status to see lines you personaly still have
pending. Click the approval button to view other usersin the particular
approval loop and their statuses.

Note. Click the See Legend link to view approval status symbols and their
definitions.

Click this button in the Match column to access the Match Exception
Workbench Details page to review matching exceptions for thisline. The
presence of this button indicates that a particular invoice line has one or
more match exceptions.

Note. Click the See Legend link to view other match status symbols and
their definitions. The page you access depends on the match status.

Click this button in the Dispute column to view line resolution history. The
presence of this button indicates that the line has been in dispute.

Click this button in the Dispute column to enter details and resolve the
invoice line dispute. The presence of this button indicates that an
outstanding dispute exists on the line.

Routing Fields and ChartFields

This tab displays information associated with the given invoice line.

Item and Category

GL Chart

Displays the item and category associated with thisinvoice line.

This tab displays ChartFields associated with the given invoice line.
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Account Displays the account with which the line is associated.

Note. The system displays only populated ChartFields. If a ChartField has
no values, that column isnot visible.

Click a button in the Comments column to view invoice line comments
entered by the supplier. The button with dots indicates that the supplier has
entered comments about the line. Comments entered by the supplier can be
seen by the buyer, but comments entered by the buyer cannot be seen by
the supplier.

Supplier Cd (supplier code)  Click alink in this column to view the supplier's information.

Approval-Preview Select the Approval-Preview button to preview a summary of the lines you
are about to approve after selecting at least oneinvoice line.

Dispute-Preview Select the Dispute-Preview button to preview a summary of the linesyou
are about to dispute, and enter comments about the dispute that apply to all
selected lines.

Previewing and Approving Invoice Lines

Access the Review Invoice Lines - Approve page (select the Sel (select) check box for any invoice line you
want to approve on the Review Invoice Lines - Invoice Lines and Distributions page).

Note. Y ou must select My Pending Lines as the Invoice Status before you can approve your lines.

Review and ensure that the lines selected are those you want to approve, and then click the Approve button to
approvethe lines. If you decide that you do not want to approve one or more of the lines, deselect the Select
check boxes for those lines before continuing.

When you click Approve from this page and then the OK button after the confirmation, the selected lines are
approved and the system returns you to the Review Invoice Lines - Invoice Lines and Distributions page.

Previewing and Disputing Invoice Lines

204

Access the Review Invoice Lines - Dispute page (select the Sel (select) check box for any invoice line you
want to dispute on the Review Invoice Lines - Invoice Lines and Distributions page).

Review and ensure that the lines selected are those you want to dispute, and then click the Save and Notify
Now button to put the lines on hold and notify users set up to receive Invoice Line Dispute notifications.

Click the Save and Notify Later button to dispute the lines and have email notifications sent to the supplier
users when the system administrator runs the Notifications-Disputed Lines Application Engine process
(EM_NOTIFLATR).
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See Also

Chapter 15, "Approving and Disputing Invoice Lines," Resolving Invoice Line Disputes, page 205

Viewing and Overriding Match Exceptions

Access the Match Exception Workbench Details page (click a button in the Match column on the Review
Invoice Lines - Invoice Lines and Distributions page).

Unless the user is set up to override match exceptions, the fields on this page will be unavailable. Some
objects on this page are hidden if an operational user does not have override authority.

For approval to occur, these exceptions must first be resolved by a user who has override authority.
See Also

PeopleSoft Application Fundamentals 9.1 PeopleBook, "Defining User Preferences," Defining Payables User
Preferences

PeopleSoft Payables 9.1 PeopleBook, "Running the Matching Process," Reviewing Match Exceptions

Chapter 4, "Configuring Security," Administering Self-Service Security and Creating New Users, page 19

Resolving Invoice Line Disputes

Access the Review Invoice Lines - Resolve Invoice Line Dispute page (click a Dispute button on the Review
Invoice Lines - Invoice Lines and Distributions page).

Reason and Comments Select areason for the resolution: Accounting in Dispute, Amount in
Dispute, CCR Expired, Contract Retention, Goods in Dispute, Inbound
IPAC Required, Other, Quantity in Dispute, or Withholding Hold.

Y ou must also enter comments.

Save and Notify Now Click this button to resolve the line in dispute and immediately send email
notification to the supplier users.
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Save and Notify L ater Click this button to resolve the line in dispute and send email notification to
the supplier when the system administrator runs the Notifications-Disputed
Lines process. This process does the following:

« Ensuresthat notifications for disputed invoices are grouped together by
supplier in asingle notification referencing multiple lines, rather than
the same supplier receiving numerous, individual line notifications.

» Ensuresthat if several lines are disputed at the same time, the comments
and reason code entered will apply to all selected lines.

« Ensuresthat if multiple users dispute the same line on the same day, the
system attaches a date/time stamp to each dispute to ensure correct
processing.

Note. Y ou can dispute lines all together, but must resolve them one at atime.

Viewing Dispute History

Access the Review Invoice Lines - Resolution History page (click a Resolution History button on the Review
Invoice Lines - Invoice Lines and Distributions page).

This page displays all dispute and comment information associated with the invoice line.

Viewing Invoice Status

Access the Review Invoices - Invoice Cycle page (click alink in the Invoice column on the Review Invoice
Lines - Invoice Lines and Distributions page).

View the status of the invoice within the life cycle.

Note. An additional button for invoice line approval appears on this page only for invoices subject to line-
level approval. If the button is not present, the invoice had no lines routed.

See Also

Chapter 14, "Disputing Invoices," Reviewing Disputesin the Invoice Cycle, page 193

Reviewing Line Approval Status

Access the Review Invoice Lines - Invoice Line Approval Status page (click abutton in the Appr (approval)
column on the Review Invoice Lines - Invoice Lines and Distributions page).
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Review Invoice Lines
Invoice Line Approval Status

Invoice:  2012100-118 Line: 1 Dist#: 1 Cables
Amount: 137000 USD Invoice Date:  10/21/2003

First E = |I| Laszt

Approvers assigned to this Invoice Line

Line |Dist# |Hame Approval Status  |Date/Time Action Taken

1 1 eSettlements Operational Lser  Pending TOS28/03 11:03:284AM

Review Invoice Lines - Invoice Line Approval Status page

All approvers must approve agiven invoice line before it can be paid. Once an approver has approved an
invoice line, the pending status row no longer appears on the page, but it is still stored in the database.

Users with the buyer accountant role type can override operational approvers and approve their lines. When
this occurs, aline for the buyer accountant user appears on this page and all operational user lines that were

pending become approved.

Name Displays the name of the approvers responsible for approving the invoice
line.
Approval Status Displays the approval status for the respective approver:

Pending: The user has not yet approved the line.
Approved: The user has approved the line.

Date/Time Action Taken Displays the date and time the line approval occurred, or the line was
initially routed.
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Processing Payments

This chapter provides an overview of payment processing, lists prerequisites, and discusses how to:
»  Set up pay cycles.

« Approve payments.

» Schedule, review, and modify payment installments.

« Makeimmediate payments.

»  Cresgte prepayments.

+ Inquire about payments.

» Cancel payments.

» Manage payments outside PeopleSoft eSettlements.

Understanding Payment Processing

During buyer registration you can specify to approve payments in PeopleSoft eSettlements. If you choose this
option, in either the Business Service Provider or the Buyer Direct Model, you must run the payment
selection process from the Pay Cycle Manager, and approving payments automatically initiates the payment
creation process.

In the Business Service Provider model, payments are processed according to the subscriptions established
during buyer registration. The Business Service Provider model supports only electronic funds transfer (EFT)
payments.

The Buyer Direct model supports all PeopleSoft Payables payment methods—except draft.

Note. If you have enabled financia sanctions at either the installation or bank level, the system does not
create payments for a supplier with afinancial sanctions status of Blocked or Review. However, if financial
sanctions validation is enabled at the bank level and you no longer validate for a particular supplier's bank,
the system may select a supplier with afinancial sanctions status of Review for payment.

See PeopleSoft Payables 9.1 PeopleBook, "Processing Pay Cycles," Understanding Pay Cycle Alerts.

Users who have authority to create urgent payments or to approve payments must have the primary
permission list and process profile EPMP8000 attached to their user ID. To attach this profile, select
PeopleTools, Security, User Profiles, User Profiles.
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Note. None of the following processing options are available in the Buyer Direct model. In the Buyer Direct
model, you set up pay cyclesin PeopleSoft Payables. Y ou can enable PeopleSoft eSettlements payment
approval which you can use in conjunction with the PeopleSoft Payables pay cycle approval.

Buyers can choose from the following payment processing options:

Processing Method

Details

Setup

Fully Automated

Reguires no payment approval.

Scheduled by the host
administrator, with the buyer
administering payments.

To specify this method, on the
Registration page select the
Automated Paycycle radio button
but do not select the Paycycle
Approval Required check box.

Semi-controlled Selected payments are presented to To specify this method, on the
the buyer for approval and Registration page select the Self
confirmation before the payment Service Paycycle radio button and
fileis created. select the Paycycle Approval
The host administrator enters the Required check box.
pay cycle criteriaand runs the
payment selection processon a
predetermined schedule. Buyers
review payments based on voucher
selection.

Full Control The host administrator grants the To specify this method, on the

buyer accessto the Pay Cycle
Processing and Pay Cycle
Approvals components. These
PeopleSoft Payables pages must be
secured to ensure the users have
only limited access to the data.

Registration page select the Self
Service Paycycle radio button. You
can optionally select the Paycycle
Approval Required check box for
thislevel of control.

The following diagram illustrates fully automated payment processing:

Establish

criteria

pay cycle =

Payment
selection

Fayment
creation

Payment
farmat

Fully automated payment processing

Subscription during buyer registration indicates payments are preapproved. No further approvals are required
as part of the pay cycle. Pay cycles are created and run by the host administrator. Buyers receive email
notification when the payment file is generated. The host administrator uses the Create Pay Cycle component
(PYCYCL_DEFN) and the Pay Cycle Manager page in PeopleSoft eSettlements to process the pay cycle.

The following diagram illustrates semi-controlled payment processing:

Copyright © 1992, 2012, Oracle and/or its affiliates. All Rights Reserved.




Chapter 16

Processing Payments

(Cnnfinn approval )

(E:-:tract invoicas)

(Apprwa payments)

T

Regular payments by
bank, BU, and suppliers

Manage
exceptions
Payment Payment
selection [ | approval

p 4

Payment
creation

Print trial
register

Payment
approval

Payment
format

)

Semi-controlled payment processing

The payments can be approved and created using either the PeopleSoft eSettlements Approve Payments

component (EM_PY CY CL_APPROVE) or the PeopleSoft Payables Pay Cycle Approva page—both are on
the portal navigation for PeopleSoft eSettlements. The buyer should use the PeopleSoft eSettlements pages to

approve the payments.

The following diagram illustrates full control payment processing:

Establish
pay cycle
criteria

Payment
selection

Print trial
register

T

Payment
creation

Payment
approval

Payment
format

Full control payment processing
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The system administrator or buyer user creates a pay cycle using the Create Pay Cycle component. The buyer

runs the payment selection process on demand—from Pay Cycle Manager—on one or many business units at
once. Because this requires greater knowledge of underlying PeopleSoft Payables system functionality,
additional training is required for buyers exercising this option.

The buyer approves the payments using either the PeopleSoft eSettlements Approve Payments component or
the PeopleSoft Payables Pay Cycle Approval page. Normally, the buyer should use the PeopleSoft
eSettlements pages to approve the payments.

PeopleSoft eSettlements Payments and PeopleSoft Financial Gateway

PeopleSoft eSettlements leverages the integration between PeopleSoft Banks, Payables and Financial
Gateway to process €l ectronic payments. PeopleSoft eSettlements can process automated clearing house
(ACH), EFT, and wire payment methods. To process payments through the PeopleSoft Financial Gateway
processing, you must first define the appropriate EFT layout and settle through method in the Banks External
Account component (BANK_EXTERNAL).

PeopleSoft eSettlements settles payments through PeopleSoft Financial Gateway at two events:
+ Saving urgent payment requests.
« Approving and creating payments in the Pay Cycle Selection process.

Performing either of these actions triggers the PS Job program, eSettlement Payment Job (EM_PAY). This
job works in tandem with multiple PeopleSoft Payables programs to create payment messages, which are
submitted to the PeopleSoft Financial Gateway for processing. PeopleSoft eSettlements sends payment
messages of New or Cancel. During payment processing with PeopleSoft Financial Gateway, PeopleSoft
eSettlements receives messages indicating the payment's processing status, such as Loaded,Hold,Error, and
Paid. The system displays this payment status information in Pay Cycle Manager and the following
PeopleSoft eSettlements inquiry pages:

* Review Payment — Buyer (EM_BUY_PYMT_INQ).
* Review Payment — Seller (EM_SEL_PYMT_INQ).
* Review Payment — Payment Reference (EM_PYMNT_INQ).

If the payment cannot be successfully processed through PeopleSoft Financial Gateway, it generates an error
message. Y ou must correct the errors by cancelling the payment to reprocess the payments.

Y ou can cancel apayment processed through PeopleSoft eSettlements and PeopleSoft Financial Gateway.
The cancellation logic for PeopleSoft eSettlements and Payables payments processed through the PeopleSoft
Financial Gateway isvery similar. If you cancel a payment that the system has not yet sent to the bank, the
system marks the payment as cancelled in PeopleSoft Financial Gateway and preventsit from being
transmitted to the bank. If you cancel a payment that has already been sent to the bank, the Peopl eSoft
Financial Gateway functionality marks the payment as cancelled but does not send a cancelled payment
message to the bank. Instead, you must cancel the PeopleSoft Payables payment cancellation functionality,
and then resubmit it.
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See Also
PeopleSoft Payables 9.1 PeopleBook, " Setting Up Payment Formats and Payment Forms'

Chapter 17, "Extracting Invoices," Understanding I nvoice Extracts, page 237

PeopleSoft Payables 9.1 PeopleBook, "Processing Pay Cycles," Pay Cycle Processing Using the PeopleSoft
Financial Gateway

PeopleSoft Payables 9.1 PeopleBook, "Using Additional Payment Processing Options,” Payment
Cancellation

Prerequisites

Before processing payments, the system administrator must do the following:
1. Create abuyer template.

2. Create abank account.

3. Create a buying entity (buyer).

4. Establish buyer payment processing preferences.

See Also

Chapter 6, "Registering Buyers," Understanding Buyer Registration, page 43

Setting Up Pay Cycles

After completing the prerequisites, the system administrator must set up the pay cycles.

Important! In the Buyer Direct model, you must assign the appropriate pay cycles to each user that is
responsible for reviewing approving pay cycles from PeopleSoft eSettlements. In the Business Service
Provider model, each buyer administrator must notify the exchange host which users from the buying entity
will be responsible for reviewing and approving pay cycles.

To set up pay cycles, use the Secure Pay Cycles component (EM_SEC PYCYCL_OPR).

This section describes how to:

» Assign pay cycle access.

» Process pay cycles.
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Page Used to Set Up Pay Cycles

Page Name Definition Name Navigation Usage

Pay Cycle by User ID SEC_PYCYCL_OPR eSettlements, Assign access for one or
Administration, Secure Pay | many pay cyclesto the user
Cycles, Pay Cycleby User | responsible for reviewing
ID and approving pay cycles.

Assigning Pay Cycle Access

Access the Pay Cycle by User ID page (eSettlements, Administration, Secure Pay Cycles, Pay Cycle by User
ID).

Pay Cycle Assign the accessible pay cyclesto the user 1D that you selected to access
the page.

Processing Pay Cycles

214

After you complete all relevant configuration, you run the pay cycle. The system administrator or buyer user
accesses the Create Pay Cycle component and Pay Cycle Manager to create a pay cycle and select the
payments.

Note. If you have enabled financial sanctions at either the installation or bank level, the system does not
select payments for a supplier with afinancial sanctions status of Blocked or Review. However, if financial
sanctions validation is enabled at the bank level and you no longer validate for a particular supplier's bank,
the system may select a supplier with afinancial sanctions status of Review for payment.

See PeopleSoft Payables 9.1 PeopleBook, "Processing Pay Cycles," Understanding Pay Cycle Alerts.

The system administrator can specify that pay cycle approval isrequired either on the buyer Registration page
in PeopleSoft eSettlements, or in the Payment Selection Criteria component (PY CY CL_DEFN) in PeopleSoft
Payables.

