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Accounts Payable Menu 

 
An accounts payable department has many responsibilities to fulfill to ensure that payments 
to suppliers are made on time and the needs for flexibility in the organization are met. Some 
of those responsibilities are described below, followed by a discussion of how the PeopleSoft 
Accounts payables system helps you fulfill those responsibilities. 
 

Managing Supplier Relationships 
 
The accounts payable department needs to manage the organization’s relationship with its 
suppliers so that goods are received and paid for on time, according to the established 
payment terms. Those payment terms might be the same for all suppliers, or they might have 
been negotiated with some or all of the suppliers according to the mutual needs of the 
suppliers and the organization. The accounts payable department is responsible for creating 
and maintaining a partnership with each supplier to ensure that all terms and conditions of 
the relationship are met. 
 
Processing Invoices 
 
The department receives invoices and records liabilities and corresponding expenses or 
assets. Depending on the size of the company, the accounts payable department might 
receive hundreds of invoices daily and would need a system that creates vouchers quickly 
and accurately. 
 
Often, the accounts payable department will have to match vouchers with invoices and 
purchase orders from other departments such as purchasing. So, the department will need 
an accounts payable system that integrates easily with the software systems of other 
departments. 
 
Processing Payments 
 
The goal of the accounts payable department is to ensure that payments are made in the 
most timely, accurate, and efficient manner possible. Before paying its suppliers, the 
accounts payable department needs to consider several factors, such as the due date of the 
invoice, whether a discount can be taken, and the amount of cash on hand versus the amount 
due to suppliers.    
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All processes are divided into Daily, Periodic, Advanced, and Setup. The procedures we will 
go through and focus on will be Daily and Periodic processes.  
 

Address Book Overview 

 
The address Book system is the foundation for other PeopleSoft EnterpriseOne systems. The 
Address Book system contains names, address, and phone numbers for customers, 
suppliers, companies, and so on. This information is stored in several database tables to 
create a central repository of information. Other EnterpriseOne systems retrieve up-to-date 
name and address information from the Address Book system.  
 
For example, the Accounts Payable system uses address book information for supplier 
payments and the Accounts Receivable system uses the address book information to 
generate customer invoices and statements. 
 
With a central repository of information that integrates with other EnterpriseOne systems, you 
can effectively manage your address book information. The Address Book system includes 
the following features: 
 
❖ Maintenance of complete information for employees, customers, suppliers and so on. 
 
❖ Notification of authorized users about special situations, such as credit warnings, hold 
      messages, and other critical account information. 
  
❖ Classification of entries by search type for inquiry and reporting purposes. 
 
❖ Ability to retrieve information by name, addresses, phone number, and search type. 

 
❖ Management of tax information. 
 
❖ Ability to associate multiple addresses with a single address book record. 

 
❖ Effective dates for address changes. 

 
❖ Supplemental data for organizing and tracking information that is not included in 
      standard master tables. 
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Supplier Master 
 
Before you enter a voucher and issue payment to a supplier, a supplier master record for that 
supplier must exist. The supplier master record is the central storage place for all supplier 
information. Accounts Payable creates the supplier record, they set up address book and 
mail information, as well as information about how the system processes vouchers and 
payments for that supplier. They use the Address Book Revisions program (P01012) and the 
Supplier Master programs (P04012) to create a supplier record. 
 
The information that Accounts Payable enters into a supplier record is stored in the following 
tables: 
 

 
 

You need to maintain only one address book number for each supplier throughout the various 
systems. For example, if you use the Supplier Ledger Inquiry form to review information or 
as you run reports such as A/R and A/P netting, the system uses the same address book 
number. 
 

A supplier record can be created from either of the following forms: 

• Work With Addresses 

• Work with Supplier Master 
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W-9 Request for Taxpayer Identification Number and Certification. 
 

 

Form W-9, Request for Taxpayer Identification Number and Certification, serves two purposes.  

 

First, it is used by third parties to collect identifying information to help file information returns with 

the IRS. It requests the name, address, and taxpayer identification information of a taxpayer (in the 

form of a Social Security Number or Employer Identification Number). The form is never actually 

sent to the IRS but is maintained by the person who files the information return for verification 

purposes. The information on Form W-9 and the payment made is reported on Form 1099. 

