PeopleSott.

PeopleSoft eSettlements 8.8
PeopleBook

December 2003



PeopleSoft eSettlements 8.8 PeopleBook
SKU FSCM88MPY-B 1203
Copyright 1992-2003 PeopleSoft, Inc. All rights reserved.

All material contained in this documentation is proprietary and confidential to PeopleSoft, Inc. ("PeopleSoft"), protected by copyright laws and subject to
the nondisclosure provisions of the applicable PeopleSoft agreement. No part of this documentation may be reproduced, stored in aretrieval system,

or transmitted in any form or by any means, including, but not limited to, electronic, graphic, mechanical, photocopying, recording, or otherwise without
the prior written permission of PeopleSoft.

This documentation is subject to change without notice, and PeopleSoft does not warrant that the material contained in this documentation is free of errors.
Any errors found in this document should be reported to PeopleSoft in writing.

The copyrighted software that accompanies this document is licensed for use only in strict accordance with the applicable license agreement which should be
read carefully asit governs the terms of use of the software and this document, including the disclosure thereof.

PeopleSoft, PeopleTools, PS/nVision, PeopleCode, PeopleBooks, PeopleTalk, and Vantive are registered trademarks, and Pure Internet Architecture,
Intelligent Context M anager, and The Real-Time Enterprise are trademarks of PeopleSoft, Inc. All other company and product names may be trademarks of
their respective owners. The information contained herein is subject to change without notice.

Open Source Disclosure

Peopl eSoft takes no responsibility for its use or distribution of any open source or shareware software or documentation and disclaims any and all liability or
damages resulting from use of said software or documentation. The following open source software may be used in PeopleSoft products and the following
disclaimers are provided.

Apache Software Foundation

This product includes software developed by the Apache Software Foundation (http://www.apache.org/). Copyright (c) 1999-2000 The Apache Software
Foundation. All rights reserved.

THIS SOFTWARE ISPROVIDED "ASIS' AND ANY EXPRESSED OR IMPLIED WARRANTIES, INCLUDING, BUT NOT LIMITED TO, THE
IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE ARE DISCLAIMED. IN NO EVENT SHALL
THE APACHE SOFTWARE FOUNDATION OR ITS CONTRIBUTORS BE LIABLE FOR ANY DIRECT, INDIRECT, INCIDENTAL, SPECIAL,
EXEMPLARY, OR CONSEQUENTIAL DAMAGES (INCLUDING, BUT NOT LIMITED TO, PROCUREMENT OF SUBSTITUTE GOODS OR
SERVICES; LOSS OF USE, DATA, OR PROFITS; OR BUSINESS INTERRUPTION) HOWEVER CAUSED AND ON ANY THEORY OF LIABILITY,
WHETHER IN CONTRACT, STRICT LIABILITY, OR TORT (INCLUDING NEGLIGENCE OR OTHERWISE) ARISING IN ANY WAY OUT OF THE
USE OF THIS SOFTWARE, EVEN IF ADVISED OF THE POSSIBILITY OF SUCH DAMAGE.

OpenSSL
Copyright (c) 1998-2003 The OpenSSL Project. All rights reserved.

THIS SOFTWARE ISPROVIDED BY THE OpenSSL PROJECT "ASIS" AND ANY EXPRESSED OR IMPLIED WARRANTIES, INCLUDING, BUT
NOT LIMITED TO, THE IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE ARE DISCLAIMED.
IN NO EVENT SHALL THE OpenSSL PROJECT OR ITSCONTRIBUTORSBE LIABLE FOR ANY DIRECT, INDIRECT, INCIDENTAL, SPECIAL,
EXEMPLARY, OR CONSEQUENTIAL DAMAGES (INCLUDING, BUT NOT LIMITED TO, PROCUREMENT OF SUBSTITUTE GOODS OR
SERVICES; LOSS OF USE, DATA, OR PROFITS; OR BUSINESS INTERRUPTION) HOWEVER CAUSED AND ON ANY THEORY OF LIABILITY,
WHETHER IN CONTRACT, STRICT LIABILITY, OR TORT (INCLUDING NEGLIGENCE OR OTHERWISE) ARISING IN ANY WAY OUT OF THE
USE OF THIS SOFTWARE, EVEN IF ADVISED OF THE POSSIBILITY OF SUCH DAMAGE.

SSL eay
Copyright (c) 1995-1998 Eric Young. All rights reserved.

THIS SOFTWARE ISPROVIDED BY ERIC YOUNG "ASIS" AND ANY EXPRESS OR IMPLIED WARRANTIES, INCLUDING, BUT NOT LIMITED
TO, THE IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE ARE DISCLAIMED. IN NO

EVENT SHALL THE AUTHOR OR CONTRIBUTORS BE LIABLE FOR ANY DIRECT, INDIRECT, INCIDENTAL, SPECIAL, EXEMPLARY, OR
CONSEQUENTIAL DAMAGES (INCLUDING, BUT NOT LIMITED TO, PROCUREMENT OF SUBSTITUTE GOODS OR SERVICES; LOSS OF
USE, DATA, OR PROFITS; OR BUSINESS INTERRUPTION) HOWEVER CAUSED AND ON ANY THEORY OF LIABILITY, WHETHER IN
CONTRACT, STRICT LIABILITY, OR TORT (INCLUDING NEGLIGENCE OR OTHERWISE) ARISING IN ANY WAY OUT OF THE USE OF THIS
SOFTWARE, EVEN IF ADVISED OF THE POSSIBILITY OF SUCH DAMAGE.

Loki Library
Copyright (c) 2001 by Andrei Alexandrescu. This code accompanies the book:
Alexandrescu, Andrei. "Modern C++ Design: Generic Programming and Design Patterns Applied". Copyright (c) 2001. Addison-Wesley. Permission to use,

copy, modify, distribute and sell this software for any purpose is hereby granted without fee, provided that the above copyright notice appear in all copies
and that both that copyright notice and this permission notice appear in supporting documentation.



Contents

General Preface

ADOUL ThiS PEOPIEBOOK ..ottt e XV
PeopleSoft ApPliCatioN PrereqUISIES. . ...ttt et et e ettt e XV
PeopleSoft Application FUNAamMeENTals. ... ...t e e XV
L= Fo L C=To [ To Yo 3 =T o] = o o XVi
Obtaining DocumMeNtation UPAates. . ... ... ettt ettt ettt ettt eeeeeeeeeanenenns XVi
Ordering Printed DOCUMENTALION. . ... ittt e e e e e e e e e XVi
Typographical Conventions and ViSUAl CUEBS. ........oiiutiiii e et aee e XVii
TypographiCal CONVENTIONS. ... ...ttt ettt e e et e e e et et e et e e e e e e ae e n e XVii
LY 1S = L = Xviii
10%e] gaTeaT=T a1 =Yg o BTN o o =11 (Lo o TP XiX
Common Elements in These PeopleBooKsS . ... e XiX
Preface
PeopleSoft eSettlements Preface. ... ... XXi
PeopleSoft Application FUNAamMENTalS. ... e e ae e XXi
Pages With Deferred ProCESSING. . . ... ...ttt et e e XXi
Common Elements Used in This PEOPIEBOOK. ...t e XXil
Chapter 1
Getting Started with PeopleSoft eSettlements. ... ... e 1
Understanding PeopleSoft eSettlements Implementation Models...........ccoov i e 1
PeopleSoft eSettlements BUSINESS PrOCESSES. ... ittt ettt ettt et s e 1
PeopleSoft eSettlements INtEQIatioNS. . ......... et e 2
PeopleSoft eSettlements Implementation. . ... ... oo e 3
Chapter 2
Navigating in PeopleSoft eSettlements. ... ... 5
Navigating in PeopleSoft @SettlemMENtS. ... ... oo e 5
Pages Used to Navigate in PeopleSoft eSettlements. . .....oovvii it e 5

PeopleSoft Proprietary and Confidential iii



Contents

Chapter 3
Understanding PeopleSoft eSettlements. ... ...oooiiiiiii i e 7
P eopleSOft €St EMENTS OV VIBW. .ttt ettt ettt et ettt e e et e et e 7
Setup and Processing in the Buyer DireCt MOdel. ... ..o e e e e 8
Setup and Processing in the Business Service Provider Model..........oooiiiiiiiii i i e 9
Role-Based IMpPIemeEntation. ... ........u. e e e 10
Role Types and ROIE NAIMES. ... ...ttt ettt et et e e e s 10
Chapter 4
(OfeT ok (1o TUT gt alo TR T=T oAU | 1 Y 13
UNAersStanding S CUIITY . ... ettt e 13
SECUNTY AAMINISTIAtION. ...ttt ettt e ettt ettt ettt ettt e 13
T =T ol B 1Y 0] o =T o £ 13
Understanding Permission Lists and ROIE TYPeS. ......uu oo e e 14
ST 0 0T ST o] T I £ 14
0] LT 3 =2 15
Administering Self-Service Security and Creating New USEerS. .......oooiiiiiiiiii i e 15
Understanding Self-Service Security ADMINIStration. .........c.ooooiiiiii e 16
Pages Used to Administer Self-Service Security and Create New USEersS.........c.ccovvvviiiiiiiiiiinnnnenn. 16
Mapping ROIES 10 ROIE TYPES. ..ottt 17
Creating NEW BUYET USEIS. . ...ttt e et ees 17
Defining Invoice Line APProval RUIES. ... e 20
Creating NeW SUPPIET USEIS. ...ttt ettt e ettt e e e e e e e 20
Chapter 5
Enabling PeopleSoft Payables for the eSettlements Buyer Direct Model............... ........ 23
Understanding Enabling the Buyer DireCt MOdel. ... e 23
Specifying the Buyer DIre@Ct MOUEL. . ......uu i e e e e e e 24
Page Used to Specify the Implementation Model. ... e 25
Specifying the Implementation Model. . ...... ..o e e 25
Y= 1T LU T o TS =T U 1 Y75 25
Establishing @ BUyer Template. . .. ..o o ettt e e 25
Page Used to Establish @ Buyer TEMPIate. .......ooiiii e e 26
Establishing @ BUuYer TEMPIALe. . ...ttt e e e e e e e e 26
Template Values and NaVIgation. ...........er et et e e e e e 29
Enabling PeopleSoft Payables Business Units and Vendors as eSettlements Buyers and
Y] ] 0] 1= = 32
Page Used to Enable Payables Business Units and Vendors for eSettlements........................... 32

iv PeopleSoft Proprietary and Confidential



Contents

Running the Enable Buyer Direct Model Application Engine ProCcesses.............oooiiiiiiiiiiiinnnens. 32
Chapter 6
RIS EIING BUY OIS ottt et et e e 35
Understanding BUYer ReQISIIAtION. . . ...ttt e e 35
Understanding BUyer BanK ACCOUNTS. . ...ttt ettt eeeeee nenenes 37
Creating Buyer Bank Accounts in the Business Service Provider Model..............cooooiiii e o 37
Page Used to Create Buyer Bank Accounts in the Business Service Provider Model.................... 38
Setting Up ExXternal Bank ACCOUNTS. ...ttt et e e s 38
(O =T 1] T T =T )V £ 38
Understanding BUYEr CrEatiON. .. ... .uiie ettt ettt e e et e e e e e e e e e 39
Pages Used t0 Create BUYEIS. ... ..ottt e ettt ettt e et 40
Selecting a Buyer Creation Method. ... ..ottt e e 41
Entering Buyer INformation. . ... oo e 42
Entering Address INfOrmMation. ... ....oooiiiiii it e 46
Entering Bank INfOrmation. ... ..ooooiiii i e 46
Entering Approval and Matching RUIES. ............ e e e e 46
Defining Invoice Line Approval RUIES. ... o e e e 49
ENabliNg ChartFielas. .. ..o ettt ettt 49
Specifying Buyer NOTIfICatiIoNS. . ... e e e 50
ASSIGNING BaANKS 10 BUY IS, . . .. e 52
Creating Buyer AQMINISTIatOrS. . . .. ... et ettt ettt ettt eeeee e 52
Understanding Buyer AdminiStrator Creation. ...............uue e e e 53
Pages Used to Create Buyer ADMINISTIatOrS. .. ........uuu e e e e 55
ASSIgNING DaAtA A CCE S, ittt ittt ettt ettt e 55
Defining ProCeSSING OPtIONS. .. ...ttt e e 55
Chapter 7
RIS EIING SUP P OIS . e e et e 57
Understanding Supplier REgISIratioN. ...ttt e e 57
(O =T 1] T RS0 o] 0] 1= £ P 58
Understanding Supplier NOtfICAtIONS. ... e e 59
=T (=T 0 WIS =P 59
Pages Used t0 Create SUPPIEIS. ... .ttt e e et et 60
[q=T o C=T ] o IS U T o] ] =] 61
Entering Address INfOrmation. ... ... e 63
(Optional) Entering Contact INfOrMAatioN. .. .......ooii e e e e es 63
Entering LoCation INfOIM@LION. . ...ttt ettt et ettt e e et e e e e 63

PeopleSoft Proprietary and Confidential Y



Contents

Entering Bank INformation. ... ..o oo e 65
Specifying Supplier Location NOtfiCAtIONS. ... ... e e 65
Creating Supplier AdMINISTIAIOrS. .. ... .ttt et e ettt et e e e e 66
Understanding the Supplier Administrator ROIE TYPe. . ..ovoi ittt e e 67
Page Used to Create Supplier AdmiNiStrators. .. ...t n e 67
Creating Supplier ADMINISIFATOIS. ... ..ottt e eees 67
Defining Data and ProCESSING ACCESS. ...ttt ettt e ettt et ettt et e e et ee e aeaens 69
Pages Used to Define Data and ProCeSSING ACCESS. ... .. uuuut ittt ettt 70
Defining Supplier Administrator Processing Preferences. .. ...oovvvii i 70
(Optional) Defining Processing AUTNOIITY. .. ....ouiieii e e et 70
Chapter 8
(04 g=T= L Yo I o | €=T=T 0 0 1=] o £ 71
UNderstanding AgrEem ENtS. ..ot 71
T L= AT o A L £=T=T 0 0 T=T o1 £ 72
Pages Used t0 INitiate AQreemMENTS. . ... ...ttt ettt ettt e e e ettt e e 73
Entering Buyer ProCessing PreferenCes. .. . oo e 73
Specifying Buyer NOU ICAIIONS. ... ..o vttt ettt e e et e e 76
L0 oo FoXa LT AN 0 == o 1= o1 77
Pages Used t0 Update AgrEemientS. ... u ettt et ettt ettt e e et e et e et e et e e 77
Entering Supplier Processing PreferenCes. ... ... e 77
Specifying SUPPlier NOtfICAtIONS. .. ...ttt et e ae s 79
Sharing Agreements AMONG BUYEIS. ...t ettt e e e 80
Chapter 9
Processing Purchase Orders and ReCEIPES. . ..ot e 81
Understanding Purchase Order and Receipt INtegration. ..............uuuuuiiiiii e e 81
Match Control and Payment Terms Definitions. ........ooiiui e 82
Defining BUYEr [EIM Cat@QOIIES. . . ...ttt ettt ettt e e e e e e e e e e e es e s 84
Understanding Item Category Processing for BusSiness UNitS.........oovviiiiiiii i e 85
Understanding Matching and Receiving Tolerance Defaults. ..o 85
Pages Used to Define Buyer Item Categories. .. ..oovovi ittt e 87
Defining and Maintaining [temM Cat@goOries. ... ...ttt 87
Defining Receipt MatChing Criteria. . .. ....oouuii e et 88
Viewing, Defining, and Maintaining Item Category Receiving and Matching Tolerances................. 89
Defining Matching and ReCeiVINg TOIEraNCeS. ... ...ttt e 89
Processing Third-Party PUrChase OFUersS. . ... ... e et e aens 90
Populating RequIred FIelds. ... e et 90

vi PeopleSoft Proprietary and Confidential



Contents

Formatting INComing XML FilEsS. . . ... e e 91
(o= To [T To I Rl U T (o] 0= E =T O o [T £ 91
Verifying Externally Received Purchase Order and Receipt Data............ccovivviiiiii i veenn 94
Pages Used to Verify Externally Received Purchase Order and ReceiptData..............ccoovevivnnn . 95
INQUIFING ADOUL PUICNASE OFUEIS. ...ttt e e 95
Reviewing Purchase Order DetailS. .. .......oouiiii et 96
INQUINING ADOUL RECEIDES. . ..ot ettt ettt et ae e 96
Reviewing ReCEIPL DELallS. . . .. ... et e 97
Review Voucher Information for Purchase Orders or ReCeiptS. ........ooiiiiiiiiiiiii e e e 97
Preparing for ReCeipt INTEgratioN. ... ..ot e 97
Processing Third-Party RECEIPIS. ...ttt e e aees 97
Formatting INComing RECEIPL FIlES. .. .. ... e e 98
USING TranSaCHioN COOES. ... ...ttt ettt ettt e et e e ettt e e e e e en e e 99
Verifying Externally Received TranSaction Data. ...........ouiiiiuiiieiii et ciaaees 100
Pages Used to Verify Externally Received Transaction Data.............vvvvviiiiiiiiiiiiiiiiiiiiiineanns 100
Loading Receipts into PeopleSoft Purchasing ReCOrdS. .........oouuiiiii i i e 101
Pages Used to Load Receipts into PeopleSoft Purchasing Records...........ccoovvviiiiiiiiiiiiiinnnnn. 101
(O =T 1] T T =T o T o] £ 101
Pages Used t0 Create RECEIDES. ... .ttt ettt et e e ae e ees 102
1= ] o T =T o T o] £ 102
Chapter 10
PrOCESSING [NV O C S . .ttt et et ettt ettt et et e 103
Understanding Electronic Invoice Creation and INtegration...............ouuiiiiiieee e ceeenns 103
Understanding the OAG FOMmMat. ... ettt eeeeee aeanaes 104
Preparing for INVoice XML INTEQIatioN. .. ...ttt et e e iaaees 106
L ETo RS (T ] T =T 106
[q=T o 1 C=T 4T oo IR ST U T o] o] =7 N 107
D= (T YT o I N0 (=] 4= P 107
Defining VouCher DefaUlLS. . ... e 107
D= 1T T o T 0o L=< 107
UNderstanding COO8 SelS. ... ...ttt ettt ettt et ettt e e e e 107
Pages Used t0 DefiNe COOE SetS. ...ttt ettt e ae e ees 109
Entering Match Names and Values and Associating Them with Buyers.............c.ooooiiiiiiiin 109
Entering Match Names and Values into Code Sets.........oviiiiiiiiiii e e e 109
Associating Match Names and Values with PeopleSoft Field Values. ...t 110
Processing Third-Party TranSaCHIONS. . . ... ...ttt ettt ettt et e ae e s 111
(o= To [T To 1 1Y/ 0] (o] 111
Populating INVoICE RECOITS. . ... oot e e e e 112

PeopleSoft Proprietary and Confidential vii



Contents

Entering and Managing Self-ServiCe INVOICES. ......oooiiii i e 118
Understanding Self-Service Invoice Entry and Management...........ovuiuuiiiiiiiiiiiiiiii e aieeaens 118
Pages Used to Enter and Manage Self-Service INVOICES. ..........oviiiiiiiiiiii e 120
Managing Self-ServiCe INVOICES. ...ttt e ettt e e e ae e 122
Entering Supplier INVOICE DetailS. .........uueiiii e e 122
Copying Purchase Order INfOrmMation. .......... ...t ae e 125
Copying Packing Slip INfOrM@atioN. .......oooiii et e e eee s 126
Completing ONliNE INVOICE ENTIY. ... ...ttt ettt e e e e ee s 126
Viewing and Modifying INVOICES. ........u. i e eee e 127
Viewing and Deleting INVOICES. . ....oooi i e 127
Viewing and Printing INVOICES. . ... ... ettt ettt e e e een e 127
REVIEWING INVOICES. . . ..ttt ettt ettt ettt ettt ettt ettt ettt e et ae e 127
Releasing and DenYing INVOICES. . ...ttt ettt es 127
(@0 g 1= Tox 1] Lo I 101V 70 o] =0 = o] £ 128

Running the PeopleSoft eSettlements Notifications ProCess..........ovvviiiiiii i e 128
Understanding the PeopleSoft eSettlements Notifications ProCcess. ..........c.ccoviiiiiiiiiiiiiiiiiinnenn. 128
Page Used to Run the PeopleSoft eSettlements Notifications Process.............ccoovvvviiiiiinennnn. 129

Running the Voucher Build Application Engine Process (AP_VCHRBLD)...........c.ciiiiiiiiiiiiies v 129
Page Used to Run the Voucher Build ProCeSS. ..........uiiiiii e eee e 130
Running the Voucher BUild PrOCESS. ... .. ...t et eeae e 130

Verifying Externally Received Data and Deleting VOUCKNEIS. ........ooiiiiiiiiiiii i e 130
Pages Used to View Externally Received Data and Delete Vouchers..............c.oooiiiiiiiii i, 131

Chapter 11

RUNNING MatCRiNg . ... e s 133

Understanding MatChiNg. . .....o.u ittt e 133
Common Elements Used in This Chapter. ... ..o e 134

DefiNiNg MAtCN RUIES. . ... ..o e ettt ettt et e et e e teeens 135
Page Used to Define MatCh RUIES. .. ... e eae e 136
SPeCIfyiNg MAtCh RUIES. . ... e et eee s 136
Match Preference SPeCifiCatiONS. ... .. .. e e 136

RUNNING the MatChing PrOCESSES. . ... e ettt s 137
Pages Used to Run the MatChing ProCESSES. ... ...ttt e es 138
RUNNING the MatChiNG PrOCESS. ...ttt ettt ae et 138
Generating Match Exception Email NOtifications. ...........uuviiiiiiii e ee s 138

REVIEWING MaAtCh EXCEPUIONS. . ...ttt ettt ettt e e et e e et e e e e taeeens 139
Pages Used to ReVIieW MatCh ErTOrS. ... ... e es 140
Reviewing Invoices with MatCh EXCEPLIONS. ... it es 140
Reviewing and Acting on MatCh EXCEPLONS. ... e 140

viii PeopleSoft Proprietary and Confidential



Contents

Reviewing Purchase Order INfOrmation. ...........oooiiiiiiii it e ees 141
Reviewing Receipt INfOrmMation. ... ... e ees 141
Rejecting Match Exceptions and UnmatChing............oouuiii e 141
Chapter 12
F N o] o1 o VAT aTo I 1 AV 0T o = P 143
Understanding INVOICE APPIOVAL ... ... e 143
Approving Invoices in the Buyer Direct Model. ... ... ..o e 143
DefiNiNg AP PrOVal LeVeIS. .. e 144
Processing INVOICE APPIOVAIS. . ...ttt e 145
Page Used to Process INVOICe APPIOValS. ... e e 145
ProCesSIiNg INVOICE APPIOVaAIS. ... ettt ettt e et e e ettt et e e e e 145
Initiating INvoice Approval WOrKFIOW. ... e e 146
Pages Used to Initiate Approval WOrKfIOW. ... ..o i e 147
Initiating APProval WOrKFIOW. . . ... e 147
Chapter 13
(D ESY o U LA To [ [ A7 T o = 149
Understanding INVOICE DiSPULES. . ... oottt ettt ettt eeee aeanaes 149
Reviewing, Initiating, and RESOIVING DISPULES. . ... ...t e e aee e 150
=T =T U IS 1= 150
Pages Used to Review, Initiate, and ResoIVe DiSPULES. ... ..o.uiiii e 151
ReVIEWING INVOICE DISPULES. . ...ttt e ees 152
Reviewing Payment INStallMentsS. ... ...t e 152
Reviewing Disputes in the INVoIiCe CYCle. ... ... e 152
INItIAtING INVOICE DiSPUIES. ...ttt et ettt et ettt ettt e enees 152
RESOIVING INVOICE DISPULES. . ... ettt ettt ettt e e ettt et et e e e e e ees 153
Managing Disputes DUring MatChing. ..........coooiiiii i e e 153
Resolving Disputes Included in @ Pay CYCIe. ..... ... e e e 153
Resolving Disputes Using INStant MESSAGING. .. ... .ovtiittiit ettt e aee e 154
Page Used to Resolve Disputes with INStant MeSSaging. .. .....cvvveeiiiiiiaaiiiii e 155
Using Instant Messaging to Resolve INVOICE DISPULES. .. ...ttt 155
Chapter 14
Approving and DiSpUting INVOICE LiNES. . ... ... e 157
Understanding Line-Level Approval and DiSPULE. .. .......oitititiiii e aeeees 157
Using the My INVOICE LINES Page. ... .o e et e 157

PeopleSoft Proprietary and Confidential ix



Contents

Page Used to Navigate Line-Level APProval..............u e e 158
Navigating with the My INVOICE LINES PAgE. ... .ttt es 158
Setting Up Line-Level Approval RUIES. ... .. oot e 158
Reviewing, Approving, and DiSputing INVOICE LINES. ... ..ottt e ee e aeees 159
Pages Used to Review, Approve, and Dispute INVOICE LINES.........ovviiiiiiii i aee s 159
REVIEWING INVOICE LINES. ...ttt ettt et ettt e e e e e ae e 160
Previewing and Approving INVOICE LINES. ......... oo e ae e 163
Previewing and Disputing INVOICE LINES. ...ttt ettt ae e 163
Viewing and Overriding MatCh EXCEPLIONS. . ... ...ttt et e 163
ReSO0IVING INVOICE LINE DISPULES. ...ttt ettt ettt e ettt ettt e e et e e e e e ae e e 163
VIEWING DISPULE HISTOTY. ...ttt et ettt et ettt 164
VIEWING INVOICE STALUS. ...ttt ettt et ettt ettt e ettt ettt e e e e e s 164
Reviewing Line APProval StatUS. ..o e 165
Chapter 15
PrOCES S NG PaY M O N S . e e e s 167
Understanding Payment PrOCESSING. . ... ... ettt e 167
e =T =T 0 U IS 1 (= 170
Y= U] o T 0T = 1 O o =P 170
Page Used to ASSign Pay CYCle SECUILY. .. ....ouit ittt e es 171
ASSIGNING PAY CYCIE ACCESS. ...ttt e e 171
PrOCESSING PaY CYCIOS. i e 171
AP P OVING P Y M NS, ettt e 171
Pages Used to Review and APProve PaymMeNntS. ............uuuu e e 173
Reviewing Pay Cycles AWaiting APProval..........ooiiiiiiiiiiiiii e 173
Reviewing and Creating Payments. ... ...ttt et 173
Including Payments Eligible for DiSCOUNT. ........ .. oo i e e 175
Selecting INVOICES fOr PaymMent. ... e 175
Confirming Payment Creation. ... ...oouiii ittt ettt 176
== o (g To T = 1Y 41T 176
Excluding and Resolving DiSpUted INVOICES. ... ..ouit ittt et es 177
Defining Payment Processing Workflow Notifications. ... e 177
Scheduling, Reviewing, and Modifying Payment Installments..............ooooiii i e 178
Pages Used to Schedule, Review, and Modify Payment Installments................ccooiiiiiiiiiiin s 178
Scheduling, Reviewing, and Modifying Payment Installments. ... 178
Making IMmediate PaymMentsS. ... .. ... ittt ettt e e 180
Understanding Immediate Payment ProCeSSING. ... .....uuuit ittt e e e aeaaees 180
Pages Used to Make Immediate PaymMents. .........oouiiuiiiiie e ee e 182
Recording Manual PaymMents. ... ...ttt et e e e e ae e 182

X PeopleSoft Proprietary and Confidential



Contents

Creating Urgent Payments. ... ottt ettt e 184
(O g=T= 11 a o o (=T o F= 1 0 1 =] 01 £ P 185
Understanding PrepaymMent PrOCESSING. . ... ...t e e e e e e e e e e e e e eae e ens 185
Pages Used to Create PrepaymMents. ... ..ottt et e e e ae e ees 185
Viewing and Adding Prepayment INVOICES. ...ttt 186
Entering Details for New Prepayment INVOICES. . ... .... ... e e e 186
INQUINING ADOUL PaymMENtS. . ..ot ettt ettt e e et e e iaaees 186
Pages Used to INqUire ADOUL PaymMentS. ... .ooout e e et ee e ees 187
Viewing Payment Details Summary and STatusS. ........ooiiiiiiniii e 187
Viewing Payment Details and INVOICES. ... oottt ee e 187
CaANCEIING PaYMENLS. . ..ottt ettt ettt e 188
Understanding Payment CancCellation. ... ... ... e e 188
Pages Used to CanCel PaymMentS. . ... ...ttt ettt 189
Reviewing Payments to be CancCelled. ..........oooriiii e 189
Confirming Payment CanCellations. .........oooii et 189
Managing Payments Outside PeopleSoft eSettlements. ... e 190
Page Used to Run the EXternal Pay PrOCESS. .......ouuiiii et ae e ees 190
Chapter 16
[ = Tod AT g To T [ A7 YT o = 191
Understanding INVOICE EXIFACES. .. ...ttt ettt ettt et e et e e e e e e e eee aeanees 191
RUNNING the INVOICE EXIrACt PrOCESSES. ... ittt ettt ettt ettt ettt ettt e e ee s 191
Understanding Invoice Extract RUN CONLIOIS. .......ooiiii i ee e e 192
Common Elements in ThiS SECHON. ... ..ottt e e e 192
Pages Used to Run the INVoiCe EXIract PrOCESSES. ... e ees 193
EXIrACTING INVOICES. .ottt ettt et ettt et e e 193
Reviewing INVoiCe EXIract ReSUIS. ... .. o i e e ee e 194
Pages Used to ReView EXIract RESUILS. . ...t ae e ees 194
ReVIieWwing EXIract RESUILS. . ... ... et e e 194
Chapter 17
Managing Cash CollECtioNS. ... .t e 195
Understanding Cash ColleCtioNS. ......oooii oot e e e et et 195
Setting Up Cash COlECHONS. . ...ttt et e 195
Pages Used to Set Up Cash CoOllECHIONS. .......ouiii e e ee e ees 196
Defining Cash Collection NOIfICAtIONS. . .......ouiii e ee e ees 196
Specifying Cash Collection Notification Parameters. ............uuuuiiiiii e iaean 196
Defining Supplier Location Notification Parameters. .........oovviiiiiiiiiiii e 197

PeopleSoft Proprietary and Confidential Xi



Contents

Processing Cash ColleCtioNS. . ...ttt et e e 197
Understanding Cash ColleCtions ProCESSING. ... ..ttt ae e e ns 197
Page Used to Run the Cash ColleCtioNS PrOCESS. .. . ...t es 198

Chapter 18

Managing INVOICES fOr BUY IS . ...t et e ee e 199

Understanding Buyer INVOICE ManagemeNt. ... ..ttt e e 199

Assessing Activity and Navigating With the Buyer Dashboard Page.............ccooiiiiiiiiiiiiiiiiiins cieenn. 199
Page Used t0 ASSESS INVOICE ACHIVILY. . ...ttt e e e ae et 199
ASSESSING INVOICE ACHVILY . . .ottt ettt ettt e et e e e e s 200

Reviewing Payables AQiNg BalanCes. ..........uuiiioi i e e 201
Page Used to Review Payables AQiNg BalanCes. .........oooiiiiiiiiiii e ee e 202
Reviewing Payables AgiNg BalanCes. ...........uiiiiiiii e 202

REVIEWING INVOICES. . ettt ettt ettt ettt et ettt ettt et e 204
Pages Used t0 REVIEW INVOICES. . ... ...ttt et ettt ettt e e ae et 205
REVIEWING INVOICE ACHIVITY. ...ttt ettt ettt ettt et et e e et ae e e 207
Viewing the INVoIiCe Life CYCIe. ... i e aees 211
REVIEWING PaY MBS, ettt ettt et ettt ettt e ettt e e 213
VIeWiNg ElECIrONIC INVOICES. . ... o e e et een e 214
ReVIEWING INVOICE DELAIIS. ... ...ttt ettt e et ae et 216
Viewing Cash ColleCtions HiSTOIY. ... e eee e 217
Viewing Paid INVOICe INFOIMALION. ... ... eee e 217
Reviewing, Initiating, and Resolving INVOICe DiSPULES. .........ooiiii i e e 218
Reviewing Scheduled Payment INStallments. ... ... oo eee e 218
Managing MatCh EXCEPLION EITOrS. ... ...ttt et ettt e e et e e e e aeaae et 219

Reviewing Supplier Balance INfOrmation. ...........ooiiii e e caeeens 219
Page Used to View Supplier Balance INformation. ... ee e 220
Viewing Supplier Balance INformation. ...........oooii e 220

Chapter 19

Managing Bills for SUPPlIErS. ... o e 221

Understanding Supplier Bill Management. .........oooui e e e 221

Managing Invoice Activity and Aging BalanCes. ........ooiiiii i e 221
Pages Used to Manage Supplier INVOICE ACHVILY. ........uueeie e ae e 222
Viewing INVOICE ACHIVITY SUMIMAIY. ... ...ttt e et e et e e e e 222
REVIEWING INVOICE ACHIVITY. ...ttt ettt ettt ettt e et e e e e e ae e 224
VIeWing AQING BalanCeS. . ...ttt e 225
Viewing CUSIOMET BalANCES. . ...t e e e et et e 226

Xii PeopleSoft Proprietary and Confidential



Contents

Inquiring About Invoices and ReSOIVING DISPULES. .. ... ...ttt iaaees 227
Pages Used to Inquire About Invoices and Resolve DiSpUtes..........cooiviiiiiiiii i 228
Viewing Payment INfOrmMation. ... ...t ettt e 229
Pages Used to View Payment INformation. ...........oooiiiiii i e ee e ees 229
Calculating and Analyzing Days Sales Outstanding (DSO).......ooviiiiiii i eeee e 230
UNAerstanding DS O . ...ttt ettt ettt et 230
Page Used for DSO CalCUIAtION. ...ttt ettt ae e ees 231
CalCUIALING D SO . ..ttt ettt ettt 231
Chapter 20
AN AGING B AN S . et e 233
Understanding Banner Management. ... ... ettt e e e 233
Setting Up and AddiNg Banners. ... ...ttt 233
Page Used to Set Up and Add BaNNEIS. ......oouiititte ettt et e et ae e ees 233
D= (T T o T =T 0 0] = 1= 233
1Y =g =T 1T T I =TT o 1= £ 234
Pages Used t0 Manage BamNerS. ... ..ottt ettt e e ettt e ettt e e e ae e 234
MaNAGING BANNEIS. ..ttt et ettt et e e e 234
REVIEWING BANNET ACHIVILY . . . ..ttt ettt ettt ettt e et ae e ees 236
Glossary Of PeOPleS Ot ToIMS. ... e e 237
10 = 253

PeopleSoft Proprietary and Confidential Xiii



Contents

Xiv PeopleSoft Proprietary and Confidential



About These PeopleBooks

PeopleBooks provide you with the information that you need to implement and use PeopleSoft applications.
This preface discusses:

» PeopleSoft application prerequisites.

PeopleSoft application fundamentals.
Related documentation.

» Typographical elements and visual cues.

» Comments and suggestions.

Common elements in PeopleBooks.

Note. PeopleBooks document 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 either it requires no additional
explanation or it is documented with common elements for the section, chapter, PeopleBook, or product
line. Elements that are common to all PeopleSoft applications are defined in this preface.

PeopleSoft Application Prerequisites

To benefit fully from the information that is covered in these books, you should have a basic
understanding of how to use PeopleSoft applications.

See Using PeopleSoft Applications.
You might also want to complete at least one PeopleSoft introductory training course.

You should be familiar with navigating the system and adding, updating, and deleting information by
using PeopleSoft windows, menus, and pages. You should also be comfortable using the World Wide
Web and the Microsoft Windows or Windows NT graphical user interface.

These books do not review navigation and other basics. They present the information that you need
to use the system and implement your PeopleSoft applications most effectively.

PeopleSoft Application Fundamentals

Each application PeopleBook provides implementation and processing information for your PeopleSoft
database. However, additional, essential information describing the setup and design of your system
appears in a companion volume of documentation called the application fundamentals PeopleBook.
Each PeopleSoft product line has its own version of this documentation.

PeopleSoft Proprietary and Confidential



General Preface

The application fundamentals PeopleBook consists of important topics that apply to many or all
PeopleSoft applications across a product line. Whether you are implementing a single application,
some combination of applications within the product line, or the entire product line, you should
be familiar with the contents of this central PeopleBook. It is the starting point for fundamentals,
such as setting up control tables and administering security.

Related Documentation

This section discusses how to:

» Obtain documentation updates.

* Order printed documentation.

Obtaining Documentation Updates

You can find updates and additional documentation for this release, as well as previous releases,
on the PeopleSoft Customer Connection web site. Through the Documentation section of
PeopleSoft Customer Connection, you can download files to add to your PeopleBook Library.
You'll find a variety of useful and timely materials, including updates to the full PeopleSoft
documentation that is delivered on your PeopleBooks CD-ROM.

Important! Before you upgrade, you must check PeopleSoft Customer Connection for updates to the
upgrade instructions. PeopleSoft continually posts updates as the upgrade process is refined.

See Also

PeopleSoft Customer Connection web site, http://www.peoplesoft.com/corp/en/login.asp

Ordering Printed Documentation

You can order printed, bound volumes of the complete PeopleSoft documentation that is delivered
on your PeopleBooks CD-ROM. PeopleSoft makes printed documentation available for each
major release shortly after the software is shipped. Customers and partners can order printed
PeopleSoft documentation by using any of these methods:

* Web

» Telephone
* Email
Web

From the Documentation section of the PeopleSoft Customer Connection web site, access the PeopleSoft
Press web site under the Ordering PeopleBooks topic. The PeopleSoft Press web site is a joint venture
between PeopleSoft and Consolidated Publications Incorporated (CPI), the book print vendor. Use a
credit card, money order, cashier’s check, or purchase order to place your order.
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Telephone
Contact CPI at 800 888 3559.

Email

Send email to CPI at psoftpress@cc.larwood.com.

See Also

PeopleSoft Customer Connection web site, http://www.peopl esoft.com/corp/en/login.asp

Typographical Conventions and Visual Cues
This section discusses:

* Typographical conventions.

e Visua cues.

Typographical Conventions

The following table contains the typographical conventions that are used in PeopleBooks:

Typographical Convention or Visual Cue Description

Bold Indicates PeopleCode function names, method names,
language constructs, and PeopleCode reserved words that
must beincluded literally in the function call.

Italics Indicatesfield values, emphasis, and PeopleSoft or other
book-length publication titles. In PeopleCode syntax,
italic itemsare placehol dersfor arguments that your
program must supply.

We also useitalicswhen werefer to words aswords or
lettersasletters, asin thefollowing: Enter the number O,
not the letter O.

KEY+KEY Indicates akey combination action. For example, aplus
sign (+) between keys meansthat you must hold down
thefirst key whileyou press the second key. For ALT+W,
hold down the ALT key whileyou pressW.

Monospace f ont Indicates a PeopleCode program or other code example.

(quotation marks) Indicate chapter titlesin cross-references and wordsthat
are used differently from their intended meanings.
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Typographical Convention or Visual Cue Description

... (ellipses) Indicate that the preceding item or series can be repeated
any number of timesin PeopleCode syntax.

{ } (curly braces) Indicate a choice between two optionsin PeopleCode
syntax. Optionsare separated by apipe (|).

[ ] (square brackets) Indicate optional itemsin PeopleCode syntax.

& (ampersand) When placed before a parameter in PeopleCode syntax,
an ampersand indi cates that the parameter is an already
instantiated object.

Ampersands also precede a| PeopleCodevariables.

(1SO) Information that appliesto aspecific country, tothe U.S.
federal government, or to the education and government
market, ispreceded by athree-letter code in parentheses.

The codefor the U.S. federal government isUSF;

the code for education and government isE& G, and
the country codes from theInternational Standards
Organization are used for specific countries. Hereisan
example:

(GER) If you’ re admi nistering German empl oyees,
German law requiresyou to indicate special nationality
and citizenship information for German workersusing
nationality codes established by the German DEUEV
Directive.

Cross-references PeopleBooks provide cross-references either below
the heading “ See Also” or on aseparate line preceded
by theword See. Cross-references|ead to other
documentation that is pertinent to theimmediately
preceding documentation.

Visual Cues

PeopleBooks contain the following visual cues.

Notes

Notes indicate information that you should pay particular attention to as you work with the PeopleSoft system.

Note. Example of a note.

A note that is preceded by Important! is crucial and includes information that concerns
what you must do for the system to function properly.
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Important! Example of an important note.

Warnings

Warnings indicate crucial configuration considerations. Pay close attention to warning messages.

Warning! Example of a warning.

Comments and Suggestions

Your comments are important to us. We encourage you to tell us what you like, or what
you would like to see changed about PeopleBooks and other PeopleSoft reference and
training materials. Please send your suggestions to:

PeopleSoft Product Documentation Manager PeopleSoft, Inc. 4460 Hacienda Drive Pleasanton, CA 94588
Or send email comments to doc@peopl esoft.com.

While we cannot guarantee to answer every email message, we will pay careful attention
to your comments and suggestions.

Common Elements in These PeopleBooks

As of Date The last date for which a report or process includes data.

Business Unit An ID that represents a high-level organization of business information.
You can use a business unit to define regional or departmental
units within a larger organization.

Description Enter up to 30 characters of text.

Effective Date The date on which atable row becomes effective; the date that an action
begins. For example, 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.

Once, Always, and Don’t Select Once to run the request the next time the batch process runs. After the
Run batch process runs, the process frequency is automatically set to Don’t Run.

Select Always to run the request every time the batch process runs.

Select Don’'t Run to ignore the request when the batch process runs.

Report Manager Click to access the Report List page, where you can view report content,
check the status of areport, and see content detail messages (which show
you a description of the report and the distribution list).
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Process M onitor

Run

Request 1D
User ID
SetID

Short Description

See Also
Using PeopleSoft Applications
PeopleSoft Process Scheduler

Click to access the Process List page, where you can view the
status of submitted process requests.

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

An ID that represents a set of selection criteria for a report or process.
An ID that represents the person who generates a transaction.

An ID that represents a set of control table information, or TableSets.
TableSets enable you to share control table information and processing options
among business units. The goal is to minimize redundant data and system
maintenance tasks. When you assign a setlD to arecord group in a business
unit, you indicate that all of the tables in the record group are shared between
that business unit and any other business unit that also assigns that setID to
that record group. For example, you can define a group of common job codes
that are shared between several business units. Each business unit that shares
the job codes is assigned the same setID for that record group.

Enter up to 15 characters of text.
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This preface discusses:
» PeopleSoft application fundamentals.
» Common elements in this PeopleBook.

» Pages with deferred processing.

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 PeopleBook.

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 PeopleSoft applications across
the Financials, Enterprise Service Automation (ESA), and Supply Chain Management (SCM) product
lines. You should be familiar with the contents of these PeopleBooks.

The following companion PeopleBooks apply specifically to PeopleSoft eSettlements.

» PeopleSoft Application Fundamentals for FIN, ESA, and SCM PeopleBook
* PeopleSoft Bank Setup and Processing PeopleBook

* PeopleSoft Customers and Orders PeopleBook

» PeopleSoft Managing Items PeopleBook

» PeopleSoft Purchasing PeopleBook

» PeopleSoft Setting Up Global Options and Reports PeopleBook

» PeopleSoft Setting Up Procurement Options PeopleBook

* PeopleSoft Working With Third-Party Applications PeopleBook

Pages With Deferred Processing

Several pages in 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 implication is
that the system updates quantity balances or totals only when you save or otherwise refresh the page.
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Common Elements Used in This PeopleBook

As of Date The last date for which areport or process includes data.

Business Unit An identification code that represents a high-level organization of
business information. You can use a business unit to define regional or
departmental units within a larger organization.

Description Freeflow text up to 30 characters.