A pay cycle containing any buying organizations that specified their payment approvals be performed in
PeopleSoft eSettlements, will be eligible for the payment selection process only, and will not be eligible to
have both the payment selection and payment creation processes run together.

System administrators or buyers can select any payment method other than draft payment methods when they
create apay cycle.

See Also

PeopleSoft Payables 9.1 PeopleBook, "Establishing Pay Cycles," Creating, Updating, and Reusing Pay
Cycles

PeopleSoft Payables 9.1 PeopleBook, "Processing Pay Cycles'
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Approving Payments

After the payments are selected for each pay cycle, the pay cycles await approval by the buyer user having
pay cycle access before that user can generate the related payments.

That buyer then:

1. Approves or rejects payments.

2. Reviews and optionally excludes invoice schedules included in payments.

3. Includes discount-eligible invoices that would be lost if not included in the current pay cycle.
4. Resolves disputes on invoicesincluded in any pay cycle before processing payments.
This section describes how to:

» Review pay cycles awaiting approval.

« Review and create payments.

» Include payments eligible for discount.

» Sdlect invoicesfor payment.

« Confirm payment creation.

* Reject payments.

» Exclude and resolve disputed invoices.

» Define payment processing workflow notifications.

Note. If payment approval is required in PeopleSoft eSettlements, you must run the payment selection
process from the Pay Cycle Manager. Once the payment is approved in PeopleSoft eSettlements, the payment
creation processis automatically initiated.

See Also

Chapter 19, "Managing Invoices for Buyers," Understanding Buyer Invoice Management, page 249

Pages Used to Approve Payments

Page Name Definition Name Navigation Usage
Approve Payments - Pay EM_PYCYCL_STAT eSettlements, Payments, Review the pay cycles
Cycle Summary Approve Payments, waiting for approval.
Approve Payments - Pay
Cycle Summary
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Page Name Definition Name Navigation Usage
Approve Payments - EM_PYCYCL_SUM Click aDetailslink onthe | Review payments included
Approve Pay Cycle Approve Payments - Pay in the pay cycle

Cycle Summary page.

summarized by different
criteria, and view the sum
debited on each bank
account.

Approve Payments - Lost
Discount Alert

EM_PYCY_DSCNT_ALRT

Click the Invoices Eligible
for Discount link on the
Approve Payments -

Approve Pay Cycle page.

Include payments eligible
for adiscount in the pay

cycle.

Approve Payments -
Payment Confirmation

EM_PYCY_CONF_CREAT

Click the Create Payment
button on the Approve
Payments - Approve Pay

Confirm payment creation.
Bank account and amount
debited information

Invoices to be Paid

Cycle page. appears.
Approve Payments - EM_PYCY_CONF_REJEC Click the Reject Payment Reect the pay cycle.
Payment Selection button on the Approve Payment is not created and
Rejection Payments - Approve Pay al invoicesincluded in the
Cycle page. pay cycle remain
outstanding and are selected
in the next pay cycle.
Rejection confirmation
resets the pay cycle.
Approve Payments - EM_PAY_PAGE Click aDetailslink onthe | Review invoices selected

Approve Payments -
Approve Pay Cycle page.

and different suppliersto be
credited in the pay cycle,
and exclude any invoices
from the pay cycle.
Excluded invoices are not
paid and are selected in the
next pay cycle Any
schedules which have been
disputed can also be
resolved.

Reviewing Pay Cycles Awaiting Approval

Access the Approve Payments - Pay Cycle Summary page (eSettlements, Payments, Approve Payments,
Approve Payments - Pay Cycle Summary).

Details

Click alink in this column to the Approve Payments - Approve Pay Cycle
page to create or reject payments.

Note. The combination of the Pay Cycle ID and the Seq (sequence number) identifies the remittance.

216
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Reviewing and Creating Payments

Access the Approve Payments - Approve Pay Cycle page (click a Details link on the Approve Payments - Pay

Cycle Summary page).

Summarize By

Invoices Eligible for Discount

Payment Details

Select a parameter to summarize your search:
Bank: The bank account debited.

Bank and Supplier: The bank account debited and the remit to supplier
credited.

Buyer: The business unit originating the payment.
Supplier: The remit to supplier credited.

Note. Depending on the Summarize By selection, the information that
appears on the page varies.

Click thislink to access the Approve Payments - Lost Discount Alert page
where you can include potential discount-bearing invoicesin the current

pay cycle.

Note. Thislink is available only when invoices with discount potential have
been identified in the pay cycle. The buyer uses this page to view and
potentially include scheduled payments that are currently not included in
this pay cycle, but which will forfeit an earned discount if not paid before
the next payment date. This enables quick analysis of upcoming payments
to determine whether an advance payment would capture a discount that
might otherwise be lost.

The information that displays can include:

Bank and Description

Nbr of Payments (number of
payments)

Details

Create Payment

Displays the bank originating the payment and the bank name.

Displays the number of payment schedules making up the payment.

If aninvoiceison hold, this button displays in the Dispute column. Click its
adjacent Details link to view associated payment details.

Click thislink to view and act on the invoices included in the payment.

Click this button to access the Approve Payments - Payment Confirmation
page where you can create the payment.

Note. If there areinvoicesin dispute this button will be inactive. Y ou must
resolve the disputed invoices or exclude them from the pay cycle before
creating the payment.
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Reject Payment Click this button to access the Approve Payments - Payment Selection
Rejection page where you can reject all listed invoices for this pay cycle.

Including Payments Eligible for Discount

Access the Approve Payments - Lost Discount Alert page (click the Invoices Eligible for Discount link on the
Approve Payments - Approve Pay Cycle page).

Include Click this button to include the invoice in the pay cycle, then click Save.

Note. To view all potential invoices, be sureto select View All in the
Voucher Information group box header.

See Also

PeopleSoft Payables 9.1 PeopleBook, "Processing Pay Cycles," Handling Potential Lost Discounts

Selecting Invoices for Payment

218

Access the Approve Payments - Invoices to be Paid page (click a Details link on the Approve Payments -
Approve Pay Cycle page).

Advanced Search

Show Morelnformation and Select additional invoice detail categoriesto appear in the last two columns

And of the Invoicesto be Paid grid, then click the Search button.

Display Specify which invoices appear. Valuesinclude: All Invoices,Excluded
Invoices, and Included Invoices.

Exclude All Click thislink to remove al invoices from the pay cycle, effectively
canceling the pay run.

Included Invoices Displays the number of invoices included in the pay cycle.

Sum of Included Amount Displays the total amount of included invoices.

Refresh Click this button to recal culate the Sum of Included Amount after you

include and exclude payments.

Invoices to be Paid

The column headings that appear vary depending on your Show More Information and And drop-down list
box selections.
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Include Select the respective check box to include the invoice in the pay cycle.

&4 Click to view dispute information and resolve disputes.

Scheduled Displays the invoice due date.

B Click to view the HTML invoice.

Gross Amt (gross amount) Displays the gross amount of the invoice.

Rate Click alink to view the current exchange rate detail, depending on the
currency selected.

Discount Due and Bank Code Displays additional invoice detail categories. The last two column headings
vary depending on your Show More Information and And drop-down list
box selections. Possible heading names are Discount Due and Bank Code.

Confirming Payment Creation

Access the Approve Payments - Payment Confirmation page (click the Create Payment button on the
Approve Payments - Approve Pay Cycle page).

Confirm Payment Creation  Click to create the payment and generate the EFT or check file.

Rejecting Payments

Access the Approve Payments - Payment Selection Rejection page (click the Reject Payment button on the
Approve Payments - Approve Pay Cycle page).

Reject Payment Selection Click this button to reject the payment and reset the pay cycle, clearing all
the included invoices.

Excluding and Resolving Disputed Invoices

Access the Approve Payments - Invoices to be Paid page (click a Details link on the Approve Payments -

Approve Pay Cycle page).

Note. Buyers can generate payments only when disputed invoices are either resolved or excluded from the
pay cycle.

& Click the Dispute Information button to resolve the invoice dispute, or

deselect the Include check box for any invoice to exclude it from the pay
cycle.

Copyright © 1992, 2012, Oracle and/or its affiliates. All Rights Reserved. 219



Processing Payments Chapter 16

Note. The buyer can put invoices on hold even after the invoices have been selected for apay cycle, by using
the Review Invoices or Invoice Life Cycle pages.

See Also

Chapter 19, "Managing Invoices for Buyers," Understanding Buyer Invoice Management, page 249

Defining Payment Processing Workflow Notifications

Three types of workflow notifications are available depending on the subscription options chosen by the
buyer and supplier. The following table lists the email notification types and describes the conditions that

trigger each:

Notification Type Trigger

Payment Approval Payment approval notifications are sent to buyers when payments are
awaiting approval and if payment approval notifications have been set
up at the buyer setID or the agreement level.

Buyer Payment Creation At the end of the pay cycle, when the payment is created, the buyer
receives notification that payments debiting the appropriate bank
account have been created. This only occurs if notification has been set
up at the buyer setID or agreement level.

Supplier Payment Creation At the end of the pay cycle, when the payment is created, and if
notification has been set up at the supplier setID level (or if the
organization so subscribed during supplier registration or during
agreement creation), the supplier receives naotification that payments
have been created crediting the supplier's bank account.

See Also

Chapter 7, "Reqgistering Suppliers,”" Creating Suppliers, page 68

Chapter 6, "Registering Buyers," Creating Buyers, page 46

Scheduling, Reviewing, and Modifying Payment Installments

Buyers can schedule partial payments against an invoice, thereby creating more than one payment
installment. When you schedule payments, the system automatically populates the remaining gross amount as
the next payment amount.

Buyers can also create manual or urgent payments for an installment, as well as place an installment or partial
payment in dispute. They can also create late payment and reminder naotifications for each payment schedule.
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Y ou must select the Manually Schedule Payments check box for each user responsible for scheduling
payments and placing payments on hold, on the User Preferences - Procurement: Payables page.

This section discusses how to schedule, review, and modify payment installments.

Note. The system generates payment schedules automatically according to the payment terms, and you can
also schedule them manually.

Pages Used to Schedule, Review, and Modify Payment Installments

Page Name

Definition Name

Navigation

Usage

Review Payment

Installments - Inquiry

EM_BUY_PYMNT_INSTL

eSettlements, Payments,
Review Payment
Installments, Review
Payment Installments -
Inquiry

Review alist of invoices
that need to be paid.

Schedule Payment -
Schedul e a Payment

EM_VCHR_PAYMENT

Click a Schedule link on the
Review Payment
Installments - Inquiry page.

Schedule, review, and
modify payment
install ments.

Scheduling, Reviewing, and Modifying Payment Installments

Access the Schedule Payment - Schedule a Payment page (click a Schedule link on the Review Payment

Installments - Inquiry page).
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Schedule Payment
Schedule a Payment

Payment Information

Buyer: BUYD1 Invoice: R91DD0O9 Supplier Name:  Books for You
Voucher: R91DD09 Invoice Date: 01/28/2010 Supplier: BOOKS4U
Gross Amount: 75,050.00 USD

Payment Information Eind | View All First El 10f1 I Last

*Bank: | USA BANK w | Gross Amount: Im usD
"Account: [ EFT Account v Discount: [ o
*Method: | Electronic Funds Transfer | Net Due Date: 02/28/2010

Layout: UFF Settle By: Pay Cycle Discount Due Date:

Scheduled Due Date:  |02/28/2010 |3

*Action: [ Schedule |

Payment in Dispute

In Dispute  Reason: Accounting Date:

*Remit to: [BOOKS4U | Books for You

588 Owens Drive

Location: |HEADQRTS "Address{ 1| pleasanton, CA 94560

Schedule Payment - Schedule a Payment page

Payment Information

If more than one payment exists for thisinvoice, areminder message displays just beneath this group box
header.

When you access the page, the full amount displays on asingle line. Y ou can change the amount to be the
first payment installment amount. Once you click the Add button, the system cal cul ates the remaining amount
as the next payment installment. Y ou can continue this process up to the number of installments you want,
editing each line for due date.

Click the add button before saving the page to add an installment after you
enter your first amount. Add arow for each desired installment, entering an
amount on each line. Each time you add an installment the system
recal cul ates the remaining gross amount on the newly added line.

Bank Select abank ID. The only bank 1Ds available are those associated with the
buyer during buyer bank security setup.

Note. Buyer bank security is only used in the Business Service Provider
model. In the Buyer Direct model, users have access to all banks that are
available through TableSet sharing.

Account Select the account from which the funds originate.
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Method Select a different payment method if needed.

Note. No Draft methods are available.

L ayout Displays the defined layout for the specified bank account and payment
method.

Settle by Displaysif the payment has been processed through Financial Gateway or
Pay Cycle.

Action Select Schedule.

Scheduled Due Date Enter the date the installment will be selected for payment.

Payee

Remit to, L ocation, and Displays the supplier to which the payment is made, supplier location, and

Address address for the location. Y ou define locations for the supplier on the

Review Supplier Details - Locations page.

See Also

Chapter 7, "Reqistering Suppliers," Entering Location Information, page 78

Making Immediate Payments

This section provides an overview of immediate payment processing and discusses how to:

» Record manual payments.

«  Create urgent payments.

Note. Users who have authority to create urgent payments or to approve payments must have permission list
EPMP8000 attached to their user ID. Thislist is automatically assigned to buyer users created from the
Review User Profiles - Buyer User Details page in PeopleSoft eSettlements. To manually attach this profile
select PeopleTools, Security, User Profiles, User Profiles.

See Also

PeopleTools PeopleBook: Security Administration
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Understanding Immediate Payment Processing

224

Buyers have three options to satisfy suppliers when immediate payment becomes necessary:

1

2.

Pay the invoices through the system and create the payment file remitted to the bank.

Issue a check for an invoice manually—outside the system—and assigh a payment reference number to
record the payment in the system.

In the Buyer Direct model, the buyer creates manual payments using the PeopleSoft Payables pages,
accessed directly from PeopleSoft eSettlements. Buyers first add the payment, then select the invoices to
be paid. The payment method can be Direct Debit, Giro - Manual, Manual Check, or Wire Report in
PeopleSoft Payables.

Only those users who have been set up to record payments at the user preference level can record manual
payments.

If financial sanctions validation is enabled at the installation level or the bank level, you cannot create a
manual payment worksheet from the Manual Pay Selection page if the supplier has afinancial sanctions
status of Review or Blocked. The system validates the supplier against the financial sanctions lists (for
example, the Specially Designated Nationals (SDN) list) when you attempt to build a manual payment. I
financial sanctions validation is enabled at the bank level, the system only validates the supplier if the
remit supplier's bank requires financial sanctions validation.

See PeopleSoft Payables 9.1 PeopleBook, "Using Additional Payment Processing Options," Manual
Payments.

In the Business Services Provider model, the buyer creates manual payments using the Create Manual
Payment - Schedule payment page in PeopleSoft eSettlements. Buyers first select the invoices, then create
the manual payment.

To create amanual payment:

« Theinvoice must be approved in the system.

« The bank account setup must support manual payments.
« Theinstallment must not bein dispute.

Create an urgent payment to pay a supplier instantly.

Invoices must be entered into the system and be approved for payment before you can use this method.

All payment methods are available for urgent payment creation—except for any of the Draft payment
methods. Thisistrue for both models.

If financial sanctions validation is enabled at the installation level or the bank level, you cannot create an
urgent payment if the supplier has afinancial sanctions status of Review or Blocked. However, if financial
sanctions validation is enabled at the bank level and you no longer validate for a particular supplier's
bank, the system may allow you to create an urgent payment for a supplier with afinancial sanctions
status of Review. The system validates the supplier against financial sanctions lists (for example, the SDN
list) when you attempt to create an urgent payment.

See Chapter 7, "Reqistering Suppliers," Understanding Financial Sanctions Validation, page 69.
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See Also

Processing Payments

PeopleSoft Payables 9.1 PeopleBook, " Setting Up Payment Formats and Payment Forms," Understanding
PeopleSoft Payables Payment Formats

Pages Used to Make Immediate Payments

Page Name

Definition Name

Navigation

Usage

Record Manual Payments -
Schedul e a Payment

EM_VCHR_PAYMENT

eSettlements, Payments,
Create Manual Payment,
Record Manual Payments -
Schedul e a Payment

In the Business Service
Provider model, record
payments made outside the
system. The buyer can
record areference number
for each payment, and close
invoices that were paid
outside PeopleSoft
eSettlements.