 

Secondly, is to help the payee avoid backup withholding. The payer must collect withholding taxes 

on certain reportable payments for the IRS. However, if the payee certifies on the W-9 they are not 

subject to backup withholding they generally receive the full payment due them from the payer. This 

is similar to the withholding exemptions certifications found on Form W-4 for employees. 
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Voucher Processing 
 

Business Process Description Overview 
 

Vouchers must be created in order to issue payments to suppliers and other creditors.  
Effective management of voucher processing is fundamental to supplier management, 
business process management, and the accounts payable department. 
 

Voucher processing assumes the organization has already set up its chart of 
accounts, general accounting constants, ledger types, fiscal and date patterns.  Also, 
JE should be the user-defined code for journal entry documents. 
 
Voucher processing is one example of three-tier processing. All PeopleSoft 
EnterpriseOne systems use three-tier processing to manage batches of transactions. 
The term three-tier refers to the following standard steps: 
 
ENTRY - Basic voucher processing starts with the entry of voucher information via 
either speed or standard method.  Voucher entry sets up a payable in the system.  
As data is entered, the Accounts Payable system validates the information in certain 
fields to ensure that the integrity of the financial data remains intact.   The system 
marks it as unposted and adds it to the Account Ledger table and A/P Ledger.  
 
REVIEW and APPROVE - After voucher entry, a supervisor reviews and approves 
them.  Only approved batches are eligible to be posted.   Use the review process to:  
❖ Review and approve voucher batches 
❖ Add vouchers to existing batches 
❖ Place a batch in pending status so it cannot be posted until further analysis is 
     completed. 
❖ Review and change individual vouchers and journal entries. 
To review vouchers before posting, a list of batches can be displayed based on user 
ID, posting status, or a specific date range. When a list of batches is reviewed, the 
number of entries within a batch and the total gross amount can be reviewed.  In 
addition, a specific voucher can also be reviewed.  
 
POST – After entry, and review / approval, the vouchers are posted to the company’s 
accounting records (general ledger).  The system performs a number of automatic 
tasks during the posting process.  When a voucher entry is posted, the post program: 
❖ Selects unposted, approved batches and edits each transaction 
❖ Creates automatic offsets to A/P accounts 
❖ Posts/updates accepted transactions to the Account Balances table. 
❖ Changes the status of the voucher entry batch to indicate that it is posted (P in 
      Account Ledger and a D in the A/P Ledger). 
❖ Sends electronic mail messages for transactions that are in error. 
      Produces a General Ledger Post report, which lists successfully posted batch 
      details. 
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Standard Voucher Entry  

 

Request for Direct Payment’s; Converted RDP’s; Contract Retainage Payouts 
(Most Commonly Used by Navajo Nation A/P Section) 

 

Standard vouchers provide the most features and flexibility when entering vouchers for 
suppliers’ invoices. When vouchers need to be added, changed, deleted, or voided, use 
standard voucher entry. 
 

• Note that voucher entry assumes suppliers, processing options, and AAI’s are set 
           up. 
 
A supplier record must exist in the Address Book and Supplier Master tables before entering 
a voucher. Typically, Accounts Payable will create a supplier record first, and then the 
Voucher Matcher enters the voucher.  However, it is also possible to create a supplier record 
at the time of voucher entry.  To do so, contact the Accounts Payable section.  From the 
Form menu on the Enter Voucher–Payment Information form, they will follow the steps to 
enter a supplier record. 
 
After receiving a supplier’s invoice, a voucher must be created before payment can be 
made.  Vouchers can be created by entering information from the supplier’s invoice.   
 
Information about how the voucher for payment will be processed can be entered here or 
automatically from the supplier record.  
 
To enter a standard voucher: 
❖ Enter voucher information 
❖ Enter general ledger information 
 
G/L information typically includes a debit to an expense account.  When posted, the 
system creates an offset to a liability account.  When a voucher is completed, the system 
displays the assigned document type and document number. This information can be 
used to locate and review a voucher.  The system assigns a batch type of V for vouchers.  
 
When a standard voucher is entered, the system marks it as un-posted and adds it to the 
Account Ledger and A/P Ledger tables. When posted, the system updates the Account 
Balances table and marks the voucher as posted in the Account Ledger and A/P Ledger 
tables. 
 
The Navajo Nation frequently uses two methods to pay for materials.  