Effective Date Date on which a table row becomes effective; the date that an action begins.
For example, if you want to close out a ledger 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.

EmplID (employee D) Unique identification code for an individual associated with your organization.

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

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

Invoice Date The vendor’s invoice date.
L anguage or Language The language in which you want the field labels and report headings of your
Code reports to print. The field values appear as you enter them. Language also

refersto the language spoken by an employee, applicant, or non-employee.

L ocation 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, withhol ding options, pay to bank accounts, and so on.

Process Frequency Designates the appropriate processing frequency:

Once: Executes the request 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.

Report ID The report identifier.

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

Payment Count 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
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Run

Run Control ID
User ID
SetID

Short Description

Status
Vendor ID
Voucher 1D
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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.

Anidentification code that identifies the run parameters for areport or process.
The system identifier for the individual who generates a transaction.

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

Freeflow text up to 15 characters.

Indicates whether arow in a table is Active or Inactive. You 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-assigned, or user-defined identification number given
to a vendor when it is created.

The system-assigned, or user-defined identification number given
to 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 integrations.

» PeopleSoft eSettlements implementation tasks.

Understanding PeopleSoft eSettlements
Implementation Models

You implement PeopleSoft eSettlements based on one of two models:

Buyer Direct Model In this implementation you are the buyer and PeopleSoft eSettlements
provides you an interface with your suppliers, functioning as a front-end
module for your PeopleSoft Payables application.

Business Service Provider In thisimplementation you act as a consolidator, providing and administering
M odel 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:
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PO, Receipt, and
Invoice Creation Invoice Matching
Integration

Visual Workflow Invoice Line Invoice Dispute Invoice and
and Visual Approval and b Payment

Invoice Life Cycle Dispute Eme) NSl Approval

Payment File Buyer and
Creation and Supplier Invoice
Cancellation Extract

Manual and
Urgent Payments

PeopleSoft eSettlements business processes

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

PeopleSoft eSettlements Integrations

In order to take full advantage of PeopleSoft eSettlements, it isimportant to understand the points of
integration between eSettlements and other PeopleSoft applications you have purchased, including:

» PeopleSoft Payables
* PeopleSoft Purchasing
» PeopleSoft eProcurement

Because information is shared between applications, work closely with the implementation
teams when setting up other PeopleSoft applications.

We cover integration considerations in the implementation chapters in this PeopleBook.
Supplemental information about third-party application integrations is located on the
PeopleSoft Customer Connection website.

PeopleSoft Payables and Purchasing

The information that follows is for Business Service Provider implementations, but there is extensive
PeopleSoft Payables integration in Buyer Direct implementations as well.
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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. The biggest
difference between the use of Payables and Purchasing versus that which PeopleSoft eSettlements provides
in the Business Service Provider model, is the many-to-many relationship between buyers and suppliers.
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, we' ve adapted existing Payables
and Purchasing functionality in 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 populating 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 PeopleSoft 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 are populating the PeopleSoft Payables voucher
(QV) staging tables. When you enter invoices you are populating the same set of staging tables.
Whether capturing an XML invoice or creating an invoice through PeopleSoft eSettlements, you
run the Payables Voucher Build process to create invoices in eSettlements.

PeopleSoft eProcurement

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

PeopleSoft eSettlements Implementation

PeopleSoft Setup Manager enables you to review alist of setup tasks for your organization for the products that
you areimplementing. The setup tasksinclude the components that you must set up, listed in the order in which
you must enter data into the component tables, and links to the corresponding PeopleBook documentation.

You 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 unit as buyers and the vendors as
suppliers in 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 populate the tables.

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

See Chapter 6, “Registering Buyers,” Creating Buyers, page 38 and Chapter 7, “Registering
Suppliers,” Creating Suppliers, page 58.
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Other Sources of Information

In the planning phase of your implementation, take advantage of all PeopleSoft sources of information,
including the install ation guides, table-loading sequences, data models, and business process maps. A complete
list of these resources appearsin the preface in the PeopleSoft 8.8 Application Fundamentals for Financials and
Supply Chain PeopleBook, with information about where to find the most current version of each.

See Also

PeopleSoft 8.8 Application Fundamentals for Financial Management Solutions, Enterprise
Service Automation, and Supply Chain Management PeopleBook, “PeopleSoft Application
Fundamentals PeopleBook Preface,” Additional Resources

PeopleSoft Setup Manager for Financials, Enterprise Service Automation, and Supply
Chain Management 8.8 PeopleBook

PeopleTools PeopleBook: PeopleSoft Component Interfaces

PeopleSoft Enterprise Components for Financials, Enterprise Service Automation and Supply Chain
Management 8.8 PeopleBook, "Wbrking with Navigation Pages,” Describing Navigation Pages

PeopleSoft Enterprise Components for Financials, Enterprise Service Automation and Supply
Chain Management 8.8 PeopleBook, "Using Navigation Collections’
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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

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

Accessthe eSettlements center.

Buyer Information

Click theBuyer 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 thelnvoiceslink onthe Review invoices, invoice matching,
eSettlements Center page. approval, 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
ordersand receipts.
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Page Name

Navigation

Usage

Batch Processes

Click the Batch Processeslink on the
eSettlements Center page.

Processworkflow, email notifications,
extract files, and external payments.

eSettlements Configuration

Click the eSettlements Configuration
link on the eSettlements Center page.

Configure and maintain dataand
optionsfor the eSettlements system.
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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.

» Navigating the application using the eSettlements Center page.

PeopleSoft eSettlements Overview

You implement your PeopleSoft eSettlements application based on one of two models: the
Buyer Direct model, or the Business Service Provider model.

Buyer Direct M odel

Business Service Provider
M odel

PeopleSoft Proprietary and Confidential

In this implementation a single buying organization (buyer) controls the
application. This model comprises a one-to-many relationship, wherein one
buyer provides an interface for many suppliers. A buyer deploys this model
by requesting—or requiring—that its suppliers post invoices to its system.
The 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 all aspects of invoices, disputes, and
payments. Advantages of this model include visibility of business processes,
decentralization of approvals, extended payablesvisibility 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.

In thisimplementation a consolidator controls the application. This model
comprises a many-to-many relationship wherein a single consolidator hosts
the system, provides an interface between multiple suppliers and buyers,
and acts as a trusted 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 may

vary from market to market depending on the needs of the buyers and
suppliers in each industry the consolidator serves.
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Setup and Processing in the Buyer Direct Model

In this implementation 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 a 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 databy defining information in your PeopleSoft global, core, and additional application tables. The
information that you define in these tables lays the foundation for your PeopleSoft eSettlements-specific setup.

For a Buyer Direct implementation:

1. Specify the Buyer Direct model.

Create and name your own roles and permission lists.

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

a M 0D

Enable PeopleSoft Payables business units as PeopleSoft eSettlements buyers.

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

6. Enable PeopleSoft Payables vendors as PeopleSoft eSettlements suppliers.

7. 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 their organization.

Note. Creation of a supplier treasurer is required if the supplier subscribesto payment notifications.

8. Create an agreement.

Thisis amultistep process wherein the buyer administrator (or system 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 and returning the agreement to the buyer for completion.

Note. The previous sequence assumes that you have aready implemented PeopleSoft Payables.

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

1. Enter vouchers into the system.
Enter self-serviceand XML invoicesin PeopleSoft eSettlements, and enter vouchersin PeopleSoft Payables.
Review invoices in self-service pages.

Run the PeopleSoft Payables VVoucher Build process to create vouchers.

a M 0D

Run the Matching process.
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6. Approve invoices, and invoice lines if required.

Run pay cycle to select payments.
Approve and create payments.

Note. If payment approval is required, first create and assign pay cycle security.

See Also

PeopleSoft Payables 8.8 PeopleBook, “Using Additional Payment Processing Options,”
Setting Autonumbering 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 model.

For a Business Service Provider implementation:

1
2.

Create a buyer bank account and a buyer template.
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.

Create local buyer administrators.

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

Create local 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.

Create buyer pay cycles and assign associated security.

Create a selling entity (supplier) by defining subscription and system access, and then
create a local supplier administrator for this new supplier.

Specify security by defining which suppliers the supplier administrator can access, and establish
processing preferences for the supplier administrator role.
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8. The supplier administrator 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 their
organization. Creation of a supplier treasurer isrequired if the supplier subscribes to payment notifications.

9. Create agreements.

The buyer administrator initiates an agreement and offers it 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:
Create purchase orders, invoices, and receipts.

Review invoices in self-service pages.

Run the PeopleSoft Payables Voucher Build process to create vouchers.

Run the Matching process.

Approve invoices, and invoice lines if required.

Run pay cycle to select payments.

N o g bk~ w DN

Approve and create payments.

Role-Based Implementation

10

Because PeopleSoft eSettlements is sophisticated and configurable, severa roles and steps
are involved in the implementation of your new system.

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

Role Types and Role Names

Whether you implement the Buyer Direct or the Business Service Provider model, you must employ certain
rolesin your setup. A roletypeis something to which you can attach PeopleSoft eSettlements role names,
thereby enabling access and processing. Depending on your organization’s needs, new users may be assigned
to various buyer or supplier roles. We deliver predefined role types, and you can set up your own roles
using the delivered data as a reference. After you define your own roles, the system administrator user

must then map these newly created roles to the delivered PeopleSoft eSettlements role types. This step
ensures that the system is able to identify how the new roles are to be used within eSettlements.

Note. When you create a system administrator user, ensure you complete all of his or
her user preferences, including the default setlD.

Establishment of various rolesis required depending on which email notification options and how many
invoice approval levels you specify during buyer registration, and in order to enable prepayments, urgent
payments, payment cancellations, and line-level routing to operational users (if you use this option).
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In the Business Service Provider model, if a buyer subscribes to payment processing by PeopleSoft

Understanding PeopleSoft eSettlements

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 you can use

as a reference when setting up your own roles:

Note. To use them in PeopleSoft eSettlements, you must map the roles you set up to the
appropriate delivered, predefined 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

EM_APPROVER 3

EM_BUYER_MTCH_MGR

EM_BUYER_RECV

EM_BUYER_SUPV

Here are the available 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.

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

Once the initial setup is complete, the local buyer administrator and local supplier administrator
can create additional users to suit their particular organization's needs.
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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
is flexible, 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: the main system administrator, and local buyer and supplier administrators.

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.

Security Concepts

The following concepts are fundamental to PeopleSoft security:

Permission Lists Permission lists group authorizations. You assign permission lists
to roles. Permission lists store authorized sign-in times (when
users may access the system), page access, PeopleTools access, and
buyer and supplier data permissions.

Role Names Role names are intermediate objects that link user profiles to
permission lists, and that are mapped to PeopleSoft eSettlements
role types. You can assign multiple role names to a user profile, and
multiple permission lists to a role name.

Note. You must map roles to PeopleSoft eSettlements role types
for use within PeopleSoft eSettlements.
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Role Types Role types are intermediate objects that enable you to control access and
notifications. You can map PeopleSoft role names to role types. You define
access and the activities that a particular role name is able to perform,
and for which events that role name receives email notification. You
can map many role names to a particular role type, but only one role
type to a single PeopleSoft eSettlements role name.

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

User Profiles A profile describes a particular user. Profiles include low-level PeopleTools
data, such as language code, and application-specific data, such as the setIDs
that users are authorized to access within PeopleSoft Financial s applications.
Permission lists, role names, and role types are all 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 Data Permissions 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 Data Permissions  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.

See Also

PeopleTools PeopleBook: PeopleTools Security

Understanding Permission Lists and Role Types

14

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

This section discusses:
e Permission lists.

* Role types.

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

We deliver 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. PeopleSoft delivers seven role types, to which you map role names (roles):

» Buyer accountant

» Buyer administrator

* Buyer user

» Operational approver
» Supplier administrator
o Supplier user

» System administrator

See Also

PeopleTools PeopleBook: PeopleTools Security

Administering Self-Service Security and Creating New Users

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

* 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:

* Map roles to role types.

* Create new buyers.

(Optional) Define invoice line approva rules.

» Create new suppliers.

See Also

Chapter 7, “Registering Suppliers,” Creating Supplier Administrators, page 66
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Understanding Self-Service Security Administration

Roles control security and access to the functions within the system. You must create roles before you
create new users. You 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 latter can set up additional users for their organizations.

See Also

Chapter 6, “Registering Buyers,” Creating Buyers, page 38

Chapter 6, “Reqgistering Buyers,” Creating Buyer Administrators, page 52

Chapter 7, “Reqgistering Suppliers,” Creating Supplier Administrators, page 66

Chapter 6, “Reqgistering Buyers,” Creating Buyer Administrators, page 52

Pages Used to Administer Self-Service Security

and Create New Users

Page Name Object Name Navigation Usage
Maintain Role Types- EM_ROLE_CONFIG eSettlements, Map user-defined rolesto
System Access Administration, Maintain Peopl eSoft eSettlements

Role Types roletypes.

Review User Profiles-
Buyer User Details

EM_BUYER_SECURITY

eSettlements, Buyer
Information, Review User
Profiles

Create buyer users and
compl ete the security
permissionsfor individuals
needing to access the system.

Note. Thesystem
administrator must not use
this pageto create new users,
because the functionality
islimitedtoonly what is
necessary to create abasic
user.

Review User Profiles
- InvoiceLine Approval
Rule Setup

EM_USR_LN_APPR

Click the User Approval
Ruleslink onthe Review
User Profiles- Buyer User
Detailspage.

Add or edit invoiceline
routing and approval field
valuesfor operational users.

Review User Profiles-
Supplier User Details

EM_SELLER_SECURITY

eSettlements, Supplier
Information, Review User
Profiles

Create supplier usersand
compl ete the security
permissionsfor individuals
needing to access the system.
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Mapping Roles to Role Types

Access the Maintain Role Types - System Access page.

Configuring Security

Maintain Role Types

System Access

Map Role Hames to eSettlements Role Types

Find |
*Role Type

First

1-10 of 20 a Last

l—
|Elu~,rerﬁpprwer1 ﬂ |EIu1.rerl_Jser j Delete |
|Elu3ferﬁpprnver2 ﬂ IEIU'}.l'EfUSEf j Delete |
|Eluyerﬁpprwer3 ﬂ |EIu1.rerl_Jser j Delete |
|Elu3ferﬁ|:c|:|untant ﬂ |Elu3ferﬁu:cl:|untant j Delete |
|Elu3rerﬂdministratnr ﬂ |Elu1,rerﬂudministratnr j Delete |
|Matching Manager ﬂ |Elu3ferUser j Delete |
|Elu3rer0peratinnal ﬂ |Dperatinnalﬁxpprnver j Delete |
|Elu3rerReceiﬁ.fer ﬂ IElLI'g.I'EfUSEf j Delete I
|Elu3rer5upenri5|:|r ﬂ |Elu3rerl_Jser j Celete |
|Elu3rerTreasurer ﬂ IElLI'g.I'EfUSEf j Delete I

Add

Maintain Role Types - System Access page

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

Role Type Select a type to map to the adjacent role.

Creating New Buyer Users

Access the Review User Profiles - Buyer User Details page.
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Review User Profiles

Buyer User Details

User Profile

*User ID: BUYAPPRA
*‘Name: |Elu3fer Appraver 1 (Examples: Fred Smith, AP Department ar Buyer)
Lock Accoumnt [ (Click here to disable the access to the system for this user)

[
*Password: [
[

*Confirm Password: |

Email Address:

|5putney@penplesnﬂ.cnm

¥ Email User

Language: | English

*Currency Code:

JPY CL ven

*Rate Type:

Instant Messaging IDs

Instant Mes=saging Domain

|CurrentRate j

Instant Messenger 10

TAHOO =]
AddNewiD |

Buyer User Roles

Role Hame

|Sputney

1of 1 L2 Last

Buyer Approver 1

Add a Ulser Role

Accessible Buying Entities

BUYDI Q

Add a Buyer |

*Required Field

Save |

Return to Buyer User Profiles

Delete |

Dean Jones & Bishop

Lser Approval RBules

Review User Profiles - Buyer User Details page

User Profile

User ID and Name
L ock Account

Email Address

Enter the user ID and name.
Select to prevent the user from accessing the system.

Enter the full email address to which email notifications subscribed
to by the buyer are sent for this user.
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Important! If you leave the @ symbol or the domain name out of
the address, the email feature does not work.

Email User Select if the user should receive email notifications.

Note. If the primary user will be away from the system for an extended,
specified period, you can access the General Profile Information page by
selecting My System Profile and then clear the Email User check box in the
Workflow Attributes group box. Doing so also clears the Email User check
box on the Review User Profiles - Buyer User Details page and enables
you to nominate an alternate user to receive email notification.

L anguage 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.

Rate Type Enter the rate type for currency conversions on inquiry pages. The
value that you enter is specific to the user.

Instant Messaging IDs

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

Instant Messaging Domain  Select a provider: AOL (America Online), SAMETIME, or YAHOO.
Instant M essenger 1D Enter an ID for instant messaging.

Important! Do not enter the @ sign followed by the domain name;
just enter the instant messenger 1D of the user.

Buyer User Roles

Role Name 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.

Accessible Buying Entities

Buying Entity Select one or more buyer IDs for the user. Click Add a Buyer to add
entities. Only I1Ds attached to the buyer administrator by the system
administrator on the Business Unit by User ID page appear.

Click the User Approva Rules link to add or edit invoice line routing and approval
field values for operationa users.
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See Also
PeopleTools PeopleBook: PeopleTools Security
Chapter 6, “Reqgistering Buyers,” Creating Buyer Administrators, page 52

Defining Invoice Line Approval Rules

Access the Review User Profiles - Invoice Line Approval Rule Setup page.

Review User Profiles
Invoice Line Approval Rule Setup

IJse this pade to add ar edit invoice line rauting and approval field values far yaur operational users.

Name: Buyer Approver 2

Invoice Line Approval Rules Find | a1l 1.3
Auto
Use (Field Hame How Specified Select Value To Yalue Assigned
from
¥ |Department | |Range ofvalues =] |12000 CL |15000 Delete |
W |CategoryID >| |Selected Detail values ¥| [FEES Q Delete_|
¥ |Poject x| |Rangeofvalues x| [NETWORK Q. |[TRAINING C Delete_|

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 screen shot
here, for example, the user will receive al 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 Value and To Value Enter values to further define the field. Enter a Select Value if you
entered Selected Detail Valuesin the How Specified field. Enter values
in both fields if 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.

This page and its required tasks are similar to those on the Review User Profiles - Buyer User Details
page. You must complete al of the corresponding fields for each supplier you create.
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Accessible Suppliers

Name Select one or more suppliers for this user. Click Add a Supplier to add
suppliers. Only IDsthat are attached to the supplier user role type are avail able.

See Also

Chapter 4, “Confiquring Security,” Creating New Buyer Users, page 17

Chapter 6, “Registering Buyers,” Creating Buyers, page 38
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CHAPTER 5

Enabling PeopleSoft Payables for the
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 a buyer template.

» Use a batch process to enable PeopleSoft Payables business units and vendors as
PeopleSoft eSettlements buyers and suppliers.

Understanding Enabling the Buyer Direct Model

Setting up PeopleSoft Payables and PeopleSoft eSettlements to work together using the eSettlements Buyer
Direct model involves creating an eSettlements buyer for each Payables business unit and an eSettlements
supplier for each active Payables vendor. You can perform these operations using the Application Engine
processes to compl ete the enabling of all your existing Payables 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
anew buyer. Thistemplate includes all required control values and is stored by setID. Each buyer must
be associated with a template, and you can use one template for the creation of many buyers.

You establish the information when you create your business units in PeopleSoft Payables, but you still must
create a complete buyer template in 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.

Enable AP BUs for BD Model Application Engine Process

The Enable AP BUs for BD Model process (EM_ENABLE_BU) creates a PeopleSoft eSettlements buyer
for each PeopleSoft Payables business unit. The process performs the following:

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

2. Populates four levels of buyer approval amounts in the Buyer Approval Amounts table
(EM_BUYER_APPR) for each Payables business unit.
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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 alist of valid PeopleSoft eSettlements roles.

3. Populates the Business Unit Operator ID Security table (SEC_BU_OPR) for every PeopleSoft Payables
business unit for user 1Ds that are associated with a role 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 for BD Model process will assume that all Payables business units already
exist in the Business Unit Operator ID 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
SOR process, the Enable AP for BUs for BD Model process will 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.

4. Populatesthe Review Buyer Details - ChartField Configuration page with No Access for all ChartFields.
Therefore, to give access to 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.

Enable Suppliers for BD Model Application Engine Process

The Enable Suppliers for BD Model process (EM_ENABLE_VN) creates a PeopleSoft eSettlements
supplier for each PeopleSoft Payables vendor. The process works as follows:

1. Creates eSettlements suppliers by populating the 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 a vendor’s locations
are registered once the vendor is registered. If an existing vendor has a remit to vendor
(location), that information also displays in supplier registration.

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

3. Cadlls the 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.

See Also

PeopleSoft 8.8 Application Fundamental sfor Financial Management Solutions, Enter prise Service Automation,
and Supply Chain Management PeopleBook, “ Securing Your System,” Specifying System Security Options

Specifying the Buyer Direct Model

Specifying the Buyer Direct model is the first step in setting up PeopleSoft eSettlements
to work with PeopleSoft Payables.
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To specify the Buyer Direct model, use the Installation Options component (INSTALLATION).

This section discusses how to specify the implementation model.

Page Used to Specify the Implementation Model

Options
Click the eSettlementslink.

Page Name Object Name Navigation Usage
Installation Options- INSTALLATION_EM Set Up Financia s/Supply Specify eSettlements
eSettlements Chain, Instal, Installation installation options,

including implementation
model.

Specifying the Implementation Model

Access the Installation Options - eSettlements page.

In the Implementation Model group box, select Buyer Direct.

Warning! Because processing logic is tied to the implementation model, you should not
change it once you have selected it and begun your setup.

See Also

PeopleSoft 8.8 Application Fundamentals for Financial Management Solutions, Enterprise Service
Automation, and Supply Chain Management PeopleBook, “ Setting I nstallation Options for PeopleSoft
Applications,” Defining PeopleSoft eSettlements I nstallation Options

Setting Up Security

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

See Also

Chapter 4, “ Configuring Security,” Understanding Permission Lists and Role Types, page 14

Establishing a Buyer Template

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, PeopleSoft
Purchasing, and PeopleSoft General Ledger business units and processing options. You must establish
a buyer template before you can run either the Enable AP BUs for Buyer Direct Model or the Enable
Suppliers for BD Model process—and also before you can enable or create buyers online.
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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 a template all required fields must be populated.

Buyer Direct Model

In the Buyer Direct model, when enabling existing PeopleSoft Payables business units for 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. This field on the template is 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.

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 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 35

Page Used to Establish a Buyer Template

Page Name Object Name Navigation Usage
Maintain Buyer Template- | EM_BUYER_TEMPLATE eSettlements, Establish al buyer creation
Information Administration, Maintain defaults.

Buyer Template

Establishing a Buyer Template

Access the Maintain Buyer Template - Information page.
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Maintain Buyer Template
Information
SetiD: SHARE Template ID: MRETPAY
*Holiday List ID: | standard Business Calendar x|
WV waT o — 9999999999 Q
VAT Entity: CANDTY Q]  *Accounting Template: STANDARD Q)
Physical Nature: [Goods =] *Ledger: LOCAL Q)
Where Service Performed: Im *Ledger Group: RECORDING Q)
Prorate VAT NR: MRYATPR Q] *Calendar ID: 0 Q)
*Accruals: ACCRLUAL 4 *Combo Template: JOURNALE Q)
*Payments: PAYMEMT 4 *sales Tax Charge: SALESTAM  Q
*Closes: CLOSURE 4 *Use Tax Charge: USETAXMP  Q
*Cash Clearings: CASH_CLRG ﬂ *Freight Charge: FRGTHP ﬂ
*Revaluations: AP_REWALUE Q *Misc. Charge: HAMDLIMNG Q)
*Cancels: CANCEL Q *Build Criteria: STANDARD  Q
*Receipt Aware: STANDARD G
Bank SetID: SHARE G *Origin: MPY Q)
*Payment Terms ID: ag =Y *Ship Via Code: COMMORM Q)
*Prepay Terms: oo =Y *Freight Terms Code:  |ORIGIN Q)
*Paymnent Handling: RE G ¥ Tax Exempt Flag
*Payment Rate Type:  |CRRNT & Tax Exempt ID: 85-901245
+ Reguired Field Agreement SetiD: CANDT Q)
Notification SetiD: TLot Q)
Save Template

Maintain Buyer Template - Information page

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

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

SetID Enter a setID for this template.
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Template 1D
Holiday List ID

Enter an ID to define this template.
Enter an ID to list the holidays for each buyer.

VAT and Business ID Information

VAT
VAT Entity

Physical Nature

Wher e Service Performed

Prorate VAT NR

Accounting Information

Account
Accounting Template

L edger

L edger Group and
Calendar 1D

Journal Template

Select if the buyer operates in a VAT environment.

Enter a value-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 a service.

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 a non-prorate charge code alows the non-recoverable
VAT to be posted to the ChartFields specified on the VAT accounting
template for the associated VAT code.

Enter a default account for processing.
Enter atemplate ID for voucher processing within eSettlements.

Enter a ledger to store the posted net activity for a set of ChartField
values by accounting period and fiscal year.

Enter one of each because these are required for enterprise management.

A Journal Template is required for processing within eSettlements.

Accruals, Payments,
Closes, Cash Clearings,
Revaluations, and Cancels

Enter ajournal template to use for each category.

Misc. Journal Information (miscellaneous journal information)

Combo Template

Select the delivered VCHREDI T record templ ate for creation of abusiness unit.
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Sales Tax Charge, Use
Tax Charge, Freight
Charge, and Misc. Charge
(miscellaneous charge)

Build Criteria

Receipt Aware

Payment Information

Bank SetID

Payment Terms D, Prepay
Terms, Payment Handling
and Payment Rate Type

Enabling PeopleSoft Payables for the eSettlements Buyer Direct Model

Enter the appropriate values. The system uses each of these portions
of the total landed cost for non-merchandise charges, on purchase
orders, receipts, and invoices.

Enter a selection to enable editing both interfaced and onlineinvoices/vouchers.

Enter a value to determine how the system groups together receipts associated
with a voucher line during the Matching process.

Enter a setID to store the banks for this buyer.

Enter aterms ID, and values to further define the payment details.
These are required for all transactions.

Miscellaneous Information

Origin

Ship Via Code

Freight Terms Code

Tax Exempt Flag
Tax Exempt ID

Enter an origin to identify eSettlements transactions in the system. This
is used by both the invoice and purchase order interfaces.

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

Enter a code to specify how a shipment from the supplier should be
made. This defaults to incoming purchase orders.

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.

eSettlements Information

Agreement SetlD

Notification Setl D

Enter an ID to enable sharing of an agreement between buyers. You can aso
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 ID.

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 popul ates
the EM_03 record group with the newly created buyer ID.

Template Values and Navigation

Thistable provides alist of buyer template configuration attributes and how to access their respective setup.
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Attribute Navigation Path
Holiday List 1D Banking, Bank Accounts, External Accounts, Account Information
VAT Entity Set Up Financia s/Supply Chain, Common Definitions, VAT and Intrastat, Value Added
Tax, VAT Entity
Prorate VAT NR Set Up Financia §/Supply Chain, Product Related, Procurement Options,

Charges/Costs, Misc Charge/Landed Cost Defn

Journal Templates

Set Up Financia s/Supply Chain, Common Definitions, Journals, Entry Template

Origin Set Up Financia s/Supply Chain, Product Related, Procurement Options, Vouchers,
Voucher Origin

Ship ViaCode Set Up Financia s/Supply Chain, Common Definitions, Shipping and Receiving, Ship
ViaCodes

Freight Terms Code Set Up Financia s/Supply Chain, Common Definitions, Shipping and Receiving,
Freight Terms

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

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

Account Set Up Financia s/Supply Chain, Common Definitions, Design ChartFields, Configure,

ChartField Definition

Accounting Template

Set Up Financia s/Supply Chain, Common Definitions, Accounting Entry Templ ates,
Templates

L edger General Ledger, Ledgers, Detail Ledgers

L edger Group General Ledger, Ledgers, Ledger Groups

Calendar ID Set Up Financia s/Supply Chain, Common Definitions, Calendars/Schedul es, Calendar
Builder

Combo Template Set Up Financia s/Supply Chain, Common Definitions, Design ChartFields,

Combination Editing, ChartField Editing Template
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Attribute Navigation Path

Sales Tax Charge Set Up Financials/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 Financials/Supply Chain, Product Related, Procurement Options, Vouchers,
Voucher Build Criteria

Receipt Aware Set Up Financials/Supply Chain, Product Related, Procurement Options, VVouchers,
Receipt Aware Criteria

Bank SetlD PeopleTools, Utilities, Administration, TableSet IDs

Payment Terms|D

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

Accessthe necessary Payment Terms pages.

Prepay Terms

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

Accessthe 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

See Also

PeopleSoft Payables 8.8 PeopleBook, “Processing Value Added Tax (VAT) in PeopleSoft Payables’
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Enabling PeopleSoft Payables Business Units and Vendors
as eSettlements Buyers and Suppliers

To enable PeopleSoft Payables business units as PeopleSoft eSettlements buyers, and

32

Payables vendors as suppl

iers:

1. Runthe Enable AP BUs for BD Model Application Engine process (EM_ENABLE_BU).
2. Run the Enable Suppliers for BD Application Engine process (EM_ENABLE_VN).

After you run these processes, 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 SEC_BU_OPR

PS EM_SEC_BU_BANK

« PS EM_VENDOR_REG

PS_VENDOR_USER

PS EM_USR_CUR_PREF

Page Used to Enable Payables Business Units and
Vendors for eSettlements

Page Name Object Name Navigation Usage
Enable Buyer Direct Model -| EM_ENABLE_AP_RUN eSettlements, Batch Specify run parametersfor
Run Control Parameters Processes, Enable Buyer the Enable APBUsfor BD

Direct Model

Model Application Engine
process and the Enable
Suppliersfor BD Model
Application Engine process,
and run the processes.

Running the Enable Buyer Direct Model Application
Engine Processes

Access the Enable Buyer Direct Model - Run Control Parameters page.

SetID
Template 1D
Rate Type

Must be the same as the setlD for the buyer template.

Buyer template ID.

Currency rate type. You set up rate types using the Market Rate Type
component. This becomes the default rate type for all users associated with
an eSettlements role for business unit. You 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.
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After you specify the fields, click the Run button.

On the Process Scheduler Request page, select the Enable AP BUs for BD Model check box
to enable Payables business units as eSettlements buyers.

You can aso run the Enable Suppliers for BD Model process at the same time, by selecting
the Enable Suppliers for BD Model check box as well.

Click the OK button to run the processes.

Note. If you are creating vendors every day, set up the Enable Suppliers for BD Model Application
Engine process to run every night. By contrast, you should run the Enable AP BUs for BD Model
Application Engine 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, “Reqgistering Buyers,” Understanding Buyer Creation, page 39

PeopleSoft Global Options and Reports 8.8 PeopleBook, “Processing Multiple
Currencies,” Defining Market Rates
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CHAPTER 6
Registering Buyers

This chapter provides overviews of buyer registration and buyer bank accounts and discusses how to:
 Create a buyer bank account in 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 PeopleSoft eSettlements self-service and XML invoice transactions.

Note. You can still createinvoices in PeopleSoft Payables without avalid agreement i n Peopl eSoft eSettlements.

If you've already enabled a batch of PeopleSoft Payables business units, you can reuse a buyer template
to enable individual business units as PeopleSoft eSettlements buyers. You could use a single buyer
template for all your business units if the default account was 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 setl D value as the default setID that appears on the Review
Buyer Details - Registration page, and which 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 buyers
in batch. We discuss 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 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.

» Enable an existing PeopleSoft Payables business unit online by specifying registration
information, approval rules, and ChartField configurations.
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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 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 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, and builds a
one-to-one relationship between the PeopleSoft Payables and PeopleSoft General Ledger business units
in 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 a time, 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 populates 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 a vendor 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 Payables business unit and specify invoice header
approvals, the system populates the Payables business unit options with the PeopleSoft eSettlements
approval rules (however defined). This is true in both models.

In the Buyer Direct model, however, if you decide to share Payables business unit options, al
buyers associated with those options will have the same approval rules populated in eSettlements

(at the time you create a buyer or enable a business unit). Therefore, all buyers associated with
particular Payables business unit options will have the same approval rules, but the approval amounts
and roles—set up during buyer registration—will vary by buyer.

If you don’t want a certain buyer to have header approvals, clear 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 Payables business unit options that do have
voucher approval rules, those vouchers will not require approval.
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Because this scenario only applies to eSettlements, if you do have Payables business units that are
not and will not be enabled as eSettlements buyers, and you have eSettlements buyers, and both your
Payables business units and your eSettlements buyers share the same business unit options, vouchers
for your Payables business units will need to be routed for approval.

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

See Also

PeopleSoft Setting Up Procurement Options 8.8 PeopleBook, “Defining Procurement
Options,” Specifying Voucher Build Criteria

PeopleSoft Payables 8.8 PeopleBook, “ Setting Up PeopleSoft Payables Business Units,” Selecting ERS Options

PeopleSoft Payables 8.8 PeopleBook, “ Setting Up PeopleSoft Payables Business Units,”
Defining PeopleSoft Payables Business Unit Options by SetlD

Chapter 5, “ Enabling PeopleSoft Payables for the eSettlements Buyer Direct Model,” page 23

PeopleSoft Payables 8.8 PeopleBook, “ Setting Up PeopleSoft Payables Business Units,”
Understanding PeopleSoft Payables Business Units

Chapter 5, “ Enabling PeopleSoft Payables for the eSettlements Buyer Direct Model,”
Establishing a Buyer Template, page 25

Understanding Buyer Bank Accounts

The host administrator must establish the buyer bank details prior to creating a buyer. The bank account is
initially created through the External Accounts component. Once the bank is set up, the host administrator
compl etes 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 aready 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 Accounts component (BANK_EXTERNAL).

This section discusses how to create a buyer bank account 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 Object Name Navigation Usage
External Accounts BANK_PNL2 Banking, Bank Accounts, Set up external bank

External Accounts

accounts.

Setting Up External Bank Accounts
Access the External Accounts page.

Define external bank accounts for this buyer.

Bank account access is secured by the Bank Security feature, which restricts access at the buyer level.

Creating Buyers

38

To create buyers, use the following components:

* Registration (EM_BUY_REG_TBL)

* Review Buyer Details (EM_BUY ER_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 the buyer creation method.

» Enter buyer information.

Enter address information.

» Enter approval and matching rules.
 Define invoice line approva rules.
* Enable ChartFields.

» Specify buyer notifications.

» Assign banks to buyers.
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Understanding Buyer Creation

In the Buyer Direct model, since you have aready run the Enable AP BUs for BD Model (enable accounts
payable business units for buyer direct model) process (EM_ENABLE_BU) and the Enable Suppliers for

BD Model (enable suppliers for buyer direct model) process (EM_ENABLE_VN), creating PeopleSoft
eSettlements buyers from PeopleSoft Payables business units, the system uses the existing buyer template
information created during those processes. 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 module
isinstalled, 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 8.8 PeopleBook, “Understanding Configuration
Models,” Configuration Variable Types.

In the Business Service Provider model, the buyer registration process isinitiated 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. You 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
has the 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 also install the public
version of Yahoo! Messenger, Sametime Connect, or the America Online instant messenger on their
desktops, and must have a user 1D for the chosen instant messaging provider.

If an instant messaging connection fails because the chosen provider’'s network is down,
users should contact the instant messaging provider.
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See Also

Chapter 6

PeopleSoft 8.8 Application Fundamentals for Financial Management Solutions, Enterprise Service
Automation, and Supply Chain Management PeopleBook, “ Setting Installation Options for PeopleSoft
Applications,” Defining PeopleSoft eSettlements Installation Options

Chapter 13, “Disputing Invoices,” Resolving Disputes Using Instant Messaging, page 154

Chapter 6, “Registering Buyers,” Entering Buyer Information, page 42

PeopleSoft Purchasing 8.8 PeopleBook, “Defining Purchasing Item Information,” Updating

Standard Prices and Business Unit Standard Prices

Pages Used to Create Buyers

Information, Review Buyer
Details

Page Name Object Name Navigation Usage
Create New Buyer EM_BUYER_ADD eSettlements, Buyer Select the buyer registration
Information, Review Buyer | option.
Details, Create New Buyer
Existing Buyers EM_BUYER_INQRY eSettlements, Buyer View alist of existing

buyers.

Review Buyer Details-
Registration

EM_BUY_REG

* Onthe Create New Buyer
page, select the Createa
New Buyer radio button.

Click Continue.

Enter abuyer ID and
click Add.

* Onthe Create New Buyer
page, select the Enable
an AP BusinessUnit as
an eSettlements Buyer
radio button.

Click Continue.

Click aBusinessUnit
columnlink.

* Onthe Create New Buyer
page, enter abuyer ID
and click Add.

Create or complete the
buying entity and define
processing preferences.

Review Buyer Details
- Address

EM_BUY_REG_ADDR

Fromthe Review Buyer
Details- Registration page,
select the Addresstab.

Enter addressinformation.

Review Buyer Details-
Bank Information

EM_BUY_REG_BNK

From the Review Buyer
Details - Registration page,
select the Bank Information
tab.

Enter bank information for
new buyers, and view bank
information for existing
Peopl eSoft Payables
businessunitsyou're
enabling as buyers.

40
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Page Name

Object Name

Navigation

Usage

Review Buyer Details-
Notificationsand Approvals

EM_BUY_APPR RULES

* Fromthe Review Buyer
Details - Registration page,
select the Notifications and
Approvalstab.

* eSettlements, Buyer
Information, Review
Buyer Details,
Notifications and
Approvals

Specify matching and
approval rules requirements.
Inbound transactions
reference the agreement
information to determine
match flag configuration.

Note. When enabling

a PeopleSoft Payables
business unit, this pageis not
available, because matching
controlswere established at
the PeopleSoft Purchasing
business unit level.

Buyer Information - Invoice
Line Approval Rules

EM_BUY_LINE APPR

Click thelnvoiceLine
Approval Ruleslink onthe
Review Buyer Details-
Notifications and Approvals

page.

Defineinvoiceline
approval rules by selecting
fieldstorouteinvoice
linesfor approval, and the
corresponding responsible
operational role.

Review Buyer Details-
ChartField Configuration

EM_BUY_REG_CFS

From the Review Buyer
Details - Registration page,
select the ChartField
Configuration tab.

Specify supplier accessto
ChartFields on self-service
invoices.

Define Buyer Notifications-
Nominate Notification Types

EM_B_NOTIFY

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

page.

Set up buyer notifications.

Note. Thislink isenabled
only after anew buyer has
been saved.

Secure Buyer Banks-
Assign Banksto Buyers

EM_SEC_BU_BANK

eSettlements,
Administration, Secure
Buyer Banks

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

See Also

Chapter 11, “Running Matching,” Defining Match Rules, page 135

Selecting a Buyer Creation Method
Access the Create New Buyer page.

To create a new buyer in a Buyer Direct model:

1. Under Buyer Registration Options, select Create a New Buyer, and click Continue.

2. Enter a Buyer.

This value is used as the identifier when accessing buyer transactions throughout the system.
You must establish a buyer ID for each buyer you set up.

3. Click Add.

To enable an existing PeopleSoft Payables business unit:
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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.

Registration Address ank Information Motifications and Approvals ChartField Configuration
Bunrer: ALIS0T Default SetlD: SHARE
“Buyer Name: AUSTRALIA OPERATIONS *Short Name: AUSTRALIA

Template ID: METPAYAT *As of Date: |EI'I 012003 E+
currency: ALID Rate Type: Current Rate

Business ID Humbers

0 Type 10 Humber
[ Dun & Bradstreet Number | 090125 Delete |

Add New ID Numnber |

Buyer System ACcess
¥ Invoice Processing ¥ Reporting Access ¥ Instant Messenger Access
¥ Access to Review Invoices ¥ Mo Banner Management

¥ Payments By eSettlements

Iwoice and Payihent Extract

¥ ERP Integration File Report Type: |}{ru1L File
Extract Frequency: |Weeklﬁ,r
Imvoice Extract Status: |ﬂmﬁ; Status Change

RI|EN|EY

Pay Cycle Options

¥ Pay Cycle Approval Reqguired

" Self Service Pay Cycle ' Automated Pay Cycle
Pay Cycle Fregquency: |Week|y j

Buyer Creation f Modification initiates several background processes and cantake a minute or so to run. Please be patient.

Modify Buyer

Review Buyer Details - Registration page
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Subscription Registration

Default SetlD

Buyer Name and Short
Name

Template ID

As of Date

Currency

Rate Type

Business ID Numbers

Determines tableset processing for the buyer and populates by default
from the administrator’s preferences. During buyer creation, the
system establishes the required tableset sharing parameters for each
buyer, and you can refine these further.

Enter a name for the system to use on all pages where buyer ID 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 PeopleSoft 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 ID Number

Bank Information

Select a business ID type, such as Company Identification Number,
DUNS Number, Dun & Bradstreet Number, Fiscal 1D - Company
- Italy, or Tax Identification Number.

Enter the actual business ID number.

Click this button to add additional D numbers.

This information is available only if you are creating a new buyer in the Buyer Direct model.

Bank and Bank Account
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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.
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Payment M ethod Select a method 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 For the Business Service Provider model, select to load invoices
into PeopleSoft eSettlements.

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

Instant Messenger Access  Select to enable users to participate in instant messenger chats,
useful in dispute resolution.

Note. Selecting this check box enables access to al the instant messaging
vendors; there is no security for a given provider at the buyer level.
However, users with an instant messaging ID from a given provider

only have access to that provider’s network. For example, if a user

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

Accessto Review Invoices  For the Business Service Provider model, select to enable buyers to
review invoices in various summarized formats.

No Banner Management 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.

Payments By eSettlements  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 Externally
Paid process 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 (EM_PAY_XTRNL) must be
run to indicate payments have been made. This process only closes
undisputed invoices that are both Approved and Matched.
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Invoice and Payment Extract

ERP Integration File
(enterprise resource planning

Select to enable invoice and payment information to be extracted for integration
with an external financial management system. An invoice extract run control

integration file)
Report Type

Extract Frequency

I nvoice Extract Status

Pay Cycle Options

Pay Cycle Approval
Required

Self-Service Pay Cycle

Automated Pay Cycle

Pay Cycle Frequency

M odify Buyer

Create a New Buyer

See Also

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 Satus 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 approva by an authorized payment approver
in order to approve payments.

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 cleared, 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.

Select to process payments without buyer intervention such that payments
are all, in effect, preapproved. If you select this option, you must aso
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.

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.

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

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.

PeopleTools PeopleBook: PeopleSoft MultiChannel Framework

PeopleTools PeopleBook: PeopleTools Security
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Entering Address Information
Access the Review Buyer Details - Address page.

If you're creating a new buyer, enter all address information. If you're enabling an existing
PeopleSoft Payables business unit, the information populates automatically from the location
associated with the PeopleSoft Payables business unit.

Entering Bank Information
Access the Review Buyer Details - Bank Information 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. You cannot update the fields,
because this information is driven by setlD, and changing it here would affect business units that share the
same setl D. 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 all three. Changing the
bank information at the PeopleSoft 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.