Manual Pay Selection

AP_MAN_SEL

eSettlements, Payments,
Create Manual Payment,
Manual Pay Selection

In the Buyer Direct model,
enter criteriato build the
manual payment worksheet
in PeopleSoft Payables.
Thispageis only available
to those users who have
been set up to record
payments at the user
preference level.

Man Pay Worksheet
(manual pay worksheet)

AP_MAN_ENTRY

Click the Build Worksheet
button on the Manual Pay
Selection page.

Enter manual payment
information.

Create Urgent Payment -
Create Payment

EM_PYMNT_EXPRESS

e eSettlements, Payments,
Create Urgent Payment,
Create Urgent Payment
- Create Payment

* eSettlements, Invoices,
Review Invoices,
Review Invoices -
Invoice Inquiry

Click aPay link on the
Review Invoices -
Invoice Inquiry page.
Thislink will only be
accessible to those users
who have access to the
Create Urgent Payment
component in their
permission list.

Create an instant payment
for invoices for a specific
supplier.
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Page Name Definition Name Navigation Usage
Create Urgent Payment - EM_EXPRESS CONFIRM Click the Create Payment | View details and confirm
Confirmation of Payments button on the Create Urgent | urgent payment creation.
Payment - Create Payment
page.

Recording Manual Payments

226

Access the Record Manual Payments - Schedule a Payment page (eSettlements, Payments, Create Manual
Payment, Record Manual Payments - Schedule a Payment).

Payment Information

If more than one payment exists for thisinvoice, areminder message displays just beneath this group box
header. Y ou cannot add payment installments when creating a manual payment; you must pay the entire
amount.

Note. If multiple installments exist for a given invoice, the system populates this page with al of them when
you accessit. All installments have a default Action of None. Y ou change this value to Record only on
installments for which you are recording a manual payment. To ensure that you pay the correct installment,
be sure to note the number of payments in the Payment Information group box header and set the Action to
Record Manual Payment for the appropriate payment installment.

Payment Details

Bank, Account, and Method  Displaysthe default values from the information specified on the
agreement. Override the method if needed.

L ayout Displays the defined layout for the specified bank account and payment
method.

Settle by Displaysif the payment has been processed through Financial Gateway or
Pay Cycle.

Action Select the appropriate payment action:

Record Manual Payment: Select to make a manual payment and record it in
Peopl eSoft eSettlements.

None: Select for invoices to be picked up by the pay cycle and to ensure
that the installment is not manually recorded.

Pay Select what type of amount to pay. Effective only if you select Record
Manual Payment in the Action field. Options are:

Full Amount: Select to pay the entire installment amount.

Discounted Amount: Select to pay the discounted amount if the installment
has a discount.
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Payment in Dispute

In Dispute Displaysif the payment is on hold by the check box being selected.

Note. Y ou cannot deselect this check box from this page.

Reason Displays the reason for the payment installment hold.

Record Payment Information

Reference Enter a payment reference number for this manually paid installment.

Payment Date Enter the date the payment was made.

Note. Setting the Action to Record Manual Payment, and entering a
Reference and Payment Date creates a manual record.

Payee

Remit To, L ocation, and The supplier to which the payment is made and, optionally, a supplier

Address location and address for the location. Y ou define locations for the supplier
on the Review Supplier Details - Locations page.

= Click the Alternate Names button to use an alternate name for the supplier
on the payment.

See Also

PeopleSoft Payables 9.1 PeopleBook, "Entering and Processing Vouchers Online: General Voucher Entry
Information,” Scheduling and Creating V oucher Payments for Online Vouchers

PeopleSoft Payables 9.1 PeopleBook, "Using Additional Payment Processing Options,” Manua Payments

PeopleSoft Payables 9.1 PeopleBook, "Using Additional Payment Processing Options," Recording Manual
Payments

PeopleSoft Payables 9.1 PeopleBook, "Using Additional Payment Processing Options,” Creating Manual
Payments

Creating Urgent Payments

Access the Create Urgent Payment - Create Payment page (eSettlements, Payments, Create Urgent Payment,
Create Urgent Payment - Create Payment).
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Note. If you've accessed this page by clicking aPay link on an inquiry page, the system populates voucher

and installment details.

Payment Information

Buyer Name

Bank and Bank Account

Remit Supplier

Remit to L ocation

Select Voucher

Voucher

Payments

I nvoice Dt (invoice date)
Apply Discount

Gross Amount
Discount

Paid Amount

Payment

Payor Bank Account Detail

Add All Vouchers

Enter the buyer (business unit) 1D against which the payment isto be
drawn.

Enter the ID and account number for the bank account from which the
payment is made.

Enter the supplier to which you are making the payment.

Enter the supplier location that will receive the payment.

Enter the voucher number that you are paying.

Select or add the payment schedule numbers associated with the payment
schedule you want to pay.

Displays the invoice date associated with the voucher you select.
Select this check box to apply any available discount to the payment.
Displays the gross amount for the selected payment schedule.

Enter the amount of discount that you are taking on the payment.

Displays the payment amount for the selected payment schedule. This
amount differs from the gross when a Discount is available.

Displays the name of the payee and associated bank based on the vouchers
selected.

Click this button to include all outstanding payments for the supplier in the
payment.
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Create Payment Click this button to create the payment file and confirm the payment.

Note. If financial sanctions validation is enabled, the system validates the
supplier against financial sanctions lists (for example, the SDN list) upon
clicking the Create Payment button. The system does not alow you to
create a payment for a supplier with afinancial sanctions status of Review
or Blocked. However, if financial sanctions validation is enabled at the bank
level and you no longer validate for a particular supplier's bank, the system
may allow you to create an urgent payment for a supplier with afinancia
sanctions status of Review.

See Chapter 7, "Reqgistering Suppliers,” Understanding Financial Sanctions
Validation, page 69.

Note. If aprepayment is available for avoucher paid by an urgent payment, the prepayment amount is not
applied. We discuss prepayments in the next section.

Creating Prepayments

This section provides an overview of prepayment processing and discusses how to:

» View and add prepayment invoices.

» Enter details for new prepayment invoices.

Understanding Prepayment Processing

Down payments and prepayments are common practice worldwide. Most organizations, at one time or
another, need to pay for goods or services before an invoiceis received. For example, when a company sets
up anew customer account with a supplier, the supplier may require prepayment on the first one or two
orders before extending credit to the buyer.

In the Buyer Direct model, use the PeopleSoft Payables pages to create and process prepayments.

In the Business Services Provider model, use the PeopleSoft eSettlements pages to create prepayment
invoices. The prepayment feature does the following:

« Allows apayment to be made to a supplier without an invoice.

« Applies VAT to the prepayment.

» Facilitates the application of the prepayment to the final voucher.

In the Business Services Provider model, these are the steps for prepayment processing:
1. Buyer creates the prepayment invoice.

2. Buyer or system administrator processes the payment as they would any other payment.
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3. The system administrator runs the Voucher Post Application Engine process (AP_PSTVCHR) in
PeopleSoft Payables to associate the prepayment voucher with the regular voucher after the invoiceis
received from the supplier.

See Also

PeopleSoft Payables 9.1 PeopleBook, "Processing Prepayments”

Page Name

Definition Name

Navigation

Usage

Create Prepayment Invoice
- Inquiry

EM_PPY_INQUIRY

eSettlements, Payments,
Create Prepayment Invoice,
Create Prepayment Invoice

View existing prepayment
vouchers and add new
prepayment invoices.

- Inquiry

EM_VCHR_PPY Enter or view detailsfor a

prepayment invoice.

Create Prepayment Invoice
- Invoice Details

e Click the Add aNew
Prepayment button on
the Create Prepayment
Invoice - Inquiry page.

¢ Click an Invoice ID
link on the Create
Prepayment Invoice -

Inquiry page.

Viewing and Adding Prepayment Invoices

Access the Create Prepayment Invoice - Inquiry page (eSettlements, Payments, Create Prepayment Invoice,
Create Prepayment Invoice - Inquiry).

Enter search criteriato view alist of existing prepayment vouchers.

Note. If agiven buyer has not yet established any agreements with suppliers, the system will not return any
search values.

Add a New Prepayment Click this button, then add invoice details and create the invoice.

Invoice D Click alink in this column to view the details of the existing prepayment.

Entering Details for New Prepayment Invoices

Access the Create Prepayment Invoice - Invoice Details page (click the Add a New Prepayment button on the
Create Prepayment Invoice - Inquiry page).
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Supplier and Supplier
L ocation

I nvoice and I nvoice Date

Gross Amount
VAT

M er chandise Amount

Processing Payments

Select the supplier and location to which you are making the prepayment.

Enter the date and number of the invoice which the supplier created, but

you have not received.

Enter the amount that you must pay the supplier.

Enter the actual VAT amount for the invoice, if applicable.

Displays the amount of the invoice lessany VAT amount.

Inquiring About Payments

This section discusses how to:

* View payment details summary and status.

« View payment details and invoices.

Pages Used to Inquire About Payments

Page Name

Definition Name

Navigation

Usage

Review Payments -
Payment History

EM_BUY_PYMT_INQ

eSettlements, Payments,
Review Payments, Review
Payments - Payment
History

View payment details
summary and status.

Review Payments -
Payment Reference

EM_PYMNT_INQ

Click a Reference link on
the Review Payments -
Payment History page.

View payment details and
theinvoicesincluded in
each payment.

Review Invoices - Payment
Inquiry

EM_VCHR_PYMNT_INQ

eSettlements, Invoices,
Review Invoices, Review
Invoices - Invoice Inquiry

Click the Invoice link of a
paid invoice on the Review
Invoices - Invoice Inquiry

page.
Click the Payment Details

link on the Review Invoices
- Invoice Cycle page.

View processed, scheduled,
canceled, and outstanding
payment details.
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Viewing Payment Details Summary and Status

Access the Review Payments - Payment History page (eSettlements, Payments, Review Payments, Review

Payments - Payment History).

Payment Details

Seq (sequence)

Reference

Financial Gateway

Reference

Settle by

Displays the payment advice sequence.

Click alink in this column to view details about the invoices included in the
payment.

Click areference ID link to access the Review Payments — Payment
Reference page, and view payment detail and advice information.

Displays if the payment has been processed through Financial Gateway or
Pay Cycle.

Viewing Payment Details and Invoices

Access the Review Payments - Payment Reference page (click a Reference link on the Review Payments -

Payment History page).

Payment Detail

Created
Days Outstanding

Cleared On

232

Displays the date the payment was created.
Displays the number of days the payment is outstanding.

Displays the date the payment was cleared. If thisfield is blank, the
payment has not yet cleared.
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Cancd Action Displays the cancellation status of the payment. Vauesinclude:
No Cancel Action: Displaysif the payment hasn't been canceled.

Re-Open Voucher (s)/Re-Issue: Enables you to reselect the scheduled
payments and reissue them in the next pay cycle.

Re-Open Voucher(s)/Put On Hold: Enables you to reopen the scheduled
payments, but places them on hold for your review. Y ou can perform
additional investigation or revise voucher information before proceeding
with apayment. The pay cycle process does not select the scheduled
payments until the hold is removed.

Note. Search for payments with a Payment Status of Void to view the last
two cancel actions statuses.

Voucher ID Click the voucher ID links to view detailed voucher information.

Canceling Payments

This section provides and overview of payment cancellation and discusses how to:

» Review payments to be cancelled.

»  Confirm payment cancellations.

Understanding Payment Cancellation

Buyers can cancel (void or stop) payments either through PeopleSoft eSettlements or through PeopleSoft
Payables. They can then reissue the payment, reissue the payment with a hold, or close the liahility. In
PeopleSoft eSettlements, a cancelled payment triggers an email notification to the supplier user if this
notification type has been set up and if payment was made electronically. PeopleSoft Payables provides no
email notification. Whether you use PeopleSoft eSettlements or PeopleSoft Payables depends on your
business requirements.

Note. If abuyer cancels a payment in PeopleSoft eSettlements and then further modifies the payment in
PeopleSoft Payables (such as uncanceling or changing a void to a stop), the supplier will not receive email
notification of the modification.

For payments submitted through the PeopleSoft Financial Gateway, the payment cancellation processing

logic in PeopleSoft eSettlements is similar to the PeopleSoft Payables cancellation logic. Payments loaded but
not yet processed through the bank can be canceled. However, for payments that are undergoing processing,

you must wait for the system to finish processing and display a Complete status. Y ou can then cancel the
payment and resubmit the payment.
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See Also

Chapter 16

PeopleSoft Payables 9.1 PeopleBook, "Processing Pay Cycles," Pay Cycle Processing Using the PeopleSoft

Financial Gateway

PeopleSoft Payables 9.1 PeopleBook, "Using Additional Payment Processing Options,” Canceling Individual

Payments

Pages Used to Cancel Payments

Page Name

Definition Name

Navigation

Usage

Cancel Payments - Inquiry

EM_PYMNT_CANCEL

eSettlements, Payments,
Cancel Payment, Cancel
Payments - Inquiry

Search for and identify
payments to be cancelled.

Cancel Payments - Confirm
Payment Cancellation

EM_PYMT_CNCL_CNFRM

Click alink in the Payment
Amount column on the
Cancel Payments - Inquiry
page.

Specify whether you are
voiding or stopping a
payment and the action to
take for the cancelled
payment.

Payment Cancellation -
Document Sequence

DOC_SEQ CANCEL_SEC

Click the Document
Sequencing link on the
Cancel Payments - Confirm
Payment Cancellation page.

Override the default
document type and enter a
document sequence number,
if applicable.

Reviewing Payments to be Cancelled

234

Access the Cancel Payments - Inquiry page (eSettlements, Payments, Cancel Payment, Cancel Payments -

Inquiry).

Expand the Advanced Search group box to enter additional search criteria.

Payment Amount

2

See Also

Click alink in the Payment Amount column for a payment, and then
specify whether you are voiding or stopping a payment and whether to

reissue the payment.

Click the Payment Information button to view details about the invoices
included in this payment.

PeopleSoft Payables 9.1 PeopleBook, "Using Additional Payment Processing Options,” Payment

Cancellation

PeopleSoft Payables 9.1 PeopleBook, "Using Additional Payment Processing Options,” Canceling Individual

Payments
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Confirming Payment Cancellations

Access the Cancel Payments - Confirm Payment Cancellation page (click alink in the Payment Amount
column on the Cancel Payments - Inquiry page).

Document Sequencing Click thislink to access the Document Sequence page, where you override
the default document type and enter a document sequence number, if
applicable.

Payment Status Select an option for cancelling the payment: VVoid or Stop.

Cancel Action Select the action to take on the cancelled payment:

Re-Open Vouchers(s)/Re-Issue: Select to reissue the related invoicesin the
next pay cycle.

Re-Open Vouchers(s)/Put on Hold: Select to reissue the related invoices,
but to place them on hold.

Do Not Reissue/Close Liability: Select to eliminate the payment and to
create accounting entries to remove the liability from the books.

Explanation Enter areason why you cancelled or stopped the payment.

Confirm Cancellation Click this button to cancel the payment. Once you confirm the payment
cancellation, email notification is sent to the supplier.

Note. You must run the PeopleSoft Payables Payment Posting Application Engine process
(AP_PSTPYMNT) to reissue the invoices. Once you do so, the system cancels the original payment schedule
and creates another one. Running this process creates another payment installment against the voucher and,
depending on the option you select, places the installment on hold.

See Also
PeopleSoft Payables 9.1 PeopleBook, "Processing Pay Cycles," Running and Managing Pay Cycles

PeopleSoft Payables 9.1 PeopleBook, "Basic Voucher and Payment Processing”

Managing Payments Outside PeopleSoft eSettlements

In the Business Service Provider model, depending on the needs of a given organization, a buyer may use
only the approva and matching features of PeopleSoft eSettlements without subscribing to the PeopleSoft
eSettlements payment feature. Sometimes payments are created using the buyer's own ERP system and bank.
In such cases, at the point the invoice is approved, the host administrator runs a process that marks the invoice
as externally paid and closesiit.
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When this option is preferred, the system administrator indicates it during buyer registration by not selecting
the Payments By eSettlements check box. If the supplier has subscribed to receive payment notifications,
when the processis run for the externally paid invoices the supplier receives email notification advising
which invoices have been externally paid.

The External Payments Application Engine process (EM_PAY_XTRNL) sets the Payment Selection Status
(PYMNT_SELCT_STATUS) onthe PS PYMNT_VCHR_XREF table for the voucher to E (externally paid).
The system administrator may schedule thisjob to run on adaily basis. It isimportant to ensure that buyers
set up for external payments have not been included in any pay cycle selection criteria.