• Request for Direct Payment (RDP) 

• Purchase Requisition Converted to RDP 
 

The Standard Voucher Entry will be used to process these two methods of payment. 
 

 
Via Menus 

EnterpriseOne Menus → FMIS Master Directory → Financials → Accounts Payable → Daily 

Processing → Supplier & Voucher Entry → Standard Voucher Entry (P0411) ZJDE0001 
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Function Processes and Results 

Enter Voucher 
Information 

 
1.  From the Supplier & Voucher Entry menu select, ‘Standard Voucher Entry’. 

 

 
 
 
 
 
 

Function Processes and Results 

Enter Voucher 
Information 

 
2.  Click the ‘Add’ button. 
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Function Processes and Results 

Enter Voucher 
Information 

 

 

 

 

 

 

 

 

 
 

 
At the ‘Enter Voucher-Payment Information’ form, complete the following required      (R) 
fields: 
                             
3.  Click in the ‘Company*’ field, enter the company number. (R) 
 
4.  Click in the ‘Supplier Number*’ field, enter the supplier’s address book number. (R) 
 
5.  Click in the ‘Invoice Number’ field, enter the invoice number. (R) 
 
6.  Click in the ‘Invoice Date’ field, enter the invoice date. (R) 
 
7.  Click in the ‘G/L Date’ field, enter the current date. (R) 
 
8.  Click in the ‘Business Unit’ field, enter the business unit. (R) 
 
Optional fields (O) 
❖ Document Type/No/Co (O) 
❖ Payment Terms Code (O) 
❖ Service/Tax Date (O) 
 
    Note: If errors occur during data entry on fields in the header, correct them from the 
    header.  The system does not allow changes to the grid until corrections are made 
    to fields in the header. When making corrections to fields in the header, the system 
    automatically updates the corresponding data in the grid. 
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Function Processes and Results 

Enter Voucher 
Information 

 

 

 

 

 

 

 
9.  At the ‘Payment Information Detail’ area, click in the ‘Gross Amount’ field, enter the 
     gross amount of the Invoice. (Required field). 
 
Optional Fields 
❖ 1099 Flag (O) 
❖ Remark (O) 
❖ Due Date (O) 
❖ Pay Status (O) 
❖ Payee Number (O) 
❖ G/L Offset (O) 
❖ Discount Available (O) 
 

 

 
 

Function Processes and Results 

Enter Voucher 
Information 

 
10. Click in the ‘Handling Code’ field, enter the handling code if known. 

• If the handling code is not known. 
o Click the ‘Visual Assist’ button to view the handling codes. 

 
Note: If there are multiple pay items, the system assigns pay item numbers that are 
sequential.  Recurring vouchers can have only one pay item. 
 

 

 
 
The ‘Handling Code’ field is a required entry.  The Handling Codes describe the various ways 
payment can be distributed.  The print screen above illustrates the options. 
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All vouchers being inputted by departments/programs will have all their vouchers mailed out 
from Cashiers Office. There will be no Demand payments processed thru the 
Programs/Departments.  
 
Several fields in the header and detail areas are completed automatically based on the 
information setup for the specific supplier.  For example, the Due Date is automatically 
entered. 
 
The 1099 Flag identifies the status of the payee as either an N for a non-corporate entity or 
an individual or a blank for a corporation.  Enter N or leave the field blank. At this point the 
entry clerks do not flag for 1099. The reason is that the system automatically flags vendors 
based on the selected object accounts that are set up for 1099. This is referred to as 1099 
G/L Method. 

 

 
 

Function Processes and Results 

Enter Voucher 
Information 

 
At the ‘Select User Defined Code’ form, select code 5 (Manual Check).  
 
11.  Click the ‘Select’ button. 
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After entering the information on the Supplier Ledger form, the form should look like the 
following above. 

• Voucher for company number 00010 from Supplier number 189576 for $880.00 
invoiced 05/03/2016, invoice number TA396011, a G/L Date of 09/30/2017, handling 
code ‘5’ Manual/ Demand check to be picked up by Program/Dept or Payee. 

  
 

Function Processes and Results 

Enter Voucher 
Information 

 
After entering voucher information, enter the detail lines that distribute the voucher amount 
to the G/L accounts. 
 