Entering Approval and Matching Rules

Access the Review Buyer Details - Notifications and Approvals page.
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Registration Bank Informatian Motifications and Approvals izhartField Configuration

Buyer: BUY04 Jean Paul Inc

Processing Options

¥ Invoice Approval Required Number of Approval Levels: m Define Buyer Motifications
¥ Allow pre-approved invoices Motification Reminder Days: |—5

Maximum amount for pre-approved invoices | 5000.000 FRF
Maximum amount Approver 1 can approve |Eluﬁ,rer Feceiver j | 10,000,000.000 FRF
Maximum amount Approver 2 can approve |Eluﬁ,rer5upenrisnr j | 100,000,000.000 FRF
Maximum amount Approver 3 can approve |Eluﬁ,rerTreasurer j 99,999 999 999 999.99 FRF

¥ Invoice Line Approval Reguired Invaice Line Anproval Bules

Matching Process

¥ Requires Matching Match Rule: ISIandard match rules j

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

Modify Buyer |

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 Select to permit invoices less than a maximum monetary amount
invoices to bypass the approval step.
If selected, add avaluein the Maximum amount for pre-approved invoicesfield.
Notification Reminder Enter the number of days to elapse before approval email
Days notification reminders are sent.

Define Buyer Notifications  Click thislink to establish or modify email notifications for the buyer.

M aximum amount for In the Approval Amount column field, enter the highest amount an
pre-approved invoices invoice can be before it requires approval.
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Maximum amount
Approver 1 can approve

Invoice Line Approval
Required

Invoice Line Approval
Rules

Matching Process

Requires M atching and
Match Rule

Chapter 6

In the Role Name column field, select an accounting-oriented approver
role, for header approvals. 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.

We discuss this feature in the Approving and Disputing Invoice Lines chapter.

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

In the Buyer Direct model, you can select and specify these values only
when creating a new buyer, because at that time you’re also creating a
new PeopleSoft Purchasing business unit. (You cannot select and specify
these values when enabling a PeopleSoft Payables business unit as a
buyer.) During processing, the match rule is determined from either the
PeopleSoft Purchasing business unit or from the vendor.

In the Business Service Provider model, select the check box and specify arule
if abuyer requiresthat invoices be matched to purchase orders and receipts.
This specification provides default values on the agreements.

You can use the delivered standard match rules or set up your own.

Note. When you register a new buyer, the eSettlements Matching
Process check box at the installation level controls whether separate
invoice matching and approval is required, or if a matched invoiceis
automatically considered approved. Selecting this installation-level check
box means that separate matching and approval are required. When
creating a new buyer, the PeopleSoft Payables Matching for Voucher
Approval check box is selected automatically, 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 eSettlements invoices require separate matching and approval.

To access the page in PeopleSoft Payables where the Matching for Voucher
Approval check box is located, select Set Up Financials/Supply Chain,
Business Unit Related, Payables, Payables Definition, Matching.
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See Also

PeopleSoft 8.8 Application Fundamentals for Financial Management Solutions, Enterprise Service
Automation, and Supply Chain Management PeopleBook, “ Setting I nstallation Options for PeopleSoft
Applications,” Defining PeopleSoft eSettlements Installation Options

Defining Invoice Line Approval Rules

Access the Buyer Information - Invoice Line Approval Rules page.

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 values in
the corresponding Field that you selected.

See Also

Chapter 14, “Approving and Disputing Invoice Lines,” Setting Up Line-Level Approval Rules, page 158

Enabling ChartFields
Access the Review Buyer Details - ChartField Configuration page.

Note. To access this page you must first select the Expose ChartFields to Supplier check box on the Installation
Options - eSettlements page. If the Expose ChartFields to 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 8.8 Application Fundamentals for Financial Management Solutions, Enterprise Service
Automation, and Supply Chain Management PeopleBook, “ Setting I nstallation Options for PeopleSoft
Applications,” Defining PeopleSoft eSettlements I nstallation Options.

ChartField Name and For the available ChartFields, specify supplier access. Display Only,
Supplier Access Editable, or No Access. This 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 source is XML, users cannot view ChartFields.

If an invoice is 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 follows:
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ChartField Origin

Account Fromtheitem ID if populated at thelinelevel, from
therequester 1D if populated, or elsefrom the buyer
template.

Note. Account isarequired field and must be popul ated.

Alternate Account Fromtheitem ID if popul ated; otherwise the requester
ID if populated.

Product Fromtheitem ID if popul ated; otherwise the requester
ID if populated.

GLBU Fromtherequester ID if popul ated; otherwise

from the PeopleSoft Payables Business Unit table
(BUS_UNIT_TBL_AP).

All other ChartFields Fromtherequester ID if popul ated.

If you implement PeopleSoft eSettlements with PeopleSoft Projects, you can control the access to the
following project-related ChartFields by selecting the appropriate access for the PC Business Unit ChartField:

* Project

Activity ID

* Anaysis Type

» Category

» SubCategory

» Source Type

If PeopleSoft Projectsis 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 118

Specifying Buyer Notifications
Access the Define Buyer Notifications - Nominate Notification Types 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 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’s ID.
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Note. If an invoice does not have a requester 1D specified at the invoice header level, the
Invoice Verification process will use the requester ID specified in the setup. Otherwise, the
requester 1D on the invoice header will be 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.

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

Agreement

Match Exception - Buyer
Match Exception - Supplier
Payments Awaiting Approval
Payment Create and Cancel
Invoice Extract - Buyer
Dispute - Payment Schedules
Dispute - Invoice Lines
Invoice Load - No Errors
Invoice Load - Errors

Invoice Verification

Note. For the Invoice Verification notification type only, you can aso 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 a requester specified, that person is notified when invoices require
verification. Any other user ID or role specified in the routings also receives the notification.

These notifications contain four common fields.

Taolcc (to or carbon copy) Specify whether the notification is sent to the recipient (user ID 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 will not receive the email notifications. You 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.
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Note. If you do not want to send notifications to a buyer, clear all the notification type check boxes.

The following five 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 a reminder email
notification referencing the particular notification type activity.

» Match Exception - Buyer

» Match Exception - Supplier
» Payments Awaiting Approval
* Invoice Load - Errors

* |Invoice Verification

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

Assigning Banks to Buyers
Access the Secure Buyer Banks - Assign Banks to Buyers page.

Select the Bank and Account for the business unit.

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

See Also

Chapter 16, “Extracting Invoices,” Understanding Invoice Extracts, page 191

Chapter 15, “Processing Payments,” M anaging Payments Outside Peopl eSoft eSettlements, page 190

Chapter 15, “Processing Payments,” Approving Payments, page 171

PeopleTools PeopleBook: PeopleSoft Application Designer

Chapter 20, “Managing Banners,” Understanding Banner Management, page 233

Chapter 16, “Extracting Invoices,” Understanding Invoice Extracts, page 191

Creating Buyer Administrators

52

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.
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See Also

PeopleSoft 8.8 Application Fundamentals for Financial Management Solutions, Enterprise Service
Automation, and Supply Chain Management PeopleBook, “Defining User Preferences’

PeopleSoft 8.8 Application Fundamentals for Financial Management Solutions, Enter prise Service Automation,
and Supply Chain Management PeopleBook, “ Securing Your System,” Defining Row-Level Security

PeopleSoft 8.8 Application Fundamentals for Financial Management Solutions, Enterprise
Service Automation, and Supply Chain Management PeopleBook, “Defining User Preferences,”
Pages Used to Define Cross-Application User Preferences

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 is tied 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 page.

Here is an overview of how each processing option affects user abilities in the two models:

Processing Option Function and Implications for Each Model
Manually Schedule For both models, if you select this option users see the Schedule and Hold links on the
Payments Review Invoices- Invoice Inquiry and Schedule Payment I nstallments pages. In addition,
users can click the Dispute button on either of these pagesto resol ve payment installment
disputes.

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

Note. When you create abuyer user using the eSettlements Review User Profiles
component (EM_BUY ER_SECURITY), thisoption is automatically enabled.

Authority to Override For the Buyer Direct model, if you select this option users can override and reject
Match exceptions, and can unmatch using PeopleSoft Payables pages. If you do not select this
option, users cannot override and reject exceptions, and cannot unmatch.

For the Business Service Provider model, if you select this option users can override
exceptions but they cannot reject exceptions. If you do not sel ect thisoption, users cannot
override exceptions. In the Business Service Provider model, users can never reject
exceptions.

Note. When you create abuyer user using the eSettlements Review User Profiles
component (EM_BUY ER_SECURITY), thisoption is automatically enabled.
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Processing Option Function and Implications for Each Model

Record Payment For the Buyer Direct model, if you select this option users can create manua 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 amanual payment on the

Peopl eSoft eSettlements Record Manual Payments- Schedule a Payment page. If you do
not select thisoption, users can accessthe page, but can only view the vouchers eligiblefor
amanual payment.

Note. When you create abuyer user using the eSettlements Review User Profiles
component (EM_BUYER_SECURITY), thisoptionis automatically enabled.

Allow Regular Voucher When you create abuyer user using the eSettlements Review User Profiles component
(EM_BUYER_SECURITY), thisoption isautomatically enabled.

Allow Prepay Voucher When you create abuyer user using the eSettlements Review User Profiles component
(EM_BUYER_SECURITY), thisoption isautomatically enabled.

Urgent Payments The ahility to create urgent paymentsis not controlled through user preferences, but is
based on the permission listsassociated with theroles that are attached to users.

Userswho make urgent payments or approve 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 14
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Pages Used to Create Buyer Administrators

Registering Buyers

Page Name Object Name

Navigation

Usage

Define User Preferences:
Overall Preferences

OPR_DEF TABLE_FS1

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

On the search page, select the
ID of auser whoserole hasa
buyer administrator roletype
associated with it and click
the search button.

Click the Overall Preference
link.

Establish general processing
optionsfor abuyer
administrator.

Procurement - Payables OPR_DEF_TABLE_AP1

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

Select LBA astheuser ID.
Click Procurement.

Click PayablesOnline
Vouchering.

Establish PeopleSoft
Payables processing options
for abuyer administrator, or
specify or changeauser’s
match override and payment
creation permissions.

Assigning Data Access

Access the Define User Preferences. Overall Preferences page.

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

Defining Processing Options

Access the Procurement - Payables page.

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

Manually Schedule
Payments

Authority to Override
Match

Select to enable user to override match exceptions.

Select to enable the user to manually schedule payments and
to place payments on hold.

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

Record Payment
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Select to enable user to record payments.
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See Also

PeopleSoft 8.8 Application Fundamentals for Financial Management Solutions, Enterprise
Service Automation, and Supply Chain Management PeopleBook, “Defining User Preferences,”
Defining PeopleSoft Payables User Preferences

Chapter 12, “Approving Invoices,” Initiating Invoice Approva Workflow, page 146

Chapter 15, “Processing Payments,” Understanding Payment Processing, page 167

Chapter 11, “Running Matching,” Specifying Match Rules, page 136
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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.

Instant messaging capability, when enabled, functions in 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 Yahoo! Messenger,
Sametime Connect, or America Online (AOL) instant messenger on their desktops (if one is not already
installed) and must have a user ID 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 you' re implementing.

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

» Enable a batch of PeopleSoft Payables vendors as PeopleSoft eSettlements suppliers.
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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 as add alogo. If you decide to use email
notifications for this enabled vendor, first check to see whether the setID level is already set up. If
it is not, you must set it up for the setID for the vendor. If the setID level is aready 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 a new supplier by defining all information, including address and bank information.
Business Service Provider Model

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

See Also

Chapter 13, “Disputing Invoices,” Resolving Disputes Using Instant Messaging, page 154

Chapter 5, “ Enabling PeopleSoft Payables for the eSettlements Buyer Direct Model,” Enabling Peopl eSoft
Payables Business Units and Vendors as eSettlements Buyers and Suppliers, page 32

Chapter 4, “ Configuring Security,” Administering Self-Service Security and Creating New Users, page 15

PeopleSoft 8.8 Application Fundamentals for Financial Management Solutions, Enterprise Service
Automation, and Supply Chain Management PeopleBook, “ Setting Installation Options for PeopleSoft
Applications,” Defining PeopleSoft eSettlements Installation Options

Creating Suppliers

58

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 an overview of supplier notifications, lists prerequisites, and discusses how to:

* Register suppliers.

Enter address information.

(Optional) Enter contact information.
» Enter location information.
* Enter bank information.

» Specify supplier location notifications.
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The system administrator creates supplier 1Ds that are used as identifiers when accessing transactions
throughout the system. The setID value appears by default from the system administrator’s preferences in the
Buyer Direct model, or from the exchange host’s preferences in the Business Service Provider model.

Understanding Supplier Notifications

When setting up notifications at the supplier setID level, the system administrator nominates 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 IDs, or both for these notification
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. You enable business unit access on the user profile.

If anotification is internal, 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 Interna
Invoice Extract — Supplier Internal
Cash Collections External —Business Service Provider model only
Invoice Load —No Errors Interna
Invoice Load —Errors Interna

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

Prerequisites

You must set up vendor setl D controls before you can use a setlD. We discuss this setup in another PeopleBook.

See Also

PeopleSoft Setting Up Procurement Options 8.8 PeopleBook, “Defining Procurement
Options,” Defining Vendor Control Parameters

PeopleSoft Proprietary and Confidential 59



Registering Suppliers

60

Pages Used to

Create Suppliers

Chapter 7

Page Name

Object Name

Navigation

Usage

Create aNew Supplier

EM_SELLER_ADD

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

Begin creating anew
supplier.

Review Supplier Details-
Registration

EM_SELLER REG_PG1

Onthe CreateaNew
Supplier page, enter a
SetID and Supplier ID and
click Add.

Enter supplier subscription,
System access, payment
extract, value-added tax
(VAT) and business 1D, 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 theAdd aNew
Address button on the
Review Supplier Details-
Addresses page.

Enter supplier address
information.

Review Supplier Details
- Contacts

EM_SELLER CNT_LST

Select the Contactstab on the
Review Supplier Details-
Registration page.

View established contacts.

Maintain Contacts - Contact
Information

EM_SELLER _CNTCTS

Click the Add aNew Contact
button on the Review
Supplier Details - Contacts

page.

Enter supplier contact
information.

Review Supplier Details-
Locations

EM_SELLER LOC_LST

Select the L ocations tab on
the Review Supplier Details-
Registration page.

View established |ocations.

Maintain Locations-
Location Information

EM_SELLER OPRTG_RL

Click the Add aNew
Location button on the
Locations page.

Enter supplier location
information.

Supplier Bank Information -
Maintain Banks

EM_SELLER BANK

Click the Update Bank
Information link on the
Maintain Locations -
Location Information page.

Definethe bank accounts
into which the supplier
wantsto have electronic
payments deposited.

Define Supplier
Notifications- Nominate
Notification Types

EM_S NOTIFY

eSettlements,
Administration, Define
Supplier Notifications

Set up supplier email
notifications.

Define Supplier Location
Notifications- Nominate
Notification Types

EM_LOCATION_NOTIFY

Click the Notifications
button on the L ocations page.

Set up supplier location
email notifications.

See Also

Chapter 4, “ Configuring Security,” Administering Self-Service Security and Creating New Users, page 15
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Registering Suppliers
Access the Review Supplier Details - Registration page.

Registration A 5 Contacts Locations
Supplier: FROMAGE
*Supplier Hame: |Frnmage Importers *Short Hame: |FROMAGE
¥ voucher Processing ¥ Reporting Access Allowed
™ Instant Messenger Access ™ Mo Banner Management

Invoice and Payment Extract

¥ ERP Integration File Report Type: Fixed Format

Extract Frequency: Wiaakly
Invoice Extract Status: Faid

Leledle

VAT and Business ID Information

¥ VAT Registration
VAT Reqistration Details

VAT Reqgistration 1D

|France =] 113004328092 Delete |

Add Additional VAT Information |

Business ID Humber

ID Type I0 Humber
| SIREN Mumber - France | 313123127 Delete_|

Add New D Number |

Supplier Logo

ma
po

Add Logo | DeleteLngnl

Review Supplier Details - Registration page
Supplier Subscription

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

Voucher Processing Select to enable the supplier’s invoices 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.

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

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

Note. Selecting this check box enables access to 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 Yahoo! ID.

No Banner Management Select to prevent host-defined banners from appearing on each web 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, “Reqgistering Buyers,” Creating Buyers, page 38.

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 a country and enter a VAT 1D number.
Registration ID

Add Additional VAT Click this button to enter another country and ID number.
Information

Business ID Number

The information in this group box is optional.

ID Type and I D Number You can associate the supplier with a reporting entity from the
ID types available. If you do so, also enter the ID Number
provided by the reporting entity.

Add New ID Number Click this button to add additional numbers.

Supplier Logo
Click Add Logo to store alogo in the database and present it on the HTML invoice. Logos are optional.
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Note. Supplier logo images must be in JPEG format.

Entering Address Information

Access the Maintain Addresses - Address Information page.

Description Enter a description and any other relevant address information.

Change Country If necessary, change the country for this address. Changing the country
may change the appearance of the page. You may then need to select the
Update this Address link on the page to enter the address fields.

Add a Future Address Click this link to add future address information.

Phone Information

You may add phone information, but it’s not required.

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.

ReturntoList of Addresses Select thislink to view the addresses for this supplier and to
add additional addresses.

Note. You 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 Information page.

Contact Information

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

URL (uniform resource Enter a web 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, 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.
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Note. If there are locations aready 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 setlD-level default notification setup for the respective location. You can override the
setlD level setup on this page. If you want to override the setID-level notification setup for a new
supplier location or new effective-dated location, you must do so on this page.

Location and Location Details

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

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

Default L ocation Select this check box to define the current location as the supplier default.
Currency Code Enter a currency code to use as the default currency on self-service invoices.
Invoicing Address and Select an address for this supplier, such asPrimary.

Remitting Address

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 Address fields.

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

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

Remit to L ocation Select this radio button to have payments made to the location that
appear in the Remitting Address line.

Note. Thisradio button text for this option reads Remit to This Location if
you're setting up a brand new supplier and have not yet saved it.

Remit to thisSupplier buta Select to have payments sent to an alternate location for this supplier.
different L ocation

Remit to L ocation and Select a remit to location if you selected the Remit to this Supplier
Remitting Address but a different Location radio button. The available choices
are those that you previously established for this supplier. The
associated remitting address appears.

Remit to a different Select this radio button to have payments made to a different supplier.
Supplier
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Remit Supplier Select the supplier to receive payments.

Remit to L ocation Select the location of the different supplier. The associated address appears.
andRemitting Address

Update this L ocation Select this link to modify existing location details.

Add a Future L ocation Select this link to specify a location that will take effect on a

date that you designate.

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

Entering Bank Information
Access the Supplier Bank Information - Maintain Banks page.

Accessible Bank Accounts

Default Select to set the current information as the default bank for this supplier.
Bank Name and Branch The values that you enter here appear in the payment file notification
Name and on the HTML invoice.

Country and Bank ID Qual Enter one of each to identify the Bank 1D and Account #
(bank 1D qualifier) (account number) field format.

Note. You must enter this information in the system before you
can transfer money to the account.

IBAN Digit (international Enter your check digit if your organization has an IBAN.
bank account number digit)

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 Also

Chapter 4, “Configuring Security,” page 13

PeopleSoft Setting Up Procurement Options 8.8 PeopleBook, “Maintaining Vendor
Information,” Defining Vendor Bank Accounts

PeopleSoft Global Options and Reports 8.8 PeopleBook, “Working with Value Added Taxes (VAT)”
Chapter 4, “ Configuring Security,” Administering Self-Service Security and Creating New Users, page 15

PeopleSoft Global Options and Reports 8.8 PeopleBook, “Working with Value Added Taxes
(VAT),” Understanding Value Added Taxes (VAT)

Specifying Supplier Location Notifications
Access the Define Supplier Location Notifications - Nominate Notification Types page.
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Note. Because you establish setlDs at such a high level, the system administrator can specify
only the roles to 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:

» Payment Create and Cancel

* Invoice Extract - Supplier

* (Business Service Provider model) Cash Collections
* Invoice Load - No Errors

* |Invoice Load - Errors

The routings and nominations 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 setlD 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 setID level appear on this page. You can override and specify
different routings for each location. If the administrator has enabled routings, the supplier
administrator can nominate roles or user 1Ds to receive naotifications.

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

As with roles, when specifying user IDs, those that appear are internal users. The exception is the Cash
Collections natification. 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 17, “Managing Cash Collections,” Specifying Cash Collection Notification Parameters, page 196

Chapter 4, “ Configuring Security,” Understanding Self-Service Security Administration, page 16

Creating Supplier Administrators
To create a supplier administrator, use the Review User Profiles component (EM_SELLER_SECURITY).

This section provides an overview of the supplier administrator role type and discusses
how to create the supplier administrator.
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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

Object Name

Navigation

Usage

Supplier User Details

Review User Profiles- EM_SELLER_SECURITY

eSettlements, Supplier

Information, Review User

Profiles

The system administrator
createsthe supplier
administrator profile.

Creating Supplier Administrators
Access the Review User Profiles - Supplier User Details page.
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Review User Profiles
Supplier User Details

User Profile

*User ID: SELLER
‘Name: |eSeﬁlements Supplier User (Examples; Fred Smith, &P Department or Buyer)
Lock Account [ (Click here to dizable the access to the system for this user)

[
*Password: [
[
I

*Confirm Password:

Email Address: |penplesnﬂ@penplesnﬂ.cnm ¥ Email User
*Language Code: | English |

*Currency Code: Im 2 euro

*Rate Type: | Current Rate |

Instant Messaging IDs

Instant Messaqing Domain Instant Messenger 1D
YAHOO j |susansupplier Delete |
AddNewlD |

Supplier User Roles

Role Hame

Supplier Treasurer j Delete |

Add a User Role

Accessible Suppliers Fingd Fir=t [4] 12 of 2 [H] Last

|Cnmputer5 LInlimited Pty Ltd o) Delete |
|Frnmage Imporers o) Delete |

Add a Supplier |

Review User Profiles - Supplier User Details page

User Profile

Email Address Enter an email address for the supplier administrator notifications.

Email User Select this check box so that the supplier administrator will receive emails.
L anguage Code and Enter a language and currency code for the supplier administrator.

Currency Code
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Instant Messaging IDs

Instant Messaging Domain  Select AOL (America Online), SAMETIME, or YAHOO to designate
and I nstant Messenger 1D 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 1D field.

Supplier User Roles

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

Accessible Suppliers
Assign the Name of each supplier that this supplier administrator can access.

See Also

Chapter 4, “ Configuring Security,” Understanding Permission Lists and Role Types, page 14

Chapter 6, “Registering Buyers,” Creating Buyer Administrators, page 52

Chapter 4, “Confiquring Security,” Creating New Buyer Users, page 17

Chapter 4, “ Configuring Security,” Administering Self-Service Security and Creating New Users, page 15

Defining Data and Processing Access

Once a supplier administrator is set up, you define a vendor ID 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.
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Pages Used to Define Data and Processing Access

Page Name

Object Name

Navigation

Usage

User Preferences - Overall
Preferences

OPR_DEF TABLE FSl1

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

Click Overall Preference.

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

Payables Online Vouchering

OPR_DEF TABLE AP1

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

Click Procurement.

Click Payables Online
Vouchering.

Enter an origin codeto be
used when creating online
vouchers.

Payables Online Vouchering
- Voucher Styles

VCHR_AUTHORITY_SEC

Click the Security for
Voucher Styleslink on the
Payables Online Vouchering

page.

Ensurethat the Allow
Regular Voucher check box
isselected for thelocal
supplier administrator user.

Vendor Processing Authority

OPR_DEF TABLE VND1

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

Click the Procurement link
onthe User Preferences

page.
Click the Vendor Processing

Authority link onthe
Procurement page.

Specify additional vendor
processing authority.
Because a supplier may want
payments sent to an alternate
remit to vendor, the local
supplier administrator can
usethispageto create

these locations. The host
administrator can usethis
page to enable authorities.

Defining Supplier Administrator Processing Preferences

Access the User Preferences - Overall Preferences page.

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

(Optional) Defining Processing Authority
Access the Vendor Processing Authority page.

To enable alternate location setup, select the Authority to Enter, Authority to Approve,
and Authority to Inactivate check boxes.

See Also

PeopleSoft 8.8 Application Fundamental sfor Financial Management Solutions, Enter prise Service Automation,
and Supply Chain Management PeopleBook, “Defining User Preferences,” Defining OLE Information

PeopleSoft Setting Up Procurement Options 8.8 PeopleBook, “Defining Procurement
Options,” Defining Vendor Control Parameters
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Creating Agreements

This chapter provides an overview of agreements and discusses how to:
* Initiate agreements.
» Update agreements.

» Share agreements among buyers.

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 a final
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.

These PeopleSoft eSettlements features reference processing options that are established at the agreement level:

 |Invoice Creation
» Matching

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 terms for purchase orders are not obtained from the agreement, but from the
vendor, if a match control 1D 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 vouchers that 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.

» Cash collection details are not appropriate for the Buyer Direct model and are unavailable for entry.
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» Users with system administrator role types can update payment terms. In such cases the buyer
does not receive email notification of the change in terms.

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

» Users with system administrator role types can access both buyer and supplier agreement details.

Agreements in the Business Service Provider Model

You 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 terms for purchase orders are obtained from the agreement.

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

Initiating Agreements

72

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

This section discusses how to:

» Enter buyer processing preferences
» Specify buyer notifications

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 nominate 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 setlD level, with the setID determined by record group EM_03.

When an agreement is shared and email notifications are overridden at the agreement level, al 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:

Agreement Record Group Notification Record Group
Buyer EM_01 EM_03
Buyer 1 (BUYO01) BUYO1 BUYO1
Buyer 2 (BUY02) BUYO1 BUYO1
Buyer 3(BUY03) BUYO1 BUYO3
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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 has a unique notification setup.

If, a 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 setlD
level for BUYO1 (notification setup). When processing for buyer 3, the system selects the defaults
that are established at the email notification setlD 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 notifications for the other buyers that share the
agreement. At this point, the sharing of the agreement should be reconsidered.

Pages Used to Initiate Agreements

Page Name

Object 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.

Existing Agreements

EM_AGREE_INQRY_SEL

eSettlements, Buyer
Information, Review
Agreement Details, Existing
Agreements

View and access existing
agreementsin various
statuses.

Review Agreement Details-
Buyer

EM_AGREEMENT_BUYER

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

Enter buyer and supplier

information and click Add.

* eSettlements, Buyer
Information, Review
Agreement Details

Click alink inthe Supplier
column.

Enter basic processing
preferencesthat areto be
applied toinvoicesfromthe
selected supplier andinitiate
review by the supplier, or
view established agreement
information.

Review Agreement Details-
Buyer Notifications

EM_AGR_BUY_NOTIFY

eSettlements, Buyer
Information, Review
Agreement Details, Buyer
Notifications

Specify buyer email
notifications and routings.

Review Agreement Details
- Supplier

EM_AGREEMENT_SELLE

eSettlements, Buyer
Information, Review
Agreement Details, Supplier

Review supplier data.

Entering Buyer Processing Preferences

Access the Review Agreement Details - Buyer page.
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Buyer Motifications Supplier Supplier Motifications
Buer: BLA 04 Jean Padl Inc
Supplier: AUSCOMP  Computers Unlimited Location: Eastern Region
¥ Standard Vouchers Allowed Supplier Ref 1D: |EIT2I32

Comments

Commems: |spin to yWestern Region (FRA) if liguids.

Bank Information

*Bank Code: FREMCH BANK

*Bank Account: |Checking Account

KiJregre)

*Payment Method: | Electronic Funds Transfer

Self-Sendce Imvoice Options

*Imvaice Verification Option: | hon-Po Invoices j v Expose ChartFields to Supplier

Review Agreement Details - Buyer page

Buyer Processing Options

Requires M atching and Select the check box to require that invoices from this supplier go through
Match Rule the Matching process, and select an associated rule.

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.

Standard Vouchers Select to enable the supplier to send an invoice without a purchase

Allowed 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.

Supplier Ref ID (supplier Add any reference for this supplier.
reference ID)

Note. For OAG XML invoices, the supplier provides this value in the Partyld
tag. We discuss this correspondence in the Processing Invoices chapter.
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Add any comments regarding this supplier.

Bank Information

Buyer bank information populates by default from the buyer registration. You 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 Method

You can select a different pay-from bank here. A newly chosen bank overrides
the default bank that is established during buyer registration and thus become
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 amethod to use when transacting with this supplier. Only the methods
that you previously 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 details level.

Self-Service Invoice Options

Invoice Verification Option

Expose ChartFields to
Supplier
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Select which invoices are routed to the requester (or other role that
you specify) within the buying organization, for verification of
invoice accuracy and compl eteness:

* 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 |east one invoice
linethat does not reference a purchase order be subject to invoice verification.

Note. If agiven invoice has no requester 1D (if none is provided), the
system takes the value from the buyer email notification setup. You define
the default requester (or other role) during the notifications setup at the
buyer setlD level, and this definition can be overridden at the agreement
level. When the requester is selected, a default requester must be nominated.
This requester ID is the 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 appearsonly if you enable the option at the installation level.
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Notify Supplier to Review  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.

Note. After the agreement isfinalized, this button no longer appears.

Accept Agreement 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.

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

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

Cancel Agreement This button appears only after the agreement is accepted by both parties.
Either can terminate the agreement by clicking this button.

See Also

Chapter 6, “Registering Buyers,” Enabling ChartFields, page 49

Chapter 6, “Registering Buyers,” Specifying Buyer Notifications, page 50

PeopleSoft 8.8 Application Fundamentals for Financial Management Solutions, Enterprise Service
Automation, and Supply Chain Management PeopleBook, “ Setting Installation Options for PeopleSoft
Applications,” Defining PeopleSoft eSettlements Installation Options

Specifying Buyer Notifications
Access the Review Agreement Details - Buyer Notifications 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.

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.
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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, “Reqistering Buyers,” Specifying Buyer Notifications, page 50

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 Object Name Navigation Usage

Agreement Inquiry EM_AGREE_INQRY_BUY eSettlements, Supplier View existing agreements.
Information, Review
Agreement Details

Review Agreement Details | EM_AGREEMENT_SELLE eSettlements, Supplier Review buyer terms and
- Supplier Information, Review accept agreement.
Agreement Details

Click aBuyer link.

Review Agreement Details- | EM_AGR_SUPP_NOTIFY eSettlements, Supplier Specify supplier email
Supplier Notifications Information, Review notifications and routings.
Agreement Details, Supplier
Notifications

Entering Supplier Processing Preferences
Access the Review Agreement Details - Supplier page.
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Buyer Maotifications Supplier Supplier Matifications

Agreement Reference

Buyer: BLY 04 Jean Paul Inc

Supplier: ALSCOMP Computers Unlimited Location: Eastern Region

Comments

Customer Ref ID: JE57G54509

Comments: Contactfor issues is Renee. A
Agreement Information
¥ Remit Supplier Used Narme: |UK Office Paper Supplies ﬂ Location: |1 j

Supplier Payrment Terms First 1 of 1

Payment Terms: I Dt Moy j Delete |
Payment Terms effective as of:  |01/051988 [

Add Mew Payment Terms |

Save Cancel Agreement

Review Agreement Details - Supplier page

Comments

Customer Ref ID (customer Enter a reference ID and any comments that are relevant to
reference ID) and Comments this buyer or agreement.

Agreement Information

Remit Supplier Used Select this check box to use an alternate remit to supplier, to which
the system transmits invoices for this supplier.

Name and L ocation Enter the remit to supplier name and location.

Supplier Payment Terms

If multiple terms exist, you cannot view them al 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.
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Payment Terms Select terms, such as Due Now, Net 30, or EOM.
Payment Ter ms effective Enter a date on which the terms become effective.
as of

Add New Payment Terms  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 cycle is not
initiated with a change in payment terms.

Accept Agreement 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.

Cance Agreement Once an agreement is finalized and you want to cancdl it, click this
button to cancel it and prevent further invoice creation or processing to
occur. Clicking this button does not effect invoices that are already in
the system, but prevents the creation of new invoices.

Specifying Supplier Notifications

Access the Review Agreement Details - Supplier Notifications 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 nominated at another setup level, al 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 selects the roles.

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.
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Notification Types

If you click the Specify Overrides button, enter the appropriate routing information
in the Enter Routings group box.

See Also

Chapter 6, “Registering Buyers,” Specifying Buyer Notifications, page 50

Sharing Agreements Among Buyers

You can use agreement sharing in both the Buyer Direct and the Business Service Provider model. If you
create anew buyer in either model, agreement sharing and tableset control assignment occur automatically
when you create the buyer, through the use of the buyer template where the agreement setID is specified.

When the agreement setID is populated on the buyer template, the system uses that setID for record
group EM_01 during buyer registration, and when creating agreement sharing. When the agreement
setID on the buyer template is not specified, the system populates record group EM_01 with a
value that is equal to the buyer that is being created. You can also create sharing among buyers
after buyer registration by modifying the EM_01 setlD for the buyers.

To access record groups, select PeopleTools, Utilities, Administration, TableSet Control.

If you enable an existing PeopleSoft Payables business unit in the Buyer Direct model, you can
share agreements among multiple buyers by using tableset sharing.

To share an agreement among multiple buyers after enabling an existing PeopleSoft Payables business unit:

1. Create an agreement with a supplier for one of the buyers.

2. Access the TableSet Control component for each of the other buyers (enter the buyer business
unit in the Set Control Value field on the search page).

3. On the TableSet Control - Record Group page, scroll to record group EM_01 and enter the
buyer ID for which you create the agreement in the SetID field.

4. Save and repeat for each buyer sharing the agreement.
See Also
PeopleTools PeopleBook: PeopleSoft Application Designer

Chapter 5, “ Enabling PeopleSoft Payables for the eSettlements Buyer Direct Model,”
Establishing a Buyer Template, page 25
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Processing Purchase Orders and Receipts

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.

* Prepare for 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

If you are implementing PeopleSoft eSettlements as the Business Service Provider model, you must implement
the functionality discussed in this chapter in order 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.

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 PeopleCaode 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.

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 where 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. Before loading an XML file, you must set up a valid node and channel.
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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
PO Receipt
XML XML Self-
Service
Invoice
Purchase Order \ 4 4
Online Entry —
> Invoice
PeopleSoft XML
eSettlements <
Receipt Payment
Buvyer Online Entry > i
y > Supplier
Invoice and Invoice and
Payment Payment
Extract XML Extract XML
>

PeopleSoft eSettlements data flow

This section discusses:

» Maitch control and payment terms definitions
* Item category processing for business units
See Also

PeopleSoft Purchasing 8.8 PeopleBook, “Understanding Purchase Orders”

Match Control and Payment Terms Definitions

The host administrator defines the match control ID during the global PeopleSoft setup. The
buyer administrator then specifies the control ID during buyer registration. This ID is used as the
default value on agreements, athough it can be changed there as well.
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The supplier administrator defines payment terms either during supplier registration or agreement registration.
When a valid 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 a valid agreement, default matching
information appears from buyer registration settings, and default payment terms information
appears by from supplier location registration settings.

This diagram illustrates the purchase order default hierarchy:

Buyer Supplier
Matching Match . Payment
Required  Control ID Buyer/Supplier Terms
Agreement /
AN Matching Match Payment
\ Required Control ID Terms
\ /
AN N\
AN N
\ /
N
N
SetID J \ L &
Item PO 4 ) 4 Buyer Item

Category Header Matching Match Payment Category

Receipt Required Control ID Terms Attributes*
Required Receipt
Matching . Required
Tolerances  ——| Receipt ¥
Receiving Required TR?celvmg
Tolerances | —— plerances

: - > : Matching
f ccouny Schzcd)ule Match Line Receiving Matching Tolerances
\ Status Tolerances Tolerances

*established only if Buyer has
o \ specific category attributes
Distribution Account

Valid agreement does not exist

Valid agreement does exist
Buyer does not have specific item attributes

Buyer has specific item attributes

Purchase order default hierarchy

The following diagram illustrates how the existence of an agreement affects subsequent default values:
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Matching control and payment terms defaults

Note. These diagrams are valid only for the Business Service Provider model.

See Also

Chapter 11, “Running Matching,” page 133

PeopleSoft Managing Items 8.8 PeopleBook, “Loading Items,” Editing Data Errors
in the Item Loader Staging Tables

Defining Buyer Item Categories

84

The host administrator defines item categories at the buyer (business unit) level, including
preferences for matching tolerances and receiving controls. Because item categories are a way to
group items together, and because item categories are determined by setlD, the attributes defined
at the setID level for an item category are the same for al buyers.

To define buyer item categories, use the Maintain Item Categories component (EM_ITEM_CATEGORIES)
and the Receipt Aware Criteria component (RECV_AWARE_DEFN).

This section provides overviews of item category processing for business units and matching
and receiving tolerance defaults, and discusses how to:

» Define and maintain item categories.
* Define receipt-matching criteria.
* View, define, and maintain item category receiving and matching tolerances.

» (Optional) Define matching and receiving tolerances.
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Understanding Item Category Processing for Business Units

Using item categories is a way to group items together. PeopleSoft eSettlements processes item
categories in 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.

You 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 selected receipt required, receiving details, and matching and receiving
tolerances are automatically populated onto the purchase order. If there are no buyer item category
attributes, the defaults are derived from the setID item category attributes.

Fields not shown on the Item Categories - Buyer Specific Attributes page are automatically popul ated
from the setID level. These same attributes are used during the Matching process.

Note. Before you can interface purchase orders, you must set up item categories.

Understanding Matching and Receiving Tolerance Defaults

Receiving tolerance defaults originate from item categories. ltem category attributes exist at
the setID level and the business unit level. The following diagram illustrates the processing
logic used to obtain correct item category attribute information:
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Yes

Matching and receiving tolerance defaults
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 appears on the purchase order line (PS_PO_LINE).

» Obtains the account from the item category setID 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 tolerances 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.
This value is used as the default on the purchase order line.
» Obtains the account from the item category setID level.
» Obtains matching and receiving tolerances from the item category setID level.

These tolerances are used as default values on the purchase order schedule.
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Pages Used to Define Buyer Item Categories

Page Name Object Name Navigation Usage
Category Definition EM_CATEGORY_TBL eSettlements, Define and maintainitem
Administration, Maintain categories.
Item Categories

Voucher Receipt Aware

VCHR_RECV_AWARE

Set Up Financia s/Supply
Chain, Product Related,
Procurement Options,
Vouchers, Receipt Aware
Criteria

Define how the Matching
process associates receivers
with purchase ordersand
vouchers. If you are

not using defined items
inyour environment,

you also address special
considerations.

Category Definition 2

CATEGORY_TBL2

eSettlements,
Administration, Maintain
Item Categories, Category
Definition 2

View, define, and maintain
item category receiving and
matching tolerances used

in the Matching process.
You can definereceiving
and matching tolerancesfor
each item category at the
setlD level, providing al
buyerswith accessto the
same set of values, or at the
individual buyer level.

Buyer Specific Attributes

EM_ITM_CAT BU

eSettlements,
Administration, Maintain
Item Categories

Click the Buyer Specific
Attributeslink on the
Category Definition page.

Define matching and
receiving tolerancesfor item
categoriesat the business
unit level. If buyershave
different tolerancesthan
those defined at the setID
level, enter valueson this

page.

Defining and Maintaining Item Categories
Access the Category Definition page.
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Category Definition Category Definition 2 Categary Definition 3

Setld:  SHARE CategoryID: 00019 Code:  MOMITORS

Find | “iewe 2l

Fir=t E 1 af 1 |£| Last

Effective Date:  |01/011900 [ gratus:  |Active 7]

*Description: \Computer Monitars *Short Desc: Im

*Account: W Q Alt Acct: Ii Q

Primary Buyer: |Buaan FPutney ')

Asset Profile ID: (2112 Q

Lead Time Days: |_3 *CUrrency: W Q Yen

Comments: ;|
[l

[+][=]

Buyer Specific Attributes Hierarchy

Category Definition page

Enter an Effective Date, Status, Description,Short Desc (short description), and Account for this category.

Defining Receipt Matching Criteria

Access the Voucher Receipt Aware page.

Voucher Receipt Aware

VYoucher Receipt Aware Customize | Find | i

4
Receiver Reference |*tem Option |gg.[ Option Match Sum *User
INnne 'I INnne 'I Iﬂcceptetvl ¥ Mone - %

| Mane x| |wone | |Receipt x| M Mone B
|Imr|:|iceID j |N|:|ne j |Accepte:j v Mone - %
|Imr|:|i|:e I j |N|:|ne j |Heceipt j v Fone - =

SatiD: SHARE Receipt Aware: RECEIPT |5tandard Receipt Aware Defh

l_
=]
=]
=]
=]

t [1] 1.4

EEEET

chciichn| |

f

Las

ofiofinfin] |

Voucher Receipt Aware page

To enable receipt summarization on orders that have only an item category and a description, select and
configure only the first four rows of the page exactly as they are shown here. Use this configuration

if you are ordering by description and are not using items on the purchase orders.
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Viewing, Defining, and Maintaining Item Category
Receiving and Matching Tolerances

Access the 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.

See Also

PeopleSoft Managing Items 8.8 PeopleBook, “Defining Item Control Values’
PeopleSoft Setting Up Procurement Options 8.8 PeopleBook, “Defining Procurement
Options,” Defining Inspection Procedures

Defining Matching and Receiving Tolerances

Access the Buyer Specific Attributes page.

Buyer Specific Attributes
SetlD:  SHARE CategoryID: 00002 Code:  ACCESSORIES
Buyer Specific Attributes Find | e Al First [ 1 of 1 [ Last
Buyer: BUY03 Effective Date: |10/20/2003 [3 [=]
Tolerance Owver Tolerance Under
Unit Price Tolerance: 0.00000 0.00000
U Unit Price Tolerance: 0.00 0.00
Ext Price Tolerance: 0.00000 0.00000
U Ext Price Tolerance: a.00 0.00
¥ Receiving Required EarlyShipRjctDays: | 10 Days Late: 7
¥ Reject Gty Over Tolerance Qty Revd Tolerance %: 80
¥ Inspection Required *Partial Oty I Recwd v I
Inspection Routing ID; |ELECTRONIC Q ‘Inspection UOM: I Standard :I'

Buyer Specific Attributes page
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Buyer and Effective Date Specify these if a buyer uses tolerances other than those defined at
the setlD 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 populate any fields on this page.

Note. If this pageis left blank, setID level tolerances and receiving
controls appear by default.

See Also

PeopleSoft Managing Items 8.8 PeopleBook, “Defining Item Control Values,”
Understanding Item Control Values

PeopleSoft Setting Up Procurement Options 8.8 PeopleBook, “Defining Procurement
Options,” Defining Inspection Procedures

Processing Third-Party Purchase Orders

90

When loading information from third-party products, PeopleSoft eSettlements is able to 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 file for 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
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Formatting Incoming XML Files

Subscription PeopleCode transforms an XML message into a PeopleSoft eSettlements transaction. This
PeopleCode populates the application tables in a manner similar to that of the online pages.

Thisinterface 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. You 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 a valid node and channel.

See Also

PeopleTools PeopleBook: PeopleSoft Integration Broker

Loading Purchase Orders

The system validates purchase order data and converts it to a purchase order while loading it from
an XML file. For this to 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 a vaidated purchase order is loaded, 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 is loaded with invalid data, the system displays an error
message, and the host administrator modifies and resubmits the purchase order until the message statusis
Done.You can access the message by selecting PeopleTools, Integration Broker, Monitor, Monitor Message.

* 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 datain PeopleSoft Integration Broker and resubmit the message
until the message statusis Done. Alternatively, the host administrator can cancel the error message, and the
buyer can correct the XML and resubmit it. If auser leaves a key field blank and the host administrator
correctsiit, 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 I 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 finally PO_LINE_DISTRIB. Once the host
administrator saves the message, the field is popul ated with the entered value throughout the message.