After you run the External Payments process, you can review those invoices the process marked as externally
paid from the Review Invoices - Invoice Inquiry page by specifying Externally Paid as the Payment Status
filter option.

Important! The host administrator must run the PeopleSoft Payables Voucher Posting Application Engine
process (AP_PSTVCHR) before running the External Pay process.

This section lists the page used to run the external pay process.
See Also

PeopleSoft Payables 9.1 PeopleBook, "Running Voucher and Payment Posting"

Page Used to Manage Payments Outside PeopleSoft eSettlements
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Page Name Definition Name Navigation Usage

Process External Payments - | EM_PAY_XTRN_RUN eSettlements, Batch Run the External Payments

Run Control Parameters Processes, Process External | Application Engine process
Payments, Process External | (EM_PAY_XTRNL) to
Payments - Run Control generate email notification.
Parameters
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Extracting Invoices

This chapter provides an overview of invoice extracts and discusses how to:

« Define and run the invoice extract processes.

« Review invoice extract results.

Understanding Invoice Extracts

The invoice extract feature is used mainly in the Business Service Provider model to reflect PeopleSoft
eSettlements transactions in the buyer and supplier systems. However, we do not prevent you from using this
feature in the Buyer Direct model.

After invoices are created and processed, payments and invoices can be extracted, stored, and validated.
Invoice and payment information can be extracted in either of two formats to corresponding extract file
layouts:

« XML file

Corresponding extract file layouts:

. Buyer data EM_VOUCHER EXT XML
« Sellerdata EM_SELLER EXT_XML

« Fixedfile
Corresponding extract file layouts:
 Buyer data EM_VOUCHER_EXT_FIX
Seller data EM_SELLER _EXT_FIX

Thefiles are based on criteria defined during registration. Invoice extract status criteria can be based on pay,
match, or approval statuses at runtime.

The resulting file can be used to update the buyer and supplier systems. Because invoice and payment datais
synchronously extracted, the buyer, supplier, and PeopleSoft eSettlements system all reflect current
transaction statuses.

When the extract process completes, an email notification is automatically sent to the recipients defined at the
buyer notification level. The process is automated, and the host administrator can also run the process on
demand for specified dates.
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See Also

Chapter 6, "Reqgistering Buyers," Entering Buyer Information, page 50

Defining and Running the Invoice Extract Processes

This section provides an overview of the invoice extract run controls, discusses common elements of the run
control pages, and discusses how to extract invoices.

Understanding Invoice Extract Run Controls

During the buyer and supplier registration processes, the host administrator can define the criteria for
extracting invoice and payment data. This automatically creates a run control for the buyer or supplier with
their specified parameters. The host administrator can schedule this process to run automatically, and the
system forwards the dates specified on the run control for the next periodic run, which is specified during
registration as the process frequency. The host administrator can also manually create on-demand run controls
for which they can specify all extract criteria.

Peopl eSoft eSettlements provides two invoice extract processes:

« TheBuyer Invoice Extract Application Engine process (EM_VCHR_EXT) creates a file with invoice and
payment data for the buyer.

« The Supplier Invoice Extract Application Engine process (EM_EXT_SELL) creates afile with invoice
and payment data for the supplier.

For automatically created run controls—those defined during buyer or supplier registration—the run control
ID and extract criteria populate by default and you cannot update them. If more than one buyer elects the
same extract frequency, the information for those buyers also appears in the Buyer Extract Criteria group box.

See Also

Chapter 6, "Registering Buyers," Creating Buyer Administrators, page 63

Chapter 7, "Registering Suppliers,”" Creating Supplier Administrators, page 82

Common Elements Used in This Section

238

User ID Displays the role accessing the page.
Description Enter a description for the run control. System Generated appears on the

automatically created pages, on manually created (ad hoc) pages, you can
enter any value.

Copyright © 1992, 2012, Oracle and/or its affiliates. All Rights Reserved.



Chapter 17

Last Extract Date

Extract Through

Report Type

I nvoice Extract Status

Extracting Invoices

Displays the last date the process was executed for the buyer. Thisdate is
also used as the beginning date range value for the next execution of the
extract process.

Enter the maximum date value for the extract range. Invoices with a status
change recorded between the specified date range will be extracted.

Select Fixed Format or XML File to specify how the invoice and payment
information is to be extracted.

Select an invoice status to extract. Options include:

Any Satus Change: Selects any invoices that have had a change to their
matching, header approval, or payment status—or were recently loaded into
the system—since the last extract.

Approved: Selects any invoices that have had their header approved since
the last extract.

Matched and Approved: Selects any invoices that have been matched and
approved at the header since the last extract.

Matched and Pending Approval: Selects any invoices that have been
matched but are still awaiting header approval since the last extract.

Paid: Selects any invoices that have had installments paid (either within
Peopl eSoft eSettlements or externally) since the last extract.

Pending Approval: Selects any invoices that have been created and are
awaiting approval since the last extract.

Pages Used to Run the Invoice Extract Processes

Page Name Definition Name Navigation Usage

Extract Buyer Invoices - EM_VCHR_EXTRACT eSettlements, Batch Define run control

Run Control Parameters Processes, Extract Buyer parameter for the Buyer
Invoices, Extract Buyer Invoice Extract Application
Invoices - Run Control Engine process
Parameters (EM_VCHR_EXT) and run

the process. Y ou
automatically create run
controls when you register
buyers, or you can manually
create arun control from
this page.
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Page Name Definition Name Navigation Usage

Extract Supplier Invoices- | EM_VCHR_EXT_VEN eSettlements, Batch Define run control

Run Control Parameters Processes, Extract Supplier | parameter for the Supplier
Invoices, Extract Supplier | Invoice Extract Application
Invoices - Run Control Engine process
Parameters (EM_EXT _SELL) and run

the process. You
automatically create run
controls when you register
suppliers, or you can
manually create arun
control from this page.

Extracting Invoices

Access the Extract Supplier Invoices - Run Control Parameters page (eSettlements, Batch Processes, Extract
Supplier Invoices, Extract Supplier Invoices - Run Control Parameters).

Note. The Extract Buyer Invoices - Run Control Parameters pageis similar to this page.

Supplier SetID andSupplier  Enter the setlD and code of the supplier for which you are creating the
extract file.

Supplier Location Select alocation of the supplier for which to extract invoices. Leave this
field blank to extract all invoicesfor a particular supplier.

Note. When you first register a supplier, the system generates the same run control for each of that supplier's
locations.

Reviewing Invoice Extract Results

Buyers and suppliers can review the results of their respective extracts. The roles and user 1Ds specified in the
respective extract notification setup as part of buyer and supplier registration receive email notification that
an extract has occurred. These notifications contain alink to the inquiry pages. As with other types of
notifications, you can specify at several levelsthe roles and user IDsthat are notified. This section discusses
how to review extract results.

See Also

Chapter 6, "Registering Buyers," Specifying Buyer Notifications, page 61
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Pages Used to Review Invoice Extract Results

Page Name Definition Name Navigation Usage
Review Invoices - Invoice | EM_B_EXTRACT_INQ eSettlements, Invoices, Buyer administrators review
Extract Inquiry Review Buyer Extract, invoice extract results.

Review Invoices - Invoice
Extract Inquiry

Review Invoices - Invoice | EM_S EXTRACT_INQ eSettlements, Invoices, Supplier administrators
Extract Inquiry Review Supplier Extract, review invoice extract
Review Invoices - Invoice | results.

Extract Inquiry

Reviewing Extract Results

Access either of the Review Invoices - Invoice Extract Inquiry pages (eSettlements, Invoices, Review
Supplier Extract, Review Invoices - Invoice Extract Inquiry).

Review the results of an invoice extract.

We further discuss verification of the extract results in the troubleshooting section on Oracle's My Oracle
Support website.

See Also

Troubleshooting documentation on Oracle's My Oracle Support website: https.//support.oracle.com
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Managing Cash Collections

This chapter provides an overview of the cash collections feature available in the Business Service Provider
model and discusses how to:

»  Set up cash collections.

« Process cash collections.

Note. The cash collections feature is not available in the Buyer Direct model.

Understanding Cash Collections

The cash collections feature enables suppliers to send late payment emails and follow-up reminders to buyers
that have past dueinvoices. To use this feature, you must set up a cash collection notification for the supplier
and define the number of days that can elapse before the system sends the first dunning letter and the
reminder dunning letter to the buying organization.

If aninvoice line status is Disputed Invoice Line, the system sends dunning letters until the issueis resolved.
If oneinvoice line is disputed on the same day by multiple users, the system attaches internal date/time
stamps to each dispute to ensure correct processing when you use the Notify Later Application Engine
process (EM_NOTIFLATR).

If the system administrator did not enable cash collections at the supplier location level, cash collectionsis
not be available at the agreement level.

Setting Up Cash Collections

The system administrator sets up cash collections at the supplier setID level. These can be overridden by the
supplier administrator at the location and at the agreement level.

To set up cash collections, use the following components:

» Define Supplier Notifications (EM_S NOTIFY_SETID).
» Review Agreement Details (EM_AGREEMENT).

« Notifications (EM_LOCATION_NOTIFY).

This section discusses how to:
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» Define cash collection natifications.
»  Specify cash collection notification parameters.

» Define supplier location notification parameters.

Pages Used to Set Up Cash Collections

Page Name Definition Name Navigation Usage

Define Supplier EM_S NOTIFY eSettlements, The supplier administrator

Notifications - Define Administration, Define views and overrides the

Notification Types Supplier Notifications, email notifications set up by
Define Supplier the system administrator at
Notifications - Define the setID level.

Notification Types

Review Agreement Details - | EM_AGR_SUPP_NOTIFY eSettlements, Supplier The supplier administrator
Supplier Notifications Information, Review overrides parameters for
Agreement Details, Review | cash collections
Agreement Details - Inquiry | notifications.

Click alink in the Buyer
column on the Review
Agreement Details - Inquiry

page.
Review Supplier Details- | EM_LOCATION_NOTIFY eSettlements, Supplier The supplier administrator
Define Notification Types Information, Review overrides parameters of

Supplier Details, Review cash collections
Supplier Details - Existing | notifications for existing
Suppliers suppliers.

Click alink in the Supplier
column on the Review
Supplier Details - Existing
Suppliers page.

=1 Click the Notifications
button on the Review
Supplier Details - Locations

page.

Defining Cash Collection Notifications

244

Access the Define Supplier Notifications - Define Notification Types page (click the Notifications button on
the Review Supplier Details - Locations page).

The supplier administrator accepts the roles that display here and that were previously defined for the supplier
organization by the system administrator—at the setID level or the supplier location level—or can override
them by specifying the To/cc and Recipient column selections.

On some of the notification types you can also specify the available Late Payment Days and Days Before
Sending Reminder values.
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See Also

Managing Cash Collections

Chapter 7, "Registering Suppliers," Specifying Supplier Location Notifications, page 81

Specifying Cash Collection Notification Parameters

Access the Review Agreement Details - Supplier Notifications page (click alink in the Buyer column on the
Review Agreement Details - Inquiry page).

In the cash collections Enter Routings grid, enter the information for all the buyers to which you want to send
notifications. Y ou can also copy supplier users on the dunning letters.

Specify Overrides

Cash Collections

Tolcc (to or carbon copy)

Type

Recipient

L ate Payment Days

Days Before Sending
Reminder

Click this button to override notification parameters. Y ou can override the
values specified by the system administrator at the setID level.

Select to enable cash collections. Only the system administrator can enable
cash collections during supplier notification setup. The supplier
administrator can then override the late days, reminder days, and roles and
user IDsthat the system administrator specified.

Select one to specify whether the recipient is the primary or secondary
audience for the notifications.

Select Role or User 1D to define routing.
Enter arole name or user ID to receive the notification.

Enter the number of days after the due date the supplier wishesto send a
payment reminder email.

Enter the number of days after the first reminder that a second email is sent.

Defining Supplier Location Notification Parameters

Access the Review Supplier Details - Define Notification Types page (click the Notifications button on the
Review Supplier Details - Locations page).

Specify Overrides

Click this button to ater the parameters of the various naotifications for the
supplier location.
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Restor e Defaults Click this button to restore the default parameters of the various
notifications.

Note. Only the system administrator can select this button at the supplier
location level; the supplier administrator cannot.

However, at the agreement level the supplier administrator can specify
overrides and restore defaults.

Processing Cash Collections

This section provides an overview of cash collections processing and lists the page used to run the cash
collections process.

Understanding Cash Collections Processing

246

The Cash Collections Notification Application Engine process (EM_CCEMAILAE) can be run on demand or
scheduled to run regularly. This process selects all invoices that have not been paid and have exceeded their
payment due date by the number of late payment days, and selects any invoices that still remain outstanding
beyond the late payment days and the reminder days. It selects all past due invoices for suppliers that
specified cash collections notifications be sent, and generates an email to each buyer role and user ID whose
account is delinquent. The system references those roles and user | Ds defined in the notification setup. The
system also tracks these emails to ensure the same notice is not sent twice.

The system administrator runs or schedules the process to generate payment reminder emails. Notifications
are sent to the buyer and supplier roles and user I Ds specified on the notification setup.

The process uses specific criteria to select invoices requiring dunning emails. All of the following criteria
must be true for each notification, respectively:

Email Notification Type Criteria

L ate Payment * Invoice has not been paid.

* Invoiceisnotin error.

e Invoice match statusis M (matched) or N (not applicable).
» No holds exist against invoice payments.

*  The payment due date is earlier than—or the same as—the current date less
the value of the Late Payment Days specified for the cash collections
notification type on the Define Supplier Notifications - Define Notification
Types page.

* Payment is not External type.
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Email Notification Type

Criteria

Reminder

e Late payment email was sent.
* Invoice has not been paid.

e Invoiceisnot in error.

» No holds exist against invoice payments.

Notification Types page.
»  No payment has been made.

e Paymentis not External type.

* Invoice match statusis M (matched) or N (not applicable).

e The payment due date is earlier than—or the same as—the current date
less the Days Before Sending Reminder value defined for the cash
collections notification type on the Define Supplier Notifications - Define

Page Used to Run the Cash Collections Process

Page Name

Definition Name Navigation

Usage

Process Workflow - Run
Control Parameters

EM_VCHR CREATE_AE eSettlements, Batch
Processes, Process
Workflow, Process
Workflow - Run Control
Parameters

Run the Cash Collections
Notification Application
Engine process
(EM_CCEMAILAE) to
generate and send payment
reminder emails to buyers.
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Managing Invoices for Buyers

This chapter provides an overview of buyer invoice management and discusses how to:

« Assessinvoice activity.

» Review payables aging balances.

« Review invoices.

» Review supplier balance information.

Understanding Buyer Invoice Management

Invoice review pages enable you to easily and intuitively monitor payables information. Buyers can drill
quickly from aggregate information to detailed information, track and participate in dispute resolution, and

pay invoices.

Buyers can aso analyze scalable information on receivables recorded in the system. This analysis might
include supplier balance, aging balance, invoice inquiry, and payment inquiry. Buyers can quickly analyze the
invoice portfolio and take appropriate action, such as initiating or resolving disputes, overriding match
exceptions, or forecasting cash outflows.

Assessing Invoice Activity

When buyerslog in, they can access a page containing summary worklist with a count of invoices requiring
action, the total amount due, and a chart presenting the information.

This section discusses how to assess invoice activity.

Page Used to Assess Invoice Activity

Page Name

Definition Name

Navigation

Usage

Buyer Dashboard

EM_BUYER_HOMEPAGE

eSettlements, Buyer
Dashboard, Buyer
Dashboard

Assess invoice activity by
viewing a high-level
summary of the activity
pending approval or review,
and evaluate outstanding
actions to be taken.
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Assessing Invoice Activity

Access the Buyer Dashboard page (eSettlements, Buyer Dashboard, Buyer Dashboard).

Buyer Dashboard

Display Currency: USDQ},: Convert

*Chart Type: |2D Vertical Bar V| :Draw{:hart:

Details

Action Count Gross Invoice Amount | Curr
Invoices to Approve 0 0.00UsSD
Invoices in Dispute 2 278975 UsD
Review Exceplions g 315,709 468.00 UsSD

Amount in US Dollar
B invoices to Approve

400,000,000 B invoices in Dispute

] Review Exceptions
TRt e ] T AN A S— — -

Amauni

To Apprave In Crizputa Exceptions

Imeaice Status

Buyer Dashboard page

Display Currency Displays the currency governing the values displayed. The default isthe
user's preferred currency, as specified in the user profile. Select a new code
and click Convert to view the amounts in a different currency.