13.  Click the ‘OK’ button to access the G/L distribution form and continue entering the 
       voucher. 
 

 

 
 
At the ‘G/L Distribution’ form, if you have more than one business unit tied to the voucher, you can 
split them up here, see example above. 

 
Function Processes and Results 

Enter G/L 
Information 
 

 
At the ‘Standard Voucher Entry - G/L Distribution’ form, enter the following required (R) 
fields for each detail line. 
 
14.  Click in the ‘Account Number*’ field, and enter the account number. (R) 
 
15.  Click in the ‘Amount’ field, enter the amount. (R) 
 
16.  Click in the ‘Explanation –Remark’ field, enter a remark. (R) 
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The total amount entered for the lines of G/L distribution must equal the total amounts 
entered in the gross amount fields for the voucher, or the system returns an error. 
  

 
 

 
 
The ‘Amount’ field at the bottom of the form indicates the gross amount for the voucher.  
 
The ‘Remaining’ field, provides you with an ongoing tally of what amount is required to equal the gross 
amount of the voucher. 

 

 
Function Processes and Results 

Enter G/L 
Information 
 

 
17.  Click the ‘OK’ button. 
 
18.  Record your ‘Batch Number’ and Document No. (902806 / 2239480) 
 

 

 
 
You can verify your entry through the Supplier Ledger Inquiry form using the system assigned 
document number. 
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Speed Vouchers 

(Most commonly used by NN A/P Section) 

 

The following transactions: WIA; Foster Grandparent payments would be supported by speed 
voucher entry. 
 
As an alternative to entering standard vouchers, use the Speed Voucher method to enter 
high-volume, simple vouchers. With speed vouchers, voucher and G/L distribution 
information is entered on one form. Consider using this method for a voucher that has: 
❖ A single pay item (which has a single due date and tax rate/area) 
❖ Simple accounting instructions 
 
Do not use the speed method if there are multiple pay items. As with standard vouchers, this 
information is stored in the A/P Ledger and Account Ledger tables.  Changes or deletion 
cannot be made using the speed voucher method. Instead, use the standard voucher entry 
or speed release program. 
 
 

 
Via Menus 
 

EnterpriseOne Menus → FMIS Master Directory → Financials → Accounts Payable → Daily 

Processing → Supplier & Voucher Entry → Speed Voucher Entry 

 
 

 
 
 

Function Processes and Results 

To Enter a Speed 
Voucher  

 
1. From the Supplier & Voucher Entry menu, select ‘Speed Voucher Entry’.  
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Function Processes and Results 

To Enter a Speed 
Voucher  

 
At the ‘Speed Voucher Entry - Speed Voucher Entry’ form, to identify the invoice     
complete the following required (R) fields. 
 
2.  Click in the ‘Supplier Number’ field, enter the address book number. (R) 
 
3.  Click in the ‘Company’ field, enter the company number. (R) 
 
4.  Click in the ‘Invoice Number’ field, enter the invoice number. (R) 
 
5.  Click in the ‘Invoice Amount’ field, enter the invoice amount. (R) 
 
6.  Click in the ‘Invoice Date’ field, enter the invoice date. (R) 
 
NOTE: If there are errors during data entry on fields in the header, correct them from 
the header.  The system does not allow changes to the grid until corrections are made to 
fields in the header. When corrections are made to fields in the header, the system 
automatically updates the corresponding data in the grid. 
 

 
 

 
 

Function Processes and Results 

To Enter a Speed 
Voucher 

 
To specify how to process the voucher, complete the following required (R) fields. 
 
7.  Click in the ‘G/L Date’ field, enter the current date. (R) 
 
8.  Click in the ‘Payment Remark’ field, enter a remark. (R) 
 
Optional Fields 
❖ Discount Available (O) 
❖ Payment Terms (O) 
❖ Pay Status (O) 
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Function Processes and Results 

To Enter a Speed 
Voucher  

 
To enter general ledger information, complete the following required (R) fields. 
 
9.  Click in the ‘Account Number’ field, enter the account number. (R) 
 
10.  Click in the ‘Amount’ field, enter the amount. (R) 
 
11.  Click in the ‘Explanation-Remark’ field, enter a remark. (R) 
 
Repeat steps 9 -11until all line items are entered. 
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Function Processes and Results 

To Enter a Speed 
Voucher  

 
After completing the detail form of the speed voucher form, review your detail entries. 
 