The system loads purchase orders from an XML file directly into the following PeopleSoft Purchasing records:

« PO_HDR
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« PO_LINE
« PO_LINE_SHIP
« PO_LINE_DISTRIB

Purchase order data flows along four levels:

Chapter 9

A

XML
file

PO channel Y
records

Purchase order data flow

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
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Record

Field

EM_PO_LINE_REC

BUSINESS UNIT

PO_ID

LINE_NBR

CATEGORY_CD

UNIT_OF MEASURE

DESCR254 MIXED

EM_PO_SHIP REC

BUSINESS UNIT

PO_ID

LINE_NBR

SCHED_NBR

PRICE_PO

DUE DT

SHIPTO_ID

QTY_PO

MERCHANDISE_AMT
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Record

Field

EM_PO_DIST_REC

BUSINESS UNIT

PO_ID

LINE_NBR

SCHED_NBR

DST_ACCT_TYPE

DISTRIB_LINE_NUM

QTY_PO

MERCHANDISE_AMT

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 tables in 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 load successfully. When a data element does not exist in the edit tables, the entire
XML message is set in error and must be corrected before further processing . Default values other than
those retrieved from the agreement and the item category are also established on these tables.

Verifying Externally Received Purchase Order
and Receipt Data

PeopleSoft delivers severa pages to enable you to view details of integrated purchase orders and receipts.

94

This section discusses how to:
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* Inquire about purchase orders.

» Review purchase order details.

* Inquire about receipts.

* Review receipt details.

Processing Purchase Orders and Receipts

» Review voucher information for purchase orders or receipts.

Pages Used to Verify Externally Received Purchase
Order and Receipt Data

Page Name

Object Name

Navigation

Usage

Review Purchase Orders-
Purchase Order Inquiry

EM_PO_INQ_SRCH

eSettlements, Procurement
Information, Review
Purchase Orders

View purchase ordersin the
system.

Review Purchase Orders-
Purchase Order Detail

EM_PO_INQ

e Clickalinkinthe PO
column on the Review
Purchase Orders-
Purchase Order Inquiry

page.

¢ Clickalinkinthe 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
invoiceline and payment
information for a purchase
order.

Review Receipts - Receipt
Inquiry

EM_RECV_INQ_SRCH

eSettlements, Procurement
Information, Review
Receipts

View receipts.

Review Receipts - Receipt
Detail

EM_RECV_INQ

» Click alink inthe Receipt
Number column on the
Review Receipts- Receipt
Inquiry page.

e Clickalinkinthe
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
invoiceline and payment
information for areceipt.

Inquiring About Purchase Orders

Access the Review Purchase Orders - Purchase Order Inquiry page.
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You can specify a particular Buyer and Purchase Order to limit your search results. Use the fields
in the Advanced Search group box to further narrow your inquiry.

Reviewing Purchase Order Details

Access the Review Purchase Orders - Purchase Order Detail page.

Review Purchase Orders

Purchase Order Detail

PO FOMP-113 PO Date:  01/14)2002 PO Het Amount: 10,200.00 UsD
Banser: BLYO4 Jean Paul In; Sales | Use Tax: 0.0o0 uso
Supplier: FREEDS Freeds Furniture VAT Amount: 0.00 UsD
Status: Dizpatched Freight Misc: 1,180,00 LsD
Match Rule: STAMNDARD PO Gross Amout: 11,380.00 UsD
First [4] 4 of 2 I Last
Line Humber: 1 Sched Hum: 1 Unit of Measure: EA ¥ Receiving Required
Due Date: 01 &r2002 Category: ALLITEMS All ltems
Match Status: Mot Matched ftem:
PO Oty 10.0000 VAT Amount: 0.00 LSD
Unit Price: £00.00000 Sales /Use Tax: 0.00 UsD
PO Amount: £,000.00 USD Freight Misc: 800.00 USD
PO Invoice Lines Cuztomize | Find | Wisw: 2 ||| Fir=t 1cf1 Last
Wh—mﬁwwmrms U Ton |FreightiMiss
éig””m' 00000035 1 g\fgr“riz'l'j"en 10000 EA  680.00000 68000 USD 000  0.00 300.00

Customize | Find | Wiew Al Fir=t 1cf 1 Last

Line |Match Status Received Oy Accept Ohy Reject Oty |HOM Amournt

REMP-1131 1 To Match 1.0000 1.0000 0.0000 EA G00.00 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 18, “Managing Invoices for Buyers,” Reviewing Invoice Details, page 216

Inquiring About Receipts
Access the Review Receipts - Receipt Inquiry page.

This page is similar to the Review Purchase Orders - Purchase Order Inquiry page.
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Reviewing Receipt Details

Access the Review Receipts - Receipt Detail page.

This page is 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.

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 in PeopleSoft, there must be a valid purchase order with the status Dispatched to
receive against. Receipts support the PeopleSoft eSettlements Matching process when receiving is required.
The reconciliation of apurchase order, an invoice, and a receipt 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,” Understanding Purchase Order
and Receipt Integration, page 81

PeopleSoft Purchasing 8.8 PeopleBook, “ Receiving Shipments,” Understanding the Receiving Business Process

Processing Third-Party Receipts

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 a third party, the PeopleSoft
Integration Broker can process receipt information, provided the necessary setup is complete.

This section discusses how to:

» Format incoming receipt files.

 Use transaction codes.

See Also

PeopleSoft Purchasing 8.8 PeopleBook, “Receiving Shipments,” Receiving Using Electronic Data Collection
PeopleSoft Purchasing 8.8 PeopleBook, “ Receiving Shipments,” Setting Up User Receiving Authorizations
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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 a valid node and channel.

The XML message requires 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.

The end transaction flag (END_TRANS_FLAG) tells the system whether this message can be processed
and whether the receipt can be immediately created. If the flag status is N, the data remains in the
system with an incompl ete status—therefore, populate this flag with .
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After XML messages are loaded, the host administrator can identify and correct errors and verify receipt
data before it is written to the receipt records. The Receipt Load process then loads the transaction
datain the receipt records. After the process successfully completes, 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 successfully passed edits.

The host administrator can view, correct, and resubmit transactions on the Transaction Maintenance pages.
For example, if an XML file is loaded with a blank Ship To ID field, that file generates an error. The host
administrator must correct the errors and then resubmit the message from the Transaction M aintenance pages.

After errors have been corrected and the messages have been resubmitted, the messages
are picked up by the Receipt Load process.

Pages Used to Verify Externally Received Transaction Data

Page Name Object Name Navigation Usage
Transaction Maintenance BCT_CTL_UPD Data Exchanges, Transaction | Enter aUnit (buyer) to
Error Handling, Maintain view receipt transactions.
Transactions The system displays only
those buyers 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.
LineDetails BCT_PO_RCV_ERR_SEC Click the Edit Errorslink on | View details about thefields
the Purchasing Receiving inerror.
page.
See Also

PeopleSoft Purchasing 8.8 PeopleBook, “Receiving Shipments,” Receiving Using Electronic Data Collection

PeopleSoft Supply Chain Management I ntegration 8.8 PeopleBook, “ Managing PeopleSoft Supply Chain
Management Integration Points,” Processing Inbound Application Message Transactions

PeopleSoft Supply Chain Management Integration 8.8 PeopleBook, “ Managing PeopleSoft Supply
Chain Management Integration Points,” Using Transaction Maintenance

PeopleSoft Purchasing 8.8 PeopleBook, “ Receiving Shipments,” Loading Receipts Received
Using Enterprise Integration Points and Electronic Data Collection
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Loading Receipts into PeopleSoft Purchasing Records

After error-free receipt data has been successfully loaded into PeopleSoft staging tables, the
host administrator runs the Receipt Load Application Engine process (PO_RECVLOAD) to

load receipt data into PeopleSoft Purchasing records.

See Also

PeopleSoft Purchasing 8.8 PeopleBook, “Receiving Shipments,” Loading Receipts Received
Using Enterprise Integration Points and Electronic Data Collection

Pages Used to Load Receipts into PeopleSoft
Purchasing Records

Page Name

Object Name

Navigation

Usage

Receiver Load

RUN_RECVLOAD

Purchasing, Receipts, L oad
Receipts

Run the Receipt Load
process (PO_RECVLOAD).

Detail

Information, Review
Receipts

Click alink in the Receipt
Number column link.

Review Purchase Orders- EM_PO_INQ eSettlements, Procurement View purchase order
Purchase Order Detail Information, Review information after completion
Purchase Orders of the Receipt Load process.
ClickaPOlink onthe
Review Purchase Orders-
Purchase Order Inquiry page.
Review Receipts- Receipt | EM_RECV_INQ eSettlements, Procurement View receipt information

after completion of the
Receipt Load process.

Creating Receipts

You can aso input receipts by creating them on the Select Purchase Order page.
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Pages Used to Create Receipts

Chapter 9

Page Name

Object Name

Navigation

Usage

Select Purchase Order

PO_PICK_ORDERS

eSettlements, Procurement
Information, Create Receipt

Search for and retrieve PO
schedul es agai nst which to
create receipts.

Item Description

PO_PICK_IT_DESCR

Click aDescriptionlink in
the Selected rows region
of the Select Purchase
Order page.

View transaction and
preferred language
information for a purchase
order.

Receiving

RECV_WPO

The system automatically
displays this page after you
select purchase orders on the
Select Purchase Order page.

Define, view, and cancel
purchase order receipt
information.

Entering Receipts
Access the Select Purchase Order page.

To create receipts:

1. Enter the relevant search information.

Click Search.

2
3. Select the Sel 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. Use the Maintain Receipts - Receiving page to define receipt details, view associated

information, and cancel receipt information.

See Also

PeopleSoft Purchasing 8.8 PeopleBook, “Receiving Shipments,” Receiving Purchase Order Items

PeopleSoft Purchasing 8.8 PeopleBook, “Receiving Shipments,” Selecting Purchase Orders
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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:

* Prepare for invoice XML integration.

» Define code sets.

Process third-party transactions.

» Enter and manage self-service invoices.

Run the eSettlements Natification process (EM_NOTIFY_WF).

Run the Voucher Build Application Engine process (AP_VCHRBLD).

* Verify externally received data and delete vouchers.

Understanding Electronic Invoice Creation and Integration

During the Voucher Integration process, XML 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
PeopleSoft 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 invoices in XML format (either PeopleSoft or OAG standard). 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. If this
information does not exist at the time that the invoice is interfaced, it is rejected.

Before invoices can be integrated, PeopleSoft procurement options must be specified. In addition,
you must complete buyer, supplier, and agreement registrations.

See Also

Chapter 9, “Processing Purchase Orders and Receipts,” Understanding Purchase Order
and Receipt Integration, page 81

PeopleSoft Payables 8.8 PeopleBook, “Entering and Processing Vouchers Online:
General Voucher Entry Information”
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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 invoices in the receiving
PeopleSoft database. Instead, integrators popul ate 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 nodesinvolved in the relationship and enter the values that need to be translated.

This diagram illustrates the XML data flow:
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OAG_INVOICE
(Unstructured Message)

MessageName, NodeFrom
parameters passed in URL

Integration Broker

1. Relationship
(OAG_INVOICE)

Determines AppEngine
Transform Program to
execute (EM_INV_OAG)

CodeSets
Used for data translations
BUSINESS_UNIT_AP
BUSINESS_ UNIT_PO
BUSINESS UNIT_RECV
UNIT_OF MEASURE
VAT _TAX_CD
VNDR_LOC

6. OAG _INVOICE
OnReguest event

ConfirmBOD sent to
Sender ReturnToServer();

OAG_CONFIRM_BOD

EM_INV_OAG

EM_INV_OAG
Transform AppEngine -
OAG XmIDoc transformed
into EM_VOUCHER_IN

2. Validates XML document

is well-formed and is an
OAG Invoice BOD (in lieu
of true Schema Validation).

Errors are returned in
OAG_CONFIRM_BOD

3. Map OAG tags to PSFT
voucher staging
Record.Fields
(VCHR_HDR_QV,
VCHR_LINE_QV,
VCHR_DIST_QV)

Uses Code Sets to
translate data

4. Publish Async Message
Publish();

EIP Message
(EM_VOUCHER_IN

)

5. Create ConfirmBOD and
passes XML document to
OnRequest event of
OAG_INVOICE

EM_VOUCHER_IN
Subscription
PeopleCode

Payables Vchr Stg 55
tables

Payables Voucher
Build Process

Payables Vchr  sS
tables (invoices)

XML invoice data flow
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Preparing for Invoice XML Integration

Subscription PeopleCode converts XML messages into PeopleSoft 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. Create agreements.
4

Define voucher defaults.

Registering Buyers

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 thisidentifier in the Header/Parties/Bill ToParty/Partyl d/ld 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 this identifier to the buyer ID using code sets, so
that each XML file provides areturn value (translated value). This value uses the code set functionality for
data translations in the PeopleSoft Application Engine Transform program (EM_INV_OAG).

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 sections in this chapter if you are not providing a valid 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 a vaid identifier, the subscription
PeopleCode generates an email notification that the invoice failed edits.

See Also

Chapter 6, “Registering Buyers,” Creating Buyers, page 38
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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 Voucher Build process.

Defining Agreements

You 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 is usng 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 a vendor ID. If the system cannot determine the vendor ID using the
value in the Supplier Reference ID field, the system assumes that the value submitted isavalid vendor ID.

See Also

Chapter 8, “Creating Agreements,” Understanding Agreements, page 71

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
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 values into code sets.

» Associate match names and values with PeopleSoft field values.

Understanding Code Sets

Code sets are predefined mappings that translate data values between multiple systems. In PeopleSoft
eSettlements, code sets are only relevant for inbound third-party XML invoice integration using
the OAG format and are not applicable to purchase orders or receipts.

A PeopleSoft Application Engine Transform program maps the values provided by the supplier in the XML tags
in the OA G-formatted invoice to PeopleSoft invoice fields at the header, line, and distribution levels. When the
program encounters an XML tag where code set functionality isemployed, it translatesthe valuein thetag into a
value appropriate to the receiving application, based on the return values specified on the Codeset VVal ues page.
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This table lists six fields that appear on the voucher tables. For data translation, enter

code set values for al of these fields:

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 a given buyer operatesin a value-added tax (VAT) country—for the TAX_CD_VAT fields.

PeopleSoft eSettlements supports the OAG Version 8 Synclnvoice BOD format, as well as the
PeopleSoft XML voucher format (message EM_VOUCHER_IN).

Note. Ensure you do not use special 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: PeopleSoft Integration Broker
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Pages Used to Define Code Sets

Page Name Object Name Navigation Usage
Codeset Groups IB_CODESETGRPVAL PeopleTools, Integration Enter match names and
Broker, Codeset Groups match values and associate
them with buyers.
Codesets IB_CODESET PeopleTools, Integration Enter the match name and
Broker, Codesets match value that you entered
previously into each of the
SiX code sets.
Codeset Values IB_CODESETVAL PeopleTools, Integration Enter aPeopleSoft return
Broker, Codeset Values name and value and
associate them with amatch
name and value.

Entering Match Names and Values and Associating
Them with Buyers

Access the Codeset Groups page.

For each of the six fields that require XML OAG data translation, select EM_
SUPPLIER as the code set group name.

Note. You 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 populates the OAG XML Synclnvoice BOD with the buyer name
in the Header/Parties/Bill ToParty/Partyld/1d 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.

Entering Match Names and Values into Code Sets
Access the Codesets page.

Note. You 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 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.

Match Value Enter the value of the field that the trandation program must match to
initiate a trandation in response to the value.
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Associating Match Names and Values with PeopleSoft
Field Values

Access the Codeset Values page.

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 Represents 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).

Code Set Name 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.

To Group Displays the code set group to which the target or receiving node
belongs. Enter PSFT_FINANCIALSfor PeopleSoft eSettlements. You
do not have to enter any match values for it.

Description Enter a description to define these code set values.

Match Name For PeopleSoft eSettlements, all match names should be BUYER.
Select the Select check box that corresponds to the match name,
match value, and return value that you enter.

Match Value Displays the incoming value.

Return Name Enter a return name to which the match name-match value
pair should be translated.

Return Value Enter the return vaue.

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_gv.txn_currency_cd Total Amount
Line vch_line_gv.txn_currency_cd Extended Price
Distribution vch_dist_gv.txn_currency_cd Actua

See Also

PeopleTools PeopleBook: PeopleSoft Integration Broker
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Processing Third-Party Transactions
This section discusses how to:

* Load invoices.

 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 this tool to view the structure of the message and the
subscription PeopleCode for incoming vouchers. When loading invoice data, the system validates
the information and stores the data in 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 Batch program. If an invoice isloaded and any of its required fields are invalid, an
error message appears on the Integration Broker Message Monitor page.

When loading invoices using XML messages, if the invoice load errors notification type has
been set up, then a notification 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
edits in the Voucher Batch 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 process 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.
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When suppliers submit the XML invoice (using PeopleTools SendMaster or any other XML posting utility),
the system returns a confirmation BOD. If the OAG invoiceisvalid XML and isalso avalid 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 Voucher 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.

Once the vouchers populate PeopleSoft Payables tables, the system administrator must run the Matching
process to perform match edits between vouchers, purchase orders, and receipts.

See Also
PeopleSoft Payables 8.8 PeopleBook, “Processing Batch Vouchers,” Understanding Voucher Build Processing
Chapter 11, “Running Matching,” Understanding Matching, page 133

Populating Invoice Records

For invoices associated with a purchase order or receipt, the distribution records do not have to
be populated, because the Voucher 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 lists the XML tags that exist in the OAG Synclnvoice
BOD that are applicable to 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/Bil I ToParty/Partyld/Id If integrators pass
avalid PeopleSoft

Payabl es business unit
inthe OAGtag, the
system can processit.
Otherwise, the code
set functionality is
required to translate
thisdata. Suppliers
must enter the value
they will be passing as
aBUSINESS UNIT _
AP code set value,
and then enter the
tranglation value.
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Record Field OAG Tag Comments

VOUCHER_ID* The system
programmatically
determinesthisfield,
provided that the
Peopl eSoft Payables
businessunitis

set up for invoice
autonumbering.

VCHR HDR_QV

VCHR_HDR_QV INVOICE_ID* Header/Documentlds/Documentld/Id
VCHR_HDR_QV INVOICE_DT* Header/DocumentDateTime
VCHR_HDR_QV VENDOR_ID* }—I| gader/Parti es/SupplierParty/Partyld
VNDR_LOC* Header/Parties/SupplierParty If integrators passa

/Addresses/PrimaryAddress/Addressid | valid vendor location
inthe OAG tag, the
system can process

it. Otherwise, code
set functionality is
required to translate
thisdata. Suppliers
must enter the value
they will passasa
LOCATION code

set value, and then
enter the translation
value. If thisfield

is not populated,

the system assumes
the Voucher Build
processwill assign the
default location for the

VCHR HDR_QV

vendor.
VCHR_HDR_QV GROSS_AMT Header/Total Amount
TXN_CURRENCY _ Currency Node attribute of
VCHR_HDR_QV CD Header/Total Amount tag
VAT_ENTRD_AMT Header/Tax/TaxAmount Thisfieldisonly

required if the supplier
operatesin acountry
requiring VAT.

VCHR HDR_QV
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Record Field OAG Tag Comments
DSCNT_AMT Header/PaymentTerms
VCHR_HDR QV /DiscountAmount
VCHR_HDR_QV TAX_EXEMPT Header/TaxWithhol dingExempt
VCHR_HDR_QV SALETX_AMT Header/Tota Tax
FREIGHT_AMT Header/Charges/BasicFreightCharge

VCHR_HDR_QV

[Total

VCHR_HDR_QV

MISC_CHRG_AMT

Header/Charges/MiscellaneousCharge
[Tota

VCHR_HDR_QV

DESCR254 _MIXED

Header/Note

VCHR_LINE_QV

BUSINESS UNIT*

VCHR_LINE_QV

VOUCHER_ID*

VCHR_LINE_QV

VOUCHER_LINE_
NUM*

Line/LineNumber

VCHR_LINE_QV

BUSINESS UNIT_
PO

Line/Parties/SoldToParty/Partyld/Id

Acceptsavalid
PeopleSoft
Purchasing business
unit. Integrators

can also usethe
BUSINESS
UNIT_PO code set.
Integrators must enter
the valuethat they
intend to passinto the
code set values.

PO_ID Line/DocumentReferences
VCHR_LINE_QV /PurchaseOrderDocumentReference
/Documentlds/Documentld/Id
LINE_NBR Line/DocumentReferences

VCHR_LINE_QV

/PurchaseOrderDocumentReference
/LineNumber
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Record

Field

OAG Tag

Comments

VCHR_LINE_QV

SCHED_NBR

Line/DocumentReferences
/PurchaseOrderDocumentReference
/ScheduleLineNumber

VCHR_LINE_QV

DESCR

Line/Orderltem/Description

VCHR_LINE_QV

MERCHANDISE
AMT

Line/ExtendedPrice

VCHR_LINE_QV

TXN_CURRENCY _
cD

Currency Node attribute of
Line/ExtendedPrice tag

VCHR_LINE_QV INV_ITEM_ID Line/Orderltem/Itemlds/Itemid/Id
VCHR_LINE_QV QTY_VCHR Line/OrderQuantity
UNIT_OF _ UOM Node attribute of Usesthe UNIT_OF _
MEASURE Line/OrderQuantity tag MEASURE code set.
Integrators must enter
the valuethat they
intend to passinto the
VCHR_LINE_QV code set values.
Note. Unit of measure
(UOM) values must
beprovided asa
node attribute of the
OrderQuantity tag.
VCHR_LINE_QV UNIT_PRICE Line/UnitPrice/Amount
TAX_CD_VAT Line/Tax/TaxCode Usesthe VAT _TAX _

VCHR_LINE_QV

CD code set name.

VCHR_LINE_QV

BUSINESS UNIT_
RECV

Line/Parties/ShipToParty/Partyld/Id

Acceptsavalid

Peopl eSoft
Purchasing business
unit. Integrators

can aso usethe
BUSINESS UNIT_
RECV code set.
Integrators must enter
the valuethat they
intend to passinto the
code set values.
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Record Field OAG Tag Comments
RECEIVER_ID Line/DocumentReferences
VCHR_LINE_QV /ReceiptDocumentReference
/Documentlds/Documentld/Id
RECV_LN_NBR Line/DocumentReferences
VCHR_LINE_QV /ReceiptDocumentReference
/LineNumber
RECV_SHIP_SEQ Line/DocumentReferences
VCHR_LINE_QV NBR /ReceiptDocumentReference
/SchedulelineNumber
REQUESTOR_ID Line/Parties/SoldToParty/Contacts
VCHR_LINE_QV /DéeliverToContact/Person/PersonCode
VCHR_LINE_QV DESCR254_MIXED Line/Note
VCHR_DISTRIB_ BUSINESS UNIT* Getsvauefrom

QV

VCHR_HDR_QV.

VCHR_DISTRIB_
QV

VOUCHER_ID*

Getsvauefrom
VCHR_HDR_QV.

VCHR_DISTRIB_
QV

VOUCHER_LINE_
NUM*

Getsvauefrom
VCHR_LINE_QV.

DISTRIB_LINE_ Getsvaluefrom
VCHR_DISTRIB_ NUM* each number and
Qv occurrence of the
Distribution tag.
QTY_VCHR Getsvaluefromthe

VCHR_DISTRIB_
QV

VCHR_LINE_QV
field.

VCHR_DISTRIB_
QV

MERCHANDISE
AMT

Line/Distribution/Amount/Actual

VCHR_DISTRIB_
QV

TXN_CURRENCY _

CD

Getsvauefrom

the Currency Node
attribute of the
Line/Distribution
/Amount/Actual tag.
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Record Field OAG Tag Comments
VCHR DISTRIB_ BUSINESS UNIT_ Line/Distribution/GL Entity
Qv GL
VCHR DISTRIB_ BUSINESS UNIT_ Getsvaluefrom

QV

PO

VCHR_LINE_QV.

VCHR DISTRIB_ PO_ID Getsvalue from
QV VCHR_LINE_QV.
VCHR DISTRIB_ LINE_NBR Getsvalue from
QV VCHR_LINE_QV.
VCHR DISTRIB_ SCHED_NBR Getsvalue from

QV

VCHR_LINE_QV.

VCHR DISTRIB_
QV

BUSINESS UNIT_
RECV

Getsvaluefrom
VCHR_LINE_QV.

VCHR DISTRIB_
QV

RECEIVER_ID

Getsvaluefrom
VCHR_LINE_QV.

VCHR DISTRIB_
QV

RECV_LN_NBR

Getsvaluefrom
VCHR_LINE_QV.

VCHR DISTRIB_
QV

RECV_SHIP_SEQ
NBR

Getsvaluefrom
VCHR_LINE_QV.

ACCOUNT Tagl containsthe ACCOUNT

ChartField value: Line/Distribution

VCH R_D| STRI B_ /Proj ect/GLElement/Descri ption.

Qv Tag2 contains the ACCOUNT
ChartField value: Line/Distribution
/Project/GLElement/NameVal ue.

VCHR_DISTRIB_ DEPTID Line/Distribution/CostCenter

Qv

VCHR_DISTRIB_ ACTIVITY_ID Line/Distribution/Project/Activity/ld

QV
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Record Field OAG Tag Comments
VCHR_DISTRIB_ OPERATING_UNIT Line/Distribution/Business
Qv /RelatedUnit/Unit/1d
VCHR_DISTRIB_ PROJECT_ID Line/Distribution/Project/Id
Qv
See Also

PeopleSoft Payables 8.8 PeopleBook, “ Setting Up PeopleSoft Payables Business Units,” Setting Up Numbering

Entering and Managing Self-Service Invoices

This section provides an overview of entering and managing self-service invoices and discusses how to:

Manage self-service invoices.

Enter supplier invoice details.

Copy purchase order information onto an invoice.
Copy packing slip information.

Complete online invoice entry.

View and modify invoices.

Delete invoices.

Print invoices.

Review invoices.

Release and deny invoices.

Correct invoice errors.

Understanding Self-Service Invoice Entry and Management

Only users assigned system administrator and supplier administrator role types can create invoices by
copying invoice information from a purchase order or packing dlip, or by adding invoice lines.

Online invoices go through processes similar to those described in the previous Loading Invoices
section. Online transactions are picked up by the Voucher Build process, in the same way as
the XML invoice messages are picked up from external systems.

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.

118
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You can create an invoice by copying purchase orders, purchase order lines, or information
from a packing slip, receipt, or receipt lines.

Because some amounts are only estimates at the time a purchase order is created, the system does
not copy the following amounts onto the self-service invoice: sales tax, use tax, value-added tax
(VAT), freight, and miscellaneous charges. This means that users must enter these actual amounts
when the amounts become known (for example, when the goods are shipped).

For self-service, XML, and OAG invoices, ChartFields are obtained in the following order:

1. Item ID

2. Requester ID

3. Buyer template

Fromtheinventory item, ChartFieldsthat appear by default if they are not currently populated on the invoice are:
« ACCOUNT

* ALT_ACCOUNT

 PRODUCT

From the requester 1D, all other ChartFields similarly appear by default (but only if
they are not populated already), including:

* BUSINESS UNIT_GL
* ACCOUNT
* ALT_ACCOUNT

Finally, if the invoice does not have a value for ACCOUNT, this value appears by default from
the buyer template. ACCOUNT is the only required ChartField.

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 tag. However,
for OAG invoices you must specify ACCOUNT as the node name for the NameValue tag.

You 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.

Just as with invoices submitted electronically, you must ensure that the PeopleSoft Payables
business unit is set up for invoice autonumbering.

Invoices that are to be routed for ChartField completion and review are created with a Voucher Build status
of N, which prevents them from being selected by the Voucher 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 Voucher Build process. You 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 theinvoice Voucher Build status to B and enables the Voucher Build processto pick it up.
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When creating invoices, suppliers can save their work and then later review, correct, change, or
add invoice details. At this point the Voucher Build status is I. 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 IDs, roles, and requesters, the first of these users
to access and release an invoice for processing sets the Voucher Build status to B.

If an invoice has the requester ID populated, then that user (the requester), if set up for it, receives
the email notification. If an invoice does not have the requester 1D 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.

You can review invoices before they pass through the Voucher Build process and become vouchers in
the system. You can also make changes to the accounting associated with an invoice.

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 this
information. 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.

See Also

Chapter 6, “Registering Buyers,” Enabling ChartFields, page 49

Pages Used to Enter and Manage Self-Service Invoices

Page Name Object Name Navigation Usage
Self-Service Invoice - EM_QV_HOME eSettlements, Self-Service Access pagesto manage
Invoice Actions Invoice self-serviceinvoices.
Create Invoice- Invoice EM_QV_ENTRY eSettlements, Self-Service Enter supplier invoice
Entry Invoice details, create self-service

invoices, and correct
invoices containing pre-edit
and edit errors.

Click the Create Invoicelink.

Note. Pre-edit errors can be
corrected by the supplier
administrator. Edit errors
can only be corrected by the
system administrator.

Create Invoice- Invoice EM_VCHR_LINE_CMNTS Click anlnvoiceLine Enter additional comments
Entry Comments button on the regarding theinvoiceline.
Create Invoice - Invoice
Entry page.
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Page Name Object Name Navigation Usage

Createlnvoice- Invoice EM_QV_LINE_DIST el Click an Accounting View and modify accounting

Entry button onthe Create Invoice | ChartFieldsfor theinvoice
- Invoice Entry page. lines.

Self-Servicelnvoice - EM_QV_SRCH eSettlements, Self-Service View and modify invoices

View Invoice Invoice that have not yet become
Click the View Invaicelink, | /OUeNersin thesystem.

Self-Servicelnvoice - EM_QV_SRCH eSettlements, Self-Service View and delete invoices

Deletelnvoice Invoice that have been entered into

: L the system, but have not
Click the Delete Invoicelink. yet become vouchersin the
system.
Self-Service Invoice - EM_QV_SRCH eSettlements, Self-Service View and print invoices.

Print Invoice

Invoice

Click the Print Invoicelink.

Print Invoice - Pro Forma
Invoice

EM_QV_DISPLAY

Click anInvoicelD link on
the Self-Service Invoice-

View and print apro forma
version of aninvoice.

Print Invoice page.

Self-Servicelnvoice -
Review Invoice

EM_QV_SRCH eSettlements, Self-Service

Invoice

Review and modify
invoices. Searchfor, view a
list of, and accessinvoices
that have not yet become
vouchersin the system. Only
host and buyer roles can
accessthispage.

Click the Review Invoice
link.

Click alink inthelnvoicelD
column on the Self-Service
Invoice- Review Invoice

page.

Review Invoices- Invoice | EM_QV_ENTRY Review and modify

invoices.

Review invoice details and
release for processing or
deny invoices.

Click anInvoicelD link on
the Self-Service Invoice-
Review Invoice page.

Review Invoices- Invoice | EM_QV_ENTRY

Review Invoices- Deny EM_QV_DENY Click the Deny Invoice Enter comments or reasons
Invoice button on the Review for denying theinvoice,
Invoices - Invoice page. to beincluded in the text
of the subsequent email
notification.
Self-Servicelnvoice - EM_QV_SRCH eSettlements, Self-Service Correct invoiceerrors.

Correct Invoice Errors Invoice Pre-edit errors can be
. . corrected by the supplier
ﬁ:rl:ka the Correct Invoice administrator. Edit errors

can be corrected by the
system administrator only.
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Page Name

Object Name

Navigation

Usage

Invoice Information

VCHR_EXPRESS1

Click anInvoicelD link on
the Self-Servicelnvoice-
Correct Invoice Errors page.

Click the Correct Errors
link on the Voucher Error

Inquiry page.

Correct invoices containing
pre-edit and edit errors. The
Correct Errorslink for edit
errorsisonly availableto the
system administrator role
type. Itisavailableto both
the system administrator and
the supplier administrator for
pre-edit errors.

Createlnvoice- Look Upa
Purchase Order

EM_VCHR LK_QV

Click the Copy from a
Purchase Order button on the
Create Invoice- Invoice

entry page.

Copy purchase order
information.

Createlnvoice- Look Upa
Packing Slip

EM_VCHR_PS QV

Click the Copy from a
Packing Slip button on the
Create Invoice - Invoice

entry page.

Copy packing slip
information.

Managing Self-Service Invoices

Access the Self-Service Invoice - Invoice Actions page.

Access pages to create and manage self-service invoices.

Entering Supplier Invoice Details

Access the Create Invoice - Invoice Entry page.
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Create Invoice
Invoice Entry

Invoice Header Information

*Supplier: Computers Unlimited Pty Ltd j Youcher ID: MERT
Location: Eastern Region j *Buyer: |Dean Jones & Bishop j
1660 Kings Highway Rd. 76O Hacienda Drive
Melbourne, BEYY 2004 ALIS Pleasanton, CA 94560 LISA
‘Invoice ID: | Currency: USD S US Dollar
*Imvoice Date: |10/22/2003 [5 Requester: |8usan foung Q
Add a Mew Imvoice Line | Copy from a Purchase Order | Copy from a Packing Slip |

Invoice Details

Invoice Lines

Description Quantity |UOM Unit Price *Amount (Curr

29-545 . |HP ColourJet Printer Q 1.0000 [EA QL 1,090.00001 3,270.00 AUD [=]

29-288 &'} |HF' Laserjet Printer &'} 1.0000 IEQ 459.00000 1,497.00 AUD  [=]
Settlement Information

4767.00 Usp ‘@

Payment Terms: Met 30 Total Amount: |
Payment Method:  Electronic Funds Transfer Sales Tax Amount: | 0.00 ep
Shipping Amount: | BE.EE SD
Misc. Charge Amount: | 0.00 usD
Gross Amount: 4,833.66 USD
Create Invoice - Invoice Entry page
Invoice Header Information
Invoice ID Enter the invoice ID for this transaction.
Requester Enter the user name of the person requesting the invoice. The

system uses this field for routing to the user who must perform
invoice verification of the invoice.

Currency and Invoice Date  Displays the values for currency and invoice date (these appear by default).

Copy from a Purchase Click to look up purchase order information, which you can then
Order copy to the invoice that you're creating.

Copy from a Packing Slip Click to look up packing slip or receipt information, which you can
then copy to the invoice that you're creating.
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Invoice Details
Item 1D, Description, UOM

(unit of measure), Unit
Price, and Amount

Quantity

Chapter 10

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 the item.

Note. Only one distribution line is permitted when a supplier creates a
self-service invoice, 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
guantity and amount and distribution quantity and amount discrepancy before
the invoice can be saved. If the invoice is not routed for invoice verification, it
will stay in Recycled status until a buyer user corrects any discrepancy.

Additional Information Tab

Select the Additional Information tab.

Tax?

VAT Code, Tax Percent,
and VAT Amount

PO Details Tab

Select this check box if the line item is tax applicable.

Note. If salestax isnot applicablefor the buyer, this check box does not appear.

Select the VAT code value. The system calculates the VAT amount
based on the amount of the line.

The VAT code prompts contain the percentage for the VAT code.

Note. Thesefields only appear if the buyer operatesin a VAT country.

Click the Invoice Line Comments button to enter comments about the line.

Click the Accounting button to view and modify ChartFields
for the invoice line.

Note. If an XML-sourced invoice line is associated with a purchase
order or areceiver, this button is inactive and you cannot edit the
accounting distribution information.

Select the PO Details (purchase order details) tab.

View the PO unit, PO number, line, and schedule number information.
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Receiver Details Tab

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.

You can also enter a sales tax amount, shipping amount, and miscellaneous charge amount.

r Click the Refresh button to update the amounts.
M
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 delete it.

Save For Later Click this button to set the Voucher Build status to I, 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.

Copying Purchase Order Information

Access the Create Invoice - Look Up a Purchase Order page.

Search Criteria

Sear ch Results Display Search results can be in header or detail format.

Select Header or Detail, and then click the Search button to return results
by invoice header or by line detail, respectively.

You can enter additional search criteria, such as purchase order unit, purchase order number, purchase order
date, item 1D, and description, if necessary, but the buyer and supplier values appear by default.

Search Results

Select How you proceed depends on the level at which you chose to view the results:

* If you selected to view header results, select the purchase order’s
corresponding check box, then click the Select button at the bottom of
the page to copy the associated information to the invoice.

You can also select any Purchase Order column link to display the line
detail for the purchase order before copying it to the invoice.

* If you selected to view line detail results, select the line's
corresponding check box, then click the Select 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.

Search Criteria

Search Results Display Select the Header or the Detail radio button, then click the Search button to
return results by invoice header or by line detail, respectively.

You can enter additional search criteria, such as receipt unit, packing slip, receipt number, receipt date,
item ID, and description, if necessary, but the supplier value appears by default.

Search Results

Select How you proceed depends on the level at which you chose to view the results:

* |f you selected to view header results, select the packing slip’s corresponding
check box, then click the Select button at the bottom of the page to
copy the associated information to the invoice.

You can also select any Receipt Number column link to display
the line detail for the respective packing slip before copying all
or part of it over to the invoice.

* If you selected to view line detail results, select the line's
corresponding check box, then click the Select button to copy the
associated information to the invoice.

Note. Clicking the Select button actually copies a receipt or packing slip. You can select one or
many packing slips to copy, and one or many lines from one or many packing slips. You can also
copy information from packing slips not associated with a purchase order.

Completing Online Invoice Entry

Access the Create Invoice - Invoice Entry 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 a location (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.

You can also change the invoice date and the currency. You can enter a sales tax amount,
shipping amount, and a miscellaneous charge amount.

Note. The currency is the 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.
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Viewing and Modifying Invoices

Access the Self-Service Invoice - View Invoice page.

Invoice ID Select a link in this column to view and modify the invoice.

Note. You can edit only those invoices which have not been released for processing—invoices
with a Voucher Build status of .

Viewing and Deleting Invoices

Access the Self-Service Invoice - Delete Invoice page.

Select Select the corresponding check box to del ete an invoice, and then save the page.

Note. The Voucher Build process deletes the invoices from the system.

You can delete only those invoices which have not been released for
processing—invoices with a Voucher Build status of 1.

Viewing and Printing Invoices

Access the Self-Service Invoice - Print Invoice page.

Invoice ID Click the associated link; then print the displaying pro formainvoice.

Reviewing Invoices
Access the Self-Service Invoice - Review Invoice page.

You can enter search criteria

Invoicesto Verify Select All or My Pending.

Invoice ID Click the associated link to review all invoice information.

This transfers 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.

You 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.

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.
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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 natification to the user who created the invoice, if it
isa self-service invoice, or an XML invoice with the user 1D populated. If
neither of the former is true, 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 122

Correcting Invoice Errors

Access the Self-Service Invoice - Correct Invoice Errors page.

Invoice ID To view and correct invoice errors, click the associated link.

Note. You can only view and correct invoice errors after the Voucher Build process has run.

The system transfers you to the Voucher Error Inquiry page, where you can view details
regarding the kinds of errors that the invoice contains.

Depending on the nature of the errors, when you click the Correct Errors link on the Voucher Error Inquiry
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 8.8 PeopleBook, “Entering and Processing Vouchers Online: General Voucher
Entry Information,” Entering Invoice Information for Online Vouchers

Running the PeopleSoft eSettlements Notifications Process

128

Thissection providesan overview of and discusses how to run the PeopleSoft eSettlements Notifications process.

Understanding the PeopleSoft eSettlements

Notifications Process

When buyerslog in to the application and access the Buyer Dashboard page, the Invoices to Verify link
provides a transfer 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 (EM_NOTIFY_WF) to generate
the email notifications for invoice verifications, aswell as to determine which invoices users need to verify.
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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 ancther role

that already has access to the component to the user’s ID.

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 an invoice 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.

You 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: PeopleTools Security

Page Used to Run the PeopleSoft eSettlements
Notifications Process

Page Name Object Name Navigation Usage
Process Notifications- Run | EM_RUN_CNTL_WF eSettlements, Batch Define parameters
Control Parameters Processes, Process for and runthe

Notifications Peopl eSoft eSettlements
Notifications process
(EM_NOTIFY_WF).

Running the Voucher Build Application Engine
Process (AP_VCHRBLD)

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 Batch 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 Batch process.

In the case of duplicate invoice entry, the Voucher Batch process puts duplicate invoices into the status Recycled.
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See Also

PeopleSoft Payables 8.8 PeopleBook, “Setting Up PeopleSoft Payables Business Units,”
Defining PeopleSoft Payables Business Units

PeopleSoft 8.8 Application Fundamentals for Financial Management Solutions, Enterprise
Service Automation, and Supply Chain Management PeopleBook, “Defining User Preferences,”
Defining Cross-Application User Preferences

Page Used to Run the Voucher Build Process

Page Name Object Name Navigation Usage
Voucher Build Req (voucher | VCHR_BATCH_RQST Accounts Payable, Batch Run the Voucher Build
build request) Processes, Vouchers, process.

Voucher Build

Running the Voucher Build Process
Access the Voucher Build Req page.

Interfaces

Voucher Batch Interfaces You must select an interface of either Self Service Invoices or XML Invoice
(eSettlements) in order 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 data to correct errors or delete vouchers
containing errors. Voucher deletion is applicable to both self-service and XML invoices.
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Pages Used to View Externally Received Data and

Delete Vouchers

Page Name

Object Name

Navigation

Usage

Overview

AMM_OVERVIEW

PeopleTools, Integration
Broker, Monitor, Monitor

Message

For voucherswith missing
orinvalid key fields, the
XML message hasan

Error status. The system
administrator must then
correct the dataand resubmit
the message until its status
isDone. Incaseswherea
key field lacksavalue, the
system administrator enters
thevalue at the highest level
fromwhichitismissing, and
thisfield isautomatically
corrected throughout the
voucher.

Delete Voucher

VCHR_DELETE1

Accounts Payable, Vouchers,
Maintenance, Delete
Voucher

After the Voucher Build
process has compl eted, enter
avalid businessunit to
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 Also

PeopleSoft Payables 8.8 PeopleBook, “Managing Vouchers,” Modifying, Unposting,

Deleting, and Closing Multiple Vouchers at Once
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Running Matching

This chapter provides an overview of the PeopleSoft Payables Matching process (AP_MATCHING),
lists common elements, and discusses how to:

* Define match rule tolerances.
* Run the Matching process.

» Review match exception errors.

Understanding Matching

PeopleSoft eSettlements uses the PeopleSoft Payables Matching process (AP_MATCHING) 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 there are
invoice exceptions. Depending upon the email subscription specified, suppliers may also receive email
notifications indicating that invoices have match exceptions. These exceptions can either be partially
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 the invoice is placed on hold, the supplier receives email
notification that an invoice is 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

Inthe Buyer Direct model you set up the match control—and create purchase orders—in PeopleSoft Purchasing.
Then, when setting up agreements, the system does not retrieve purchase order matching terms from the
agreement level. Rather, if amatch control 1D exists for the particular supplier (vendor), the system obtains
purchase order matching terms from the supplier. If no match control ID exists for the particular supplier, the
system obtains the matching terms from the PeopleSoft Purchasing business unit for the purchase order.

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 aso be entered online.
Suppliers aso submit invoices electronically or enter the information online.
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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 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.

You specify the match control 1D at the buyer registration level and at the agreement level. When a purchase
order is used, the system looks to the match control 1D at the agreement level. The match control ID at the
buyer registration level populates by default on the agreement, and you can also change it there.

See Also

Chapter 4, “ Configuring Security,” Administering Self-Service Security and Creating New Users, page 15

Chapter 6, “Reqistering Buyers,”

Defining Processing Options, page 55

Common Elements Used in This Chapter

Receiving Required Select to define receiving tolerance definitions used in receiving
for this category.

Early Ship Rjct Days (early The acceptable number of days before the due date that you will
shipment rejection days) accept shipments. If a shipment arrives before the number of
days you specify, it is rejected.

Days Late The acceptable number of days after the due date during which you still accept
goods. If ashipment is late by more days than you specify, it is rejected.