Chart Type Select 2D Stacked Bar, 2D Vertical Bar, 3D Stacked Bar, or 3D Vertical
Bar.

Draw Chart Click to recreate the chart after you change the value in the Chart Type
field.
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Invoicesto Approve

Invoicesin Dispute

Review Exceptions

Paymentsto Approve

Invoicesto Verify

Discount Proposals

Discount Offers

Managing Invoices for Buyers

Click thislink to view thelist of invoicesthat are awaiting approval. Only
those invoices assigned to the particular user are accessible. The
corresponding value in the Count column is the number of invoices that are
awaiting approval and their sum value.

Note. When you click the Invoices to Approve link, the Review Invoices -
Invoice Inquiry page opens, where the system displays regular invoices. To
approve prepayment type invoices as well, select the Advanced Search
collapsible section and then select Prepayment in the Invoice Type group
box before clicking Search.

The invoice count on the Review Invoices - Invoice Inquiry page and the
count on the Buyer Dashboard page may differ because the prepayment
type invoices are not part of the total invoice count on the Review Invoices
- Invoice Inquiry page.

Click thislink to access the Review Invoices - Invoice Inquiry pageto view
the list of invoicesin dispute. The corresponding value in the Count column
is the number of invoicesin dispute and their sum value.

Click thislink to access the Review Match Exceptions - Inquiry page to
view the list of invoices with match exceptions. The corresponding valuein
the Count column is the number of invoices containing match exception
errors and their sum value.

Click thislink to access the Approve Payments - Pay Cycle Summary page
to view pay cycles awaiting approval. Only those users set up for pay cycle
security can access payment approval. The corresponding value in the
Count column is the number of payments (pay cycles) awaiting approval
and their sum value.

Click thislink to access the Self-Service Invoice - Review Invoice page to
view the list of invoices that are awaiting verification. Only invoices for
which the user has been assigned business unit security will display. The
corresponding value in the Count column is the number of invoices that are
awaiting verification and their sum value.

All proposals are included in this amount. Click thislink to access the
Proposal Inquiry page.

All offers areincluded in this amount. Click this link to access the Offer
Inquiry page.

You can aso click any of the five barsin the Invoice Status graph to view the respective information.
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See Also

Chapter 13, "Approving Invoices," Understanding Invoice Approval, page 183

Chapter 12, "Running Matching," Understanding Matching, page 171

Chapter 14, "Disputing Invoices," Understanding |nvoice Disputes, page 189

Chapter 13, "Approving Invoices," Processing Invoice Approvals, page 185

Chapter 16, "Processing Payments," Approving Payments, page 215

Reviewing Payables Aging Balances

The payables aging bal ance feature computes in real time the open invoices, credit notes, and prepayments
based on the invoice due date. This page automatically displays the aging for all buyers to which the user has
access. Buyers can review aggregate payables or drill down to view, for example, a buyer's aging balance.

The system displays amounts in various date range categories to enable in-depth analysis of outstanding
balances.

Note. The delivered aging categories are fixed to quickly provide consistent, clear aging information.

This section discusses how to review payables aging balances.

Page Used to Review Payables Aging Balances

Page Name

Definition Name

Navigation

Usage

Payables Aging Balance -
Inquiry

EM_BUY_AGING_BAL

eSettlements, Invoices,
Payables Aging Balance,
Payables Aging Balance -
Inquiry

Review the payables aging
balance.

Reviewing Payables Aging Balances

Access the Payables Aging Balance - Inquiry page (eSettlements, Invoices, Payables Aging Balance,
Payables Aging Balance - Inquiry).
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Payables Aging Balance
Inquiry
Buyer: @, Currency: @,
Supplier: @, Supplier Hame: | @,  Search
Display Currency: |USD Q> Rate Type: Current Rate As Of Date: 10/07/2009
“Chart Style: | 2D Vertical Bar v| | DrawChart
Details Customize | El |1 Past Due Customize | B Details Customize | (&
Amounts are in USD Over 60d 60-31d 30-1d 0-30d 31-60d Over 60d Total
e 7345585846  1.000.00 315925| 244100 0.00 75823 00 73.539.281.71
Invoices-Mot 3.000.00 0.00 370735 0.00 0.00 0.00 6.707.35
Approved
-1,200.00 0.00 -1,000.00 0.00 0.00 0.00 -2,200.00
Credit Note
278975 0.00 0.00 0.00 0.00 0.00 2,789.75
Disputed Invoices
-15,495.00 -1.500.00 0.00 0.00 0.00 0.00 -16.995.00
P id Mot Applied
repaid et Applie 7344495321  -500.00 586660  3.441.00 0.00 75.823.00 73.520,583.81
Total
Past Due and Current Due
- Invoices = Approved
SRR = - - - - - - Invoices - Mot Approved
E O credit vote
2 40,000,000 ———— - —= - - - - B oisputed Invoices
. B rrepaid Mot Applied
a
Over 60d 50-31d 30-1d 0-30d 31-60d
Aging Time Pariods
Payables Aging Balance - Inquiry page
Search Criteria
Buyer and Supplier Select the buyer and supplier codes. Y ou can populate these fields with

partial search information. For example, suppose that the following buyers
(business units) exist: BUY 01, BUY 02, and BUY 03. Y ou can search for
BUY to view the aging balance for all of the business units that begin with
those letters.

Display Currency Displays the default currency type. The amountsinitially appear in the
user's preferred currency, which is specified in the user's profile. If you
select anew currency, click Convert to display the amountsin that type.

Rate Type Displays the type of exchange rate used to convert currencies. Thisistied to
the buyer user's profile and can be changed by the buyer administrator.

As Of Date Displays the date used to sort the open invoices into aging categories. The
system compares the net due date on the invoice against this date.
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Chart Style Specify the chart style. If you select a new style, click Draw Chart to view
the chart in that style.

Past Due and Current

Click any amount to view the related payment installments. Open invoices appear in past due and current
categories.

I nvoices-Approved Displays the converted amounts of approved invoices by aging date.
Attributes of approved invoices are:

» Approval status A (approved).
» Positive regular invoices.

« Not paid.

« No payment hold enabled.

« Valid (passed Voucher Build Application Engine process
(AP_VCHRBLD) and isin postable status).

» Not canceled or closed.

I nvoices-Not Approved Displays the converted amounts of unapproved invoices by aging date.
Attributes of unapproved invoices are;

» Approval status P (pending).

» Positive regular invoices.

« Not paid.

« No payment hold enabled.

» Valid (passed Voucher Build process and isin postable status).
« Not canceled or closed.

Credit Note Displays the converted amounts of credit notes by aging date. Attributes of
credit notes are:

« Negative amount regular invoices.

» Not paid (applied to another invoice in pay cycle).

« No payment hold enabled.

« Valid (passed Voucher Build and isin postable status).
« Not canceled or closed.
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Disputed Invoices

Prepaid Not Applied

Total

See Also

Managing Invoices for Buyers

Displays the converted amounts of disputed invoices by aging date.
Attributes of disputed invoices are:

« Regular invoice.

» Not paid.

» No payment hold enabled.

» Valid (passed Voucher Build process and isin postable status).
« Not canceled or closed.

Displays the converted amounts of prepayments that have been paid but not
yet applied to the final invoice, by aging date. Prepayments are applied
when the Voucher Posting Application Engine process (AP_PSTVCHR) is
run. Attributes of unapplied prepayments are:

« Prepayment styleinvoices.

« Vdid (isin postable status).
« Paid.

+ Posted.

« Not applied against invoices.
« Not canceled or closed.

Note. Prepayment vouchers are applied to invoices when vouchers are
posted in PeopleSoft Payables.

Displays the buyer's total outstanding payables, net of credit notes, and
prepayments. Click alink in this column to view installment details.

PeopleSoft Global Options and Reports 9.1 PeopleBook, "Processing Multiple Currencies’

Reviewing Invoices

This section discusses how to:
» Review invoice activity.

« View theinvoicelife cycle.
* Review payments.

« View dectronic invoices.
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Pages

Review invoice details.

View cash collections history.

View paid invoice information.

Review, initiate, and resolve invoice disputes.
Review scheduled payment installments.

Manage match exception errors.

Used to Review Invoices

Chapter 19

Page Name Definition Name

Navigation

Usage

Review Invoices- Invoice | EM_VOUCHER_INQUIRY

Inquiry

e eSettlements, Buyer
Dashboard

Click the Invoicesto
Approvelink on the
Buyer Dashboard.

e eSettlements, Invoices,
Review Invoices,
Review Invoices -
Invoice Inquiry

Review invoice activity and
invoice portfolios.

EM_SSINVC_SUMM
EM_VCHR_EXCPT_SUMM
EM_VCHR_MTCH_SUMM
EM_INV_APR_STATUS
EM_INVLN_APPR_STAT
EM_VCHR DISP_SUMM
EM_PYMNT_APPR_SUMM
EM_VCHR_PYMNT_SUMM

Review Invoices - Invoice

Cycle

L Click an Invoice Cycle
button on the Review
Invoices - Invoice Inquiry

page.

View theinvoicelife cycle.

Note. The page object name
and appearance vary
according to the current,
active step in the invoice
cycle. The top half of the
page remains constant, and
the bottom half displays
information for the selected
invoice cycle step.

Review Invoices - Payment | EM_VCHR_PYMNT_INQ

Inquiry

Select Paid in the Payment
Status field and Invoicesin
the View field and click
Search on the Review
Invoices - Invoice Inquiry

page.

Click alink in the Invoice
column on the Review
Invoices - Invoice Inquiry

page.
Click the Payment Details

link on the Review Invoices
- Invoice Cycle page.

Review details of payments
made, canceled, or still
outstanding.
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Page Name

Definition Name

Navigation

Usage

Electronic Invoice

EM_VOUCHER_DISP

2 Click an HTML
Invoice button on the
Review Invoices - Invoice

Cycle page.

View an electronic image of
the invoice sent by the
supplier.

Review Invoices - Invoice
Details

EM_SSINVC_DETAILS

Click alink in the Invoice
column on the Review
Invoices - Invoice Inquiry

page.

Click the Invoice Creation
button within the life cycle
on the Review Invoices -
Invoice Cycle page.

Click the Invoice Details
link on the Review Invoices
- Invoice Cycle page.

Review invoice details and
related purchase order and
receipt documentation.

Review Invoices - Dunning
Mail

EM_CC_MAIL_VW

Click alink in the Over
column on the Review
Invoices - Invoice Inquiry

page.

View dunning notification
history details.

Note. Because cash
collectionsare valid only in
the Business Service
Provider model, notification
history isavailable only in
that model; it is not
available in the Buyer
Direct modd!.

Review Invoices - Payment
Reference

EM_PYMNT_INQ

Click alink in the Paid
column on the Review
Invoices - Invoice Inquiry

page.

Review paid invoice
information.

Review Invoices - Review
Invoice Disputes

EM_VOUCHER_DISPUTE

o= Click a Dispute button
on the Review Invoices -
Invoice Inquiry page.

Review and resolve holds
on invoice payments.
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Page Name

Definition Name

Navigation

Usage

Review Payment

Installments - Inquiry

EM_BUY_PYMNT_INSTL

* Click a Scheduled
Payments button on the
Review Invoices -
Invoice Inquiry page.

¢ Clickalink inthe
Terms column on the
Review Invoices -
Invoice Inquiry page.

e eSettlements, Payments,
Review Payment
Installments, Review
Payment Installments -
Inquiry

e eSettlements, Invoices,
Payables Aging
Balance, Payables
Aging Balance - Inquiry

Click any amount on
the Payables Aging
Balance - Inquiry page.

Review scheduled payment
installments.

Workbench Details

Exist button in the Match
column on the Review
Invoices - Invoice Inquiry

page.

Matched Vouchers AP_MTCH_WB_SUCCESS Click aMatched button | View match information for
in the Match column on the | @Sociated vouchers,
Review Invoices- Invoice | Purchase orders, and
Inquiry page. receipts.

Match Exception AP_MTCH_WB_EXCPTN Click an Exceptions View match information for

associated vouchers,
purchase orders, and
receipts. You can override
exceptions, correct efrors,
put vouchers on amatch
hold, initiate the Matching
Application Engine process
(AP_MATCH), and undo
matched vouchers.

Match Overridden
Workbench Details

AP_MTCH_WB_OVRD

! Click an Overridden
button in the Match column
on the Review Invoices -
Invoice Inquiry page.

View match override
information for associated
vouchers, purchase orders,
and receipts. You can
indicate an override reason
and initiate the Matching
Application Engine process
(AP_MATCH).
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Access the Review Invoices - Invoice Inquiry page (eSettlements, Invoices, Review Invoices, Review

Invoices - Invoice Inquiry).

Review Invoices
Invoice Inquiry

Invoice: Q@ Invoice Status: ~ Search
Buyer: @, Payment Status: Unpaid v
Supplier: @, View: Invoices v Clear
.151 Sort: Due Date |« By: |Descending 2nd Sort: Invoice v By: | Ascending v Sort Display See Legend
»
B L4 ]
) More Invoice Details
Sel Invoice Inv Date Gross Amount  Curr Over Buyer Hame Supplier Appr Match Hold ‘D";‘Z‘”“: Terms DueDate Pay Schedule
] |Rg1DDO3 12/10/2009 75.823.00 USD Us001 Books for You [ oY O Hold ‘[')‘Efa'ﬁz Net30 |01/09/2010 Pay Schedule S
[ 00000167 09/19/2009 22200/ USD usoo1 BayArea Electric- || & [m] Hold ‘ggfa'ﬁi MNet30  |10/19/2009 |Pay | Schedule
[0 oo000168 09/19/2009 222,00 USD Us001 BayAreaElectic ()| & | O Hold ‘gefa'ﬁi MNet30 |10M9/2009 Pay Schedule
[ |ooooo169 09/19/2009 999.00 USD Us001 BayAreaEleciric | & [m] Hold Bet]::ﬁi- Met30  |10/19/2009 Pay Schedule
[ |ooooo170 09/19/2009 999.00 USD Us001 Bay AreaElectric- | ()| & O Hold ‘[')‘Efa'ﬁz Met30 | 10/19/2009 Pay  Schedule
[ 00000171 09/19/2009 999.00 USD usoo1 Bay Area Elecric- | )| & [m] Hold ‘[')‘Efa'ﬁz Net30 | 10/18/2008 |Pay Schedule
Review Invoices - Invoice Inquiry page
Approve Click the Approve button to preview a summary of the invoices that you
plan to approve. Although this button is not shown in the example screen
shot, it appears at the bottom of the page.
Invoice, Buyer andSupplier  Enter values to narrow your search. These fields are optional.
I nvoice Status Select a status:
Approved: Select to view approved invoices, regardless of the identity of
the user accessing the page.
Dispute Schedule: Select to view invoices currently in dispute.
My Pending: Select to determine which invoices require your approval.
Thisis especially useful if you belong to an invoice approval path but you
can also view all invoices for aparticular buyer. If you access this page
from the Buyer Dashboard page, the system automatically sets this status.
No Disputes: Select to view invoices that are not in dispute.
Pending Approval: Select to determine the invoices that you still need to
approve. Note that an invoice may require several levels of approval, and
therefore it may still have a Pending Approval status after you approveit.
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Payment Status Select Externally Paid, Paid, or Unpaid.
Note. The Externally Paid value is used only in the Business Service
Provider model.

View Select one of the following options:

Invoices: The search results display summary invoice information using the
Review Invoices - Invoice Inquiry page.

Lines: The search results display detail invoice information using the
Review Invoice Lines - Invoice Lines and Distributions page.

Payments. The search results display payment information using the
Review Payment Installments - Inquiry page.

See Legend Click thislink to view descriptions of the buttons that can appear on this
page.

Advanced Search

Expand this collapsible section and compl ete the fields, such as Date Type and Amount Reference, to refine
your search.

Y ou can also specify the invoice type as regular or prepayment.

Note. To search by supplier location, you must first enter a supplier in the basic search area.

Invoice Summary

The system displays summary invoice information when you select Invoices as the view. If you sdlect Lines
as the view, the system displays detail information using the Review Invoice Lines - Invoice Lines and
Distributions page. If you select Payments as the view, the system displays payment information using the
Review Payment Installments - Inquiry page.

See Chapter 15, "Approving and Disputing Invoice Lines," Reviewing Invoice Lines, page 201.