12.  Click the ‘OK’ button. 
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Function Processes and Results 

To Enter a Speed 
Voucher  

 
13.  The system assigns a batch number, record your ‘Batch Number’ on the invoice. 
 
14.  Click the ‘Close’ button to exit. 
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3-Way Match Voucher Entry 

NOTE: Most commonly used by NN Accounts Payable department. 

 

The following transactions: Purchase Orders, Contracts and Child Care would be supported 
by 3 Way Match Entry. 
 
Before you approve a voucher to be posted to the General Ledger, you must create a 
voucher using stock receipts. To verify that invoice information corresponds to your receipt 
records, you can create a voucher based on an invoice.  
 
Three-way-match matches:  

• Receipts 

• Supplier Invoice  

• Purchase Order 
 
To create voucher using Stock Receipts – Purchase Order 

• Enter voucher information 

• Enter general ledger information 
 
When posted, the system creates an offset to a liability account.  When a voucher is 
completed, the system displays the assigned number (Document Type V), purchase order 
number and document number. This information can be used to locate and review a 
voucher.  The system assigns a batch type of (OP) for purchase order. 
  
When a 3-way match purchase order is entered, the system marks it as un-posted and adds 
it to the Account Ledger and A/P Ledger tables. When the batch is approved and posted, 
the system updates the Account Balances table and marks the voucher as approved or 
posted in the Account Ledger and A/P Ledger tables. 
 
If you record receipt information for items, you compare invoices to receipt records to create 
individual vouchers. A three-way voucher match method implies that you use receipt records 
to create vouchers. 
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Example: Copy of Invoice to process as a 3-Way Match. 
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Via Menus 

EnterpriseOne Menus → FMIS Master Directory → Financials → Accounts Payable → Daily 

Processing → Supplier & Voucher Entry → Voucher Entry – 3- Way Match  

 

 
 
 

Function Processes and Results 

Enter Voucher 
Information 

 
1.  From the Select Voucher Entry menu select ‘Voucher Entry – 3 Way Match. 

 
 

 
 

Function Processes and Results 

Enter Voucher 
Information 

 
2.  At the Voucher Entry – 3-Way Match – Supplier Ledger Inquiry form, click the ‘Add’ 
     button. 
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Function Processes and Results 

Enter Voucher 
Information 

 
At the ‘Voucher Enter 3-Way Match – Voucher Match’ form, complete the 
following required (R) fields. 
 
3.  Click in the ‘Order Number’ field, enter the purchase order number. (R) 
 
4.  Click in the ‘Supplier’ field, enter the supplier’s address book number. (R) 
 
5.  Click in the ‘Invoice Num.’ field, enter the suppliers’ invoice number. (R) 
 
6.  Click in the ‘Co.’ field, enter the company number. (R) 
 
7.  Click in the ‘Invoice Date’ field, enter the invoice date. (R) 
 
8.  Verify the ‘G/L Date’ field, will default to the current date. 
   

 

 
 
 
 

Function Processes and Results 

Enter Voucher 
Information 

 
9.  Click the ‘Form’ exit button. 
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10.  Select ‘Receipts to Match’ from the form exit. 
 

 

 
 
 
 

Function Processes and Results 

Enter Voucher 
Information 

 
11.  At the ‘Select Receipts to Match’ form, verify the Amount(s) and Account Number(s).   

 

 
 
Note: There are (2) line items, if you click ‘OK’ it will only pick up the first line item. 
  

• If there are (2) separate invoices, select each line separately, that way you have all separate 
           invoice numbers. 
 

• If you have (1) invoice with all amounts, you select all the line items and process the lines 
     at once. 

 
In the example above, all the line items are selected in the grid to process the voucher, since there is 
only (1) invoice number. 
 

Function Processes and Results 

Enter Voucher 
Information 

 
If everything is correct, determine how many invoices you have. 
 
12.  Select the line number(s) in the grid according to the invoice. 
 
13.  Click the ‘OK’ button. 
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At the ‘Voucher Entry - 3-Way Match – Voucher Match’ form, on the next available line in the grid, you 
may enter tax amount or take out retainage if applicable. 
 

• The handling code can be updated. 

• < OR > make changes to the Address Book number. 
 