Reect Qty Over Tolerance  Select to reject a quantity that surpasses the tolerance limits you specify.

(reject quantity over the
tolerance limit)

Qty Rcvd Tolerance % The percentage tolerance for the quantity received.
(quantity received tolerance

by percentage)

I nspection Required Select to require inspection for this item.

Partial Qty (partial quantity) The action to take if you receive less than the quantity specified
on the purchase order schedule:

Open: Select to leave the receipt status line open.

Open/Error: Select to reject the partial quantity, leave the receipt line
status open, and generate an error message.

Open/Warn (open, with awarning): Select to receive the partial quantity,
leave the receipt line status open, and generate a warning message.

Recvd (received): Select to receive the partial quantity.

Recvd/Warn (received, with awarning): Select to receive the partial quantity
and generate a match exceptions warning about the partial quantity.

PeopleSoft Proprietary and Confidential



Chapter 11 Running Matching

Ingpection UOM (inspection Select from the following options:

unit of measurement
) » Sandard: Select this option to inspect the item in its standard unit

of measure set up on the Item Definition - General: Common page.
This is the default inspection UOM type.

» Vendor: Select this option to inspect the item in the unit of measure used
on the purchase order to purchase the item from the vendor.

Defining Match Rules
To define matching rules, use the Match Rule Control component (MTCH_CNTRL_RULES).
This section discusses how to define match rules.

In the Buyer Direct model you do not set up matching criteria because all the matching information
populates by default from the data established in PeopleSoft Purchasing. Matching-related fields on
buyer and agreement registration pages do not display in the Buyer Direct model.

I'n the Business Service Provider model, you define matching options during buyer registration and agreement
registration, and you define matching tolerances by category. We describe how to define item categories (the
following steps 2, 3, and 4) in the Processing Purchase Orders and Receipts chapter of this PeopleBook.

Match rules govern how vouchers, purchase orders, and receipts must be matched.
To enable the Matching process:

1. Specify match rules.
Define item categories.
Define matching criteria.

Specify tolerance values.

o > w DN

Specify matching preferences.

See Also

Chapter 9, “Processing Purchase Orders and Receipts,” Defining Buyer Item Categories, page 84

PeopleSoft Purchasing 8.8 PeopleBook, “Defining Purchasing Item Information,”
Defining Purchasing Item Categories

PeopleSoft Setting Up Procurement Options 8.8 PeopleBook, “Defining Procurement
Options,” Establishing Matching Options
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Page Used to Define Match Rules

Page Name Object Name Navigation Usage
Rule Control MTCH_CNTRL_HDR Set Up Financia s/Supply Definethe match rules
Chain, Product Related, applied against vouchers,
Procurement Options, purchase orders, and
Vouchers, Match Rule receivers.
Control
See Also

Chapter 6, “Registering Buyers,” Defining Processing Options, page 55

Chapter 6, “Registering Buyers,” Creating Buyers, page 38

Chapter 8, “Creating Agreements,” |nitiating Agreements, page 72

Specifying Match Rules
Access the Rule Control page.
To define matching rules:

1. Enter Match Control Description information.

2. Click the Populate Rules button to automatically populate the grid with the predefined Standard rules.

Note. The delivered flexible Match Type rule set STANDARD (standard match rules) contains all
of the necessary match rules and enables you to specify whether a receipt is required at another
level without maintaining multiple sets of matching conditions.

3. Clear the respective Apply Rule check box if you do not want to include a particular
rule. (These check boxes populate aready selected.)

See Also

PeopleSoft Setting Up Procurement Options 8.8 PeopleBook, “Defining Procurement
Options,” Establishing Matching Options

Match Preference Specifications

In the Buyer Direct model you use the standard voucher flag to control whether a purchase order
is associated with an invoice or not. You define the matching control ID in PeopleSoft Purchasing
at the business unit level, and it populates by default on the purchase order. Whether matching

is required depends on the values specified on the purchase order.

Specification of matching preferences at the buyer registration and agreement level is only applicable in the
Business Service Provider model. If you selected the Standard Vouchers Allowed check box on the Review
Agreement Details - Buyer page, invoicesare not required to be associated with apurchase order. If you selected
the Requires Matching check box and an associated Match Rule on the Review Buyer Details - Notifications
and Approvals page, invoices go through the Matching process if they are associated with a purchase order.
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Here's how matching applies in 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:

* |f Requires Matching is selected and Standard Vouchers 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 orders exists, a message is generated indicating no purchase order exists on the VOUCHER_LINE
table. Where a purchase order does exist, the voucher goes through the Matching process.

* If Requires Matching is not selected and Standard Vouchers 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.

Where a purchase order does exist, the voucher goes through the Matching process.

* If Requires Matching and Standard Vouchers Allowed are both selected then during
self-service invoice creation and XML invoice integration, then invoices associated with
a purchase order go through the Matching process.

Where a purchase order does not exist, the invoice will also be created in the system,
but doesn’t go through the Matching process.

You defined processing options for the buyer administrator when you selected theManually
Schedule Payments, Authority to Override Match, and Record Payment check boxes on the
Procurement - Payables page during buyer registration.

See Also

Chapter 6, “Registering Buyers,” Creating Buyers, page 38

Chapter 8, “Creating Agreements,” Initiating Agreements, page 72

Chapter 6, “Registering Buyers,” Defining Processing Options, page 55

Running the Matching Processes

Once the Voucher Build process has successfully completed 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 using the notification defaults at the agreement level, the system uses
the users and role types from the buyer setID levdl,
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Once you have successfully loaded purchase orders, receipts, and invoices into the appropriate
tables, and have run the Voucher Build Application Engine process (AP_VCHRBLD) followed
by the Voucher Creation Natification process (EM_VCHR_CRT), run the following processes
to move the vouchers through the remaining steps:

1. Matching (AP_MATCHING)
2. Voucher Match Error Notification (EM_VOMTCH_AE)
See Also

Chapter 6, “Reqgistering Buyers,” Entering Approva and Matching Rules, page 46

Pages Used to Run the Matching Processes

Page Name Object Name Navigation Usage
Match Request MTCH_RUN_CNTRL Accounts Payable, Batch Definethe run control for the
Processes, Vouchers, Matching process.
Request Matching
Process Workflow - Run EM_VCHR_CREATE_AE eSettlements, Batch Select the appropriate run
Control Parameters Processes, Process Workflow | control ID totrigger email
notifications.

Running the Matching Process
Access the Match Request page.
Specify a run control 1D and click the Run button.

Successful matches move on to approval processing if the PeopleSoft eSettlements matching option is selected
at the installation level, and match exception errors are sent to the appropriate buyer role types for review.

See Also

PeopleSoft Payables 8.8 PeopleBook, “Running the Matching Process,” Understanding the
Matching Application Engine Process (AP_MATCHING)

PeopleSoft Payables 8.8 PeopleBook, “Running the Matching Process,” Initiating the Matching Process

Generating Match Exception Email Notifications
Access the Process Workflow - Run Control Parameters page.

Specify a run control 1D and click the Run button.

Process List

Match Exception Select this check box and click OK to generate email notification
Notification to the buyer or the supplier, or to both.
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See Also
PeopleSoft Payables 8.8 PeopleBook, “ Processing Batch Vouchers,” Understanding Voucher Build Processing
Chapter 10, “Processing Invoices,” Preparing for Invoice XML Integration, page 106

Reviewing Match Exceptions

The Voucher Match Error Notification process generates a list of invoices containing match errors
for buyers and suppliers. If an invoice is not successfully matched, exceptions are presented to
buyers who have access to 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 preferences
level can override exceptions; all other approvers can review only. Invoice lines that contain match
exceptions are presented to the respective line approvers for review as well.

Users can override match exceptions if they are set up to do so on their user preferences.
This section discusses how to:

» Review invoices and invoice lines containing match exceptions.
» Review and act on invoice and invoice line match errors.
» Review purchase order information.

* Review receipt information.

Reject matching exceptions and, for the Buyer Direct model, unmatch invoices.
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Pages Used to Review Match Errors
Page Name Object Name Navigation Usage
Review Match Exceptions- | EM_VCHR_MATCH_INQ eSettlements, Buyer Review invoicesthat have
Dashboard match exceptions.

Inquiry

Click the Review Exceptions
link.

Match Exception Override

VCHR_MTCH_LOG

Click alink inthelnvoice D
column on the Review Match
Exceptions- Inquiry page.

Review and act oninvoice
match exceptions.

Voucher Line Exception
Override Reason

MTCH_OVRD_DESC

Click an Override Reason
link on the Match Exception
Override page.

Enter the reason for the
override.

Match Exception Voucher /
Purchase Order

VCHR_MTCH_LOG _VAL1

Click the View Purchase
Order link onthe Match
Exception Override page.

Review purchase order
matching information.

Match Exception Voucher /
Receipt

VCHR_MTCH_LOG_VAL2

Click the View Receipt link
on the Match Exception
Override page.

Review receipt matching
information.

Review Invoices- Review
Invoice Disputes

EM_VOUCHER_DISPUTE

eSettlements, Invoices,
Review Invoices

Click aHold link onthe
Review Invoices - Invoice

Inquiry page.

Dispute aninvoice.

Reviewing Invoices with Match Exceptions

Access the Review Match Exceptions - Inquiry page.

I nvoice Number

PO Number (purchase
order number)

Click alink in this column to view specific information about
the invoice's match exceptions.

The buyer’s purchase order number.

Click this button to view dispute details.

Reviewing and Acting on Match Exceptions
Access the Match Exception Override page.

Note. Exception rejection is only possible in the Buyer Direct model.

Invoice Match Status

Exceptions

The page opens with this radio button selected, indicating
there are match exceptions.
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Rejected Select to reject the entire voucher.

Overridden Select to override the entire voucher. When you override the exceptions
of a match, the system ignores match rules, and the next time
matching runs for this invoice it is matched.

See Also

PeopleSoft Payables 8.8 PeopleBook, “Running the Matching Process,” Reviewing Match Exceptions

Reviewing Purchase Order Information
Access the Match Exception Voucher / Purchase Order page.

Review voucher and purchase order details as well as additional information.

Reviewing Receipt Information
Access the Match Exception Voucher / Receipt page.

Review receipt details as well as additional information.

Rejecting Match Exceptions and Unmatching

In the Buyer Direct model you can use the Review Match Exceptions component in
PeopleSoft eSettlements to override and to reject exceptions. To unmatch a voucher you
must use the Match Manager in PeopleSoft Payables.

In the Business Service Provider model you can use the Review Match Exceptions component in
PeopleSoft eSettlements to override an exception. However, to reject a matching exception or unmatch
a voucher you must use the Match Manager in PeopleSoft Payables.

See Also

PeopleSoft Payables 8.8 PeopleBook, “Running the Matching Process,” Managing
Matches and Match Exceptions
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Approving Invoices

This chapter provides an overview of the invoice approva process and discusses how to:
» Define invoice approval levels.
* Process invoice approvals.

* Initiate invoice approval workflow.

Understanding Invoice Approval

The Voucher Approval Creation process (EM_VO_APR_AE) triggers approval workflow, notifying the
appropriate buyer approvers and adding the respective invoices to their summary worklist. Buyers then
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.

You also approve individual invoice lines. You can set up the system to route any invoice line to one or more
approvers in 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.

Thereisadight timing difference involving invoice status changing to pre-approved after the Voucher Build
processis run. 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 Application
Engine processis run. If a buyer does not require approvals and has its own PeopleSoft Payables 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 applies to both models (Buyer Direct and Business Service Provider), but there
are afew issues to bear in mind when approving invoices in the Buyer Direct model:

* You must run the Voucher Approval Creation Application Engine process in PeopleSoft
eSettlements to record the approval history.

* If 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.
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When changes are made to any of these fields in PeopleSoft Payables for a particular voucher,
atemporary table (EM_VOAPRDAT_TAO) is populated with the voucher information. This
table is then used to indicate which vouchers require reapproval.

- Invoice ID

- Invoice Date

- Vendor ID

- Voucher Gross Amount

- Sales Tax Amount

- VAT Amount

- Freight Amount

- Miscellaneous Charges Amount
- Transaction Currency

- Payment Terms

Email notifications aert 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 is found, 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: PeopleSoft Workflow

PeopleSoft Payables 8.8 PeopleBook, “Managing Vouchers,” Understanding Voucher Management
PeopleSoft Payables 8.8 PeopleBook

Defining Approval Levels

144

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 is responsible for approving. Only those roles assigned to one of the buyer role types of buyer user
are eligible to be selected as approval roles. You use the Review Buyer Details - Notifications and Approvals
page to select role for approval routing, and optionally define a specified number of reminder days.

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.
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See Also

Chapter 6, “Reqgistering Buyers,” Understanding Buyer Reqgistration, page 35

PeopleTools PeopleBook: PeopleSoft Workflow

Chapter 4, “Configuring Security,” Creating New Buyer Users, page 17

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 invoicesin 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
invoices to 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:

Review invoices.

Review invoice header details.

1
2
3. (Optional) Review invoice lines.
4. Place invoices on hold.

5

. Approve invoices, initiating the invoice approval workflow.

This section discusses how to process invoices for approval.

Page Used to Process Invoice Approvals

Page Name Object Name Navigation Usage
Review Invoices- Invoice | EM_VOUCHER_INQUIRY * eSettlements, Buyer Review and approve
Inquiry Dashboard invoices.

Click the Invoicesto
Approvelink.

» eSettlements, Invoices,
Review Invoices

Processing Invoice Approvals

Access the Review Invoices - Invoice Inquiry page.
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Click the Select All link to select all the Invoice ID check boxes in the Sel (select) column,
or select individual check boxes for invoices to approve, then click the Approve button to
preview a summary of the invoices you are about to approve.

Note. Before clicking the Approve button, select an Invoice Status of My Pending, then click search, before
reviewing the results and deciding to click the Select All link. 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 clear 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 al 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 18, “Managing Invoices for Buyers,” Reviewing Invoices, page 204

Initiating Invoice Approval Workflow

Once the system processes invoices, the system administrator runs a process to populate the invoice approval
pages and trigger email notifications so appropriate buyer approvers can review and approve their invoices.

The Voucher Approval Notification process also triggers the Voucher Reapproval Notification process for
vouchers that are modified in PeopleSoft Payables after being approved in 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 access to the buyer will receive the notification.

This section discusses how to initiate invoice approva workflow.

Note. We listed these fields previously in this chapter.

See Also

Chapter 12, “Approving Invoices,” Approving Invoicesin the Buyer Direct Model, page 143
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Pages Used to Initiate Approval Workflow

Approving Invoices

Page Name Object Name

Navigation

Usage

Process Workflow - Run
Control Parameters

EM_VCHR_CREATE_AE

eSettlements, Batch
Processes, Process Workflow

Definearun control ID to
initiate invoice approval
workflow.

Process Scheduler Request | PRCSRQSTDLG

Click the Run button on the
Process Workflow - Run
Control Parameters page.

Run the Voucher Approval
Creation processto process
eligibleinvoicesand send
email notifications.

Initiating Approval Workflow
Access the Process Scheduler Request 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 approva roles defined
on the Review Buyer Details pages during registration of their organization.

When a user in a particular approver role approves an invoice, they are in fact approving that
invoice for al other users within that role. View the invoice life cycle to see at what stage an
invoice is within 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.

See Also

Chapter 12, “Approving Invoices,” Processing Invoice Approvals, page 145
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CHAPTER 13
Disputing Invoices

This chapter provides an overview of the invoice dispute process and describes how to:

* Review, initiate, and resolve disputes.

» Resolve disputes using instant messaging.

Understanding Invoice Disputes

This feature prevents an invoice from being paid until its dispute is resolved by preventing the
invoice schedule from being selected for payment. An invoice can be made up of one or multiple
payment schedules, however, such that when you place an invoice on hold, it's actually the payment
schedule that is put on hold, still permitting the invoice to be partially paid.

If an invoice has multiple payment instalIments or schedules, you may place one or all of the schedules
on hold. But in order to place the entire invoice in dispute—preventing any payment of it—you must put
in dispute all payment schedules associated with that invoice. If you place on hold only one installment
of amultiple installment invoice, 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. Once the disputeis resolved,
subsequent saving by the buyer with the Hold Payment check box cleared and new comments entered
generates a resolution email back to the roles and user IDs specified during the email notification setup.

Buyers can override registration-level notification setup at the agreement level, so that a different

role or user ID receives the email notifications according to the particular buyer-supplier location
combination. The system first looks to the agreement level to identify the roles and user 1Ds to which it
sends the 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. You must also enter instant messaging IDs on the Review User Profiles -
Buyer User Details and the Review User Profiles - Supplier User Details pages.
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If an invoice is not to be approved right away, a buyer may 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.

You can place an invoice in dispute at any time once it has been created, even before
the approval process has been run.

If the invoice has multiple schedules, then once approved, al non-disputed schedules will be eligible
for payment as long as the invoice has all lines approved and no lines in dispute.

Note. The Voucher Approval Creation Workflow process (EM_VO_APR_AE) must have completed
in order for the voucher approval information to be useful.

You can also dispute individua invoice lines as well. We discuss that process in a
subsequent chapter of this PeopleBook.

Note. In the PeopleSoft 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, we recommend that users dispute invoices only within eSettlements.

See Also
PeopleTools PeopleBook: PeopleSoft Workflow

Chapter 12, “Approving Invoices,” Processing Invoice Approvals, page 145

Reviewing, Initiating, and Resolving Disputes
This section provides prerequisites and discusses how to review, initiate, and resolve disputes.

Both buyer and supplier aging balances, and the invoice inquiry pages all reference disputed invoices.

Prerequisites

The buying organization must set up the Dispute Payment Schedule notification type in
order for the supplier to receive these notifications.

See Also

Chapter 8, “Creating Agreements,” | nitiating Agreements, page 72

Chapter 6, “Registering Buyers,” Specifying Buyer Notifications, page 50

Chapter 8, “Creating Agreements,” Specifying Supplier Notifications, page 79
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Disputing Invoices

Pages Used to Review, Initiate, and Resolve Disputes

Page Name

Object Name

Navigation

Usage

Review Invoices- Invoice
Inquiry

EM_VOUCHER_INQUIRY

eSettlements, Invoices,
Review Invoices

Buyer usersview invoice
activity detailsand access a
page to place invoices

on hold.

ManageBills- Invoice
Inquiry

EM_SP_VCHR_INQUIRY

eSettlements, Invoices,
ManageBills

Supplier usersview invoice
activity details.

Review Payment
Installments- Inquiry

EM_BUY_PYMNT _INSTL

eSettlements, Payments,
Review Payment
Installments

Buyer usersreview invoices
with multiple payment
schedules.

Review Invoices- Invoice

Cycle

EM_VCHR_DISP_SUMM

eSettlements, Invoices,
Review Invoices

Click the Invoice column
link for aline displaying a
Dispute button.

Buyer usersview theinvoice
dispute summary and access
apageto release apayment
schedule from hold.

Review Invoices- Review
Invoice Disputes

EM_VOUCHER_DISPUTE

» eSettlements, Invoices,
Review Invoices

Click the Invoice column
link for alinedisplaying a
Dispute button.

* Click the Review Disputes
link on the Review
Invoices- Invoice Cycle

page.
» eSettlements, Invoices,
Review Invoices

Click theHold link for
the invoice you want to
dispute.

Buyer usersplaceinvoice
payment scheduleson hold,
release holds, and trigger
notification of discrepancies
tosuppliers.

Manage Bills- Review
Invoice Disputes

EM_VOUCHER_DISPUTE

eSettlements, Invoices,
ManageBills

Click aDispute Information
button.

Suppliersreview invoiceson
hold and add comments.

Review Match Exceptions-
Inquiry

EM_VCHR_MATCH_INQ

eSettlements, Buyer
Dashboard

Click the Review Exceptions
link.

Buyersview alist of
invoi ces containing match
exceptions.

Approve Payments -
ApprovePay Cycle

EM_PYCYCL_SUM

eSettlements, Payments,
Approve Payments

Click an Approvelink onthe
Approve Payments - Pay
Cycle Summary page.

View pay cycle details.
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Page Name Object Name Navigation Usage
Approve Payments- EM_PAY_PAGE Click aDetailslink on Review invoicesinthe
Invoicesto be Paid the Approve Payments - pay cycle and include

Approve Pay Cycle page. or exclude them before

payment creation, and access
apageto releasefrom
dispute any invoicesthat
areon hold. Presenceof a
dispute button indicates that
theinstallment hasbeen
placed in dispute after being
selected for payment.

Note. ThePay Cycle
Summary page can be used
to resolve disputes, but not
to initiate them.

Reviewing Invoice Disputes

Access the Review Invoices - Invoice Inquiry or Manage Bills - Invoice Inquiry page.

Select an Invoice Status of Dispute Schedule or Dispute, respectively.

Here buyers and suppliers, respectively, can view all invoice activity and can access pages

to further review, initiate, and resolve disputes.

We discuss the Review Invoices - Invoice Inquiry page in the Managing Invoices for Buyers chapter.

See Also

Chapter 18, “Managing Invoices for Buyers,” Reviewing Invoices, page 204

Reviewing Payment Installments

Access the Review Payment Installments - Inquiry page.

To access the page where you place a payment schedule on hold, click its Hold link.

Reviewing Disputes in the Invoice Cycle

Access the Review Invoices - Invoice Cycle 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 is only available to users set up to manually schedule payments.

See Also

Chapter 18, “Managing Invoices for Buyers,” Viewing the Invoice Life Cycle, page 211

Initiating Invoice Disputes

Access the Review Invoices - Review Invoice Disputes page.
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Select the Hold Payment check box, enter a Reason for the dispute, and enter specific
New Comments for the supplier.

See Also

PeopleTools PeopleBook: PeopleSoft Workflow

Resolving Invoice Disputes
Access the Review Invoices - Review Invoice Disputes or the Manage Bills - Review Invoice Disputes page.

Here buyers and suppliers, respectively, can view and add comments to disputes for each other. Buyer
users can resolve disputes on the Review Invoices - Invoice Dispute page.

Note. Only buyer users set up to manually schedule payments can place schedules in dispute.
Users without this setup can view the disputes only.

Clear the Hold Payment check box and enter specific New Comments for the supplier.

You can also enter a Reason associated with the resolve, but it's not necessary.

Managing Disputes During Matching

Access the Review Match Exceptions - Inquiry page.

o Click to review details of the dispute. The presence of this button indicates the
UE invoice is on hold because there's a disputed payment install ment.

Invoice Number Click alink in this column to view match exception details and,
if necessary, override the exceptions.

See Also

Chapter 11, “Running Matching,” Reviewing Match Exceptions, page 139

Chapter 12, “Approving Invoices,” Processing Invoice Approvals, page 145

Chapter 13, “Disputing Invoices,” Reviewing, Initiating, and Resolving Disputes, page 150

Chapter 18, “Managing Invoices for Buyers,” Reviewing Invoices, page 204

Chapter 11, “Running Matching,” Reviewing Match Exceptions, page 139

Resolving Disputes Included in a Pay Cycle
Access the Approve Payments - Approve Pay Cycle page.
The Approve Payments pages enable review and resolution of any disputed invoicesincluded in apay cycle.

If a button displays in the Dispute column, it indicates that the summarized payment contains an
invoice dispute. Click the adjacent Details link to review installments on hold.

To resolve a dispute initiated after an invoice has already been selected by the pay cycle, click
the Dispute button on the Review Invoices - Invoice Inquiry page.
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See Also

Chapter 15, “Processing Payments,” Creating Prepayments, page 185

Chapter 15, “Processing Payments,” Reviewing and Creating Payments, page 173

Resolving Disputes Using Instant Messaging

PeopleSoft eSettlements supports instant messaging from Yahoo!, 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.

See Also

Chapter 7, “Reqgistering Suppliers,” Creating Suppliers, page 58

Chapter 6, “Registering Buyers,” Creating Buyers, page 38
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Page Used to Resolve Disputes with Instant Messaging

Page Name

Object Name

Navigation

Usage

Instant M essenger

EM_IM_SEC

* eSettlements, Buyer

Dashboard

Click the Review
Exceptionslink.

Click alink inthelnvoice
ID column on the Review
Match Exceptions-
Inquiry page.

Click the Set Hold
Payment Actionslink on
the Match Exception
Override page.

Click the Discusswith IM
link on the Review Match
Exceptions- Review
Invoice Disputes page.

eSettlements, Invoices,
Review Invoices

Click aDispute button

for the corresponding
invoiceline on the Review
Invoices- Invoice Inquiry

page.

Click the Discusswith

IM link onthe Review
Invoices- Review Invoice
Disputes page.

Buyer initiates dialog with
supplier about aparticular,
disputed invoice.

Using Instant Messaging to Resolve Invoice Disputes

Access the Instant Messenger page.

View the Instant Messenger Contacts, then click a button in the Online Now column to open
a messaging window in the IM Domain of the user Name.

Warning! You must copy and paste the instant messaging dialog into the New Comments
field on the Review Invoices - Review Invoice Disputes or Review Match Exceptions - Review
Invoice Disputes page in order for the system to save the dialog.
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CHAPTER 14

Approving and Disputing Invoice Lines

This chapter provides an overview of the line-level approval and dispute process and describes how to:
» Navigate with the My Invoice Lines page.
» 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
approvers to easily manage the invoice lines directly related to their purchases.

You can designate particular users in 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 |east one non-operational roleis assigned to a user, that user
can see all thelinesand their ChartFields. If the lineis not routed for approval, the line approval button does not
display. Just as for operational users, line approval status identifies which users are pending and which users
have already approved the line. All lines of given invoice must be approved before the invoice can be paid.

Those users assigned a buyer accountant role type have override capabilities, and can approve
lines and resolve disputes for invoice lines to expedite payments.

Using the My Invoice Lines Page
The My Invoice Lines page enables operational users to navigate quickly to their tasks at hand.

If the user logging in has only operational role types assigned, upon login the system transfers he or she 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 arolethat is an operational approver role type. Operational
users can alternately select eSettlements, Invoices, Review Invoices to review invoice lines.

Page Used to Navigate Line-Level Approval

Page Name Object Name Navigation Usage
My InvoiceLines EM_LINEAPPR_HOME eSettlements, My Invoice Operational users access
Lines pagesto manage their tasks.

Navigating with the My Invoice Lines Page
Access the My Invoice Lines page.

Click a link to access your invoice lines awaiting dispute resolution, having match
exceptions, or requiring your approval.

Setting Up Line-Level Approval Rules

At the buyer registration level you identify which fields will trigger line-level approval and then associate
aroleto 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 as item ID 10000). In

the case where a user is defined as the department manager in the Department table (DEPT_TBL) or

the project manager for a project (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.

In order for the autopopulation to occur the buyer user must have been defined as the department manager
or project manager before defining the Department or Project field at the buyer registration. As with all
the line-level approval fields defined on the buyer user profile (those appearing by default and those
manually entered), you can disable a particular line approval rule by clearing the appropriate Use check
box on the Review User Profiles - Invoice Line Approval Rule Setup page.

Line-level approval setup is a two-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. You can specify any active distribution ChartField, item ID, or item category.

2. At theuser level, you specify which value the operational users (for example OPUSER) can approve (for
example, account 650000 or department 14000). You can define values for any field specified in step 1.

See Also

Chapter 4, “ Configuring Security,” Administering Self-Service Security and Creating New Users, page 15

Chapter 6, “Reqgistering Buyers,” Defining Invoice Line Approval Rules, page 49
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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 8.8 Application Fundamentals for Financial Management Solutions, Enterprise
Service Automation, and Supply Chain Management PeopleBook, “Defining User Preferences,”
Defining PeopleSoft Payables User Preferences

Pages Used to Review, Approve, and Dispute Invoice Lines

Page Name

Object Name

Navigation

Usage

Review InvoiceLines
- InvoiceLines and
Distributions

EM_INVOICE_LINES

eSettlements, My Invoice
Lines

Select the Review Disputes,
Review Exceptions, or
Review Pending Approvals
link.

Approve or disputeinvoice
lines, view line status, and
resolveinvoice line disputes.

Review InvoiceLines
- Approve

EM_INVLN_ACT_APPRV

Select the Sel (select)
check box for any invoice
line you want to approve
onthe Review Invoice
Lines- Invoice Linesand
Distributions page.

Click the Approval-Preview
button.

Preview asummary of
thelinesyou are about to

approve.

Review InvoiceLines-
Dispute

EM_INVLN_ACT DISP

Select the Sel (select)
check box for any invoice
lineyou want to dispute
onthe Review Invoice
Lines- Invoice Linesand
Distributions page.

Click the Dispute-Preview
button.

Preview asummary of the
linesyou are about to place
in dispute.

Match Exceptions Override

VCHR_MTCH_LOG

Click abuttonintheMatch
column on the Review
InvoiceLines- InvoiceLines
and Distributions page.

Review match exceptionsfor
aninvoiceline.
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Page Name

Object Name

Navigation

Usage

Review Invoice Lines-
ResolvelnvoiceLine
Dispute

EM_INVLN_ACT DISP

Click aDispute button
onthe Review Invoice
Lines- InvoiceLinesand
Distributions page.

Enter comments and resolve
the disputed invoice

line. This page enables
operational usersto resolve
aninvoiceline dispute.

Note. Upon clicking the
Dispute button, only the
user who initiated the
disputeistransferred to the
Review InvoiceLines-
ResolvelnvoiceLine
Dispute page; otherwise, the
system transfersthe user to
the Review Invoice Lines-
Resol ution History page.

Review Invoice Lines-
Resol ution History

EM_DISPUTE_LN_HIST

E Click aResolution
History button on the Review
InvoiceLines- InvoiceLines
and Distributions page.

View al dispute resol ution
commentsfor agiven
invoiceline.

Review Invoices- Invoice

Cycle

EM_INV_APR_STATUS

Click alink inthelnvoice
column on the Review
InvoiceLines- InvoiceLines
and Distributions page.

View the status of the
invoicewithin thelifecycle.

Review InvoiceLine-
InvoiceLine Approval
Status

EM_INVLN_APPR_STAT

Click abuttoninthe Appr
(approval) column on the
Review Invoice Lines

- InvoiceLinesand
Distributions page.

Review line approval status
and approvers assigned to
theline.

Reviewing Invoice Lines

Access the Review Invoice Lines - Invoice Lines and Distributions page.
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Review Inveice Lines

Invoice Lines and Distributions

Invoice: | Q Imsice Status: |Disputed Invoice Line j Search |
Buyer: qu Payment Status: |Unpaid j

Supplier: | Q. view: |Lines | Clear |

1st Sort: |Invuice j By:lDescending j 2nd Surt:llmruice j By'.lAscendingj Sort | See Legend

b Advanced Search

Summary of Invoice Lines g8 o Mg [ et

Invoice Lines and Distributions Rowting Fi

Sel |Invoice Line | Digt Amount (Curr  |Description Inv Date Match
[T 3B2737842-04 1 1 1,000.00 USD 1002272003 LS005 BIKE SHOPR @’ Eﬁ

Select Al 0 clearal

Approval-Preview |

Review Invoice Lines - Invoice Lines and Distributions page

Invoice, Buyer, and You can enter a selection to narrow your search, but none are required. If you
Supplier enter avalue in the Buyer or Supplier field, searches return results faster.
Invoice Status Depending on the link you click on the My Invoice Lines page, this field

populates accordingly and defines the invoices that display. For example, if
you click the Review Disputes link to access this page, the Invoice Status
is set to Disputed Invoice Line. You can change the status:

Disputed Invoice Line
* Invoice Line Exceptions
* My Pending Lines:

Select to view invoice lines for which your approval is required
but which you have not yet approved.

* No Disputes
» Pending Approval

Payment Status You can view Unpaid invoices.
Invoice Lines and Distributions
Sel (select) Select the respective check box of the lines you want to approve or dispute,

then click the Approval-Preview or Dispute-Preview button to see a
summary of the lines before you approve or dispute them.

Invoice Click alink in this column to view the invoice life cycle.
Line Displays the line number of the invoice.
Dist (distribution) Displays the distribution number of the invoice line.
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Supplier Click alink in this column to view the supplier’s information.

:?E}‘I IEr Click a button in the Appr (approval status) column to review the
and approval status information for the line.

If you have at |east 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 a
single line can require approval by more than one person you should also
select the My Pending Lines invoice status to see lines you personally
still have pending. Click the Approval button to view other usersin

the particular approva loop and their statuses.

Click abutton in the Match column to review matching exceptions for this
line. The presence of this button indicates that a particular invoice line
has one or more match exceptions. If there are no buttons for a given

line in this column, the line has no match exceptions.

Click this button in the Dispute column to view line resolution history.
Presence of this button indicates there has been a dispute on the line.

I3

Click this button in the Dispute column to enter details and resolve
the invoice line dispute. Presence of this button indicates there
is an outstanding dispute on the line.

b

Routing Fields and ChartFields
This tab displays ChartFields associated with the given invoice line.

Account Displays the account with which the line is associated.

More ChartFields, Comments

This tab also displays ChartFields associated with the given invoice line.

(;} Click abutton in the Comments column to view invoice line comments entered

and by the supplier. The button with dots indicates that the supplier has entered
comments regarding 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.

Select the Select All or Clear All link to select or clear all check boxes on invoice linesin the grid.

After selecting at least one invoice line, select the Approval-Preview button to preview a
summary of the lines you are about to approve.

Alternatively, after selecting at least one invoice line, select the Dispute-Preview button to preview a summary
of the lines you are about to dispute, and enter comments regarding the dispute that apply to all selected lines.
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Previewing and Approving Invoice Lines

Access the Review Invoice Lines - Approve page.

Note. You must select My Pending as the Invoice Status before you can approve your lines

Review and ensure the lines selected are those you want to approve, then click the Approve
button to approve the lines. If you decide that you do not want to approve one or more of the
displaying lines, clear those Select check boxes 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
Access the Review Invoice Lines - Dispute page.

Review and ensure the lines selected are those you want to dispute, 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 Notify Later process (EM_NOTIFLATR AE).

Viewing and Overriding Match Exceptions

Access the Match Exception Override page.

Unless the user is set up to override match exceptions, the fields on this page will be unenterable. Some
objects on this page are hidden if an operational user does not have override authority.

In order for approval to occur these exceptions must first be resolved by a user that has override authority.

See Also

PeopleSoft 8.8 Application Fundamentals for Financial Management Solutions, Enterprise
Service Automation, and Supply Chain Management PeopleBook, “Defining User Preferences,”
Defining PeopleSoft Payables User Preferences

PeopleSoft Payables 8.8 PeopleBook, “Running the Matching Process,” Reviewing Match Exceptions
Chapter 4, “ Configuring Security,” Administering Self-Service Security and Creating New Users, page 15

PeopleSoft Payables 8.8 PeopleBook, “Running the Matching Process,” Managing
Matches and Match Exceptions

Resolving Invoice Line Disputes

Access the Review Invoice Lines - Resolve Invoice Line Dispute page.
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Review Invoice Lines

Resolve Invoice Line Dispute

You have selected and are abouot to resaolve the invaoice lines shown below.

Summary of Invoices or Invoice Line Actions Find | P Fir=t 1af 1 Last
Select (Invoice Line |Distrib |Description Amount | Curr
v  324234-043 2 1 40000 USD
Reason: | Quantity in Dispute =l
Comments: |"We got the lasttwo barrels. Thanks! ;|
Save and Motify NI:I'-.-'-.I'I or - Save and Motify Later| Return to Invoice Lines
Review Invoice Lines - Resolve Invoice Line Dispute page
Reason and Comments Select a reason for the resolution: Amount in Dispute, Contract
Retention, Goods in Dispute, Inbound 1PAC Required, Quantity
in Dispute, or Withholding Hold.
You 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.
Save and Notify Later Click this button to resolve the line in dispute and send email notification

to the supplier when the system administrator runs the Notify Later process
(EM_NOTIFLATR). This method ensures that notifications for disputed
invoices are grouped together by supplier in a single notification referencing
multiple lines, rather than the same supplier receiving numerous, individual
line notifications. If several lines are disputed at the same time, the comments
and reason code entered will apply to all selected lines.

Note. You can dispute lines all together, but must resolve them one at atime.

Viewing Dispute History
Access the Review Invoice Lines - Resolution History page.

This page displays all dispute and comment information associated with the invoice line.

Viewing Invoice Status
Access the Review Invoices - Invoice Cycle page.

View the status of the invoice within the life cycle.
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Note. An additional button for invoice line approva displays 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 13, “Disputing Invoices,” Reviewing Disputes in the Invoice Cycle, page 152

Reviewing Line Approval Status

Access the Review Invoice Lines - Invoice Line Approval Status page.

Review Invoice Lines

Invoice Line Approval Status

Invoice: eb0416-ssi-01 Line: 1 Dist#: 1 French Champagne

Amount: GO0O0.00 LISD Invoice Date:  04/16/2003

Approvers assigned to this Invoice Line ' n| 1-2 of 2 Last
Hame Approval Status  |Date/Time Action Taken

eSettlements Host Fending 041603 2:42:49FP M

eSettlerments Cperational User  Approved 041803 4:05:39FPM

Review Invoice Lines - Invoice Line Approval Status page

All approvers must approve a given invoice line before it can be paid. Once an approver has approved an
invoice line, the Pending status row no longer displays on the page, but is still stored in the database.

Users with the buyer accountant role type can override operational approvers and approve
their lines. When this occurs, a line for the buyer accountant user displays 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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CHAPTER 15

Processing Payments

This chapter provides an overview of payment processing and discusses how to:
» Set up pay cycles.

* Approve payments.

» Schedule multiple installments.

» Make immediate payments.

* Create 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 EFT payments.

The Buyer Direct model supports all PeopleSoft Payables payment methods—except draft.

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.

Note. None of the following processing options are available in the Buyer Direct model. In the Buyer Direct
model, you set up pay cycles in PeopleSoft Payables. You can enable PeopleSoft eSettlements payment
approva which you can use in conjunction with the PeopleSoft Payables pay cycle approval

Buyers can choose from the following payment processing options:
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Processing Method

Details

Setup

Fully Automated

Requires no payment approval.

Scheduled by the host administrator,
with the buyer administering
payments.

To specify thismethod, on the
Registration page select the
Automated Paycycleradio button
but do not select the Paycycle
Approval Required check box.

Semi-controlled Selected payments are presented To specify thismethod, on the
to the buyer for approval and Registration page sel ect the Self
confirmation beforethe payment file | Service Paycycle radio button
iscreated. and select the Paycycle Approval

- Required check box.
The host administrator entersthe pay
cyclecriteriaand runsthe payment
selection process on a predetermined
schedule. Buyersreview payments
based on voucher selection.
Full Control The host administrator grantsthe To specify thismethod, on the

buyer accessto the Pay Cycle
Processing and Pay Cycle Approvals
components. These PeopleSoft
Payabl es pages must be secured to
ensure the users have only limited
accessto the data.

Registration page sel ect the Self
Service Paycycleradio button. You
can optionally select the Paycycle
Approval Required check box for
thislevel of control.

The following diagram illustrates fully automated payment processing:

Establish pay
cycle criteria

Payment
selection

Payment

Payment

——>p»  Set cycle status

creation format

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
and Manage Pay Cycle components in PeopleSoft eSettlements to process the pay cycle.

The following diagram illustrates semi-controlled payment processing:

168
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Manage
exceptions

Confirm approval

Extract invoices

Approve payments

Regular payments by
bank, BU, and suppliers

Print trial register

\/

Payment
approval

Payment

selection ’

Payment
creation

Payment
approval

e

—p» Payment format ——p Set cycle status

Semi-controlled payment processing

Subscription during buyer registration indicates payment approval isrequired. Semi-controlled payment
processing enables self-service management of payment creation. The system administrator enters the
pay cycle criteria using the Create Pay Cycle component and selects the payments using the Manage
Pay Cycle component. Next, depending on the subscription, the buyer is notified that payments are
awaiting approval. The buyer user having security access to the pay cycle can at that point review
payment details or act on invoices included in the payment (exclude them, for example, or resolve
disputes) before approving the payment and generating the payment file or check.

The payments can be approved and created using either the PeopleSoft eSettlements Approve Payments
component or the PeopleSoft Payables Approve Pay Cycle component—both are on the portal navigation
for PeopleSoft eSettlements. The buyer should use the eSettlements pages to approve the payments.

The following diagram illustrates full control payment processing:

Estabhs_h pay Paymr_ent
cycle criteria selection

Print trial
register

f

Payment
creation

Payment
approval

Payment Set cycle

format status

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 the Manage Pay Cycle component—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 Approve Pay Cycle component. Normally, the buyer should
use the PeopleSoft eSettlements pages to approve the payments.

See Also

PeopleSoft Payables 8.8 PeopleBook, “ Understanding Payment Formats and Configuring Payment Forms”

Prerequisites

Before processing payments, the system administrator must do the following:
1. Create a buyer template.

2. Create a bank account.

3. Create a buying entity (buyer).

4. Establish buyer payment processing preferences.

See Also

Chapter 6, “Registering Buyers,” Understanding Buyer Registration, page 35

Chapter 6, “Registering Buyers,” Creating Buyers, page 38

Setting Up Pay Cycles

170

After completing the prerequisites, the system administrator must set up the pay cycles.

Important! Inthe 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 security.

* Process the pay cycle.
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Page Used to Assign Pay Cycle Security

Page Name Object Name Navigation Usage
Pay Cycleby User ID SEC_PYCYCL_OPR eSettlements, Assign accessfor one or
Administration, Secure many pay cyclesto the user
Pay Cycles responsiblefor reviewing
and approving pay cycles.

Assigning Pay Cycle Access
Access the Pay Cycle by User ID page.

Pay Cycle Assign the accessible pay cycles to the user ID that you
selected to access the page.

Click the Add button to add additional pay cycles.

Processing Pay Cycles

After you complete all relevant configuration, you run the pay cycle. The system administrator or buyer user
accesses the Create Pay Cycle and Manage Pay Cycle componentsto create a pay cycle and select the payments.

The system administrator can specify that pay cycle approval is required either on the buyer Registration page
in PeopleSoft eSettlements, or in the Payment Selection Criteria component in PeopleSoft Payables.

A pay cycle containing any buying organizations that specified their payment approvals be performed
in 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 a pay cycle.

See Also

PeopleSoft Payables 8.8 PeopleBook, “Processing Pay Cycles’

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-€ligible invoices that would be lost if not included in the current pay cycle.
4. Resolves disputes on invoices included in any pay cycle before processing payments.

This section describes how to:
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» Review pay cycles awaiting approval.
» Review and create payments.

* Include payments eligible for discount.
» Select invoices for 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 eSettlements,
the payment creation process is automatically initiated.

See Also

Chapter 18, “Managing Invoices for Buyers,” Understanding Buyer Invoice M anagement, page 199
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Pages Used to Review and Approve Payments

Page Name Object Name Navigation Usage
Approve Payments - Pay EM_PYCYCL_STAT eSettlements, Payments, Review the pay cycles
Cycle Summary Approve Payments waiting for approval.
Approve Payments - EM_PYCYCL_SUM Click aDetailslink onthe Review paymentsincluded
ApprovePay Cycle Approve Payments - Pay in the pay cycle summarized

Cycle Summary page. by different criteria, and

view the sum debited on
each bank account.