See Chapter 19, "Managing Invoices for Buyers," Reviewing Scheduled Payment Installments, page 270.

Invoice Click any link in this column to display detailed invoice life cycle
information.

Gross Amount Click alink in this column to review the invoice at the invoice lines level.
Select Invoicesin the View drop-down list box to return to the main
invoices page.

Over Displays the number of daysthat theinvoiceispast due. Click alink in this

column to view the last time dunning information was sent for the invoice.

Note. These values do not appear as links in the Buyer Direct model
because dunning notifications are not sent in the Buyer Direct mode.
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Supplier

O

Appr (approval)

Match

Hold

Schedule

#

Discount

Supplier Code

Managing Invoices for Buyers

Click alink in this column to view the supplier's registration information.
Click to view theinvoice life cycle.

Displays approval status. Click the See Legend link near the top of the page
to view descriptions for the buttonsin this and other columns.

Click amatch status button in this column to view match exception details.

Note. Of al the buttons that can appear in this column (as described in the
legend), only those for matched, exceptions exist, and overridden are
enabled. For invoices that don't have to be matched or have yet to be
matched, the buttons are not active.

Click a Dispute button to review dispute information.

Click alink in this column to place an invoice on hold and enter comments.

Note. Users can access these links only if the Manually Schedule Payments
check box is selected for them on the Procurement - Payables Online
Vouchering page.

Click an HTML Invoice button to view an HTML version of the invoice.

Click alink in this column, such as Description, Net 30, or Due Now to
view payment installment information.

Displays the date the invoice is due.

Click alink in this column to create an urgent payment to pay the invoice
immediately.

Note. The Pay links are available only to users who have been granted
permission to create urgent payments. The links only appear when the
Invoice Status selection is Approved or isleft blank.

Click alink in this column to schedule installments for thisinvoice.

Note. The links are available only to users for whom the Manually
Schedule Payments check box is selected on the Procurement - Payables
Online Vouchering page.

Click a Scheduled Payments button to view scheduled payments for the
respective invoice.

Displays any discount applicable to the invoice according to the payment
terms.

Click alink in this column to view the respective supplier's registration
information.

Copyright © 1992, 2012, Oracle and/or its affiliates. All Rights Reserved. 261



Managing Invoices for Buyers Chapter 19

Supplier Location Displays the supplier location designated for invoice processing.

3 Click a Comments button to enter comments and additional information
about an invoice. This column is not visible in the example screen shot.

Note. These comments can only be viewed internally within the buyer's
organization; they cannot be viewed by the supplier.

Click the Select All link to select all the Invoice check boxesin the Sel (select) column. Alternatively, select
individual check boxes for invoicesto approve, and then click the Approve button to preview a summary of
the invoices that you plan to approve.

Note. Before clicking the Approve button, buyer users should select an invoice status of My Pending, and
then click Search. Then users can review the results and click the Select All link if appropriate.

Click the Clear All link to desdlect all selected check boxes.

Important! When you click the Select All link, you select all invoices for approval—even those that appear
on subsequent pages. Ensure that you first view al the invoices subject to action. To do so, click the
appropriate links in the Invoice Summary group box header before clicking the Select All link.

See Also

Chapter 19, "Managing Invoices for Buyers," Viewing the Invoice Life Cycle, page 262

Chapter 13, "Approving Invoices," Processing Invoice Approvals, page 185

Chapter 7, "Registering Suppliers,” Creating Suppliers, page 68

Viewing the Invoice Life Cycle

262

Access the Review Invoices - Invoice Cycle page (click an Invoice Cycle button on the Review Invoices -
Invoice Inquiry page).
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Review Invoices
Invoice Cycle

Invoice: R91DD03 Buyer: uso0 us001
Voucher: R91DD03 Supplier: BOOKS4U Books for You
Invoice Date:  12/10/2009 Gross Amount:  75,823.00 usD
Due Date: 01/09/2010
.1 = <1 . 1 ==
—% % —-B B -

. =]
Inwoice Matching Preapproved Dispute Payment Paid
Creation Status Selection

Payment Selection and Approval Summary

=i Al L3

Paid Amount Curr Status Remit Supplier gﬂor;ke Account

Pay
Cycle

Payment
Amount

No. Scheduled SegNum PymntiD Method

1 01/09/2010 Check 75823.00 USD Unselected BOOKS4U USBNK |CHCK

Review Invoices - Invoice Cycle page

Note. Access to each button's destination page depends on the role types and security associated with the
user.

As an invoice passes through each phase of its life cycle, the corresponding button on this page is enabled.
When you click abutton, a summary of the corresponding phase appears on the lower half of the page. The
current step has a square border and prior steps are enabled; however, future steps are disabled until the
invoice reaches those stages of the life cycle.

The lower portion of this page displays the specific details of an invoice's position in the life cycle as
discusses in the following button descriptions. In the example screen shot here, the invoice has been paid.

There can al'so be aninvoice line approval stage and corresponding button.

P Click this button to view the invoice creation summary and invoice details.
’ Then click the Invoice Details link to view additional invoice information

and review line, purchase order, receipt, payment, payment release, and
payment schedule information associated with the invoice.

= Click this button to view match summary information. When matching is
By required and the user has been granted permission to override match
' exceptions, then additional links are available to review match exceptions.
All users have permission to view the match override history.
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Click this button to view invoice approval status. If the user has been
granted authority, alink to the Approval Details page to view, place on
hold, or approve the invoice appears. If multiple users are assigned to the
same role, Several appearsin the Approver row. When the user isan
eligible approver, the approver can begin to approve the invoice by clicking
the Approve link. After the transaction is approved, the individual approver
name appears along with the date and time that the approval occurred. The
Preapproved indicator appears beneath this button when the invoice
amount falls within the buyer-specified preapproval limit.

Note. Because multiple approvers can exist in arole when an invoice is
pending, the email address appears only after approval of each step. The
address indicates which person approved the invoice. If only one approver
existsin the role, the system displays the email address when the invoiceis
pending.

Click this button to view invoice line approval status, including the
approval status of each line requiring approval, the responsible approver
names, the status of each line, and the date and time that the approval of the
line occurred. This button appears only if the buyer has activated the
Invoice Line Approval feature and the invoice is routed to an operational
line approver.

Note. This button isidentical to the Invoice Approval button, and it appears
next to that button when the invoice is associated with line-level approval.

Click this button to view the invoice dispute summary, where you can then
click the Review Disputes|link to either place the invoice in dispute or
resolve an existing dispute.

Note. Thislink is available only to users who have permission to manually
schedule payments.

Click this button to view payment selection and approval summary. The
payment schedule and status of each schedule is summarized here. I
payments are awaiting approval, an Approve Payments link is displayed. It
can be used to approve outstanding payments if the user has been granted
pay cycle security and has been assigned the pay cycle awaiting approval.

Click this button to view a summary of payments made and associated
details. The example button has a border because it is the active step of the
invoice. Review details of payments made, canceled, or still outstanding by
clicking the Payment Details link at the bottom of the page. From that
point, you can create urgent payments for outstanding payment
installments.

Note. If payments are made outside PeopleSoft eSettlements (and therefore
have a status of External), the amounts appearing in the Paid Amount
column are 0 because the system was not responsible for generating the
external payment.
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See Also

PeopleTools PeopleBook: PeopleSoft Application Designer

Reviewing Payments

Access the Review Invoices - Payment Inquiry page (click the Payment Details link on the Review Invoices -
Invoice Cycle page).

Review Invoices

Payment Inquiry
Invoice ID: EBOS-206 Supplier: USAD000011
Gross Amount: 100,000.00 USD Invoice Date:  07/10/2009
Total Payments Made: 100,000.00 Due Date: 08/09/2009
Total Scheduled: 0.00
Total Cancelled: 0.00
Total Outstanding: 0.00
Payments Created Customize | Find | E | 2 First K 1 0r1 O Last
Payment Paid _ Payment Bank Bank
Payment Reference Scheduled Date e Discount Curr D e T Type
1 009016 08/09/2009 07/10/2009 ' 100,000.00 0.00 USD 0000010051 USBNK CHCK Regular

Scheduled Payments Customize | Find | B | 3 First 1 4074 O Last
Payment ID Scheduled Amount Discount Curr Method
0.000

Mo Scheduled Payments.

Cancelled Payments Customize | Find | B | % First 1 1074 O Last
Payment P Reference Date Amount Curr Method Date Cancelled gfa‘tnzzl Bank Account Hum

Mo Cancelled Payments.

Outstanding Payments customize | Find | B | 3 First B qor1 0 Last

Payment

Curr Discount Method Bank Account Overdue On Hold
Amaourt

Payment Scheduled

0.000

Mo Qutstanding Payments.

Review Invoices - Payment Inquiry page
Review details of payments created and scheduled.
Review details of payments canceled and outstanding.

Pay Click alink in this column to access the Express Payment page to create an
urgent payment.
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Viewing Electronic Invoices
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Access the Electronic Invoice page (click an HTML Invoice button on the Review Invoices - Invoice Cycle

page).

Invoice Date:

Document References

Invoice: R91DD03

Internal References

12M10/2009 Due Date: 01/09/2010

Books for You

588 Owens Drive
Fleasanton, CA 94560
LISA

Buyrer_: I Customer Ref ID:

Supplier: BOOKS4U Supplier Ref ID:

Remit To: BOOKS4U

Voucher: RO1DDOZ Creation Date:  09/26/2009
Bill From Bill To

USA - New York

144 Marth Street
Mew York, NY 10168
USA

Gross Amount:

75,823.00 USD

Settlement Information

Due Date:

Discount Amount:
Bank From:
Payment Method:
Payment Currency:
Terms:

Discount Due Date:

01/09/2010

UsD
Met 30

Invoice Lines Customize |
No POID Description uom Quantity | Unit Price Net Amt Sales Tax Pct
1 ¥5,823.00 42500
Total Net: T5,823.00

Gross Amount: 75,823.00 USD

Remit To: Books for You
588 Owens Drive
Fleasanton, CA 94560
USA

Beneficiary Bank:

Beneficiary Branch:

Account Number:  --—

Electronic Invoice page

The system builds online invoices directly from the voucher tables and displays al relevant invoice details.
Even in a paperless invoice system, awell-formatted, printable invoice can be useful. This page provides such

an invoice.

266
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Settlement Information

Account Number Displays the account number format which is the concatenation of the
following fields: BNK_ID_NBR, BRANCH_ID,
BANK_ACCOUNT_NUM, and CHECK_DIGIT.

Note. If you experience any problems printing an electronic invoice, change the print margin settings to 0.50
inches (1.27 centimeters).

Reviewing Invoice Details

Access the Review Invoices - Invoice Details page (click the Invoice Details link on the Review Invoices -
Invoice Cycle page).
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Review Invoices
Invoice Details

View HTML Invaoice
Invoice Number: Re1DD03

Invoice Date: 121042009
Due Date: 01/08/2010
Discount End Date:

Approval Status: Approved
Payment Terms: Met 30

Source: Online
Created By: SAMPLE
Entered on: 09/26/2009
Released By:

Payment Status: To be Paid

Invoice Line Details

Return to Invoice Cycle

Net Amount: 75,823.00 UsD
Discount Amount: 0.00 UsD
Invoiced Tax: 0.00 UsSD
Freight Amount: 0.00 UsD
Misc Charge Amount: 0.00 UsD
Gross Amount: 75,823.00 UsSD
Date and Time Released:

Customize | Find | B | 7 Firat B q0r1 O Last

Description GQuantity UOM Unit Price Merchandise Amt Curr PO

0.00000 75,823.00/USD PO
Payment Schedule customize | Find | B | 3 et B q0r1 0 Last
Scheduled Payment ID Gross Amt  Curr  Method Status On Hold  Wthd Hold
01092010 ¥5,823.00 USD | System Check  Unselected M M

Payments Made

Reference Name

Pay Info

customize | Find | B | 7 Firat B q0f1 O Last

Method Date Amount Curr

0.000

Mo Payments Made

Review Invoices - Invoice Details page

Net Amount

Invoiced Tax

Gross Amount

Misc Charge Amount
(miscellaneous charge amount)

Displays the gross amount minus taxes, freight, and any miscellaneous
charges.

Displays the value-added tax (VAT) or sales tax from the invoice header.

Displays the invoice gross amount including all taxes, freight, and
miscellaneous charges.

Displays any applicable miscellaneous charges.
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Invoice Line Details

UOM (unit of measure)

PO (purchase order)

Payment Schedule

Scheduled

Status

On Hold

Wthd Hold (withholding hold)

See Also

Managing Invoices for Buyers

Displays the unit of measure for thisline item.

Click alink in this column to view purchase order information if a purchase
order is associated with the invoice line.

Displays the date that the invoice isto be paid.

Displays the status of the payment: Unsel ected,Selected,Paid,Cancelled, or
Hold.

Displays Y (yes) or N (no), indicating whether or not the invoiceisin
dispute.

Displays Y (yes) or N (no) indicating whether or not awithholding hold
exists for theinvoice. Currently, no processing logic is associated with this
field

PeopleSoft Payables 9.1 PeopleBook, "Entering and Processing Vouchers Online: General Voucher Entry
Information,” Entering Invoice Information for Online Vouchers

Viewing Cash Collections History

Access the Review Invoices - Dunning Mail page (click alink in the Over column on the Review Invoices -

Invoice Inquiry page).

Note. Cash collections are only available in the Business Service Provider mode.

L ast Notification Date/ Time

Displays the date and time that the late payment notification email massage
was sent.

Viewing Paid Invoice Information

Access the Review Invoices - Payment Reference page (click alink in the Paid column on the Review

Invoices - Invoice Inquiry page).

This page displays the invoice schedul es associated with a given payment.
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Advice Seq (advice sequence) Displays aunique identity for the payment advice created for an invoice.

Source

See Also

Displays the invoice source.

Chapter 16, "Processing Payments," Inquiring About Payments, page 231

Reviewing, Initiating, and Resolving Invoice Disputes

Access the Review Invoices - Review Invoice Disputes page (click a Dispute button on the Review Invoices -

Invoice Inquiry page).

Scheduled

Hold Payment

Reason

New Comments

Discusswith IM

See Also

Displays the date that the payment is to be created.

Note. Thisfield does not appear in the supplier's view of this page.

Select this check box to put the invoice on hold, or deselect it to release a
hold.

Select areason, such as Amount in Dispute,Contract Retention,Goods in
Dispute, or Withholding Hold.

Enter any reference for the hold or resolution. The system retains old
comments.

Note. Comments that the buyer enters cannot be viewed by the supplier, but
comments that the supplier enters can be viewed by the buyer.

Click thislink to access the page where you can initiate dialog with the
supplier using instant messaging.

Chapter 14, "Disputing Invoices," Reviewing, Initiating, and Resolving Disputes, page 190

Chapter 14, "Disputing Invoices," Resolving Disputes Using Instant M essaging, page 195

Reviewing Scheduled Payment Installments

Access the Review Payment Installments - Inquiry page (eSettlements, Payments, Review Payment
Installments, Review Payment Installments - Inquiry).

270
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Review Payment Instaliments
Inquiry
Invoice: @, Invoice Status: ~ Search
Buyer: @, Payment Status: Unpaid
Supplier: @, View: Payments v Clear
1st Sort: | DueDate |» By: | Descending v 2nd Sort: | Invoice v By: | Ascending | Sort Display| See Legend
»
= 4] ]

A esetilements References Additional Payment Info
Buyer Hame Invoice Supplier Inv Date Gross Amt Curr Discount No. Terms Due Date Pay Date Appr  Match Over Schedule Hold Pay
usoot R91DD0O3 Books for  12/10/2009 75,823.00|USD 1 MNet 30 01/09/2010 01/09/2010 E{ O Schedule Hold Pay —
usoot 00000167 Bay AreaE  09/19/2009 222.00 USD 1 MNet 30 10M9/2009 10/19/2009 (=4 O Schedule Hold Pay
uson1 00000168 Bay AreaE  09/19/2009 222.00 UsD 1 Met 30 10M9/2009 10/19/2009 g O Schedule Hold Pay
uson1 00000169 Bay Area E  09/19/2009 999.00 USD 1 Met 30 10/19/2009 10/19/2009 [ O Schedule Hold Pay
uson1 00000170 Bay Area E | 09/19/2009 999 .00 USD 1 Net 30 10H9/2009 10/19/2009 [ O Schedule Hold Pay
usoot 00000171 Bay AreaE  09/19/2009 999.00 USD 1 MNet 30 10M9/2009 10/19/2009 =4 O Schedule Hold Pay
usoot DUP1 Bay AreaE  08/20/2009 1,000.00 USD 1 MNet 30 09M19/2009 09/21/2009 E{ O 18 Schedule Hold Pay
uson1 DUP1 Bay Area B 08/20/2009 1,000.00 USD 1/ Met 30 09M9/2009 09/19/2009 g O 18 Schedule Hold Pay

Review Payment Installments - Inquiry page

Payments

Invoice Click alink in this column to review the life cycle of the invoice with
which the installment is associated.