Function Processes and Results 

Enter Voucher 
Information  

 
CONTINUE…if tax, retainage, handling code, etc., need to be added, continue to step 
17 below. 
 
14.  If NO further entry is required such as tax, retainage, handling code, etc., click the 
       ‘OK’ button.  
 
15.  Record your Prev Document and Batch Numbers on the invoice. 
 
16.  Click the ‘Close’ button to exit. 
 

 

 

To Add A Tax Line  
 
If tax is being taken out of the payment, use this form by adding another line and enter a negative 
tax amount.  
 
 

 
 
 

Function Processes and Results 
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Enter Voucher 
Information 

  

 
17.  On the next available line in the grid, click in the OP (Match Processing) field. 
 
18.  Click on the ‘visual assist’ button. 
 

 
 

 
 

 

 
Function Processes and Results 

Enter Voucher 
Information 

  

 
19.  At the ‘Select User Define Code’ form, select ‘Code 4’ (Create New Order Line). 
 
20.  Click the ‘Select’ button. 
 

 

 



Oracle / PeopleSoft                            - 32 -             Revised 02/28/2025 
Proprietary & Confidential 
 

 
 

 

 
Function Processes and Results 

Enter Voucher 
Information 

  

 
21.  At the ‘Voucher Match’ form, click in the Order Number field, enter the purchase 
       order number. 
 
22.  Click in the ‘Order Type’ field, enter the order type. 
 
23.  Click in the ‘Supplier’ field, enter the address book number. 
 
24.  Click in the ‘Expense Account’ field, enter the account number. 
 
25.  Click in the ‘Amount To Voucher’ field, enter the negative total amount. 

• Click the minus sign then enter the amount. 
 
26.  Click in the next ‘available line’ in the grid, to view your entry.  
 
Note the ‘Description 1’ field, defaults with the description of the expense account. 

  

 

 

 

To enter a Retainage 
 
If retainage is being taken out of the payment, you would do that on this form adding another line 
and minus out the amount.  
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Function Processes and Results 

Enter Voucher 
Information 

  

 
27.  Click the ‘Visual Assist’ button in the OP (Match Processing) field.  
 
28.  At the ‘Select User Define Code’ form, select code 4 (Create New Order Line). 
 
29.  Click the ‘Select’ button. 
 
30.  Click in the ‘Order Number’ field, enter the order number. 
 
31.  Click in the ‘Order Type’ field, enter the order type. 
 
 
32.  Click in the ‘Supplier’ field, enter the address book number. 
 
33.  Click in the ‘Description 1’ field, enter a description.  
 
34.  Click in the ‘Expense Account’ field, enter the amount to voucher as a negative 
       amount. 

• Click the minus sign first then, enter the amount. 

 

 

 

To Enter a Handling Code 
 
NOTE: If errors occur during data entry on fields in the header, correct them from the header. The 
system does not allow changes to the grid until corrections are made to fields in the header. When 
making corrections to fields in the header, the system automatically updates the corresponding data in 
the grid. 
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Function Processes and Results 

Enter Voucher 
Information  

 
35.  Click in the ‘Hdl cod’ field.  
 

36.  Click the ‘Visual Assist’ button. 
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The Select User Define Code form provides code options on how your supplier/customer will be 
paid. 
 

• For this training you will select code (4) Pickup by Program/Dept. 
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Function Processes and Results 

Enter Voucher 
Information  

 
37.  Select ‘Code 4’ from the grid. (Pick up by program/department). 
 
38.  Click the ‘Select’ button.  
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Function Processes and Results 

Enter Voucher 
Information 

  

 
39.  Click in the ‘Hdl cod’ field, in the next line item in the grid. 
 
40.  Enter the ‘handling code’ and repeat steps for each line number(s) in the grid. 

 

 
To Change Address Book Number 
 

 
 
Address Book number change is done here in the Payee Number field. 
 

Function Processes and Results 

Enter Voucher 
Information 

  

 
41.  Click in the ‘Payee Number’ field in the grid. 
 
42.  Enter the new ‘Address Book Number’ or use the ‘Visual Assist’ button for search.  
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To Enter a Check Remark 
 

    
 
If you enter a remark in the Check Remark field, it will print on the check stub along with 
the invoice number information. 
 