Approve Payments - Lost EM_PYCY_DSCNT_ALRT Click the InvoicesEligible Include paymentseligible

Discount Alert for Discount link on the for adiscount in the pay
Approve Payments - cycle.
Approve Pay Cycle page.
Approve Payments - EM_PYCY_CONF_CREAT Click the Create Payment Confirm payment creation.
Payment Confirmation button on the Approve Bank account and amount
Payments- Approve Pay debited information appears.
Cycle page.
Approve Payments - EM_PYCY_CONF_REJEC Click the Reject Payment Reject the pay cycle.
Payment Sel ection Rejection button on the Approve Payment isnot created
Payments- Approve Pay and all invoicesincluded
Cycle page. inthe pay cycleremain
outstanding and are sel ected
in the next pay cycle.
Rej ection confirmation
resetsthe pay cycle.
Approve Payments - EM_PAY_PAGE Click aDetailslink on Review invoices selected
Invoicesto be Paid the Approve Payments - and different suppliersto be

Approve Pay Cycle page. credited in the pay cycle, and
exclude any invoicesfrom
the pay cycle. Excluded
invoicesarenot paid and are
selected in the next pay cycle
Any scheduleswhich have
been disputed can also be

resolved.
Reviewing Pay Cycles Awaiting Approval
Access the Approve Payments - Pay Cycle Summary page.
Details Click alink in this column to access a page to create or reject payments.

Note. The combination of the Pay Cycle ID and the Seq (sequence number) identifies the remittance.

Reviewing and Creating Payments
Access the Approve Payments - Approve Pay Cycle page.
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Approve Payments

Approve Pay Cycle

Summarize By: | B3k d Search |

Payment Details Customize [Find | B8 First (1 1.2 of 2 [M] Last
Description Bank Account |Hbr of Payment Paid Amount Curr Dispute | Details
ALIBMI ALISTR BAMIK CHCK 11 1576527 ALID .E:j Cetails
Total 11 15,765.27 AUD Details

Warning: invoices included in the payvment selection are in dispute. Click on Details to exclude the vouchers
from the payment selection or clear the dispute hefore you create the payment.

reate Fayment Reject Payment Back to Pay Cycle Summary

Approve Payments - Approve Pay Cycle page

Summarize By 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.

Invoices Eligible for Click this link to access a page where you can include potential
Discount discount-bearing invoices in 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.

Payment Details

The information that displays can include:

Bank and Description Displays the bank originating the payment and the bank name.

Nbr of Payments (number Displays the number of payment schedules making up the payment.
of payments)
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If an invoiceis on hold, this button displays in the Dispute column. Click

e its adjacent Details link to view associated payment details.
Details Click thislink to view and act on the invoices included in the payment.
Create Payment Click this button to access the Approve Payments - Payment Confirmation

page where you can create the payment.

Note. If there are invoices in dispute this button will be inactive.
You must resolve the disputed invoices or exclude them from the
pay cycle before creating the payment.

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.

Include Click this button to include the invoice in the pay cycle, then click Save.

Note. To view al potential invoices, be sure to select View All in
the Voucher Information group box header.

See Also

PeopleSoft Payables 8.8 PeopleBook, “Processing Pay Cycles,” Handling Potential Lost Discounts

Selecting Invoices for Payment
Access the Approve Payments - Invoices to be Paid page.

Approve Payments
Invoices to be Paid

¥ Advanced Search

Excludesl  Included Imvoices: 11 outof 11 Sum of Included Amount: 15,766.27 AUD Refesh |

Invoices to be Paid

|7 BuUYD2  AUSCOMP-001 00000001 1 05152002 [ -2,300.00 AUy -2,300.00 AUD 2020000-001  Met230
I BUYDR  AUSCOMP-001 00000003 1 02202002 B 457270 AUD 487270 AUD 1410000-046 Met30
v BUY0S  AUSCOMP-001 00000005 1 nzzrizonz By 459470 AUD 459470 AUD 1411100-048  Met30
Il & BUY08  AUSCOMP-001 00000010 1 02132002 &Y 2,436.580 AUD 2436.50 AUD 1411011-0563  Met20
Il BUYVO2  AUSCOMP-001 00000009 1 0zioz2002 [ 208670 AUD 208670 AUD 1410010-0562  Met30
I BUYD2  FREEDS-001 0oooooog 1 0zosrza0z G 34400 USD Rate 46347 AUD 1410100-051  40-30-30%
I BUY0E  FREEDS-001 0oooooog 2 nanozooz By 258.00 USD Rate 347.60 AUD 1410100-051  40-30-30%
¥ &4 BUYDS  FREEDS-001 00000008 3 n4marzonz By 258.00 USD Rate 34760 AUD 1410100-051  40-30-30%
il BUYDS  FREEDS-001 00000011 1 02062002 By 954.80 USD Rate 1,286.40 AUD  1410001-054  40-30-30%
2 BUYD2  FREEDS-001 00000011 2 ozinerzanz B 716.10 USD Rate 964.20 AUD 1410001-054  40-30-30%
7 BUYD2  FREEDS-001 00000011 3 04072002 [y 716.10 USD Rate 964.280 AUD 1410001-054  40-30-30%

Approve Payments - Invoices to be Paid page
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Advanced Search

Show More Information Select additional invoice detail categories to appear in the last two columns of
the Invoices to be Paid grid, then click the Search button.

Display Specify which invoices appear. Values include: All Invoices,
Excluded Invoices, and Included Invoices.

Exclude All Click this link 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.

Include Select the respective check box to include the invoice in the pay cycle.
Scheduled Displays the invoice due date.

=n Click to view the HTML invoice.

=

Eé Click to view dispute information and resolve disputes.

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 The last two column headings vary depending on your Show More
Code 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.
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.

Re ect Payment Selection Click this button to reject the payment and reset the pay cycle,
clearing all the included invoices.
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Excluding and Resolving Disputed Invoices
Access the Approve Payments - Invoices to be Paid 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 clear
the Include check box for any invoice to exclude it from the pay cycle.

b

Note. The buyer can put invoices on hold even after the invoices have been selected for a pay
cycle, by using the Review Invoices or Invoice Life Cycle pages.

See Also

Chapter 18, “Managing Invoices for Buyers,” Understanding Buyer Invoice M anagement, page 199

Defining Payment Processing Workflow Notifications

Three types of workflow notifications are available depending on the subscription options chosen by the buyer
and supplier. Thefollowing tableliststhe email notification types and describes the conditions that trigger each:

Notification Type Trigger

Payment Approval Payment approval notifications are sent to buyerswhen payments are
awaiting approval and if payment approval notifications have been set up
at the buyer setI D 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. Thisonly occursif notification hasbeen 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 notification that payments
have been created crediting the supplier’s bank account.

See Also

Chapter 7, “Reqistering Suppliers,” Creating Suppliers, page 58

Chapter 6, “Registering Buyers,” Creating Buyers, page 38
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Scheduling, Reviewing, and Modifying Payment Installments

178

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 aso create manual or urgent payments for an installment, as well as place an installment or partial
payment in dispute. They can also create |ate payment and reminder notifications for each payment schedule.

You 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 Object Name Navigation Usage
Review Payment EM_BUY_PYMNT_INSTL eSettlements, Payments, Review alist of invoicesthat
InstallIments - Inquiry Review Payment need to be paid.
Installments
Schedule Payment - EM_VCHR_PAYMENT Click aSchedulelink on Schedule, review,
Schedule a Payment the Review Payment and modify payment
Installments - Inquiry page. | installments.

Scheduling, Reviewing, and Modifying Payment Installments
Access the Schedule Payment - Schedule a Payment page.
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Schedule Payment

Schedule a Payment

Buyer: BLMYOA
Youcher: Qooonood
Gross Amount: 2150000 USD

Payment Information

Invoice: V04248014 Supplier Name: Books for You
Invoice Date:  (03/20/2002 Supplier: BOOKS4U

Payment Information

Find | “fiew 21 Fir=t El 1of 1 El Last

(=]
Paytnent Details
*Bank: USA BANK | Gross Amount: 21,500.00 ysp
“Account: EFT Account j Discount: 0.00
*Method: Electranic Funds Transfer j MNet Due Date: Q3r20/2002
*Action: I Scheduls j Discount Due Date:

Scheduled Due Date:  |04/25/2002 [

Payment in Dispute

¥ InDispute Reason: Goodsin Dispute

‘Remit to: | BO0KS4U =

Location; HEADGQRTS *Address: 1

Books far Yaou
588 Owens Drive
FPleasanton, CA 94460

Schedule Payment - Schedule a Payment page

Payment Information
If morethan one payment exists

When you access the page, the

for thisinvoice, areminder message displaysjust beneath this group box header.

full amount displays on asingle line. You can change the amount

to be the first payment installment amount. Once you click the Add button, the system calculates
the remaining amount as the next payment installment. You can continue this process up to the
number of installments you want, editing each line for due date.

Bank

Account

M ethod

PeopleSoft Proprietary and Confidential

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 culates the remaining gross amount on the newly added line.

Select a bank ID. The only bank IDs 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.

Displays the account from which the funds originate.

Select a different payment method if needed.
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Note. No Draft methods are available.

Action Select Schedule.

Scheduled Due Date Enter the date the installment will be selected for payment.

Payee

Remit to, L ocation, and The supplier to which the payment is made, supplier location, and
Address address for the location. You define locations for the supplier on the

Review Supplier Details - Locations page.

See Also

Chapter 7, “Reqgistering Suppliers,” Entering Location Information, page 63

Making Immediate Payments

180

This section provides an overview of immediate payment processing and discusses how to:

* Record manua 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: PeopleTools Security

Understanding Immediate Payment Processing
Buyers have three options to satisfy suppliers when immediate payment becomes necessary:

1. Pay theinvoices through the system and create the payment file remitted to the bank.

2. Issue a check for an invoice manually—outside the system—and assign 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.
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In the Business Services Provider model, the buyer creates manua payments using the
Create Manual Payment - Schedule payment page in PeopleSoft eSettlements. Buyers first
select the invoices, then create the manual payment.

To create a manual payment:

» The invoice must be approved in the system.

» The bank account setup must support manua payments.

» The installment must not be in 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. This is true for both models.

See Also

PeopleSoft Payables 8.8 PeopleBook, “ Understanding Payment Formats and Configuring Payment
Forms,” Understanding PeopleSoft Payables Payment Formats
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Page Name

Object Name

Navigation

Usage

Record Manua Payments -
Schedule a Payment

EM_VCHR_PAYMENT

eSettlements, Payments,
Create Manual Payment

Inthe Business Service
Provider model, record
payments made outside the
system. model. Thebuyer
can record areference
number for each payment,
and closeinvoicesthat were
paid outside PeopleSoft
eSettlements.

Manual Payment Selection

AP_MAN_SEL

eSettlements, Payments,
Create Manual Payment

In the Buyer Direct model,
enter criteriato build the
manual payment worksheet
in PeopleSoft Payables. This
pageisonly availableto
those users who have been
set up to record payments at
the user preferencelevel.

Man Pay Worksheet (manua | AP_MAN_ENTRY Click the Build Worksheet Enter manual payment
pay worksheet) button on the Manual information.

Payment Selection page.
Create Urgent Payment - EM_PYMNT_EXPRESS * eSettlements, Payments, Create an instant payment

Create Payment

Create Urgent Payment

» eSettlements, Invoices,
Review Invoices

Click aPay link. Thislink
will only be accessible

to those userswho have
accessto the Create Urgent
Payment componentin
their permission list.

for invoicesfor aspecific
supplier.

Create Urgent Payment -
Confirmation of Payments

EM_EXPRESS CONFIRM

Click the Create Payment
button on the Create Urgent
Payment - Create Payment

page.

View details and confirm
urgent payment creation.

Recording Manual Payments
Access the Record Manual Payments - Schedule a Payment page.

Payment Information

If more than one payment exists for this invoice, areminder message displays just beneath this group box
header. You cannot add payment installments when creating amanual payment; you must pay the entire amount.
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Note. If multiple installments exist for a given invoice, the system populates this page with al of them
when you access it. All installments have a default Action of None. You change this value to Record
only on installments for which you are recording a manua 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 The default values come from the information specified on the

Action

Pay

Hold Payment

In Dispute

Reason

agreement. Override the method if needed.
Select the appropriate payment action:

» Record Manual Payment: Select to make a manual payment and
record it in PeopleSoft eSettlements.

* None: Select for invoices to be picked up by the pay cycle and to
ensure that the installment is not manually recorded.

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.

This check box is selected if the payment is on hold.

Note. You cannot clear this check box from this page.

The reason for the payment installment hold.

Record Payment Information

Reference

Payment Date

Payee

Remit To, L ocation, and
Address

=
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Enter a payment reference number for this manually paid installment.

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.

The supplier to which the payment is made and, optionally, a supplier
location and address for the location. You define locations for the supplier
on the Review Supplier Details - Locations page.

Click the Alternate Names button to use an aternate name for
the supplier on the payment.
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See Also

Chapter 15

PeopleSoft Payables 8.8 PeopleBook, “Entering and Processing Vouchers Online: General Voucher
Entry Information,” Scheduling and Creating Voucher Payments

Creating Urg ent Paym ents
Access the Create Urgent Payment - Create Payment page.

Note. If you've accessed this page by clicking a Pay 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

Invoice Dt (invoice date)
Apply Discount

Gross Amount
Discount

Paid Amount

Payment

Payor Bank Account Detail

Add All Vouchers

Create Payment

Enter the buyer (business unit) ID against which the payment is to 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.

Click this button to create the payment file and confirm the payment.

Note. If a prepayment is available for a voucher paid by an urgent payment, the prepayment
amount is not applied. We discuss prepayments in the next section.
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Creating Prepayments

This section provides an overview of prepayment processing and discusses how to:

* View and add prepayment invoices.

» Enter the details for a new prepayment invoice.

Understanding Prepayment Processing

Down payments and prepayments are common practice worldwide. Maost organizations, at one time
or another, need to pay for goods or services before an invoice is received. For example, when

a company sets up a new customer account with a vendor, the vendor 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 a payment to be made to a vendor 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.

3. The system administrator runs the Voucher Post process (AP_PSTV CHR) in PeopleSoft Payables to
associate the prepayment voucher with the regular voucher after the invoice isreceived from the supplier.

See Also

PeopleSoft Payables 8.8 PeopleBook, “ Processing Prepayments’

Pages Used to Create Prepayments

Page Name Object Name Navigation Usage

Create Payment Invoice -
Inquiry

EM_PPY_INQUIRY

eSettlements, Payments,
Create Prepayment Invoice

View existing prepayment
vouchers and add new
prepayment invoices.

Create Prepayment Invoice
- Invoice Details

EM_VCHR_PPY

» Clickthe Add aNew
Prepayment button on the
Create Prepayment Invoice
- Inquiry page.

* ClickanInvoicelD link on
the Create Prepayment
Invoice - Inquiry page.

Enter or view detailsfor a
prepayment invoice.

PeopleSoft Proprietary and Confidential
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Viewing and Adding Prepayment Invoices
Access the Create Prepayment Invoice - Inquiry page.

Enter search criteria to view alist of existing prepayment vouchers.

Note. If a given 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 ID 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.

Supplier and Supplier Select the supplier and location to which you are making the prepayment.
L ocation
Invoice and I nvoice Date Enter the date and number of the invoice which the supplier
created, but you have not received.
Gross Amount Enter the amount that you must pay the supplier.
VAT If applicable, enter the actual VAT amount for the invoice.
M erchandise Amount Displays the amount of the invoice less any VAT amount.

Inquiring About Payments
This section discusses how to:

» View payment details summary and status.

* View payment details and invoices.
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Pages Used to Inquire About Payments

Page Name Object Name Navigation Usage
Review Payments- Payment| EM_BUY_PYMT_INQ eSettlements, Payments, View payment details
History Review Payments summary and status.

Review Payments- Payment| EM_PYMNT_INQ

Reference

Click aReferencelink onthe
Review Payments - Payment
History page.

View payment detailsand
theinvoicesincluded in each
payment.

Review Invoices- Payment
Inquiry

EM_VCHR_PYMNT_INQ

eSettlements, Invoices,
Review Invoices

View processed, scheduled,
canceled, and outstanding

Click the Invoicelink of payment details.

apaidinvoice.

Click the Payment Details
link on the Review Invoices-
Invoice Cycle page.

Viewing Payment Details Summary and Status
Access the Review Payments - Payment History page.

Payment Inquiry Result

Seq (sequence)

Reference

Displays the payment advice sequence.

Click alink in this column to view details about the invoices
included in the payment.

Viewing Payment Details and Invoices

Access the Review Payments - Payment Reference page.

Payment Detail

Created
Days Outstanding
Cleared On

Cancel Action

PeopleSoft Proprietary and Confidential

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.

Displays the cancellation status of the payment. Values include:

» 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. You can
perform additional investigation or revise voucher information before
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proceeding with a payment. 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.

Payment Advice

Advice Seq (advice Displays the sequence of the payment.
sequence)
Source Displays a description for the transaction source.

Canceling Payments
This section describes 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 liability. In
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 eSettlements or Payables depends on your business requirements.

Note. If a buyer 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.
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Pages Used to

Cancel Payments

Processing Payments

Page Name

Object Name

Navigation

Usage

Cancel Payments - Inquiry

EM_PYMNT_CANCEL

eSettlements, Payments,
Cancel Payment

Search for and identify
paymentsto be cancelled.

Cancel Payments- Confirm
Payment Cancellation

EM_PYMT_CNCL_CNFRM

Click alink in the Payment
Amount column onthe
Cancel Payments - Inquiry

page.

Specify whether you are
voiding or stopping a
payment and the action to
takefor the cancelled
payment.

Payment Cancellation -
Document Sequence

DOC_SEQ_CANCEL_SEC

Click the Document
Sequencing link onthe
Cancel Payments- Confirm

Payment Cancel | ation page.

Overridethe default
document type and enter a
document sequence number,
if applicable.

Reviewing Payments to be Cancelled
Access the Cancel Payments - Inquiry page.

Expand the Advanced Search group box to enter additional search criteria.

Payment Amount

el

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.

Confirming Payment Cancellations

Access the Cancel Payments - Confirm Payment Cancellation page.

Document Sequencing

Payment Status

Cancel Action

Explanation

Confirm Cancellation

PeopleSoft Proprietary and Confidential

Click thislink to access the Document Sequence page, where you override the
default document type and enter a document sequence number, if applicable.

Select an option for cancelling the payment: Void or Stop.
Select the action to take on the cancelled payment:

* Re-Open Vouchers(s)/Re-Issue: Select to reissue the related
invoices in 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.

Enter areason why you cancelled or stopped the payment.

Click this button to cancel the payment. Once you confirm the payment
cancellation, email notification is sent to the supplier.
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Note. You must run the PeopleSoft Payables Payment Posting 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 8.8 PeopleBook, “Processing Pay Cycles,” Running and Managing Pay Cycles

Managing Payments Outside PeopleSoft eSettlements
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In the Business Service Provider model, depending on the needs of a given organization, a buyer
may use only the approval and matching features of PeopleSoft eSettlements without subscribing
to the 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 closes it.

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 process is run for the externally paid invoices the supplier receives
email notification advising which invoices have been externally paid.

The External Payments process (EM_PAY_XTRNL) sets the Payment Selection Status
(PYMNT_SELCT_STATUS) on the 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 Post
process before running the External Pay process.

See Also

PeopleSoft Payables 8.8 PeopleBook, “Running Voucher and Payment Posting”

Page Used to Run the External Pay Process

Page Name Object Name Navigation Usage
External Payments- Run EM_PAY_XTRN_RUN eSettlements, Batch Run the External Payments
Control Parameters Processes, ProcessExternal | processto generate email

Payments notification.
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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 mainly used in the Business Service Provider model, so that buyer
and supplier systems reflect the transactions in PeopleSoft eSettlements. However, we do not
prevent you from using this feature in the Buyer Direct model.

Once invoices have been created and processed, payments and invoices can be extracted, stored, and
validated. Invoice and payment information can be extracted in either of two formats:

* XML file
» Delimited file

The files 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 data is synchronously extracted, the buyer, supplier, and PeopleSoft eSettlements
system all reflect current transaction statuses.

When the extract process completes, email notification is automatically sent to the recipients
defined at the buyer notification level. The process is automated, and the host administrator
can aso run the process on demand for specified dates.

Running the Invoice Extract Processes

This section provides an overview of the invoice extract run controls, discusses common e ements
of the run control pages, and discusses how to extract invoices.
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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, 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.

PeopleSoft eSettlements provides two invoice extract processes:

» The Buyer Invoice Extract process (EM_VCHR_EXT) creates a file with invoice
and payment data for the buyer.

» The Supplier Invoice Extract process (EM_EXT_SELL) creates a file 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 aso appears in the Buyer Extract Criteria group box.

See Also

Chapter 6, “Reqgistering Buyers,” Creating Buyer Administrators, page 52

Chapter 7, “Reqgistering Suppliers,” Creating Supplier Administrators, page 66

Common Elements in This Section

User ID The role accessing the page.

Description Enter a description for the run control. System Generated displays
on the automatically created pages; on manually created (ad hoc)
pages you can enter any value.

Last Extract Date Displays the last date the process was executed for the buyer. This
date is aso used as the beginning date range value for the next
execution of the extract process.

Extract Through Enter the maximum date value for the extract range. Invoices with a status
change recorded between the specified date range will be extracted.

Report Type Select Fixed Format or XML File to specify how the invoice and
payment information is to be extracted.

Invoice Extract Status » Any Status Change: Selects any invoices which have had a change
to their matching, header approval, or payment status—or have been
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.
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» 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

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

Object Name

Navigation

Usage

Extract Buyer Invoices- Run
Control Parameters

EM_VCHR_EXTRACT

eSettlements, Batch
Processes, Extract Buyer
Invoices

Define run control parameter
for the Buyer Invoice Extract
(EM_VCHR_EXT) process
and run the process. You
automatically createrun
controlswhen you register
buyers, or you can manually
create arun control from

this page.

Extract Supplier Invoices-
Run Control Parameters

EM_VCHR_EXT_VEN

eSettlements, Batch
Processes, Extract Supplier
Invoices

Define run control parameter
for the Supplier Invoice
Extract (EM_EXT_SELL)
processand run the process.
You automatically create

run controls when you
register suppliers, or you can
manually create arun control
fromthis page.

Extracting Invoices

Access the Extract Supplier Invoices - Run Control Parameters page.

Note. The Extract Buyer Invoices - Run Control Parameters page is similar to this page.

Supplier SetID and
Supplier

Supplier Location

Enter the setID and code of the supplier for which you are
creating the extract file.

Select alocation of the supplier for which to extract invoices. Leave this
field blank to extract all invoices for a particular supplier.

Note. When you first register a supplier, the system generates the same run control
for each of that supplier’s locations.

PeopleSoft Proprietary and Confidential
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Reviewing Invoice Extract Results

Buyers and suppliers can review the results of their respective extracts. The roles and user IDs 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 a link to the inquiry pages. As with other types
of notifications, you can specify at severa levels the roles and user IDs that are notified.

See Also

Chapter 6, “Registering Buyers,” Specifying Buyer Notifications, page 50

Pages Used to Review Extract Results

Page Name Object 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 | EM_S EXTRACT_INQ eSettlements, Invoices, Supplier administrators
Extract Inquiry Review Supplier Extract review invoice extract
results.

Reviewing Extract Results
Access either of the Review Invoices - Invoice Extract Inquiry pages.
Review the results of an invoice extract.

We further discuss verification of the extract results in the troubleshooting section
on PeopleSoft Customer Connection.

See Also

Troubleshooting documentation on the PeopleSoft Customer Connection Website.
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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 describes 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 due invoices. 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 the system administrator did not enable cash collections at the supplier location level, cash
collections will 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:

» Define cash collection notifications.

» Specify cash collection notification parameters.

» Define supplier location notification parameters.
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Pages Used to Set Up Cash Collections
Page Name Object Name Navigation Usage
Define Supplier EM_S NOTIFY eSettlements, The supplier administrator

196

Notifications- Nominate
Notification Types

Administration, Define
Supplier Notifications

viewsand overridesthe
email notifications set up by
the system administrator at
thesetID level.

Review Agreement Details-
Supplier Notifications

EM_AGR_SUPP NOTIFY

eSettlements, Supplier
Information, Review
Agreement Details, Supplier
Notifications

The supplier administrator
overrides parameters

for cash collections
notifications.

Review Supplier Details -
Nominate Notification Types

EM_LOCATION_NOTIFY

eSettlements, Supplier
Information, Review
Supplier Details, L ocations

=] Click the Notifications
button on the Review
Supplier Details - Locations

page.

The supplier administrator
overrides parameters of cash
collections notificationsfor
existing suppliers.

Defining Cash Collection Notifications
Access the Define Supplier Notifications - Nominate Notification Types 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.

See Also

Chapter 7, “Reqistering Suppliers,” Specifying Supplier Location Notifications, page 65

Specifying Cash Collection Notification Parameters

Access the Review Agreement Details - Supplier Notifications page.

In the cash collections Enter Routings grid, enter the information for all the buyers to which you want
to send notifications. You can aso copy supplier users on the dunning letters.

Specify Overrides

Cash Collections

Tolcc (to or carbon copy)

The page opens populated with the val ues specified by the system administrator
at the setlD level. Click this button to redefine those notification parameters.

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 1Ds the system administrator specified.

Select one to specify whether the recipient is the primary or
secondary audience for the notifications.
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Type Select Role or User ID to define routing.
Recipient Enter arole name or user 1D to receive the notification.
L ate Payment Days Enter the number of days after the due date the supplier wishes
to send a payment reminder email.
Days Before Sending Enter the number of days after the first reminder that a second email is sent.
Reminder

Defining Supplier Location Notification Parameters
Access the Review Supplier Details - Nominate Notification Types page.

Specify Overrides Click this button to be able to alter the parameters of the various
notifications for the supplier location.

Restore 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 both
specify overrides and restore defaults.

Processing Cash Collections

This section provides an overview of cash collections processing and discusses how to run the
Cash Collections Notification process (EM_CCEMAILAE).

Understanding Cash Collections Processing

The Cash Collections Notification process (EM_CCEMAILAE) can be run on demand or scheduled to run
regularly. This process selects all invoices which 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 al past due invoices for suppliers that
specified cash collections notifications be sent, and generates an email to each buyer role and user 1D
whose account is delinquent. The system references those roles and user 1Ds 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 1Ds specified on the notification setup.

The process uses specific criteria to select invoices requiring dunning emails. All of the
following must be true for each notification, respectively:
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Email Notification Type

Criteria

Late Payment

Invoice has not been paid.

Invoiceisnotin error.

Invoice match statusisM (matched) or N (not applicable).
No holds exist against invoice payments.

Thepayment due dateis 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 - Nominate Notification Types page.

Payment is not External type.

Reminder

L ate payment email sent.

Invoice has not been paid.

Invoiceisnotin error.

Invoice match statusisM(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 Days Before Sending Reminder value defined for the cash collections
notification type on the Define Supplier Notifications - Nominate Notification

Types page.
No payment has been made.
Payment is not External type.

Page Used to Run the Cash Collections Process

Page Name

Object Name Navigation Usage

Process Workflow - Run EM_VCHR_CREATE_AE €Settlements, Batch Run the Cash Collections

Control Parameters

Processes, ProcessWorkflow | Notification processto
generate and send payment
reminder emailsto buyers.
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Managing Invoices for Buyers

This chapter provides an overview of invoice management for buyers and discusses how to:
» Assess invoice activity and navigate with the Buyer Dashboard page.

» Review payables aging balances.

* Review invoices.

» Review supplier balance information.

Understanding Buyer Invoice Management

Invoice review pages enable simple and intuitive payables information monitoring. Buyers can drill quickly
from aggregate information to detailed information, track and participate in dispute resol ution, and pay invoices.

Buyers can also analyze scalable information on receivables recorded in the system, which could
include supplier balance, aging balance, invoice inquiry, and payment inquiry. Buyers quickly
analyze the invoice portfolio and take appropriate action, such as initiating or resolving disputes,
overriding match exceptions, or forecasting cash outflows.

Assessing Activity and Navigating With the Buyer
Dashboard Page

When buyers log 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 viewing the invoice activity summary and navigation from the Buyer Dashboard page.

Page Used to Assess Invoice Activity

Page Name Object Name Navigation Usage
Buyer Dashboard EM_BUYER_HOMEPAGE eSettlements, Buyer Assessinvoice activity
Dashboard by viewing ahigh-level

summary of theinvoice
activity pending approval or
review, and outstanding
actionsto be taken.
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Assessing Invoice Activity
Access the Buyer Dashboard page.

Buyer Dashboard

Display Currency: EUR CL  Convert |

*Chart Type: |2D Yertical Bar j Diray Chartl

Action Count Gross Invoice Amount | Curr

Inwoices to Approyve B05,923,951,174 846 64 EUR
Invoices in Dispute 32 93,135,659 EUR
Review Exceptions B 1395226 EUR
Payments to Approve 4 16,217.40 ELR
Invoices to Verify 13 215,400.25 EUR
Armount in euro
- Iminices to Approwve
= B nvoices in Dispute
S 400,000,000,000,000 [ Review Exceptions
.,,E: Bl Fayments to Approve
(55|

Inwaices ta Werify

To Approve  In Dispute  Exceptions  Payments  ToWerify
Invoice Status

Buyer Dashboard page

Display Currency

Chart Type
Draw Chart

Invoicesto Approve

200

Displays the currency governing the values displayed. The default is the
user’s preferred currency, as specified on the user profile. Select anew code
and click Convert to view the amounts in a different currency.

Select 2D Sacked Bar, 2D Vertical Bar, 3D Stacked Bar, or 3D Vertical Bar.
Click this button to recreate the chart after you change the Chart Type selection.

This row displays the number of invoices that are awaiting approval and
their sum value. Click thislink to view thelist of invoices that are awaiting
approval. Only those invoices assigned to the particular user are accessible.
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Review Exceptions

Invoicesin Dispute

Paymentsto Approve

Invoicesto Verify

Managing Invoices for Buyers

Note. When you click the Invoices to Approve link, the system transfers you
to the Review Invoices - Invoice Inquiry page, where the system displays
regular invoices, but if you want to approve prepayment type invoices as
well, select the Advanced Search collapsible group box 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.

This row displays the number of invoices containing match exception
errors and their sum value. Click this link to view the list of
invoices with match exceptions.

This row displays the number of invoices in dispute and their sum value.
Click this link to view the list of invoices in dispute.

This row displays the number of payments (pay cycles) awaiting approval and
their sum value. Click thislink to view pay cycles awaiting approval. Only
those users set up for pay cycle security can access payment approval.

Displays the number of invoices that are awaiting verification and
their sum value. Click thislink to view the list of invoices that are
awaiting verification. Only invoices for which the user has been
assigned business unit security will display.

You can aso click any of the five bars in the Invoice Status graph to view the respective information.

See Also

Chapter 12, “Approving Invoices,” Understanding Invoice Approval, page 143

Chapter 11, “Running Matching,” Understanding M atching, page 133

Chapter 13, “Disputing Invoices,” Understanding |nvoice Disputes, page 149

Chapter 12, “Approving Invoices,” Processing Invoice Approvals, page 145

Chapter 12, “Approving Invoices,” Understanding Invoice Approval, page 143

Reviewing Payables Aging Balances

The payables aging balance feature computesin real time the open invoices, credit notes and prepay ments based
on the invoice due date. This page automatically displays the aging for al buyersto which the user has access.
Buyers can review aggregate payables or drill down to view, for example, a given buyer’s aging balance. To
enable an in-depth analysis of outstanding balances, amounts appear in different date range categories.
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Note. The delivered aging categories are fixed in order to provide consistent, clear
aging information in the shortest amount of time.

Page Used to Review Payables Aging Balances

Page Name Object Name Navigation Usage
Payables Aging Balance- EM_BUY_AGING_BAL eSettlements, Invoices, Review the payables aging
Inquiry Payables Aging Balance balance.

Reviewing Payables Aging Balances

Access the Payables Aging Balance - Inquiry page.

Payables Aging Balance

Display Currency: JPY

e

Inquiry
Buyer: Q currency:
Supplier: Q Supplier Hame: |

Convert

“Chart Style:

Invoices-Approved
Invoices-Mot Approved
Credit Note

Cizputed Invoices
Prepaid Mot Applied
Total

150,000,000
100,000,000

50,000,000

Amount

| 2D vertical Bar

152,019,857
98,057,934
-f85,612
19.526,488
21170560
267,748,107

L= L= e e [ e

Q

Rate Type: Current Rate

| Draw Chanl

! Past Due Current
Amounts are in JPY COner 60d 60-31d 30-1d

L= = | e [ e [ [
L= L= e e [ e
L= = | e [ e [ [

Past Due and Current Due

f I
Qe B0d 60-31d

|
30-14

0-304d 31-60d

Aging Time Periods

Search Criteria
Search |

As Of Date:  10/22/2003

0-30d 31-60d Crver 60d Total

152,019,857
98,057,934
-685,612
19.526.488
-1.170.560
267,748,107

L= L= e e [ e

Imvoices - Approved
Imvoices - Not Approwed
Credit Note

Disputed Immices

Prepaid Mot Applied

Payables Aging Balance - Inquiry page
Search Criteria

Buyer and Supplier

Select the buyer and supplier codes. You can populate these fields with

partial search information. For example, if you have buyers (business
units) such asBUY 01, BUY 02, and BUY 03 (all beginning with BUY),
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you can search for BUY to view the aging balance for al of the business
units that begin with those three characters.

Display Currency Displays the default currency type. The amounts initially appear in the user’s
preferred currency, initially specified on the user’s profile. If you select a
new currency, click Convert to display the amounts in 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.

Chart Style If you select adifferent style, click Draw Chart to redisplay the chart.

Past Due and Current

Click any amount to view the related payment installments. Open invoices appear in these categories:
» Over 60d (over 60 days)

¢ 60-31d and 31-60d (31 to 60 days)

» 30-1d (30 days to one day)

* 0-30d (zero to 30 days)

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 and is in postable status).

* Not canceled or closed.

Invoices-Not Approved Displays the converted amounts of unapproved invoices by aging
date. Attributes of unapproved invoices are:

» Approva status P (Pending).

 Positive regular invoices.

* Not paid.

* No payment hold enabled.

Valid (passed Voucher Build and is in 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.
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» 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.

Disputed Invoices 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 and is in postable status).

* Not canceled or closed.

Prepaid Not Applied 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 Post processisrun. Attributes of unapplied prepayments are:

* Prepayment style invoices.
 Vdlid (is in 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.

Total Displays the buyer’s total outstanding payables, net of credit notes, and
prepayments. Click alink in this column to view installment details.

See Also

PeopleSoft Global Options and Reports 8.8 PeopleBook, “Processing Multiple Currencies’

Reviewing Invoices
This section discusses how to:

* Review invoice activity and invoice portfolios.
* View the invoice life cycle.

* View electronic invoices.
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* Review invoice details.

* (Business Service Provider model) View cash collections history details.

» Review paid invoice information.

* Review and place holds on invoices.

Pages Used to

Review scheduled payment installments.

Review Invoices

Managing Invoices for Buyers

Page Name

Object Name

Navigation

Usage

Review Invoices- Invoice
Inquiry

EM_VOUCHER_INQUIRY

* eSettlements, Buyer
Dashboard

Click the Invoicesto
Approvelink.

» eSettlements, Invoices,
Review Invoices

Review invoice activity and
invoice portfolios.

Review Invoices- Invoice

Cycle

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

(&) Click anlnvoice Cycle
button on the Review
Invoices- Invoice Inquiry

page.

View theinvoicelifecycle.

Note. The page object
name and appearance vary
according to the current,
activestepintheinvoice
cycle. Thetop haf of the
page remains constant, and
the bottom half displays
information for the selected
invoice cycle step.

Review Invoices- Payment
Inquiry

EM_VCHR_PYMNT_INQ

Search for invoiceswith

aPayment Status of Paid
onthe Review Invoices-
Invoice Inquiry page.

Click alink intheInvoice
column.

Click the Payment Details
link on the Review Invoices-
Invoice Cycle page.

Review details of payments
made, canceled, or still
outstanding.

Electronic Invoice

EM_VOUCHER_DISP

FI% Clickan HTML Invoice
button on the Review
Invoices- Invoice Cycle

page.

View an electronicimage
of theinvoicesent by the
supplier.
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Page Name

Object Name

Navigation

Usage

Review Invoices- Invoice
Details

EM_SSINVC_DETAILS

Click alink inthelnvoice
column on the Review
Invoices- Invoice Inquiry

page.

Click thelnvoice Creation
button withinthelifecycle
onthe Review Invoices-
Invoice Cycle page.

Click theInvoice Detailslink
onthe Review Invoices-
Invoice Cycle page.

Review invoice detailsand
related purchase order and
receipt documentation.

Review Invoices- Dunning
Mail

EM_CC_MAIL_ VW

Click alink inthe Over
column on the Review
Invoices- Invoice Inquiry
page.

View dunning notification
history details.

Note. Because cash
collectionsisvalid only

in the Business Service
Provider model, notification
history isonly validinthe
Business Service Provider
model, and not in the Buyer
Direct model.

Review Invoices- Payment
Reference

EM_PYMNT_INQ

eSettlements, Invoices,
Review Invoices

Select aPayment Status of
Paid on the Review Invoices
- Invoice Inquiry page, and
click Search.

Click alink inthePaid
column.

Review paid invoice
information.

Review Invoices- Review
Invoice Disputes

EM_VOUCHER_DISPUTE

I A .

6=l Click aDisputebutton
onthe Review Invoices-
Invoicelnquiry page.

Review and resolve holdson
invoice payments.
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» eSettlements, Invoices,
Payables Aging Balance

Click any amount on the
Payables Aging Balance -
Inquiry page.

» Settlements, Invoices,
Review Invoices
¥ Click aScheduled
Payments button on the
Review Invoices- Invoice
Inquiry page.

* Settlements, Invoices,
Review Invoices

Clickalink inthe Terms
column on the Review
Invoices- Invoice Inquiry

Page Name Object Name Navigation Usage
Review Payment EM_BUY_PYMNT_INSTL * eSettlements, Payments, Review scheduled payment
Installments- Inquiry Review Payment installments.
I nstallments

Click aMatched button in
the Match column on the
Review Invoices- Invoice

Inquiry page.

page.
Matched Voucher / Purchase| MATCH_MGR_PO eSettlements, Invoices, Review voucher and PO line
Order Review Invoices details of amatched invoice.

Match Exception Override | VCHR_MTCH_LOG eSettlements, Invoices,
Review Invoices

Click an Exceptions
Exist button inthe Match
column on the Review
Invoices- Invoice Inquiry

page.

Review and override match
exception errors.

Match Exception Override | VCHR_MTCH_OVRD_LOG eSettlements, Invoices,
History Review Invoices

! Click an Overridden
button in the Match column
ontheReview Invoices-
Invoice Inquiry page.

Review match exception
detalls.

Reviewing Invoice Activity

Access the Review Invoices - Invoice Inquiry page.
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Review Invoices

Invoice Inquiry

Irvoice: | QL
Buyer: Q.
Supplier: | Q

Invoice Status:

| Search |

Payment Status: | Unpaid j

j Clear |

| Dispute Schedule

View: |Inv0ices

istSort: |Due Date | By:|Descending 7|

} Advanced Search

5el |Invoice

Gross Amount (Curr (Quer (Buyer Hame

2nd Sort: | Invaice

=l Bw|ascending x| o | seeLeqend

Invoice Summary

Discount

[T 1010000-005 01/21/2002

[T 1022000-015 01/21/2002

OCH O B0 O 80N O §d

1

1010000-006 0147212002
1202000-067 017212002

1102000-024 0171872002

1021000-014 0142142002

1021000-0144 0172142002

1221100-061 01/14/2002

DMLBOTFGT  04M3/2002
OMLBOETTZ 04122002

1410100-051  01/08/2002

5,500.00 USD

470.00 UsSD

600.00 USD

6,800.00 USD

22882 USD

12,400.00 USD

1600.00 USD

1.926.00 UsSD

£.400.00 UsD

8,800.899 USD

g60.00 USD

DS Telecom  Freeds Furniture O O = % n04sz002 [
DS Telecom  Freeds Furniture O & O B ﬁ”’ naiz1/z2002 [5
DS Telecom  Freeds Fumitwre ) & O B % 06i25/2002 [5)
Jean Paul Freeds Fumiture €3 €7 [ Due Mow 06102002 [
Dean Jones gﬂﬂ”‘:soﬂ (6 Wea] 2 Due Mow 08032002
DeanJones  FreedsFumitwre O & O B ﬁ”’ 04i21/2002 [5)
Jean Paul Freeds Fumniture ) & [ B iﬂ 0412112002 [5)
DeandJones  Freeds Furniture O & B % 041472002 [5
657 Deandongs  Fromaoelmporters © B O §4 B Due Mow 040132002
553 DS Telecom  Treat's O O 62 B Due Mow 0411212002
Selectric Freeds Fumiture ) & ! B 4830 gyingrzonz [

Review Invoices - Invoice Inquiry page

AlEsT

Approve |

Invoice, Buyer and Supplier

I nvoice Status

Click the Show tabs button upon accessing this page. We describe
the elements on this page in that order.

This button displays at the bottom of the page and cannot be seen in the
example screen here. We discuss its function in this section.

None are required. However, entering a buyer, supplier, or both

speeds and narrows your search.

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 specifically next
require your approval. This is especially useful when the user
accessing the page is part of an invoice approval path but can also
view all invoices for a particular buyer.

If you access this page from the Buyer Dashboard page, the
system automatically sets this status.
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Payment Status

View
See L egend

Advanced Search

Managing Invoices for Buyers

» No Disputes: Select to view invoices that are not in dispute.

» Pending Approval: Select to determine invoices you still need to approve.
Because an invoice may require three levels of approval, and as such
may still have a Pending Approval status after you have approved
it, it can still be approved by a higher level approver.

Select Externally Paid, Paid, or Unpaid.

Note. Externally Paid is used only in the Business Service Provider model.

Select Invoices, Lines, or Payments.

Click thislink to view descriptions of the buttons that can appear on this page.

Expand this group box and useitsfields, such as Date Type and Amount Reference, to further refine your search.

You can also specify the Invoice Type: Regular, or Prepayment.

Note. If you want to search by Supplier Location, you must first enter a Supplier in the basic search area.

Invoice Summary

Invoice

Gross Amount

Over

Supplier

O

Appr (approval)

M atch

PeopleSoft Proprietary and Confidential

Click any link in this column to display detailed invoice life cycle information.

Click alink in this column to review the invoice at the invoice
lines level. Select Invoices in the View drop-down list box to
then return to the main invoices page.

The number of daysthe invoiceis past due. Click alink in this column to
view the last time dunning information was sent for the invoice.

Note. These values will not be links in the Buyer Direct model because
dunning notifications are not sent in the Buyer Direct model.

Click alink in this column to view the supplier’s registration information.

Click to view the invoice life cycle.

Displays approval status. Click the See Legend link near the top of the page
to view descriptions for the buttons in this and other columns.

Click a match status button in this column to view match exception details.

Note. Of al the buttons that can display in this column (view the legend
to see them all), only those for match exceptions and match overrides
are enabled. For invoices that don’t have to be matched or have yet

to be matched, the buttons are not actionable.

209



Managing Invoices for Buyers

210

Hold

Terms

Due Date

Pay

Schedule

el

Discount

Supplier Code

Supplier Location

®
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Click a Dispute button to review dispute information.

Click alink in this column to place an invoice on hold and enter comments.

Note. Only those users that have the Manually Schedule Payments check box
selected on the Procurement - Payables page can access these links.

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.

The date the invoice is due.

Click alink in this column to create an urgent payment to pay
the invoice immediately.

Note. Only those users who have been granted create urgent payment
access can action the Pay links, and they only appear when the Invoice
Status selection is Approved, or is left blank.

Click alink in this column to schedule installments for this invoice.

Note. Only those users that have the Manually Schedule Payments check box
selected on the Procurement - Payables page can access these links.

Click a Scheduled Payments button to view scheduled payments
for the respective invoice.

Displaysany discount applicable to the invoice according to the payment terms.

Click alink in this column to view the respective supplier’s
registration information.

Note. This column is not visible in the sample screen shot.