Supplier Click alink in this column to view supplier information.

Paid Click alink in this column to review payment installment details. For a
multi-installment invoice, this link only appears on the inquiry page for
installments that have been paid.

No. (number) Displays the payment installment number.

Pay Date Displays the date for which the payment is schedul ed.

Note. Thisfield does not appear on the supplier's version of this page.

&4 Click aDispute Information button to review or resolve a current invoice
dispute.
Over Displays the number of days that the payment is late (that is, beyond the

payment date). Click alink in this column to view dunning information.

Schedule Click alink to establish an additional payment schedule and review the
payment schedule for the invoice.

Hold Click alink in this column to place an invoice payment installment on hold
and initiate a dispute.
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Pay Click alink in this column to create an urgent payment.

eSettlements References and Additional Payment Info
Select these tabs to view additional supplier location, payment, and bank information.
See Also

Chapter 16, "Processing Payments," Scheduling, Reviewing, and Modifying Payment | nstall ments, page 220

Managing Match Exception Errors
Management of match exception errorsis discussed elsewhere in this PeopleBook.
See Also

Chapter 12, "Running Matching," Running the Matching and Notification Processes, page 173

Chapter 12, "Running Matching," Managing Matches and Match Exceptions, page 174

Reviewing Supplier Balance Information

Buyers can also review supplier balances. The balances appear in the preferred currency established on the
buyer's profile, but the buyers can convert supplier balances to various currencies.

This section discusses how to view supplier balance information.

Page Used to View Supplier Balance Information

Page Name Definition Name Navigation Usage
Review Supplier Balances- | EM_BUY_OUTBAL eSettlements, Invoices, Review supplier balance
Inquiry Review Supplier Balances, | summary information. Each
Review Supplier Balances - | row represents a payable
Inquiry from abuyer (business unit)
to asupplier in the currency
of theinvoice.

Viewing Supplier Balance Information

Access the Review Supplier Balances - Inquiry page (eSettlements, Invoices, Review Supplier Balances,
Review Supplier Balances - Inquiry).
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Y ou can populate the From Supplier field and the To Supplier field with partial information.

To view this page in a different currency, select adisplay currency, and click the Convert button.

Supplier Balances

Supplier Name Click alink in this column to view detailed invoice information regarding
the selected buyer-supplier combination. The detailed information displays
all invoices for the business unit and supplier selected.

Gross Amount Displays the gross amount in the invoice transaction currency.

Click an amount in this column to view detailed invoice information. The
detailed information displays all invoices for the business unit and supplier
selected in the selected transaction currency.

PPay Unapplied (prepayment  Displays the amount of any prepayment that has not been applied to the net.

unapplied) Thisfunction is enabled only for prepayment invoices.
Net Balance Displays the difference between the gross amount and the prepayment
amount.

Conv. Gross Amt (converted  Displays the gross amount in the currency selected.
gross amount)

Conv. Prpay Amt (converted Displays the prepayment amount converted to the currency selected.
prepayment amount)

Conv Net Bal (converted net  Displays the converted difference between the gross amount and the
balance) prepayment amount.
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Managing Bills for Suppliers

This chapter provides an overview of supplier bill management and discusses how to:
« Manageinvoice activity and aging balances.

« Inquire about invoices and resolve disputes.

« View payment information.

» Calculate days sales outstanding (DSO).

Understanding Supplier Bill Management

Supplier invoice pages enable quick invoice portfolio analysis and action, including tracking disputes and
monitoring overdue invoices. In the Business Service Provider model, suppliers can manage dunning email
notifications, as well.

Supplier bill management uses much of the same information as buyer invoice management, sharing a
database but providing suppliers a unique view of the data. That way, confidential buyer information is not
revealed to the suppliers.

Managing Invoice Activity and Aging Balances
The PeopleSoft system provides several pages—including the Supplier Dashboard page—that enable you to
effectively manage invoices by first viewing aggregate and detailed invoice information.
This section discusses how to:
« View invoice activity summary.
» Review invoice activity.
« View aging balances.

* View customer balances.
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Page Name

Definition Name

Navigation

Usage

Supplier Dashboard

EM_SP_GENERAL

eSettlements, Supplier
Dashboard, Supplier
Dashboard

View general summary and
graphed information
regarding invoices, and
view asummary of the last
10 payments.

Manage Bills - Invoice
Inquiry

EM_SP_VCHR_INQUIRY

eSettlements, Invoices,
Manage Bills, Manage Bills
- Invoice Inquiry

Search for and review
summary and detail invoice
information. The invoices
that appear are limited to
invoices for suppliers whose
information the user has
permission to access.

Receivables Aging Balance
- Inquiry

EM_SP AGING_BAL

eSettlements, Invoices,
Receivables Aging Balance,
Receivables Aging Balance
- Inquiry

For suppliers, view aging
information based on the
open receivables recorded
in the system. Suppliers can
also create various bar
charts from this
information.

Review Customer Balances
- Inquiry

EM_SP OUTBAL

eSettlements, Invoices,
Review Customer Balances,
Review Customer Balances
- Inquiry

For suppliers, view
customer balance
information based on the
open receivables recorded
in the system.

Viewing Invoice Activity Summary

276

Access the Supplier Dashboard page (eSettlements, Supplier Dashboard, Supplier Dashboard).
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Supplier Dashboard

Display Currency: [USD @, | Convert |

Rate Type: Current Rate

*Chart Style:

| 2D Vertical Bar

v|  DrawChart

General Summary

Chart Selection Criteria

As Of Date:  10/07/2009

¥ ™
Customize | Find | view a1l | BV | 3 Firet © 45 0f6 I Last

Status Installments Total Gross in USD Customer Invoices
Invoice Balance 188 1,763.384.71 & L
Past Due 180 172352371 |__‘|5_L|
Dispute 0 0.00 =
Proposals 0 0.00 & (N
Offers 0 000 & L
Amournt in US Dollar
. Invoice Balance
1 597,090 ——— . Past Due
[0 supplier - Dispute
1 . Proposals
1,200,000 —— B ofers
E i -
£ smgpoo —-
400,000 ——
q —
Imvaice Balance FPast Cus Supplier - Dispute Frapoz=als OHers
Imvaice Siatus

Supplier Dashboard page (1 of 2)
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Last 10 Payments
Payment

Date Reference
07M0/2009 009016
011372006 T30001
01132006 T31001
01/06/2006 T23P1
01/06/2006 T23P3
01/06/2006 T21AD1
01/06/2006 T22RA1
05/2712005 oooooz
05/2712005 Qooooz
05/27120058 TRDMO4

Beneficiary
Bank

BAMK OF LA

BOA - BRANCH
1

BOA - BRANMCH
1

BAMK OF LA

BAMK OF LA

BOA-BRAMCH
1

BOA-BRAMCH
1

BOA-BRAMCH
1

BOA-BRAMCH
1

BOA-BRAMCH
.1

Bank 1D

012345672

012345672

012345672

012345672

012345672

012345672

012345672

012345672

012345672

012345672

Customize | Find | view Al | B | # Fiat B 4210 or 32 I Last

Payment
Amount

Account #

012345672

012345672

012345672

012345672

012345672

012345672

012345672

012345672

012345672

012345672

Curr

100,000.00 USD

2,000.00U5D

200000 USD

600.00 USD

500.00 USD

800.00/USD

600.00 USD

999,999.99 UsD

100,000.00 USD

14,200.00 USD

Supplier Dashboard page (2 of 2)

General Summary

This section provides a current invoice activity summary.
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Status

Installments

Total Grossin EUR (total
grossin the selected display
currency)

=

,

Managing Bills for Suppliers

Displays the description of the status. Options include:

Invoice Balance: All open documents—invoices, credit notes, and
unapplied prepayments—with avendor 1D (supplier code) associated at the
user security level.

Past Due: All past due open invoicesincluded in the invoice balance
amount.

Dispute: All open invoicesincluded in the invoice balance amount that are
on hold.

Proposals: All proposals are included in this amount. Click thislink to
access the Manage Proposal's page.

Offers: All offers are included in this amount. Click thislink to access the
Manage Proposals page.

Displays the total number of invoice payment schedules for regular
invoices, unapplied prepayments, and credit notes for each status line.

Displays the sum of the gross amount of the documents in each status. Click
any amount to view detailed invoice information.

Note. This column heading varies according to the display currency that
you select.

Click the View By Customer button to view current customer balance
information by buyer (business unit).

Click the View By Invoice button to view invoice details by status.

Note. A negative sign (—) precedes all credit note and unapplied prepayment amounts.

Y ou can aso view the information in any of five two-dimensiona (2D) or three-dimensional (3D) chart
styles. Select a Chart Style,then click the Convert button to redisplay the chart. When you pass the mouse-
pointer over a chart status category in the actual chart, the installments value for that segment appears.

Last 10 Payments

Displaysthe last 10 payments created using the pay cycle process. Manual payments—such as a manual
check—and external payments do not appear on thislist.

Beneficiary Bank

Displays the payment recipient.

Note. After abuyer has cancelled a payment using the Cancel Payment feature, Cancelled displaysin the

Status column.
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See Also

Chapter 16, "Processing Payments," Canceling Payments, page 233

PeopleSoft Global Options and Reports 9.1 PeopleBook, "Processing Multiple Currencies,”" Establishing
Market Rates

Reviewing Invoice Activity

Access the Manage Bills - Invoice Inquiry page (eSettlements, Invoices, Manage Bills, Manage Bills -
Invoice Inquiry).

The buttons on this page are only available for invoices with one installment. If an invoice has multiple
installments, select eSettlements, Invoices, Review Payment Installments, or click a Payment Installments
button to view that information.

We discuss information on this and associated pages in the buyer Reviewing Invoices section.

See Also

Chapter 19, "Managing Invoices for Buyers," Reviewing Invoice Details, page 267

Chapter 19, "Managing Invoices for Buyers," Viewing Electronic Invoices, page 266

Chapter 19, "Managing Invoices for Buyers," Reviewing Invoices, page 255

Chapter 7, "Registering Suppliers,”" Creating Suppliers, page 68

Viewing Aging Balances

280

Access the Receivables Aging Balance - Inquiry page (eSettlements, Invoices, Receivables Aging Balance,
Receivables Aging Balance - Inquiry).
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Receivables Aging Balance
Inquiry
Buyer: @, Currency: @, . Search | | Clear
Supplier: | @, Location: | v
Display Currency: |UsD @, [ Convert | Rate Type: Current Rate As Of Date:  10/07/2009
*Chart Style: | 20 Vertical Bar v | Draw Chart:
Defails ' PastDue Cusiomize | 1
Amounts are in USD Over 30d 30-16d 15-1d 0-15d 16-30d 31-60d Over 60d Total
Invoice 1.741,513.71 2,110.00 0.00 5.661.00 0.00 0.00 0.00 1.749.284.71
Credit Note -2.000.00/ -1.000.00 0.00 0.00 0.00 0.00 0.00 -3,000.00
Dispute 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Prepaid Mot -16.995.00 0.00 0.00 0.00 0.00 0.00 0.00 -16.995.00
Applied
1.722.518.711 1.110.00 0.00 5.661.00 0.00 0.00 0.00 1.729,289.71
Total
Past Due and Current Due
B invoice

~ - B credit Mote

3 1000.000 1 fH-—-———-~ N - N — - [@ oispute

< - B Prepaid Not Applied

1
Qer 20d 30-16d 15-1d 0-15d 16-30d 31-50d Qwar 60d
Aging Time Periods

Receivables Aging Balance - Inquiry page

The Receivables Aging Balance feature computes in real time the open invoices, credit notes, and

prepayments paid. Only valid documents—invaoices, credit notes, and prepayments—appear in the aging
balances.

Note. When you first access this page, only the aging balances for the buyers to which you have access
appear. You can specify search criteriato view the aging balance of a particular buyer or for a particular
supplier and supplier location.

The delivered aging categories are fixed to quickly provide consistent, clear aging information.

Past Due and Current

The Past Due and Current grids show converted amounts for the different types of invoices, by aging date.
Click any amount to view details about the invoices that comprise the amount.
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Amount Type Attributes
Invoice « Positive regular invoices.
* Not paid.

* No hold payment enabled.

* Valid (passed the Voucher Build Application
Engine process (AP_VCHRBLD) and in postable
status).

e Not cancelled or closed.

Credit Note Negative amount invoices.
Dispute Invoices with a disputed payment schedule.
Prepaid Not Applied Prepayments that have been paid but not yet applied to

thefinal invoice, by aging date.

Note. Prepayment vouchers must be posted in
PeopleSoft Payables before they can be applied to an
invoice.

Note. The graph incorporates only positive amounts from the Past Due and Current grids. Negative amounts
are not included in the chart.

See Also

Chapter 19, "Managing Invoices for Buyers," Reviewing Payables Aging Balances, page 252

Viewing Customer Balances

Access the Review Customer Balances - Inquiry page (eSettlements, Invoices, Review Customer Balances,
Review Customer Balances - Inquiry).

Search Criteria
Y ou can narrow your search results or change the type of currency in which the amounts appear.

From Buyer and To Buyer Enter buyer IDsto select arange of buyers. Enter a buyer ID in the From
Buyer field to select an individual buyer. If you leave these fields blank, the
system selects all buyers.

Dispute Status Select In Dispute or Not In Dispute.
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Display Currency Enter a currency type and click Convert to update the information.

Review Customer Balances

Amounts are shown in the display currency that you select.

Buyer Click alink in this column to view detailed invoice information for al
invoices (regular and credit notes), regardless of the transaction currency
for that buyer (business unit).

Gross Amount Displays the gross amount of transactions using the displaying currency for
the corresponding buyer. Click alink in this column to view all vouchers
for the amount's transaction currency and buyer (business unit).

Note. Prepayment vouchers must be posted in PeopleSoft Payables before
they can be applied to an invoice.

See Also

Chapter 19, "Managing Invoices for Buyers," Reviewing Supplier Balance Information, page 272

Inquiring About Invoices and Resolving Disputes

PeopleSoft eSettlements provides several inquiry pages that enable you to examine the details associated with
invoices. Much of the information on these pages is discussed elsewhere in this PeopleBook.

This section lists the pages used to inquire about invoices and resolve disputes.
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Page Name

Definition Name

Navigation

Usage

Manage Bills - Invoice
Details

EM_SSINVC_DETAILS

e eSettlements, Invoices,
Manage Bills, Manage
Bills - Invoice Inquiry

Click alink in the
Invoice column on the
Manage Bills - Invoice

Inquiry page.

¢ eSettlements, Invoices,
Review Customer
Balances, Review
Customer Balances -
Inquiry

Click alink in the
Buyer column on the
Review Customer
Balances - Inquiry page.

Click alink in the
Invoice column on the
Manage Bills - Invoice

Inquiry page.

View comprehensive
information for an invoice,
including invoice line detail
information.

Review Purchase Orders -
Purchase Order Detail

EM_PO_INQ

e Click alink inthe PO
(purchase orders)
column on the Manage
Bills - Invoice Details

page.

e eSettlements,
Procurement
Information, Review
Purchase Orders,
Review Purchase
Orders - Purchase Order
Inquiry

Click alink in the PO
(purchase order)
column on the Review
Purchase Orders -
Purchase Order Inquiry

page.

Review the associated
purchase order information
for aninvoicelineitem.
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Page Name

Definition Name

Navigation

Usage

Review Receipts - Receipt
Detail

EM_RECV_INQ

e Clickalinkinthe
Receipt No (receipt
number) column on the
Review Purchase
Orders - Purchase
Orders Detail page.

¢ eSettlements,
Procurement
Information, Review
Receipts, Review
Receipts - Receipt
Inquiry

Click alink in the
Receipt Number
column on the Review
Receipts - Receipt
Inquiry page.

Review the associated
receipt detail information
for a purchase order
receiver lineitem.

Electronic Invoice

EM_VOUCHER_DISP

eSettlements, Invoices,
Manage Bills, Manage Bills
- Invoice Inquiry

= Click a Bill
Presentment button on the
Manage Bills - Invoice

Inquiry page.