The specific supplier location designated for invoice processing.

Note. This column is not visible in the sample screen shot.

Click a Comments button to enter comments and additional information about
thisinvoice. This column is not visible in the sample screen shot.

Note. Any comments entered here are internal to the buyer, and
cannot be viewed by the supplier.

Click the Select All link to select al the Invoice check boxes in the Sel (select) column, or
select individual check boxes for invoices to approve, then click the Approve button to preview
a summary of the invoices you are about to approve.
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Note. Before clicking the Approve button, buyer users should select an Invoice Status of My Pending,
then click search, before reviewing the results and deciding to click the Select All link.

Click the Clear All link to clear 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 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.

See Also

Chapter 18, “Managing Invoices for Buyers,” Viewing the Invoice Life Cycle, page 211

Chapter 12, “Approving Invoices,” Processing Invoice Approvals, page 145

Chapter 7, “Reqgistering Suppliers,” Creating Suppliers, page 58

Viewing the Invoice Life Cycle

Access the Review Invoices - Invoice Cycle page.

Review Invoices

Invoice Cycle

Payment Summary

Payments Made

Payment (Due Date Scheduled E—:ELEM

4 0202002002 022002002 01/21/2002

1,440.00

Feturn to lnvaice Inguiny Payment Details

F=yrnent
Selection

Imvoice: 1011011-011 Buyer: BlLUvO2
Voucher: 00000031 Supplier: FREEDS
Invoice Date:  01/21/2002 Gross Amount: 3 500.00
Due Date: 0452142002

] = ] s =
e e
Invoice Matching Invoice Dispute

Cresation Approwal Status

=
Customize | Find | Wiewe All | &

SaRENL Discount (Curr Paid Amount |Curr |Method
Amount — | - | 7

0.00 Ush

DS Telecam
Freeds Furniture
LIsD

Fir=t E 1 af 1 Last

1,440.00 USD Manual

Review Invoices - Invoice Cycle page

Note. Access to each button’s destination page depends on the role types and security attached to the user.
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As an invoice passes through each phase of its life cycle, the respective button on this page is
enabled. When you click a button, 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 paosition in the life
cycle as outlined in the following life cycle button descriptions. In the example screen shot
here, the invoice has passed through the creation, matching, approval, and dispute stages, but
has not been selected for payment, and has not yet been paid.

There can also be an invoice line approval stage and corresponding button.

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

= required and the user has been granted the ability to override match exceptions

+ on their user preferences, then additional links will be available to review
match exceptions. All users have access to view the match override history.

Click this button to view invoice approval status. If the user has been

— granted authority, a link to the Approval Details page to view, place on

Eﬁﬁ hold, or approve the invoice displays. In cases where multiple users are
assigned to the same role, Several displays in the Approver row. When the
user is an eligible approver, the approver can begin to approve the invoice by
clicking the Approve link. Once the transaction is approved, the individual
approver name appears along with the date and time the approva was
performed. Preapproved displays beneath this button when the invoice
amount falls within the buyer-specified preapproval limit.

Note. Because there can be multiple approvers in arole when an
invoice is pending, the email address only appears after approval of
each step, indicating which person approved the invoice. In the case
where there is only one approver in the role, the system displays the
email address when the invoice is pending as well.

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 the approval of the line was
completed. This button does not display unless the buyer has activated Invoice
Line Approval and the invoice is routed to an operational line approver.

Note. This button isidentical to the Invoice Approval button, and appears
next to it when the invoice is associated with line-level approval.
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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. Only those users granted the ability to manually schedule
payments can access this link.

Click this button to view payment selection and approval summary. The

ﬂ payment schedule and status of each schedule is summarized here. If
payments are awaiting approval, anApprove Payments link displays 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
S details. In this example button, it is the active step of the invoice and
-:gﬁ? therefore has a border around it. Review details of payments made,

canceled, or still outstanding by clicking the Payment Details link
at the bottom of this page. From that point, you can create urgent
payments for outstanding payment installments.

Note. If payments are made outside PeopleSoft eSettlements (thus
having a status of External), the amounts appearing in the Paid
Amount column will be zero because the system was not responsible
for generating the external payment.

See Also

PeopleTools PeopleBook: PeopleSoft Application Designer

Reviewing Payments

Access the Review Invoices - Payment Inquiry page.

PeopleSoft Proprietary and Confidential 213



Managing Invoices for Buyers

214

Chapter 18

Review Invoices

Payment Inquiry

Invoice ID: 1011011-011 Supplier: FREEDS

Gross Amount: 360000 LISD Invoice Date:  01/21/2002

Total Payments Made: §,120.00 Due Date: 042142002

Total Scheduled: 0.00

Total Cancelled: 4. 680.00

Total Outstanding: 1,080.00

Payments Created

Payment

1 oooozd 022002002 D4I30IEDDE 1,440.00 USD 0000000025 USBMK

2 ooooz1 032202002 04530/2002 1,080.00 USD 0000000025 USBMK EFT
3 oopozd 042102002 04530/2002 1,080.00 USD 0000000025 USBHK EFT
4 005399 022002002 0152142002 1,440.00 USD 0000000026 USBMK EFT
] oooozz 032202002 04530/2002 1,080.00 USD 0000000027 USBHK EFT

Scheduled Payments

Payment 1D Scheduled Amount Digcount (Curr Method

Mo Scheduled Payments.

Regular
Regular
Regular
Regular
Regular

Review Invoices - Payment Inquiry page (1 of 2)

Review details of payments created and scheduled.

Cancelled Payments Customize | Find | ] Fir=t

1-4 of 4 La=t

Payment |Payment ] (Reference (Date Amount |Curr (Method |Date Cancelled g:;ﬁzl Bank Account Hum

0741-250786
0741-250786
0741-250786
0741-250786

1 0000000025 000021 0473002002 1440.00 LISD 0473002002 Dpenilzsue LISBMNK
2 0ooooooo2s 000021 0453052002 108000 USD EFT 0453072002 Openflssue USBMK
3 0000000025 000021 0473002002 1080.00 USD EFT 0473002002 Dpenilzsue LISBMNK
5 Ooooooaoozy oooozz2 0453052002 108000 USD EFT 0112152002 Openflssue USBMK

Outstanding Payments omize | Find | First (4] 1 of 1 [P Last

Payment |Scheduled Curr Discount |Method |Bank Account Querdue |Pay

B 0472102002 10&80.00 USD USBMNE. EFT 366 Pay

Review Invoices - Payment Inquiry page (2 of 2)

Review details of payments canceled and outstanding.

Pay Click alink in this column to create an urgent payment.

Viewing Electronic Invoices

Access the Electronic Invoice page.
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Document References

Due Date:

Discount Amount:
Bank From:
Payment Method:
Payment Currency:
Terms:

Discount Due Date:

0EfOSr2002

FREMCH BMK S PARIS

Invoice: VBOGVTSL1
Imsoice Date: 0E/Ma/2002 Due Date: QeMmsf2002
Internal References
Buer: BLAYOG Customer Bef 4550597
. D:
SR FROMAGE Supplier Ref ID: 97205
Remit To: FROMAGE
Youcher: 00000006 Creation Date: (04525/2001
Bill From Bill To
Fromage Importers TR Services Financiers
174 Rue Des Courcelles 51 Avenue Des Yilliers
a7, Paris a7, Paris
France, 74 France, 74
SIREM Mumber - France N BCh el e VAT ID: FR BO732074312
SIREM Murmber - France 2231231286
Gross Amount: 598.00 EUR
1
D PO D [) D ) [} P B gt A 1 ! AT P
1 EA 5.00 100.00 500.00 498.00 19.60
ax Ba ax i ax f Total Met: a00.00
500.00 19.60 g5.00|| Total Tax: 98.00
Gross Amount: 598.00 EUR

Remit To:

Electronic Funds Transfer

FRF
Diue Mow

Beneficiary Bank:
Beneficiary Branch:
Account Number:

Settlement Information

Fromage Imporers

178 Rue Des Courcelles
7a017, Paris

France, 74

France Bank

Paris

20041-01005-050001 3M026-06

Electronic Invoice page

The system builds online invoices directly from the voucher tables and displays all relevant
invoice details. Even in a paperless invoice system, a well-formatted, printable invoice may

prove useful and this page provides you with such a document.

Settlement Information

Account Number

The account number format is the concatenation of the following
fields: BNK_ID_NBR, BRANCH_ID,BANK_ACCOUNT_NUM,
and CHECK_DIGIT.
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Note. If you experience any problems printing an electronic invoice, change your print
margin settings to 0.50 inches (1.27 centimeters).

Reviewing Invoice Details

Access the Review Invoices - Invoice Details page.

Review Invoices
Invoice Details

View HTRL [nvoice Feturn to Invoice Cyole

Invoice Humber: YEO4WTFR4d

Invoice Date: 08/23r2002

Due Date: 09/23/2002 Net Amount: 4,200.00 FRF
Discount End Date: Discount Amount; 0.00 FRF
Approval Status:  Approved Invoiced Tax: 82320 FRF
Payment Terms:  Due Immediataly Freight Amount; 0.00 FRF
Source: EDI Misc. Amount: 0.00 FRF
Created By: MPHOST Gross Amount: 5,023.20 FRF
Entered on: 041262001

Released By: Date and Time Released:

Payment Status: Ta be Paid

Imvoice Line Details

Description Qu-ant'UOM | Unit Price Amount |[Curr (PO

35.0000 EA 12000000 420000 FRF
Payment Schedule

Payment 10 Gross Amt (Curr |Method Status On Hold W‘thd Hold

0672172002 607320 FRE ClECOniERuRds o oatey N N
Transfer

Payments Made
Reference Hame I'I.I'Iethud Date Amount |Curr
0.000
Mo Payments Made

Review Invoices - Invoice Details page
Net Amount Displays the gross amount minus taxes, freight, and any miscellaneous charges.
Invoiced Tax Displays the VAT or sales tax from the invoice header.
Gross Amount Displays the invoice gross amount including all taxes, freight,

and miscellaneous charges.
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Misc. Amount Displays any applicable miscellaneous charges.
(miscellaneous amount)

Invoice Line Details

UOM (unit of measurement)  Displays the unit of measurement for this line item.

PO (purchase order) Click alink in this column to view purchase order information if a
purchase order is associated with the invoice line.

Payment Schedule

Scheduled Displays the date the invoice is to be paid.
Status Displays the status of the payment: Unselected, Selected,

Paid, Cancelled, or Hold.
On Hold DisplaysY (yes) or N (no), indicating whether or not the invoice isin dispute.
Wthd Hold (withholding Displays Y (yes) or N (no) indicating whether or not a withholding hold exists
hold) for the invoice. Thereis currently no processing logic applied to this field
See Also

PeopleSoft Payables 8.8 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.

Note. Cash collectionsis only available in the Business Service Provider model.

Last Natification Date Displays the date and time the late payment notification email was sent.
[ Time

Viewing Paid Invoice Information
Access the Review Invoices - Payment Reference page.

This page displays the invoice schedules associated with a given payment.

Payment Advice

Advice Seq (advice Displays a unique identity for the payment advice created for an invoice.
sequence)

Source Displays the invoice source.

See Also

Chapter 15, “Processing Payments,” Inquiring About Payments, page 186
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Reviewing, Initiating, and Resolving Invoice Disputes

Access the Review Invoices - Review Invoice Disputes page.

Scheduled Displays the date the payment is to be created.

Note. On the supplier’s view of this page this field does not display.

Hold Payment Select this check box to put the invoice on hold, or clear it to release a hold.

Reason Select a reason, such as Amount in Dispute, Contract Retention,
Goods in Dispute, or Withholding Hold.

New Comments Enter any referencefor thehold or resolution. Thesystem retainsold comments.

Note. Comments the buyer enters cannot be viewed by the supplier, but
comments the supplier enters can be viewed by the buyer.

Discuss with IM Click this link to access the page where you can initiate dialog with
the supplier using instant messaging.

See Also

Chapter 13, “Disputing Invoices,” Reviewing, | nitiating, and Resolving Disputes, page 150

Chapter 13, “Disputing Invoices,” Resolving Disputes Using Instant Messaging, page 154

Reviewing Scheduled Payment Installments

Access the Review Payment Installments - Inquiry page.

Review Payment Installments

Inquiry

Invoice: | Q Invoice Status: | j Search |
Buyer:  |[BUYDZ &, DS TelecommunicationsPayment Status: | j

Supplier: | T view: |Payments | Clear |

1st Sort: |Due Date j By:lDescending j 2ndSurt:|In\r0ice j By:|Ascendingj Sort | See Legend

Payments

DS Telecomn  1010000-005  Freeds Fur 01/21/2002 220000 USD 1 40-30-30%  09/04/2002 08/04/2002 & [ 69 413 Schedule
1,650.00 USD 2 40-30-30% 10/04/2002 10042002 & O 383 Schedule Hold Pay
1,650.00 USD 3 40-30-30%  11/032002 11032002 & O 353 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.

218 PeopleSoft Proprietary and Confidential



Chapter 18

Supplier
Paid

No. (number)

Pay Date

Schedule

Hold

Pay

Managing Invoices for Buyers

Click alink in this column to view supplier information.

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.

Displays the payment installment number.
Displays the date for which the payment is scheduled.

Note. Thisfield does not appear on the supplier’s version of this page.

Click a Dispute Information button to review or resolve a
current invoice dispute.

Displays the number of days late beyond the payment date. Click a
link in this column to view dunning information.

Click alink to establish an additional payment schedule and review
the payment schedule for this invoice.

Click alink in this column to access a page where you can put an invoice
payment installment on hold and initiate a dispute.

Click alink in this column to access a page where you can
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 15, “Processing Payments,” Scheduling, Reviewing, and Modifying Payment |nstallments, page 178

Managing Match Exception Errors

We discuss managing match exception errors in the Running Matching chapter.

See Also

Chapter 11, “Running Matching,” Running the Matching Processes, page 137

Chapter 11, “Running Matching,” Reviewing Match Exceptions, page 139

Reviewing Supplier Balance Information

Buyers also have the ability to review supplier balances. The balances display in the preferred currency
established on the buyer’s profile, but the buyers can convert supplier balances to various currencies.

PeopleSoft Proprietary and Confidential
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Page Used to View Supplier Balance Information

Chapter 18

Page Name

Object Name

Navigation

Usage

Inquiry

Review Supplier Balances-

EM_BUY_OUTBAL

eSettlements, Invoices,
Review Supplier Balances

Review supplier balance
summary information. Each
row representsapayable
from abuyer (business unit)
to asupplier in the currency
of theinvoice.

Viewing Supplier Balance Information
Access the Review Supplier Balances - Inquiry page.

You can populate the From Supplier and To Supplier search fields with partial information.

To view this page in a different currency, select a Display Currency, and click the Convert. button.

Supplier Balances

Supplier Name

Gross Amount

PPay Unapplied

(prepayment unapplied)

Net Balance

Conv. Gross Amt

(converted gross amount)

Conv. Prpay Amt

(converted prepayment

amount)

Conv. Net Bal (converted

net balance)

220

Click alink in this column to view detailed invoice information regarding
the selected buyer-supplier combination. The detailed info displays all

invoices for the business unit and supplier selected.

Displays the gross amount in the invoice transaction currency.

Click an amount in this column to view detailed invoice information.
The detailed info displays all invoices for the business unit and supplier
selected in the selected transaction currency.

Displays the amount of any prepayment that has not been applied to the
net. This function is enabled only for prepayment invoices.

Displays the difference between the gross amount and the prepayment amount.

Displays the gross amount in the currency selected.

Displays the prepayment amount converted to the currency selected.

Displays the converted difference between the gross amount

and the prepayment amount.
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Managing Bills for Suppliers

This chapter provides an overview of supplier bill management and discusses how to:
» Manage invoice activity and aging balances.

* Inquire about invoices and resolve disputes.

* View payment information.

» Calculate and analyze 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 emails as well.

Supplier bill management executes using much of the same information as buyer invoice
management, sharing a database but providing suppliers a unique view of the data, so as not
to indiscreetly reveal certain buyer information to the suppliers.

Managing Invoice Activity and Aging Balances

We provide several pages—including the Supplier Dashboard—that enable you to effectively manage
your invoices by first viewing aggregate and detailed invoice information.

This section describes how to:

* View the invoice activity summary.
* Review invoice activity.

* Review aging balances.

* View customer balances.
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Supplier Dashboard

EM_SP_GENERAL

eSettlements, Supplier
Dashboard

View general summary

and graphed information
regarding invoices, and view
asummary of thelast 10
payments.

ManageBills - Invoice
Inquiry

EM_SP VCHR_INQUIRY

eSettlements, Invoices,
ManageBills

Search for and review
summary and detail invoice
information. Displayed
invoices arelimited to those
accessible Suppliers of the
user accessing the page.

Recelvables Aging Balance -
Inquiry

EM_SP_AGING_BAL

eSettlements, Invoices,
Recelvables Aging Balance

Suppliersview aging
information based on the
open receivablesrecordedin
the system. They can also
create various bar charts
from thisinformation.

Review Customer Balances -
Inquiry

EM_SP_OUTBAL

eSettlements, Invoices,
Review Customer Balances

Suppliersview customer
balanceinformation based
on the open receivables
recorded in the system.

Viewing Invoice Activity Summary

Access the Supplier Dashboard page.
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Supplier Dashboard
Chart Selection Criteria
Display Currency: £ r O Convert Rate Type: Current Rate As Of Date: 1072152003

*Chart Style: |2D Stacked Bar >| | Draw Chartl

General Summany

Status Installments Total Gross in EUR

Invoice Balance 194 areasirrr & B
Past Due 189 2.R35,601.89 i
Dispute 43 234,597 fi4 =

Arnaunt in euro
. Iminice Balance

4,000,000 —
B Past Due
7] . Supplier - Dispute
3,000,000 —
- kil
=
=
2 2,000,000 —
£
- —
1,000,000 —

Inwoice Balance Past Due Supplier - Dispute
Invoice Status

Last 10 Payments

Payiment Date |Reference |Beneficiary Bank |Bank ID Account # Payment Amount [Curr  |Status

10/21/2003 000026 France Bank 20041 050001 3M026 5,432.00 USD
1072172003 Qooozy LIS Bank 121042882 2353534 370.00 USD
1072172003 000023 LIS main 121042882 121212121 183,770.00 LSO
1072172003 0ooonz4 LIS mMain 1210428582 096535 3,380.00 USD

Supplier Dashboard page

General Summary

This section provides a current invoice activity summary.

Status * Invoice Balance: All open documents— invoices, credit notes,
and unapplied prepayments—with a vendor ID (supplier code)
associated at the user security level.

» Past Due: All past due open invoicesincluded in the invoice balance amount.
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I nstallments

Total Grossin EUR (totad
grossin the selected display
currency)

&l
(=

Chapter 19

» Dispute: All open invoices included in the invoice balance
amount that are on hold.

The total number of invoice payment schedules for regular invoices,
unapplied prepayments, and credit notes for each status line.

The sum of the gross amount of the documents in each status. Click
any amount to view detailed invoice information.

Note. This column heading will vary according to the display
currency 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
the respective status.

Note. A negative sign ( —) precedes all credit note and unapplied prepayment amounts.

You can also view the information in any of 5 two-dimensional (2D) or three-dimensional (3D) chart styles.
Select a Chart Style,then click the Convert button to redisplay the chart. When you hold your cursor over
a chart Status category in the actual chart, the Installments value for that segment appears.

Last 10 Payments

Displays the last ten payments created using the pay cycle process. Manual payments—such as
a manual check—and external payments do not appear on this list.

Beneficiary Bank

The payment recipient.

Note. Once a buyer has cancelled a payment using the Cancel Payment feature, Cancelled
displays in the last column adjacent to the payment.

See Also

Chapter 15, “Processing Payments,” Canceling Payments, page 188

PeopleSoft Global Options and Reports 8.8 PeopleBook, “Processing Multiple
Currencies,” Establishing Market Rates

Reviewing Invoice Activity

Access the Manage Bills - Invoice Inquiry page.

The buttons on this page are only available for invoices having one installment. If an invoice
has multiple installments select eSettlements, Invoices, Review Payment Installments, or click
a Payment Installments button to see that information.

We discuss information on this and associated pages in the buyer Reviewing Invoices section.
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See Also

Chapter 18, “Managing Invoices for Buyers,” Reviewing Invoice Details, page 216

Chapter 18, “Managing Invoices for Buyers,” Viewing Electronic Invoices, page 214

Chapter 18, “Managing Invoices for Buyers,” Reviewing Invoices, page 204

Chapter 7, “Reqistering Suppliers,” Creating Suppliers, page 58

Viewing Aging Balances
Access the Receivables Aging Balance - Inquiry page.

Receivables Aging Balance

Inquiry

Search Criteria

Buer: BUYDZ  Q Currency: |GEP Q gsearch | clear |
Supplier: |UKPAPER Q Location: I ﬂ

Display Currency: |GBF Q, Convert Rate Type: Current Rate As Of Date:  10/22/2003
“Chart Style: | 20 vertical Bar = Drauy Chanl

I Past Due Current

Amounts are in GBP Owver 30d J0-16d 15-1d 0-15d 16-30d J1-60d Owver 60d Total
Invoice 1,325 567.75 0.0g n.oa 0.0g 0.00 0.0g 0.00 1.325,567.75
Credit Note -4.049.81 n.0g 0.oa 0.00 0.00 n.0g 0.00 -4,049.81
Dispute GE,372.84 000 0.oo 0.00 0.00 000 0.00 66,372.84
Prepaid Mot Applied -3,883.30 0.00 0.oa 0.00 0.00 0.00 0.00 -3,883.30
Total 1.384.007.48 0.00 0.00 0.00 0.00 0.00 0.00 1.384.,007.48
Past Due and Current Due
Bl ‘roices - Approved

- 1 000,000 - Inwoices - Mot Approved

g [ credit Mote

qu: =00,000 Bl Disputed Inwoices

0 - I I I I I I
Crver 30d J0-164d 15-14d 0-154d 16-304d 31-604d Crver B0d

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—invoices, credit notes, and prepayments—display in the aging balances.

Note. When you first access this page, only the aging balances for the buyers to which you have
access display, in your preferred currency. You can view the aging balance of a particular buyer or
for a particular supplier and supplier location by specifying search criteria.

The delivered aging categories are fixed in order to provide consistent, clear aging
information in the shortest amount of time.
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Past Due and Current

Chapter 19

The Past Due and Current group box sections 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.

Amount Type

Attributes

Invoice

* Positiveregular invoices.

* Not paid.

No hold payment enabled.
Valid (passed Voucher Build and in postabl e status).
Not cancelled or closed.

Credit Note

Negative amount invoices.

Dispute

Invoiceswith adisputed payment schedule.

Prepaid Not Applied

Prepaymentsthat have been paid but not yet applied to
thefinal invoice, by aging date.

Note. Prepayment vouchers must be posted in
Peopl eSoft Payables before they can be applied to an
invoice.

Note. The graph incorporates only positive amounts from the Past Due and Current sections.

Negative amounts are not included in the chart.

See Also

Chapter 18, “Managing Invoices for Buyers,” Reviewing Payables Aging Balances, page 201

Viewing Customer Balances

Access the Review Customer Balances - Inquiry page.

Filter Options

You can narrow your search results or change the type of currency in which the amounts display.

From Buyer and To Buyer  You can populate these with partia information, such as arange. For
example, if you enter BUY02 and BUYO7 the system returns search
results for units from BUY 02 through BUY 07.

Dispute Status Select In Dispute, or Not In Dispute.

Display Currency Enter a currency type and click Convert to redisplay the information.
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Review Customer Balances

Amounts are shown in the Display Currency you select.

Buyer Click alink in this column to view detailed invoice information for
all invoices (regular and credit notes) regardless of the transaction
currency for that buyer (business unit).

Gross Amount 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 18, “Managing Invoices for Buyers,” Reviewing Supplier Balance Information, page 219

Inquiring About Invoices and Resolving Disputes

PeopleSoft eSettlements provides several inquiry pages that enable you to examine the details associated with
your invoices. We discuss much of the information on these pages in the Managing I nvoices for Buyers chapter.

This section discusses how to inquire on invoice details and initiate dispute resolution
dialog with instant messaging.

See Also

Chapter 18, “Managing Invoices for Buyers,” Reviewing Invoices, page 204

PeopleSoft Proprietary and Confidential 227



Managing Bills for Suppliers

228

Chapter 19

Pages Used to Inquire About Invoices and Resolve Disputes

Page Name Object Name Navigation Usage
Manage Bills- Invoice EM_SSINVC_DETAILS * eSettlements, Invoices, View comprehensive
Details Manage Bills information for a specific

Click alink inthe Invoice
column on the Manage
Bills- Invoice Inquiry
page.

» eSettlements, Invoices,
Review Customer
Balances

Click alink inthe Buyer
column on the Review
Customer Balances -
Inquiry page.

Click alink inthe Invoice
column on the Manage
Bills- Invoice Inquiry
page.

invoice, including invoice
line detail information.

Review Purchase Orders- | EM_PO_INQ Click alink inthe PO Review the associated

Purchase Order Detail (purchase orders) columnon | purchase order information
the Manage Bills- Invoice for aspecificinvoiceline
Detailspage. item.

Review Receipts- Receipt | EM_RECV_INQ * ClickalinkintheReceipt | Review the associated

Detail

No (receipt number)
column on the Review
Purchase Orders -
Purchase Orders Detail

page.
» eSettlements, Procurement

Information, Review
Receipts

Click alink in the Receipt
Number column.

receipt detail information for
aspecific purchase order
receiver lineitem.

Electronic Invoice

EM_VOUCHER_DISP

eSettlements, Invoices,
ManageBills

Click aBill Presentment
button on the Manage Bills -
Invoice Inquiry page.

View an electronic online
image of an invoice that
is being processed by

the buyer.

Cash Callection - Dunning
Mall

EM_CC_MAIL_ VW

eSettlements, Invoices,
ManageBills

Click alink inthe Over
column onthe ManageBills -
Invoice Inquiry page.

Review dunning email
details.

Note. Thisisfor the
Business Service Provider
model only.
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Page Name Object Name Navigation Usage
Manage Bills - Review EM_VOUCHER_DISPUTE eSettlements, Invoices, Review and add comments
Invoice Disputes ManageBills toinvoice disputes.

Click aDispute Information
button on the Manage Bills -
Invoice Inquiry page.

Review Payment
Installments- Inquiry

EM_SEL_PYMNT_INSTL

eSettlements, Invoices,
ManageBills

Click aPayment Install ment
button on the Manage Bills -
Invoice Inquiry page.

Review payment instalIment
details.

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
discussinvoiceswith buyers.

See Also

Chapter 13, “Disputing Invoices,” Resolving Disputes Using Instant M essaging, page 154

Viewing Payment

Information

Use the following inquiry pages to examine the detail associated with your payments.

This section lists the pages used to inquire about payment details.

Pages Used to View Payment Information

Page Name

Object Name

Navigation

Usage

Review Payments - Payment
History

EM_SEL_PYMT_INQ

eSettlements, Payments,
Review Payments

Review paymentsreceived
by the supplier.

Review Payments - Payment
Reference

EM_PYMNT_INQ

* Click aReferencecolumn
link onthe Review
Payments- Payment
History page.

» eSettlements, Invoices,
Manage Bills

* Click aPayment
Information button on the
Manage Bills- Invoice
Inquiry page.

Review payment detail and
adviceinformation for a
specific payment reference.
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See Also

Chapter 18, “Managing Invoices for Buyers,” Reviewing Scheduled Payment Installments, page 218

Chapter 15, “Processing Payments,” Inquiring About Payments, page 186

Chapter 13, “Disputing Invoices,” Managing Disputes During M atching, page 153

Chapter 18, “Managing Invoices for Buyers,” Reviewing Invoices, page 204

Chapter 18, “Managing Invoices for Buyers,” Reviewing Scheduled Payment Installments, page 218

Calculating and Analyzing 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. It is abalance expressed in terms of recent
sales and it's compared to industry and organization averages and standard selling terms.

There are severa methods of calculating DSO. The method we discuss here is from the Dun
and Bradstreet Receivables Management guidelines.

Regular DSO measures the time it takes to collect your receivables. It provides a good understanding of your
organization’s internal collection efficiencies, and requires three pieces of information for calculation:

» Total receivables for the period analyzed.
» Total credit sales for the period analyzed.
* The number of days in the period analyzed.

Hereis the formula for 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

» Total Credit Sales = 9,000,000 JPY

* Number of days in period = 90

Given this data, the calculation would be:

(4,600,000 / 9,000,000) x 90 = 45 days

In this example, it takes 45 days (on the average) to collect the receivables.
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Page Used for DSO Calculation

Page Name Object Name Navigation Usage
CalculateDSO - Days Sdles | EM_DSO eSettlements, Payments, Specify criteriato calculate a
Outstanding Calculate DSO DSO value.

Calculating DSO
Access the Calculate DSO - Days Sales Outstanding page.

Calculate DSO
Days Sales Outstanding

02/08/2002  [H sygpate:  |10/22/2003 [ CalculateDSDl
From Buyer: | BUYD1 2 ToBuyer: [BUYOE Q,
From Supplier: AUSCOMP QU 1o gupplier; (BOOKS4U QL

*Currency: EUR O Convert |

*From Date:

As Of Date:  10/22/2003
Rate Type: Current Rate
Mo. of Invoices
Total eSettlements Receivables: A 200173.23 EUR 36
Total eSettlements Credit Sales: B 14895411 EUR g
Number of Days inthe Period: C G2

DSO = (A/B) X C = 834.54 Days

Calculate DSO - Days Sales Outstanding page

Specify the Criteriain order for the system to calculate the DSO. From and to dates are required.

Result

Total eSettlements
Receivables

Total eSettlements Credit
Sales

Number of Daysin the
Period
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The total of the unpaid invoices.

The total of paid and unpaid invoices.

The 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 the advertising banner feature 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 on

a remote server using the URL of the 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 wish for 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 displays—a non-animated GIF file or simply a background color.

Setting Up and Adding Banners

To enable advertising banners to display on buyer and supplier pages, you must change

the portal template for your organization’s database.
We deliver a standard portal template that enables banner advertising.

This section discusses how to set up and add banner templates.

Page Used to Set Up and Add Banners

Page Name Object Name Navigation

Usage

General Settings PORTAL_REG_ADM PeopleTools, Portal, General
Settings

Define template settings.

Defining Templates
Access the General Settings page.

PeopleSoft Proprietary and Confidential

233




Managing Banners Chapter 20

Default Template Name In this drop-down list box beneath the large Long Description field,
select EP_EM_MARKETPAY TEMPLATE.

Object Owner 1D Select eSettlements (near the end of the list).

Node Name Select ERP (enterprise resource planning).

Default Template Name Select eSettlements Template.

Warning! You set up only the ERP node. Do not modify the other nodes in the grid.

Save the page, log out, and restart your web and application servers to make banners available for display.

Managing Banners

234

You can add or delete banners at any time, and the system records the information. Each time a user
clicks a banner the system records the selection information as well. Click stream tracking information
is a combination of the user and the banner that the user clicks. The system records users' banner
clicks by inserting a row 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 Object Name Navigation Usage
Maintain Banners- EM_BANNER_ADMIN eSettlements, Add or update banners.
Information Administration, Maintain

Banners
Review Banner Usage - EM_BANNER_CLICK eSettlements, View theclick count of a
Click Stream Trmk”']g Administration, Review parthUlar banner.
Banner Usage

Managing Banners

Access the Maintain Banners - Information page.
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Maintain Banners

Information

Banner SeqID: 00015 *Description: [Ready Healthcare ¥ Default
From Date: 111202001 Ell To Date: 041132005 | SecondstoDisplay: | 30
Image URL: |http:ﬂdreadﬁ,flil S16020ey_FKMBA_O1 gif ﬂ
Redirect URL: |http:mmwx.pready.cnm ﬂ
Bill To: |Djang|:| Ready

Company Name: |Ready Healthcare, Inc

Roles for Presentation C & | Find Fir=t 1-4 of 4 Last

IEIuyerAdministratnr 'I

|Elu~_.ferTreasurer

|5upp|ierﬂxdministratnr

Lol L] e
I:I:I:I:W
|L|L|L|L“

|SupplierTreasurer

Maintain Banners - Information page

Banner Seq ID (banner The banner 1D, numbered automatically if no selection is made
seguence 1D) when accessing the page.

Description The banner description.

Default Select for the displaying 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.

From Date The date the banner first becomes available to display.

To Date The last day the banner is available. If you don’t enter a date,
the banner doesn't expire.

Secondsto Display The amount of time elapsing before the displaying banner is replaced
by the next. Banners display according to the banner sequence ID, and
the system administrator can modify the display order.

Image URL The storage location for the banner URL.

Redirect URL The represented organization’s web address as specified by
the host administrator.

Bill To The organization represented by a given banner and thus
billed for its management.
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Company Name The organization represented by the banner.

Roles for Presentation

Add and select each Role Name to which banners are presented.

Reviewing Banner Activity
Access the Review Banner Usage - Click Stream Tracking page.
Review the banner view history, including the specific Date/Time Click.

For each banner this page displays the user, the date, and the time the user clicked a particular banner.

236 PeopleSoft Proprietary and Confidential



Glossary of PeopleSoft Terms

absenceentitlement

absencetake

accounting class

accounting date

accounting split

accumulator

action reason

action template

activity

PeopleSoft Proprietary and Confidential

Thiselement defines rulesfor granting paid time off for valid absences, such assick
time, vacation, and maternity leave. An absence entitlement element definesthe
entitlement amount, frequency, and entitlement period.

This element defines the conditionsthat must be met before apayeeisentitied
to take paid time off.

In PeopleSoft Enterprise Performance M anagement, the accounting class defines how
aresourceistreated for generally accepted accounting practices. The Inventory
classindicates whether aresource becomes part of abalance sheet account, such as
inventory or fixed assets, whilethe Non-inventory classindicatesthat the resourceis
treated as an expense of the period during which it occurs.

The accounting date indicates when atransaction is recognized, as opposed to the date
the transaction actually occurred. The accounting date and transaction date can bethe
same. The accounting date determines the period in the general ledger to which the
transaction isto be posted. You can only select an accounting date that fallswithin an
open period in the ledger to which you are posting. The accounting date for anitem
isnormally theinvoice date.

The accounting split method indicates how expenses are allocated or divided among
one or more sets of accounting ChartFields.

You use an accumulator to store cumulative values of defined items asthey are
processed. You can accumulate asingle value over timeor multiple values over
time. For example, an accumulator could consist of al voluntary deductions, or all
company deductions, enabling you to accumulate amounts. It allowstotal flexibility
for time periods and values accumul ated.

The reason an employee’sjob or employment information isupdated. The action
reason isentered in two parts: apersonnel action, such asapromotion, termination, or
change from one pay group to another—and areason for that action. Action reasons
are used by PeopleSoft Human Resources, PeopleSoft Benefits Administration,
PeopleSoft Stock Administration, and the COBRA Administration feature of the
Base Benefits business process.

In PeopleSoft Receivables, outlinesaset of escalating actionsthat the system or user
performs based on the period of time that acustomer or item hasbeen in an action
plan for aspecific condition.

In PeopleSoft Enterprise L earning Management, an instance of acatalog item
(sometimes called a class) that is avail able for enrollment. The activity defines
such things asthe coststhat are associated with the offering, enrolIment limitsand
deadlines, and waitlisting capacities.

In PeopleSoft Enterprise Performance M anagement, the work of an organization and
the aggregation of actionsthat are used for activity-based costing.

In PeopleSoft Project Costing, the unit of work that provides afurther breakdown of
projects—usually into specific tasks.

In PeopleSoft Workflow, a specific transaction that you might need to performin a
business process. Becauseit consists of the stepsthat are used to perform atransaction,
itisalso known asastep map.
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agreement

allocation rule

alternate account

AR specialist

arbitration plan

assessment rule

asset class

attribute/value pair

authentication server
basetimeperiod

benchmark job

book

branch

budgetary account only

budget check

budget control

budget period

businessevent

In PeopleSoft eSettlements, provides away to group and specify processing options,
such as payment terms, pay from abank, and notifications by abuyer and supplier
|ocation combination.

In PeopleSoft Enterprise I ncentive Management, an expression within compensation
plans that enables the system to assign transactions to nodes and participants. During
transaction allocation, the allocation engine traverses the compensation structure
from the current node to theroot node, checking each nodefor plans that contain
alocationrules.

A feature in PeopleSoft General Ledger that enablesyou to create astatutory chart
of accountsand enter statutory account transactions at the detail transaction level, as
required for recording and reporting by some national governments.

Abbreviation for receivables specialist. In PeopleSoft Receivables, an individual in
who tracks and resolves deductions and disputed items.

In PeopleSoft Enterprise Pricer, defineshow pricerulesare to be applied to the base
price when the transaction is priced.

In PeopleSoft Receivables, auser-defined rule that the system usesto eval uate the
condition of acustomer’saccount or of individual itemsto determinewhether to
generate afollow-up action.

An asset group used for reporting purposes. It can be used in conjunction with the asset
category to refine asset classification.

In PeopleSoft Directory Interface, relatesthe datathat makes up an entry inthe
directory information tree.

A server that is set up to verify users of the system.
In PeopleSoft Business Planning, the lowest level time period in acalendar.

In PeopleSoft Workforce Analytics, abenchmark job isajob code for which thereis
corresponding salary survey datafrom published, third-party sources.

In PeopleSoft Asset Management, used for storing financial and tax information, such
as costs, depreciation attributes, and retirement information on assets.

A treenodethat rolls up to nodes aboveit in the hierarchy, asdefined in Peopl eSoft
TreeManager.

An account used by the system only and not by users; thistype of account does
not accept transactions. You can only budget with thisaccount. Formerly called
“ system-maintained account.”

In commitment control, the processing of source transactions against control budget
ledgers, to seeif they pass, fail, or passwith awarning.

In commitment control, budget control ensuresthat commitments and expenditures
don’t exceed budgets. It enablesyou to track transactions against corresponding
budgets and terminate adocument’s cycleif the defined budget conditions are not met.
For example, you can prevent apurchase order from being dispatched to avendor if
there areinsufficient fundsin the related budget to support it.

Theinterval of time (such as 12 monthsor 4 quarters) into which aperiod isdivided
for budgetary and reporting purposes. The ChartField allows maximum flexibility to
define operational accounting time periodswithout restriction to only one calendar.

In PeopleSoft Receivables, definesthe processing characteristics for the Receivable
Update processfor adraft activity.
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businessunit

buyer

catalogitem

catalog map

catalog partner

categorization

channel

ChartField

ChartField balancing

ChartField combination edit

ChartKey

checkbook

ClassChartField

clone

collection
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In PeopleSoft Sales I ncentive Management, an original business transaction or activity
that may justify the creation of a PeopleSoft Enterprise | ncentive Management event
(asale, for example).

A corporation or asubset of acorporation that isindependent with regard to one or
more operational or accounting functions.

In PeopleSoft eSettlements, an organization (or business unit, as opposed to an
individual) that transacts with suppliers (vendors) within the system. A buyer creates
payments for purchasesthat are made in the system.

In PeopleSoft Enterprise L earning Management, a specific topic that alearner can
study and have tracked. For example, “Introduction to Microsoft Word.” A catalog
item contains general information about the topic and includes a course code,
description, categorization, keywords, and delivery methods. A catalog item can
have one or morelearning activities.

In PeopleSoft Catalog M anagement, transl ates val ues from the catal og source data to
the format of the company’s catal og.

In PeopleSoft Catal og M anagement, shares responsibility with the enterprise catalog
manager for maintaining catalog content.

Associates partner offeringswith catal og offerings and groups them into enterprise
catalog categories.

In PeopleSoft MultiChannel Framework, email, chat, voice (computer telephone
integration [CTI]), or ageneric event.

A field that stores achart of accounts, resources, and so on, depending on the
PeopleSoft application. ChartField values represent individual account numbers,
department codes, and so forth.

You can require specific ChartFields to match up (balance) on the debit and the credit
side of atransaction.

The process of editing journal linesfor valid ChartField combinations based on
user-defined rules.

One or morefieldsthat uniquely identify each row in atable. Some tables contain only
onefield asthe key, while othersrequire acombination.

In PeopleSoft Promotions Management, enablesyou to view financial data (such as
planned, incurred, and actual amounts) that isrelated to funds and trade promotions.

A ChartField value that identifies aunique appropriation budget key when you
combineit with afund, department ID, and program code, aswell asabudget period.
Formerly called sub-classification.

In PeopleCode, to make aunique copy. In contrast, to copy may mean making a
new referenceto an object, so if the underlying object is changed, both the copy and
the original change.

To make aset of documentsavailable for searching in Verity, you must first create

at least one collection. A collectionisset of directoriesand filesthat allow search
application usersto use the Verity search engineto quickly find and display source
documentsthat match search criteria. A collection isaset of statistics and pointers
to the source documents, stored in a proprietary format on afile server. Because a
collection can only storeinformation for asingle location, PeopleSoft maintains a set
of collections (one per language code) for each search index object.
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In PeopleSoft Receivables, auser-defined rule that defines actionsto takefor a
customer based on both the amount and the number of days past due for outstanding
balances.

In PeopleSoft Enterprise | ncentive Management, a node within acompensation
structure. Compensation objects are the building blocks that make up a compensation
structure’s hierarchical representation.

In PeopleSoft Enterprise Incentive Management, a hierarchical relationship of
compensation objectsthat represents the compensati on-rel ated rel ationship between
the objects.

In PeopleSoft Receivables, occurs when there is achange of statusfor acustomer’s
account, such asreaching acredit limit or exceeding auser-defined balance due.

Used to configure an external system with PeopleSoft. For example, aconfiguration
parameter catal og might set up configuration and communi cation parametersfor an
external server.

In PeopleSoft Enterprise I ncentive Management, configuration plans hold allocation
information for common variables (not incentive rules) and are attached to anode
without a participant. Configuration plans are not processed by transactions.

Content references are pointers to content registered in the portal registry. Theseare
typicaly either URL sor iScripts. Content referencesfall into three categories: target
content, templ ates, and templ ate pagel ets.

In PeopleCode, determines which buffer fields can be contextually referenced and
whichisthe current row of dataon each scroll level when aPeopleCode program
isrunning.

In PeopleSoft Enterprise | ncentive Management, a mechanism that is used to
determine the scope of aprocessing run. PeopleSoft Enterprise Incentive M anagement
usesthreetypesof context: plan, period, and run-level.

Stores information that control s the processing of an application. Thistype of
processing might be consistent throughout an organization, or it might be used only by
portions of the organization for more limited sharing of data.

A combination of areceipt cost method, a cost flow, and adeplete cost method. A
profileisassociated with a cost book and determines how itemsin that book are
valued, aswell ashow the material movement of theitemisvalued for the book.

A cost transaction and amount for aset of ChartFields.

In PeopleSoft Enterprise L earning M anagement, a self-service repository for all of a
learner’sin-progress|earning activitiesand programs.

In PeopleSoft Enterprise I ncentive Management, the process during which raw
business transactions are acquired from external source systemsand fed into the
operational datastore (ODS).

Data elements, at their simplest level, define asubset of data and the rules by which
to group them.

For Workforce Analytics, data elements are rulesthat tell the system what measuresto
retrieve about your workforce groups.

A datagrouping that enablesrole-based filtering and distribution of data. You can
limit the range and quantity of datathat is displayed for auser by associating dataset
ruleswith user roles. Theresult of dataset rulesisaset of datathat isappropriate
for theuser’sroles.
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In PeopleSoft Enterprise L earning Management, identifies the primary type of
delivery method in which aparticular learning activity is offered. Also provides
default valuesfor the learning activity, such as cost and language. Thisisprimarily
used to help learners search the catal og for the type of delivery fromwhich they learn
best. Because Peopl eSoft Enterprise Learning Management is ablended learning
system, it does not enforce the delivery method.

In PeopleSoft Supply Chain Management, identifies the method by which goodsare
shipped to their destinations (such astruck, air, rail, and so on). Thedelivery methodis
specified when creating shipment schedules.

In PeopleSoft Enterprise L earning M anagement, identifies how learning activities can
be delivered—for example, through online learning, classroom instruction, seminars,
books, and so forth—in an organization. Thetype determines whether the delivery
method includes scheduled components.

In PeopleSoft Directory I nterface, the representation of adirectory’s hierarchical
structure,

A flexible method that sequentially numbersthe financial transactions (for example,
bills, purchase orders, invoices, and payments) in the system for statutory reporting
and for tracking commercial transaction activity.

A treethat takesits detail values—dynamic details—directly from atablein the
database, rather than from arange of valuesthat are entered by the user.

A tablein the database that hasits own record definition, such asthe Department table.
Asfieldsare entered into a PeopleSoft application, they can be validated against an
edit table to ensure dataintegrity throughout the system.

A method of dating information in PeopleSoft applications. You can predate
information to add historical datato your system, or postdate information in order to
enter it beforeit actually goesinto effect. By using effective dates, you don’t delete
values; you enter anew value with a current effective date.

Abbreviation for Enterprise I ncentive Management ledger. I1n PeopleSoft Enterprise
Incentive Management, an object to handleincremental result gathering within the
scope of aparticipant. The ledger captures aresult set with all of the appropriate traces
to the data origin and to the processing steps of whichitisaresult.

In PeopleSoft General Ledger, arelated group of intercompany accountsthat is
processed during consolidations.

In PeopleSoft General Ledger, Receivables, Payables, Purchasing, and Billing, a
business processthat generates multiple debits and credits resulting from single
transactions to produce standard, supplemental accounting entries.

In PeopleSoft General Ledger, abusiness process that enabl es parent companiesto
calcul ate the net income of subsidiaries on amonthly basisand adjust that amount
to increase theinvestment amount and equity income amount before performing
consolidations.

A predefined point either in the Component Processor flow or in the program flow.
Aseach paint is encountered, the event activates each component, triggering any
PeopleCode program that is associ ated with that component and that event. Examples
of eventsare FieldChange, SavePreChange, and RowDelete.

In PeopleSoft Human Resources, also refersto an incident that affects benefits
eligibility.

In PeopleSoft Sales I ncentive Management, a process that determines, through logic,
the propagation of an original PeopleSoft Enterprise Incentive Management event and
creates aderivative (duplicate) of theoriginal event to be processed by other objects.
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Sales Incentive Management uses this mechani sm to implement splits, roll-ups, and so
on. Event propagati on determineswho receivesthe credit.

In PeopleSoft Receivables, an item that either isadeduction or isin dispute.

In PeopleSoft Order Management, atype of arbitration plan that isassociated with a
pricerule. Exclusive pricing isused to price salesorder transactions.

In PeopleSoft applications, facts are numeric datavaluesfrom fieldsfrom asource
database aswell asan analytic application. A fact can be anything you want to measure
your business by, for example, revenue, actual, budget data, or salesnumbers. A
factisstored on afact table.

A logical entity with aunique set of descriptive demand and forecast datathat isused
asthe basisto forecast demand. You create forecast itemsfor awide range of uses, but
they ultimately represent things that you buy, sell, or usein your organization and for
which you require apredictabl e usage.

In PeopleSoft Promotions Management, a budget that can be used to fund promotional
activity. Therearefour funding methods: top down, fixed accrual, rolling accrual, and
zero-based accrual .

In PeopleSoft Process Scheduler, processtypesareidentified by ageneric process
type. For example, the generic processtype SQR includes all SQR processtypes,
such as SQR process and SQR report.

In PeopleSoft Billing and Receivabl es, a posting entity that comprisesone or more
transactions (items, deposits, payments, transfers, matches, or write-offs).

In PeopleSoft Human Resources M anagement and Supply Chain Management, any
set of records that are associated under asingle name or variable to run calculations
in Peopl eSoft business processes. 1n PeopleSoft Time and L abor, for example,
employees are placed in groups for time reporting purposes.

In PeopleSoft Enterprise Incentive Management, theincentive-related objects that
define and support the PeopleSoft Enterprise Incentive Management calculation
process and results, such as plan templates, plans, results data, user interaction objects,
and soon.

In PeopleSoft Sales | ncentive M anagement, the commands that act on transactions and
turn them into compensation. A ruleisone part in the process of turning atransaction
into compensation.

In PeopleSoft Promotions Management, to become liable for apromotional payment.
In other words, you owe that amount to acustomer for promotional activities.

In PeopleSoft Inventory, atangible commodity that isstored in abusiness unit
(shipped from awarehouse).

In PeopleSoft Demand Planning, Inventory Policy Planning, and Supply Planning, a
noninventory item that i s designated as being used for planning purposes only. It can
represent afamily or group of inventory items. It can have aplanning bill of material
(BOM) or planning routing, and it can exist as acomponent on aplanning BOM. A
planning item cannot be specified on aproduction or engineering BOM or routing,
and it cannot be used asacomponent in aproduction. The quantity on hand will
never be maintained.

In PeopleSoft Receivables, anindividual receivable. Anitem can beaninvoice, a
credit memo, adebit memo, awrite-off, or an adjustment.

An abbreviation for key performanceindicator. A high-level measurement of how well
an organization isdoing in achieving critical successfactors. This definesthe data
value or calculation upon which an assessment is determined.
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Abbreviation for Lightweight Directory Access Protocol (LDAP) Data Interchange
Format file. Contains discrepanci es between PeopleSoft data and directory data.

In PeopleSoft Enterprise L earning M anagement, agroup of learnerswho are linked

to the samelearning environment. Members of the learner group can share the same
attributes, such asthe same department or job code. Learner groupsare used to control
accessto and enrollment in learning activities and programs. They are also used to
perform group enrollments and mass enrollmentsin the back office.

In PeopleSoft Enterprise L earning M anagement, the foundational building blocks
of learning activities. PeopleSoft Enterprise L earning M anagement supportssix
basi c types of learning components. web-based, session, webcast, test, survey, and
assignment. One or more of these |earning component types compose asingle
learning activity.

In PeopleSoft Enterprise L earning M anagement, identifies aset of categoriesand
catalog itemsthat can be made available to learner groups. Also defines the default
valuesthat are assigned to thelearning activities and programsthat are created within a
particular learning environment. L earning environments provide away to partition the
catalog so that learners see only those itemsthat are relevant to them.

In PeopleSoft Enterprise L earning M anagement, a self-service repository for al of a
learner’s completed learning activitiesand programs.

You use ledger mapping to rel ate expense datafrom general ledger accountsto
resource objects. Multiple ledger lineitems can be mapped to one or moreresource
IDs. You can aso useledger mapping to map dollar amounts (referred to as rates)

to business units. You can map the amountsin two different ways. an actual amount
that represents actual costs of the accounting period, or abudgeted amount that can be
used to cal culate the capacity rates aswell as budgeted model results. In PeopleSoft
Enterprise Warehouse, you can map general ledger accounts to the EW Ledger table.

In PeopleSoft Enterprise Incentive Management, asection that isdefined in aplan (or
template) and that is availablefor other plansto share. Changesto alibrary section are
reflected in all plansthat useit.

In PeopleSoft Enterprise Incentive Management, a section that isdefined in aplan
template but appearsin aplan. Changesto linked sections propagateto plansusing
that section.

In PeopleSoft Enterprise I ncentive Management, avariablethat isdefined and
maintained in aplan template and that al so appearsin aplan. Changesto linked
variables propagate to plans using that variable.

In PeopleSoft Inventory, identifiesagroup of goodsthat are shipped together. Load
management is afeature of PeopleSoft Inventory that isused to track the weight, the
volume, and the destination of a shipment.

In PeopleSoft HRMSS, the set of information that is available for aspecific country.
You can accessthisinformation when you click the appropriate country flag in the
global window, or when you accessit by alocal country menu.

L ocations enable you to indicate the different types of addresses—for acompany, for
example, one addressto receive bills, another for shipping, athird for postal deliveries,
and aseparate street address. Each address hasadifferent location number. The
primary location—indicated by a 1—isthe address you use most often and may be
different from the main address.

In PeopleSoft Services Procurement, an administrative task that isrelated to hiring
aservice provider. Logistical tasks arelinked to the service type on the work order
so that different types of services can have different logistical tasks. Logistical tasks
include both preapproval tasks (such as assigning a new badge or ordering anew
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laptop) and postapproval tasks (such as scheduling orientation or setting up the service
provider email). Thelogistical tasks can be mandatory or optional. Mandatory
preapproval tasks must be completed before the work order is approved. Mandatory
postapproval tasks, on the other hand, must be completed before awork order is
released to aservice provider.

In PeopleSoft Enterprise I ncentive Management, additional functionality that is
specific to agiven market or industry and isbuilt on top of aproduct category.

In PeopleSoft Receivables, agroup of receivablesitems and matching offset items.
The system creates match groups by using user-defined matching criteriafor selected
field values.

Abbreviation for PeopleSoft MultiChannel Framework server. Comprisesthe
universal queue server and the MCF log server. Both processes are started when MCF
Serversisselected in an application server domain configuration.

In PeopleSoft Promotions Management, a specific discount type that is associated with
atrade promotion (such as off-invoice, billback or rebate, or lump-sum payment) that
definesthe performance that is required to receive the discount. In theindustry, you
may know this as an offer, adiscount, amerchandising event, an event, or atactic.

Meta-SQL constructs expand into platform-specific Structured Query Language
(SQL) substrings. They are used in functionsthat pass SQL strings, such asin SQL
objects, the SQL Exec function, and PeopleSoft Application Engine programs.

Metastrings are special expressionsincluded in SQL string literals. The metastrings,
prefixed with apercent (%) symbol, areincluded directly inthestring literals. They
expand at run time into an appropriate substring for the current database platform.

In PeopleSoft General Ledger, multiple ledgers having multiple-base currenciesthat
aredefined for abusiness unit, with the option to post asingletransaction to all base
currencies (all ledgers) or to only one of those base currencies (ledgers).

Theability to processtransactionsin acurrency other than the business unit’s base
currency.

In PeopleSoft Promotions Management, a promotion at the corporate level that is
funded by nondiscretionary dollars. In theindustry, you may know this asanational
promotion, acorporate promotion, or acorporate discount.

A treethat isbased on adetail structure, but the detail values are not used.

Each block of content on the home pageiscalled apagelet. These pageletsdisplay
summary information within asmall rectangular areaon the page. The pagelet provide
userswith asnapshot of their most relevant PeopleSoft and non-PeopleSoft content.

In PeopleSoft Enterprise Incentive Management, participants are recipients of the
incentive compensation cal cul ation process.

Each participant object may be related to one or more compensati on objects.
See al so compensation object.

A company that supplies products or servicesthat are resold or purchased by the
enterprise.

In PeopleSoft Payables, a set of rulesthat definethe criteriaby which it should select
scheduled paymentsfor payment creation.

In PeopleSoft Receivables, an individual receivable (such asaninvoice, acredit
memo, or awrite-off) that hasbeen entered in or created by the system, but hasn’t
been posted.
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PeopleCodeisaproprietary language, executed by the PeopleSoft application
processor. PeopleCode generates results based upon existing dataor user actions. By
using businessinterlink objects, external servicesare availableto all PeopleSoft
applicationswherever PeopleCode can be executed.

An action that a user takes upon an object, usually arecord field, that is referenced
within a PeopleSoft page.

Thefundamental architecture on which PeopleSoft 8 applications are constructed,
consisting of arelational database management system (RDBMS), an application
server, aweb server, and abrowser.

In PeopleSoft Enterprise Incentive Management, a variable used to store data (similar
to an aggregator, but without a predefined formula) within the scope of anincentive
plan. Performance measures are associated with a plan calendar, territory, and
participant. Performance measurements are used for quota calculation and reporting.

In PeopleSoft Enterprise Incentive Management, because a participant typically
uses the same compensation plan for multiple periods, the period context associates
aplan context with aspecific calendar period and fiscal year. The period context
references the associated plan context, thusforming a chain. Each plan context hasa
corresponding set of period contexts.

In PeopleSoft Sales I ncentive Management, a collection of allocation rules, variables,
steps, sections, and incentive rules that instruct the PeopleSoft Enterprise Incentive
Management enginein how to process transactions.

In PeopleSoft Enterprise Incentive Management, correlates a participant with

the compensation plan and node to which the participant is assigned, enabling

the PeopleSoft Enterprise Incentive Management system to find anything that is
associated with the node and that is required to perform compensation processing.
Each participant, node, and plan combination represents a unique plan context—if
three parti ci pants are on acompensation structure, each has adifferent plan context.
Configuration plans areidentified by plan contexts and are associated with the
participantsthat refer to them.

In PeopleSoft Enterprise I ncentive Management, the base from which aplaniscreated.
A plan template contains common sections and variablesthat are inherited by al plans
that are created from the template. A template may contain steps and sections that
arenot visiblein the plan definition.

In PeopleSoft Enterprise L earning M anagement, aself-service repository for al of
alearner’s planned learning activities and programs.

In PeopleSoft Supply Planning, aset of data (business units, items, supplies, and
demands) constituting the inputs and outputs of a supply plan.

In PeopleSoft applications, the portal registry isatree-like structure in which content
references are organized, classified, and registered. It isacentral repository that
defines both the structure and content of aportal through ahierarchical, tree-like
structure of folders useful for organizing and securing content references.

In PeopleSoft Enterprise Pricer, enablesyou to select products and conditionsfor
which the pricelist appliesto atransaction. During atransaction, the system either
determines the product price based on the predefined search hierarchy for the
transaction or uses the product’slowest price on any associated, active pricelists. This
priceisused asthe basis for any further discounts and surcharges.

In PeopleSoft Enterprise Pricer, defines the conditions that must be met for
adjustments to be applied to the base price. Multiple rules can apply when conditions
of each ruleare met.
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In PeopleSoft Enterprise Pricer, selectsthe price-by fields, the valuesfor the price-by
fields, and the operator that determines how the price-by fields are related to the
transaction.

In PeopleSoft Enterprise Pricer, definesthefields that are available to define pricerule
conditions (which are used to match atransaction) on the pricerule.

In PeopleSoft Process Scheduler, processes that are grouped for server load balancing
and prioritization.

In PeopleSoft Financials, agroup of application processes (performed in adefined
order) that userscan initiatein real time, directly from atransaction entry page.

Process definitions define each run request.

A unique number that identifies each processrequest. Thisvalueisautomatically
incremented and assigned to each requested process when the processis submitted to
run.

You can link process definitionsinto ajob request and process each request serialy
orinparallel. You can also initiate subsequent processes based on the return code
from each prior request.

A singlerun request, such asa Structured Query Report (SQR), aCOBOL or
Application Engine program, or aCrystal report that you run through PeopleSoft
Process Scheduler.

A PeopleToolsvariable used to retain PeopleSoft Process Scheduler values needed

at runtimefor all requeststhat reference arun control ID. Do not confuse these with
application run controls, which may be defined with the samerun control 1D, but only
contain information specific to agiven application process request.

In PeopleSoft Enterprise | ncentive Management, indicates an applicationin the
Enterprise Incentive Management suite of products. Each transaction in the Peopl eSoft
Enterprise Incentive Management system isassociated with a product category.

In PeopleSoft Enterprise L earning Management, ahigh-level grouping that guidesthe
learner along a specific learning path through sections of catalog items. PeopleSoft
Enterprise Learning Systems provides two types of programs—curriculaand
certifications.

In PeopleSoft Services Procurement, tracks deliverable-based projects. Thisissimilar
to thetime sheet in function and process. The service provider contact usesthe
progress|og to record and submit progress on deliverables. The progress can belogged
by the activity that is performed, by the percentage of work that iscompleted, or by the
completion of milestone activitiesthat are defined for the project.

In PeopleSoft Project Costing, an individual transaction line that representsa cost,
time, budget, or other transaction row.

In PeopleSoft Promotions Management, atrade promotion, whichistypically funded
from trade dollars and used by consumer products manufacturersto increase sales
volume.

In PeopleSoft Enterprise Incentive Management, astage in processing that makes
incentive-related results avail ableto participants.

A set of logically and functionally related control tablesand views. Record groups
help enable TableSet sharing, which eliminates redundant dataentry. Record groups
ensure that TableSet sharing is applied consistently across al related tables and views.

Abbreviation for record input val ue-added tax flag. Within PeopleSoft Purchasing,
Payables, and General Ledger, thisflag indicatesthat you are recording input VAT
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on thetransaction. Thisflag, in conjunction with the record output VAT flag, is used

to determine the accounting entries created for atransaction and to determine how a
transaction isreported on the VAT return. For all caseswithin Purchasing and Payables
where VAT information istracked on atransaction, thisflag isset to Yes. Thisflag

is not used in PeopleSoft Order Management, Billing, or Receivables, whereitis
assumed that you are always recording only output VAT, or in PeopleSoft Expenses,
whereit isassumed that you are always recording only input VAT.

Abbreviation for record output value-added tax flag.
Seerecord input VAT flag.

In PeopleSoft Sales I ncentive Management, system objectsthat represent the sales
organization, such asterritories, participants, products, customers, channels, and so on.

In PeopleSoft Enterprise Incentive Management, this dimension-type object further
definesthe business. Reference objects can have their own hierarchy (for example,
product tree, customer tree, industry tree, and geography tree).

In commitment control, areferencetransaction isasource transaction that is
referenced by ahigher-level (and usually later) source transaction, in order to
automatically reverse all or part of the referenced transaction’s budget-checked
amount. Thisavoidsduplicate postings during the sequential entry of the transaction at
different commitment levels. For example, the amount of an encumbrance transaction
(such asapurchase order) will, when checked and recorded against a budget, cause
the system to concurrently reference and relieve al or part of theamount of a
corresponding pre-encumbrance transaction, such asa purchase requisition.

In PeopleSoft Purchasing, provides the infrastructure to maintain, display, and select
an appropriate vendor and vendor pricing structurethat isbased on aregional sourcing
model where the multiple ship to locations are grouped. Sourcing may occur at a

level higher than the ship to location.

In PeopleSoft Enterprise I ncentive Management, these objectsfurther definea
compensation structureto resolve transactions by establi shing associations between
compensation objects and business objects.

Datathat isextracted from aseparate database and migrated into the local database.

Abbreviation for real-time event notification server in PeopleSoft M ultiChannel
Framework.

In PeopleSoft eSettlements, an individual who requests goods or services and whose
ID appears on the various procurement pages that reference purchase orders.

Describes how peoplefit into PeopleSoft Workflow. A roleisaclass of userswho
perform the same type of work, such as clerks or managers. Your businessrules
typically specify what user role needsto do an activity.

A PeopleSoft Workflow user. A person’srole user ID serves much the same purpose as
auser ID doesin other parts of the system. PeopleSoft Workflow usesrole user IDs

to determine how to route worklist items to users (through an email address, for
example) and to track the rolesthat users play intheworkflow. Role users do not need
PeopleSoft user IDs.

Inatree, toroll up isto total sums based on the information hierarchy.

A run control isatype of online page that is used to begin aprocess, such asthe
batch processing of apayroll run. Run control pagesgenerally start a program that
manipulates data.

A unique D to associate each user with hisor her own run control table entries.
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In PeopleSoft Enterprise I ncentive Management, associates aparticular run (and batch
ID) with aperiod context and plan context. Every plan context that participatesin arun
has a separate run-level context. Because arun cannot span periods, only one run-level
context isassociated with each plan context.

You use this set of objectsto passaquery string and operators to the search engine.
The search index returnsaset of matching resultswith keysto the source documents.

In PeopleSoft Enterprise Incentive M anagement, a collection of incentiverulesthat
operate on transactions of aspecific type. Sections enable plansto be segmented to
processlogical eventsin different sections.

In commitment control, security eventstrigger security authorization checking, such
ashbudget entries, transfers, and adjustments; exception overrides and notifications;
andinquiries.

In PeopleSoft Manufacturing, the ability to track the composition of aspecific,
serial-controlled item.

In PeopleSoft M anufacturing, enablesthetracing of serial information for
manufactured items. Thisis maintained in the Item Master record.

In PeopleSoft Enterprise L earning Management, a single meeting day of an activity
(that is, the period of time between start and finish times within aday). The session

stores the specific date, location, meeting time, and instructor. Sessions are used for
scheduled training.

In PeopleSoft Enterprise L earning Management, enablesyou to set up common
activity characteristicsthat may be reused while scheduling a PeopleSoft Enterprise
L earning Management activity—characteristics such as days of the week, start and
end times, facility and room assignments, instructors, and equipment. A session
pattern template can be attached to an activity that is being scheduled. Attaching a
template to an activity causes al of the default template information to popul ate

the activity session pattern.

In PeopleSoft Enterprise Incentive Management, arelationship object type that
associates aconfiguration plan with any structure node.

In PeopleSoft Business Planning, anamed planning method similar to adriver
expression, but which you can set up globally for shared usewithin asingle planning
application or to be shared between multiple planning applications through PeopleSoft
Enterprise Warehouse.

With single signon, users can, after being authenticated by a PeopleSoft application
server, access a second Peopl eSoft application server without entering auser ID or
password.

In commitment control, any transaction generated in a PeopleSoft or third-party
application that isintegrated with commitment control and which can be checked
against commitment control budgets. For example, apre-encumbrance, encumbrance,
expenditure, recognized revenue, or collected revenue transaction.

A user-defined shorthand key that designates several ChartK eysto be used for voucher
entry. Percentages can optionally berelated to each ChartK ey in a SpeedChart
definition.

A code representing a combination of ChartField values. SpeedTypessimplify the
entry of ChartFields commonly used together.

A method of consolidating selected partner offerings with the offerings from the
enterprise’s other partners.
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syndicate

system function

TableSet

TableSet sharing

target currency

template

territory

TimeSpan
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Account required by aregulatory authority for recording and reporting financial
results. In PeopleSoft, thisis equivalent to the Alternate Account (ALTACCT)
ChartField.

In PeopleSoft Sales I ncentive Management, a collection of sectionsin aplan. Each
step correspondsto astep in thejob run.

In PeopleSoft Inventory, identifiesthe level of amaterial storage location. Material
storage locations are made up of abusiness unit, astorage area, and astoragelevel.
You can set up to four storagelevels.

A valuethat groups customersinto adivision for which you can generate detailed
history, aging, events, and profiles.

You use summary ChartFieldsto create summary ledgersthat roll up detail amounts
based on specific detail valuesor on selected tree nodes. When detail values are
summarized using tree nodes, summary ChartFields must be used in the summary
ledger datarecord to accommodate the maximum length of anode name (20
characters).

An accounting feature used primarily in alocations, inquiries, and PS/nVision
reporting to store combined account balancesfrom detail ledgers. Summary ledgers
increase speed and efficiency of reporting by eliminating the need to summarize

detail ledger bal ances each time areport isrequested. Instead, detail balancesare
summarized in abackground process according to user-specified criteriaand stored on
summary ledgers. The summary ledgers are then accessed directly for reporting.

In PeopleSoft Business Planning, any time period (other than abase time period) that is
an aggregate of other time periods, including other summary time periods and base
time periods, such as quarter and year total .

A tree used to roll up accountsfor each type of report in summary ledgers. Summary
trees enable you to definetrees on trees. In asummary tree, the detail valuesarerealy
nodeson adetail tree or another summary tree (known asthe basistree). A summary
tree structure specifies the details on which the summary trees are to be built.

To distribute a production version of the enterprise catalog to partners.

In PeopleSoft Receivables, an activity that defines how the system generates
accounting entriesfor the general ledger.

A means of sharing similar sets of valuesin control tables, where the actual datavalues
are different but the structure of the tablesis the same.

Shared datathat is stored in many tables that are based on the same TableSets. Tables
that use TableSet sharing contain the SETID field asan additional key or unique
identifier.

Thevalue of the entry currency or currencies converted to asingle currency for budget
viewing and inquiry purposes.

A templateisHTML code associated with aweb page. It definesthelayout of

the page and also whereto get HTML for each part of the page. In PeopleSoft, you
usetemplatesto build a page by combining HTML from anumber of sources. For
aPeopleSoft portal, al templates must be registered in the portal registry, and each
content reference must be assigned atemplate.

In PeopleSoft Sales I ncentive Management, hierarchical relationships of business
objects, including regions, products, customers, industries, and participants.

A relative period, such asyear-to-date or current period, that can be used in various
PeopleSoft General Ledger functions and reportswhen arolling time frame, rather
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than a specific date, isrequired. TimeSpans can also be used with flexible formulasin
PeopleSoft Projects.

traceusage In PeopleSoft M anufacturing, enablesthe control of which componentswill be traced
during the manufacturing process. Serial- and lot-controlled components can be
traced. Thisismaintained in the Item Master record.

transaction allocation In PeopleSoft Enterprise Incentive Management, the process of identifying the owner
of atransaction. When araw transaction from abatch is allocated to aplan context,
thetransaction is duplicated in the PeopleSoft Enterprise Incentive M anagement
transaction tables.

transaction state In PeopleSoft Enterprise Incentive Management, avalue assigned by an incentive
ruleto atransaction. Transaction states enabl e sectionsto processonly transactions
that are at a specific stagein system processing. After being successfully processed,
transactions may be promoted to the next transaction state and “ picked up” by a
different section for further processing.

Translatetable A system edit table that stores codes and transl ate valuesfor the miscellaneousfieldsin
the database that do not warrant individual edit tables of their own.

tree Thegraphical hierarchy in PeopleSoft systems that displaysthe rel ationship between
all accounting units (for example, corporate divisions, projects, reporting groups,
account numbers) and determines roll-up hierarchies.

unclaimed transaction In PeopleSoft Enterprise Incentive Management, atransaction that is not claimed
by anode or participant after the allocation process has completed, usually dueto
missing or incomplete data. Unclaimed transactions may be manually assigned to the
appropriate node or participant by acompensation administrator.

univer sal navigation header Every PeopleSoft portal includes the universal navigation header, intended to appear at
thetop of every page aslong asthe user is signed on to the portal. In addition to
providing accessto the standard navigation buttons (like Home, Favorites, and signoff)
the universal navigation header can also display awel come message for each user.

user interaction obj ect In PeopleSoft Sales I ncentive M anagement, used to define the reporting components
and reports that aparticipant can accessin hisor her context. All SalesIncentive
Management user interface objects and reports are registered as user interaction
objects. User interaction objects can be linked to acompensation structure node
through a compensation rel ationship object (individually or as groups).

variable In PeopleSoft Sales I ncentive M anagement, the intermediate results of calculations.
Variables hold the cal culation results and are then inputs to other cal cul ations.
Variables can beplan variablesthat persist beyond the run of an engine or local
variablesthat exist only during the processing of asection.

VAT exception Abbreviation for value-added tax exception. A temporary or permanent exemption
from paying VAT that isgranted to an organization. Thistermsrefersto both VAT
exoneration and VAT suspension.

VAT exempt Abbreviation for value-added tax exempt. Describes goods and servicesthat are not
subject to VAT. Organizationsthat supply exempt goods or services are unableto
recover therelated input VAT. Thisisalso referred to as exempt without recovery.

VAT exoneration Abbreviation for value-added tax exoneration. An organization that has been granted a
permanent exemption from paying VAT due to the nature of that organization.

VAT suspension Abbreviation for value-added tax suspension. An organization that has been granted a
temporary exemption from paying VAT.

warehouse A PeopleSoft datawarehouse that consists of predefined ETL maps, datawarehouse
tools, and DataMart definitions.
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wor k order

wor ksheet

wor klist

XML schema

yield by operation

zero-rated VAT
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In PeopleSoft Services Procurement, enables an enterprise to create resource-based
and deliverable-based transactions that specify the basic termsand conditionsfor
hiring aspecific service provider. When aservice provider ishired, the service
provider logstime or progress against thework order.

A way of presenting datathrough a PeopleSoft Business AnalysisModeler interface
that enables usersto do in-depth analysis using pivoting tables, charts, notes, and
history information.

The automated to-do list that PeopleSoft Workflow creates. From the worklist, you
can directly accessthe pages you need to perform the next action, and then return to
theworklist for another item.

An XML definition that standardizesthe representation of application messages,
component interfaces, or businessinterlinks.

In PeopleSoft Manufacturing, the ability to plan the loss of amanufactured item on an
operation-by-operation basis.

Abbreviation for zero-rated value-added tax. A VAT transaction with aVAT codethat
hasatax percent of zero. Used to track taxable VAT activity where no actual VAT
amount is charged. Organizations that supply zero-rated goods and services can still
recover therelated input VAT. Thisisalso referred to asexempt with recovery.
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Add an Agreement page 73
additional documentation  xvi
Address page - Review Buyer Details 40,
46
Addresses page - Review Supplier
Details 60
advertising banners 233
aging balances 225
Agreement component (EM_
AGREEMENT) 72
Agreement Inquiry page 77
agreements
completing 77
defining 107
initiating 72
overview 71
sharing 80
AP_MATCHING process 133
application fundamentals  xv
Approve Payments - Approve Pay Cycle
page 151, 153, 173
Approve Payments - Invoices to be Paid
page 152, 173, 175, 177
Approve Payments - Lost Discount Alert
page 173,175
Approve Payments - Pay Cycle Summary
page 173
Approve Payments - Payment Confirmation
page 173,176
Approve Payments - Payment Selection
Rejection page 173, 176-177
autonumbering 119

balances, supplier 219
bank accounts
buyer overview 37
creating for Business Service Provider
model 37
Bank Information page - Review Buyer
Details 40, 46
BANK_EXTERNAL component 37
banners
adding 234
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managing 233
settingup 233
tracking usage 236
bills, managing for suppliers 221
Business Service Provider model, creating
buyer bank accounts 37
business unit options, sharing 36
buyer administrator, creation overview 53
Buyer Dashboard page 199-200
Buyer Information - Invoice Line Approval
Rulespage 41, 49
Buyer Inquiry component
(EM_BUYERSEC_INQRY) 15
Buyer Invoice Extract process
(EM_VCHR_EXT) 191
Buyer Notifications page - Review
Agreement Details 73, 76
Buyer page - Review Agreement
Details 73
buyer registration
overview 35
Buyer Specific Attributes page 87, 89
buyer template 25
Business Service Provider model 26
Buyer Direct model 23, 26
configuration values and locations 29
Buyer User Details component
(EM_BUYER_SECURITY) 15
buyers
creating 15
creating in Buyer Direct model 35
managing bills 199
processing options 42
registering 106

Calculate DSO - Days Sales Outstanding
page 231
Cancel Payments - Confirm Payment
Cancellation page 189
Cancel Payments - Inquiry page 189
Cash Collection - Dunning Mail page 228
cash collections
defining for suppliers 196
overview 195
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processing 197
processing workflow 197
settingup 195
Cash Collections Notification process
(EM_CCEMAILAE) 197
cash collections processing 197
Category Definition 2 page 87, 89
Category Definition page 87
ChartField Configuration page - Review
Buyer Details 41, 49
code sets, defining 107
codes, transaction 99
Codeset Groups page 109
Codeset Valuespage  109-110
Codesets page 109
comments, submitting  Xix
common elements  Xix
common field descriptions  xxii
component interfaces 3
components 15
Consolidated Publications Incorporated
(CPI)  xvi
contact information  Xix
Contacts page - Review Supplier
Details 60
country-specific documentation  xviii
Create a New Supplier page 60
Create Invoice - Invoice Entry page
120-122, 126
Create Invoice - Look Up a Packing Slip
page 122, 126
Create Invoice - Look Up a Purchase Order
page 122
Create New Buyer page 4041
Create Payment Invoice - Inquiry
page 185
Create Prepayment Invoice - Inquiry
page 186
Create Prepayment Invoice - Invoice
Details page 185-186
Create Urgent Payment - Confirmation of
Payments page 182
Create Urgent Payment - Create Payment
page 182, 184
cross-references  xviii
customer balances 226
Customer Connection web site  xvi

data access, supplier 69

data and processing access, supplier 69
days sales outstanding (DSO)
calculating 231
formula 230
overview 230
deferred processing  Xxi
Define Buyer Notifications - Nominate
Notification Types page 41, 50
Define Buyer Notifications component
(EM_B_NOTIFY_SETID) 38
Define Supplier Location Notifications -
Nominate Notification Types 60
Define Supplier Location Notifications -
Nominate Notification Types page 65
Define Supplier Notifications - Nominate
Notification Types page 60, 196
Define Supplier Notifications component
(EM_S NOTIFY_SETID) 58, 195
Define User Preferences. Overall
Preferences page 55
definitions, common field  xxii
Delete Voucher page 131
disputed invoices 177
email notifications 149
managing during matching 153
resolving in pay cycles 153
disputes
initiating 150
resolving 227
documentation
country-specific  xviii
printed  xvi
related Xxvi
updates  xvi
DSO, See days sales outstanding (DSO)

Electronic Invoice page 205, 214, 228
EM_AGREE_INQUIRY component 72
EM_AGREEMENT component 72, 195
EM_B_NOTIFY_SETID component 38
EM_BANNER_ADMIN component 234
EM_BUY_REG_TBL component 38
EM_BUYER_INQUIRY component 38
EM_BUYER_SECURITY component 15
EM_BUYER_TEMPLATE

component 25
EM_BUYERSEC_INQRY

component 15
EM_CCEMAILAE process 197

PeopleSoft Proprietary and Confidential



EM_ENABLE_BU process 23, 32, 39
EM_ENABLE_VN process 24, 32, 39
EM_EXT_SELL process 191
EM_ITEM_CATEGORIES
component 84
EM_LOCATION_NOTIFY
component 195
EM_NOTIFY_WF process 128
EM_PAY_XTRNL process 190
EM_ROLE_CONFIG component 15
EM_S NOTIFY_SETID component 58,
195
EM_SEC_BU_BANK component 38
EM_SEC_PYCYCL_OPR
component 170
EM_SELLER_INQUIRY component 58
EM_SELLER_REGISTER
component 58
EM_SELLER_SECURITY
component 15, 66
EM_SELLERSEC_INQRY
component 15
EM_USRCURPRF process 24
EM_VCHR_EXT process 191
EM_VO_APR_AE process 143
email notifications
disputed invoices 149
types 51
Enable AP BUs for BD Model Application
Engineprocess(EM_ENABLE_BU) 23,
32
Enable AP BUs for BD Model process
(EM_ENABLE_BU) 39
Enable Buyer Direct Model - Run Control
Parameters page 32
Enable Suppliers for BD Application
Engine process (EM_ENABLE_VN) 32
Enable Suppliers for BD Model
(EM_ENABLE_VN) 39
Enable Suppliers for BD Model process
(EM_ENABLE_VN) 24
errors, match exception 219
eSettlements Center page 5
eSettlements Notifications process
(EM_NOTIFY_WF) 128
Existing Agreements page 73
Existing Buyers page 40
External Accounts component
(BANK_EXTERNAL) 37
External Accounts page 38
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External Payments - Run Control
Parameters page 190

External Payments process
(EM_PAY_XTRNL) 190

Extract Buyer Invoices - Run Control
Parameters page 193

Extract Supplier Invoices - Run Control
Parameters page 193

extracting invoices 191

fields, common descriptions ~ xxii
FIN90O1 process 24

General Settings page 233
glossary 237

implementation

list of resources xxi

stepsand rolesresponsiblefor 3
Installation Options - eSettlements
page 25

installments 178

instant messaging
disputeresolution using 227
enabling for suppliers 62
overview 154

providers 19

Instant Messenger page 155, 229
integration, cross-product 2
integration, third-party products 90
invoice approvals

defining preferences 144
line-level 158

notifications 146

processing 145

settingup 158

invoice disputes 149

invoice extract

common elements 192
fileformats 191

overview 191

results 194

running 191

Invoice Information page 122
invoice integration prerequisites 103
invoice lifecycle 211

255



Index

invoice lines
approving 159
disputing 159
reviewing 159
invoice management for buyers,
overview 199
invoices 143
See Also vouchers
approval process 143
approving 143, 157
approving at thelinelevel 158
approving in Buyer Direct model 143
completing online entry 126
defining approval preferences 144
denying 127
extracting 191
inquiring about 227
lifecycleof 211
loading 111
managing disputed during
matching 153
overview of disputed 149
prepayment 186
processing approvals 145
processing disputed 150
puttingon hold 177
required record and field
combinations 112
resolving disputed included in a pay
cycle 153
reviewing 204, 224
typesof 226
unmatching 139
Item Description page 102

life cycle, invoice 211

line-level approval 158

L ocations page - Review Supplier
Details 60

logos, uploading 62

Maintain Addresses - Address Information
page 60, 63

Maintain Banners - Information page 234

Maintain Banners component
(EM_BANNER_ADMIN) 234

Maintain Buyer Template - Information
page 26
Maintain Buyer Template component
(EM_BUYER_TEMPLATE) 25
Maintain Contacts - Contact Information
page 60, 63
Maintain Item Categories component
(EM_ITEM_CATEGORIES) 84
Maintain Locations - Location Information
page 60, 63
Maintain Role Types - System Access
page 16-17
Maintain Role Types component
(EM_ROLE_CONFIG) 15
Man Pay Worksheet page 182
Manage Bills - Invoice Details page 228
Manage Bills - Invoice Inquiry
page 151-152
Manage Bills - Review Invoice Disputes
page 151, 153, 229
Mange Bills - Invoice Inquiry page 222,
224
Manua Payment Selection page 182
manual payments 180
Market Rate Type component 32
match exception errors, managing 219
Match Exception Override History
page 207
Match Exception Override page 140, 163,
207
Match Exception Voucher / Purchase Order
page 140-141
Match Exception Voucher / Receipt
page 140-141
Match Exceptions - Inquiry page 140
Match Exceptions Override page 159
Match Request page 138
match rules, defining 136
Matched Voucher / Purchase Order
page 207
matching
Business Service Provider model 133
Buyer Direct model 133
common elements 134
defining criteria 135
defining rules 136
errorsduring 139
overview 133
specifying preferences 136
Matching process (AP_MATCHING) 133
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menus 15
messenger, instant 62
My Invoice Lines page 158

navigation, eSettlements Center 5
notes  xviii
notifications

invoice approval 146

supplier 59
Notifications and Approvals page - Review
Buyer Details 41, 46
Notifications component (EM_
LOCATION_NOTIFY) 195
Notify Later process (EM_
NOTIFLATR) 164
numbering 119

Overview page 131

Pay Cycle by User ID page 171
pay cycles
processing 171
settingup 170
payables
monitoring information 199
reviewing aging balance 201
Payables Aging Balance - Inquiry
page 202
Payables Online Vouchering - Voucher
Stylespage 70
Payables Online Vouchering page 70
Payment Cancellation - Document
Sequence page 189
payment cancellation, overview 188
payment creation methods
full control 169
fully automated 168
payment installments 178
payment processing
full control 169
fully automated 168
workflows 177
payment terms, defining for matching 82

payments
approving 171
canceling 188
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creating manual 180
creating urgent 184
discounts 175
external 190
immediate 180
inquiring about 186
making immediate 180
overview 167
processing 167
processing aternatives 168
recording 182
recording manual 180
rejected by bank 188
reviewing for approval 171
stopping 188
urgent 180
viewing details 229
voiding 188
PeopleBooks
ordering  Xxvi
PeopleCode, typographical
conventions  xvii
PeopleSoft application fundamentals  xv
PeopleSoft Payables business unit
sharing 36
PeopleSoft Payables Matching process
(AP_MATCHING) 133
PeopleSoft Projects, ChartField access 50
PeopleSoft Setup Manager 3
permission lists
definition 13
delivered 14
menus enabled 15
overview 14
PO_RECVLOAD process 101
Populate User Currency Prefs Application
Engine process (EM_USRCURPRF) 24
POs, See purchase orders
prepayment vouchers, posting 227
prepayments
adding invoices 186
overview 185
prerequisites  xv
Print Invoice - Pro Forma Invoice page
121
printed documentation  xvi
Process Noatifications - Run Control
Parameters page 129
Process Scheduler Request page 147

257



Index

Process Workflow - Run Control Parameters

page 138, 147, 198

processes

Approval Workflow 145

Buyer Invoice Extract (EM_VCHR_
EXT) 191

Cash Collections Notification
(EM_CCEMAILAE) 197

Enable AP BUs for BD
Model Application Engine
(EM_ENABLE_BU) 23, 32,

39

Enable Suppliersfor BD 32
Enable Suppliers for BD Model
(EM_ENABLE_VN) 24,39

eSettlements Notifications
(EM_NOTIFY_WF) 128
External Payments (EM_PAY _
XTRNL) 190

Matching (AP_MATCHING) 133
Notify Later (EM_NOTIFLATR) 164
Payables Voucher Post 190
Populate User Currency
Prefs Application Engine
(EM_USRCURPRF) 24

Receipt Load Application Engine
(PO_RECVLOAD) 101

running matching 137

Supplier Invoice Extract
(EM_EXT_SELL) 191

Update Security Setups SQR
(FIN9001) 24

Voucher Approva Creation
(EM_VO_APR_AE) 137,143

Voucher Approval Notification 146

Voucher Match Error Notification 139

Voucher Reapproval Naotification 146

processing delays  xxi
processing options

buyer 74

buyer administrator 53
controlling for buyers 42
controlling for suppliers 62
defining for buyer 41, 55
defining for supplier 70
for buyers 38

Procurement - Payables page 55
purchase orders
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integrating 81

Receipt Load Application Engine process
(PO_RECVLOAD) 101
receipts
creating 101
overview 81
preparing for third-party transaction
integration 97
receivables
monitoring 221
understanding aging balances 225
Receivables Aging Balance - Inquiry
page 222, 225
Receiver Load page 101
Receiving page 102
Record Manual Payments - Schedule a
Payment page 182
registration
buyer 35
supplier 57
Registration component (EM_BUY _REG_
TBL) 38
Registration page - Review Buyer
Details 40, 42
Registration page - Review Supplier
Details 60-61
related documentation  xvi
Review Agreement Details component
(EM_AGREE_INQUIRY) 72
Review Agreement Details component
(EM_AGREEMENT) 195
Review Banner Usage - Click Stream
Tracking page 234, 236
Review Buyer Details component
(EM_BUY_REG_TBL)
Address page 40, 46
Bank Information page 40, 46
Buyer Information - Invoice Line
Approval Rulespage 41, 49
ChartField Configuration page 41, 49
Notifications and Approvals page 41,
46
Registration page 40, 42
Review Buyer Details component
(EM_BUYER_INQUIRY) 38
Review Customer Balances - Inquiry
page 222, 226
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Approval Status page 160
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page 159, 163

Review Invoice Lines- Disputepage 159,
163

Review Invoice Lines - Invoice Line
Approval Status page 165

Review Invoice Lines - Invoice Lines and
Distributions page 159-160

Review Invoice Lines - Resolution History
page 160, 164

Review Invoice Lines - Resolve Invoice
Line Dispute page 160, 163

Review Invoices - Deny Invoice page

121

Review Invoices - Dunning Mail
page 206, 217

Review Invoices - Invoice Cycle
page 151-152, 160, 164, 205, 211

Review Invoices - Invoice Details
page 206, 216

Review Invoices - Invoice Extract Inquiry
page 194

Review Invoices - Invoice Inquiry
page 145, 151-152, 205, 207

Review Invoices - Invoice page 121, 127
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page 187, 205, 213
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page 206, 217
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elements 13
overview 25
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Supplier Invoice Extract process
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overview 57
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terms 237
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third-party transactions
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processing 90, 111
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page 70
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Vendor Processing Authority page 70
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Voucher Approval Notification
process 146
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overview 103
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process 139
Voucher Reapproval Notification
process 146
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