View an electronic image of
an invoice that the buyer is
processing.

Cash Callection - Dunning
Malil

EM_CC_MAIL_VW

eSettlements, Invoices,
Manage Bills, Manage Bills
- Invoice Inquiry

Click alink in the Over
column on the Manage Bills
- Invoice Inquiry page.

Review dunning email
details.

Note. Thispageisavailable
for the Business Service
Provider model only.

Manage Bills - Review
Invoice Disputes

EM_VOUCHER_DISPUTE

eSettlements, Invoices,
Manage Bills, Manage Bills
- Invoice Inquiry

v .

0= Click aDispute
Information button on the
Manage Bills - Invoice

Inquiry page.

Review and add comments
to invoice disputes.

Review Payment
Installments - Inquiry

EM_SEL_PYMNT_INSTL

eSettlements, Invoices,
Manage Bills, Manage Bills
- Invoice Inquiry

#1l Click a Payment
Installment button on the
Manage Bills - Invoice

Inquiry page.

Review payment
installment details.
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Page Name

Definition Name

Navigation

Usage

Instant M essenger

EM_IM_SEC

Click the Discusswith IM
link on either the Manage
Bills - Review Invoice
Disputes page or the
Review Invoices - Review
Invoice Disputes page.

Initiate discussion and
discuss invoices with
buyers.

See Also

Chapter 19, "Managing Invoices for Buyers," Reviewing Invoices, page 255

Chapter 14, "Disputing Invoices," Reviewing, Initiating, and Resolving Disputes, page 190

Chapter 9, "Processing Purchase Orders and Receipts in PeopleSoft eSettlements,” Verifying Externally

Received Purchase Order and Receipt Data, page 117

Chapter 19, "Managing Invoices for Buyers," Viewing Electronic Invoices, page 266

Chapter 14, "Disputing Invoices," Resolving Disputes Using Instant M essaging, page 195

Viewing Payment Information

Use the following inquiry pages to examine the detail associated with payments.

This section lists the pages used to view payment information.

Pages Used to View Payment Information

Page Name

Definition Name

Navigation

Usage

Review Payments -
Payment History

EM_BUY_PYMT_INQ

eSettlements, Payments,
Review Payments, Review
Payments - Payment
History

Review payments received
by the supplier.

Review Payments -
Payment Reference

EM_PYMNT_INQ

Click a Reference column
link on the Review
Payments - Payment
History page.

Review payment detail and
adviceinformation for a
specific payment reference.

286
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Page Name Definition Name Navigation Usage
Invoices/Bills - Payment EM_PYMNT_INQ eSettlements, Invoices, Review payment detail and
Reference Manage Bills, Manage Bills | advice information for a

- Invoice Inquiry specific payment reference.

1 Click a Payment
Information button on the
Manage Bills - Invoice

Inquiry page.

See Also

Chapter 16, "Processing Payments,”" |nquiring About Payments, page 231

Chapter 14, "Disputing Invoices," Managing Disputes During Matching, page 194

Chapter 19, "Managing Invoices for Buyers," Reviewing Invoices, page 255

Chapter 19, "Managing Invoices for Buyers," Reviewing Scheduled Payment I nstallments, page 270

Calculating Days Sales Outstanding (DSO)

This section provides an overview of days sales outstanding (DSO) and discusses how to calculate DSO.

Understanding DSO

The DSO financial indicator shows both the age in days of an organization's accounts receivables, and the
average time it takes to turn those receivables into cash. The balance is expressed in terms of recent sales, and
it is compared to industry and organization averages and standard selling terms.

Several methods exist for calculating DSO. The method discussed here follows the Dun and Bradstreet
Receivables Management guidelines.

Regular DSO measures the time it takes to collect receivables. It reflects the organization's internal collection
efficiencies, and it requires three pieces of information for cal culation:

» Total receivablesfor the period analyzed.

» Tota credit salesfor the period analyzed.

»  The number of daysin the period analyzed.

Hereisthe formulafor the standard (regular) DSO calculation:

(Total Receivables/ Total Credit Sales) x Number of Days = Regular DSO

Here is an example scenario:

+ Total Receivables = 4,600,000 JPY .
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+ Tota Credit Sales = 9,000,000 JPY.
e Number of daysin period = 90.
Here isthe calculation:

(4,600,000 / 9,000,000) x 90 = 45 days

In this example, it takes 45 days (on the average) to collect the receivables.

Page Used to Calculate DSO

Page Name Definition Name Navigation Usage
Calculate DSO - Days Sales | EM_DSO eSettlements, Payments, Specify criteriato calculate
Outstanding Calculate DSO, Calculate | aDSO value.

DSO - Days Sales

Outstanding

Calculating DSO

Access the Calculate DSO - Days Sales Outstanding page (eSettlements, Payments, Calculate DSO, Calculate
DSO - Days Sales Outstanding).

Calculate DSO
Days Sales Outstanding

Criteria

*From Date: 09/07/2009 [5 *To Date: 12/31/2009  [5] Calculate DS{}:
From Buyer: Qq. To Buyer: OQ

From Supplier: Oq To Supplier: oc;.

*Currency: |UsD @, As Of Date:  10/07/2009 _ Convert

Rate Type: Current Rate
No. of Invoices

Total eSettlements Receivables: A 0.00 UsD
Total eSettlements Credit Sales: B 0.00 UsD
HNumber of Days in the Period: C 115

|

DSO = (A/B)XC = 0.00 Days

Calculate DSO - Days Sales Outstanding page
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Specify the criteriato have the system cal culate the DSO. From and To dates are required.

Result

Total eSettlements Displays the total of the unpaid invoices.
Receivables

Total eSettlements Credit Displays the total of paid and unpaid invoices.
Sales

Number of Daysin the Period Displaysthe number of days between the from date and the to date
selections (invoice date range).
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Managing Banners

This chapter provides an overview of banner management and discusses how to:

»  Set up and add banners.

» Manage banners.

Understanding Banner Management

Banner management enables comprehensive management of advertising banner presentation and click stream
tracking. Banners can be stored on your server, the exchange host server, or aremote server through the
uniform resource locator (URL) of the graphics interchange format (GIF) banner image file.

Banner management includes functionality to control display start and end dates, banner rotation, and user
role-based presentation. Should a buying or selling entity not want its users to be presented banners, this
feature can be deactivated on the buyer or supplier registration pages. In such cases, only the default banner
appears, a nonanimated GIF file or a simple background color.

Setting Up and Adding Banners

To enable advertising banners to appears on buyer and supplier pages, you must change the portal template

for your organization's database.

Oracle delivers a standard portal template that enables banner advertising.

This section discusses how to define banner templates.

Page Used to Set Up and Add Banners

Page Name

Definition Name

Navigation

Usage

General Settings

PORTAL_REG_ADM

PeopleTooals, Portal,
General Settings, General
Settings

Define banner templates.
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Defining Banner Templates

Access the General Settings page (PeopleTools, Portal, General Settings, General Settings).

Default Template Name Select EP_EM_MARKETPAY_TEMPLATE in the drop-down list box.
Object Owner ID Select FMP (eSettlements).
Default Template Name Select eSettlements Template for both the ERP and EPM nodes.

Warning! You set up only the ERP and EPM nodes. Do not modify the other nodes in the grid.

Save the page, sign out, and restart your web and application servers to make banners available for display.

Managing Banners

Y ou can add or delete banners at any time, and the system records the information. Each time a user clicksa
banner, the system records the selection information as well. Click stream tracking information isa
combination of the user and the banner that the user clicks. The system records users' banner clicks by
inserting arow into the Banner Usage table (PS_ BANNER_CLICK).

To manage banners, use the Maintain Banners component (EM_BANNER_ADMIN).

This section discusses how to:

« Manage banners.

» Review banner activity.

Pages Used to Manage Banners

Page Name Definition Name Navigation Usage
Maintain Banners - EM_BANNER_ADMIN eSettlements, Add or update banners.
Information Administration, Maintain

Banners, Maintain Banners

- Information
Review Banner Usage - EM_BANNER_CLICK eSettlements, View the click count of a
Click Stream Tracking Administration, Review particular banner.

Banner Usage, Review

Banner Usage - Click

Stream Tracking
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Managing Banners

Access the Maintain Banners - Information page (eSettlements, Administration, Maintain Banners, Maintain

Banners - Information).

Maintain Banners
Information

Banner SeqID: 00011

From Date: 11/28/2001 [3] To Date: E  Seconds to Display: a0

*Description: ||'2|EK Banner [ pefault

Image URL: |http:ﬂu:|ready[l§1EDEIidexecbanneran.gif QJ
Redirect URL:  |http-/fwww.idexec.com/ @,
Bill To: |

Company Name: |

Customize | Find | B | #8 First ) 44074 1 Last

*Role Name

|Elu3fer.ﬂxdministratnr V| [+]|[=]
|Elu5rerTreasurer V| il :l
|Supp|ier.ﬂ«dministratnr V| il :l
|Supp|ierTreasurer V| il :l

Maintain Banners - Information page

Banner Seq ID (banner
sequence | D)

Description

Default

From Date

To Date

Secondsto Display

Displays the banner ID, numbered automatically if you do not make a
selection when accessing the page.

Enter the banner description.

Select for the displayed banner to be the default banner. Thisis the default
banner when the user is not in any other banners' target audience. The
system automatically manages the sole default banner, and you must set up
one default banner. To change the default, enter another banner ID and
select its Default check box.

Enter the date that the banner first becomes available to display.

Enter the last day that the banner is available. If you don't enter a date, the
banner doesn't expire.

Enter the amount of time elapsing before the displayed banner is replaced
by the next. Banners appear according to the banner sequence ID, and the
system administrator can modify the display order.
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Image URL (uniform resource Enter the storage location for the banner URL.

locator)

Redirect URL Enter the represented organization's web address as specified by the host
administrator.

Bill To Enter the organization represented by a given banner and thus billed for its
management.

Company Name Enter the organization represented by the banner.

Roles for Presentation

Add and select each role name to which banners are presented.

Reviewing Banner Activity

294

Access the Review Banner Usage - Click Stream Tracking page (eSettlements, Administration, Review
Banner Usage, Review Banner Usage - Click Stream Tracking).

Review the banner view history, including the specific date/time click.

For each banner, this page displays the user, the date, and the time that the user clicked a particular banner.
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Add an Agreement page 92
Addresses page - Review Supplier Details 71
Address page - Review Buyer Details 48, 55
advertising banners 291
aging balances 280
agreements
completing 97
defining 131
initiating 90
understanding 89
AP_ASSOCIATION component 107
AP_MATCH process 171, 173
AP_VCHRBLD process 158
Approve Payments - Approve Pay Cycle page
192, 194, 216, 217
Approve Payments - Invoices to be Paid page
192, 216, 218, 219
Approve Payments - Lost Discount Alert page
216, 218
Approve Payments - Pay Cycle Summary page
215, 216
Approve Payments - Payment Confirmation page
216, 219
Approve Payments - Payment Selection Rejection
page 216, 219
Associated Document Information page 180, 181
Asynchronous Services page 159
auto-numbering 144

B

balances, supplier 272
BANK_EXTERNAL component 45
bank accounts
Business Service Provider model 45
buyer overview 45
Bank Information page - Review Buyer Details
49, 56
banners
adding 292
managing 291
setting up 291
tracking usage 294
bills, managing for suppliers 275
Business Service Provider model, creating buyer
bank accounts 45
business unit options, sharing 44
business units as buyers, enabling 30, 39
buyer administrator, creation overview 63
Buyer Dashboard page 249, 250
Buyer Information - Invoice Line Approval Rules
page - Review Buyer Details 49, 59
Buyer Inquiry component
(EM_BUYERSEC_INQRY) 19
Buyer Invoice Extract process (EM_VCHR_EXT)
238
Buyer Notifications page - Review Agreement
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Details 92, 96
Buyer page - Review Agreement Details
92, 93, 98
buyer registration, overview 43
buyers
creating 19
creating in Buyer Direct model 43
managing bills 249
processing options 50
registering 130
Buyer Specific Attributes page 108, 112
buyer template 32
Business Service Provider model 33
Buyer Direct model 29, 32
configuration values and locations 37
Buyer User Details component
(EM_BUYER_SECURITY) 19

C

Calculate DSO - Days Sales Outstanding page
288
Cancel Payments - Confirm Payment Cancellation
page 234, 235
Cancel Payments - Inquiry page 234
Cash Collection - Dunning Mail page 285
cash collections
defining for suppliers 244
processing 246
processing workflow 246
setting up 243
understanding 243
Cash Collections Notification process
(EM_CCEMAILAE) 246
Category Definition 2 page - Item Categories
108, 110
Category Definition page - Item Categories 108
ChartField Configuration page - Review Buyer
Details 49, 60
codes, transaction 122
Code Set Groups component
(IB_CODESETGROUP) 131
Code Set Groups page 133
code sets, defining 131
Code Sets component (IB_CODESET) 131
Code Sets page 133, 134
Code Set Values component
(IB_CODESETVAL) 131
Code Set Values page 133, 134
common field descriptions xvii
component interfaces 4
components 19
Contacts page - Review Supplier Details 71
Create a New Supplier page 71, 72
Create Invoice - Invoice Entry page 147, 149, 154
Create Invoice - Invoice Entry page, accounting
line information 152
Create Invoice - Look Up a Packing Slip page
149, 153
Create Invoice - Look Up a Purchase Order page
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148

Create New Buyer page 48, 49

Create Prepayment Invoice - Inquiry page 230

Create Prepayment Invoice - Invoice Details page
230

Create Urgent Payment - Confirmation of
Payments page 226

Create Urgent Payment - Create Payment page
225, 227

customer balances 282

D

data access, supplier 86
data and processing access, supplier 86
data permissions
buyer 18
supplier 18
days sales outstanding (DSO)
calculation 288
formula 287
overview 287
Default Agreement Chartfields page 92, 96
deferred processing xvi
Define Buyer Notifications - Define Notification
Types page 61
Define Buyer Notifications - Define Notification
Types page - Review Buyer Details 49
Define Buyer Notifications component
(EM_B_NOTIFY_SETID) 46
Define Supplier Location Notifications - Define
Notification Types page 81
Define Supplier Notifications - Define
Notification Types page 72, 244
Define Supplier Notifications component
(EM_S_NOTIFY_SETID) 68, 243
Define User Preferences - Overall Preferences

page 65
Define User Preferences: Overall Preferences

page 65
definitions, common field xvii
Delete Voucher page 160
disputed invoices 219
initiating 190
managing during matching 194
notifying 189
resolving 283
resolving in pay cycles 194
Document Association Rules component
(AP_ASSOCIATION) 107
Document Association Rules page 108, 109
DSO See days sales outstanding (DSO)

E

Electronic Invoice page 257, 266, 285
electronic payments, PeopleSoft Financia
Gateway integration 212
EM_AGREE_INQUIRY component 90
EM_AGREEMENT component 90, 243
EM_B_NOTIFY_SETID component 46
EM_BANNER_ADMIN component 292
EM_BUY_REG_TBL component 46
EM_BUYER_INQUIRY component 46

EM_BUYER_SECURITY component 19
EM_BUYER_TEMPLATE component 32
EM_BUYERSEC_INQRY component 19
EM_CCEMAILAE process 246
EM_ENABLE_BU process 30, 39, 47
EM_EXT_SELL process 238
EM_ITEM_CATEGORIES component 107
EM_LOCATION_NOTIFY component 243
EM_NOTIFY_WF process 157
EM_PAY _XTRNL process 235
EM_ROLE_CONFIG component 19
EM_S NOTIFY_SETID component 68, 243
EM_SEC_BU_BANK component 46
EM_SEC_PYCYCL_OPR component 213
EM_SELLER_INQUIRY component 68
EM_SELLER_REGISTER component 68
EM_SELLER_SECURITY component 19, 82
EM_SELLERSEC_INQRY component 19
EM_USRCURPREF process 30
EM_VCHR_EXT process 238
EM_VO_APR_AE process 183, 186
EM_VOMTCH_AE process 173
email notifications
disputed invoices 189
types 61
Enable AP BUs & Vendors for BD process
(EM_ENABLE_BU) 30, 39, 40, 47
Enable Buyer Direct Model - Run Control
Parameters page 40
enabling PeopleSoft Payables business units and
vendors for buyer direct model 40
errors, match exception 272
eSettlement Payment Job (EM_PAY) 212
eSettlements Center page 5
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