 

 
 

Function Processes and Results 

Enter Voucher 
Information  

 
43. Click in the ‘Check Remark’ field and enter a remark. 
 
44. Click the ‘OK’ button, when all entry is complete.  
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Function Processes and Results 

Enter Voucher 
Information  

 
45.  Record your Prev Document and Batch Numbers. 

 

 
 

Function Processes and Results 

Enter Voucher 
Information  

 
46. Click the ‘Close’ button to exit. 

 

 

To verify your 3-Way Match voucher process, navigate to the link below: 
 

 
 

 

Function Processes and Results 

Verify Voucher 
Match Information  

 
1. At the ‘Accounts Payable Inquiry’ menu, select ‘Open Receipts’.  
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Function Processes and Results 

Verify Voucher 
Match Information  

 
2.  Enter the purchase order in the ‘Order Number’ field. 
  
3.  Select the ‘Vouchered’ button. 
 
Note: the Doc Ty (Document Type) changed from OV to PV. 
 
4.  Click ‘Close’ to exit. 
 

 

 

 

Multi-Voucher Single Supplier 
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Multiple Voucher Entry Programs 

To quickly enter many vouchers for one or more suppliers, use one of the multiple voucher 
entry methods. Unlike the standard voucher entry method, which is a two-step process, the 
multiple voucher entry methods are a single-step process. Use one of these multiple voucher 
entry programs:  

  Multi Voucher-Single Supplier (P0411)  

  Multi Voucher-Multi Supplier (P0411)  

 

You can use the multiple voucher entry methods only to add vouchers. To change, delete, or 
void them, you must use the Standard Voucher Entry program (P0411).  

The multiple voucher entry methods have other limitations. You cannot use them to enter this 
information:  

• Multiple pay items  

• Multiple lines of GL distribution  

• Asset ID  

• Asset ID speed coding  

• Split pay items  

• Special bank accounts  

• Special GL offsets  

• Special payment handling  

• Automatic reversing entries  

• Discounts  

• Taxes  

• Zero invoice amounts  

• Prepaid vouchers  

• Logged vouchers  

• Recurring vouchers 

The system creates a voucher for each detail line and updates the Accounts Payable Ledger 
(F0411) and Account Ledger (F0911) tables.  
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Multi Company-Single Supplier 

 

 

Use the Multi Voucher-Single Supplier program when you create a voucher that consists of 
expenses incurred by multiple internal companies and is to be distributed to different GL 
offset and bank accounts. When you do this, you create a one-to-one correspondence 
between the general ledger distribution and the accounts payable offset.  

The primary difference between a standard voucher and a voucher for multiple companies is 
that you do not include a company on a multiple company voucher.  

For a voucher with multiple companies:  

• The GL distribution line determines which company is used for the offset.  

• The account number represents the distribution expense associated with the pay item.  

• The system generates a separate pay item for each line of distribution. 

  

When you pay the voucher, the system uses the AP trade account, bank account, and offset 
accounts for discounts associated with the company.  

Information about vouchers for multiple companies is maintained in the Accounts Payable 
Ledger (F0411) and Account Ledger (F0911) tables.  

Note. No intercompany settlements are created when you enter a voucher for multiple 
companies.  
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Use these guidelines when entering vouchers for multiple companies:  

• If you entered a voucher on the Multi Company - Single Supplier form, you must 
change it on this form.  

• When you distribute a voucher to more than one company, the domestic currency 
must be the same for all companies.  

• When you post vouchers, the system creates intercompany entries if the expense or 
liability accounts used for automatic offsets are from different companies. 

  

Note. Vouchers created to distribute amounts to different GL offset and bank accounts must 
be processed using the automatic payment process; you cannot use the manual payment 
process.  

 

Working with Vouchers 
 

To review, change, delete, or void a voucher, it must first be located.  Voucher information is 
stored in the Account Payable Ledger and Account Ledger tables. The system assigns a 
batch type of V for vouchers.  Listed below are the types of vouchers used in Oracle JD 
Edwards: 
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Locating Vouchers 
 

 
Via Menus 

EnterpriseOne Menus → FMIS Master Directory → FMIS Inquiry Menu → Financials → Accounts 

Payable → Daily Processing → Supplier & Voucher Entry → Supplier Ledger Inquiry  

 

 

 
 

 

Function Processes and Results 

To Locate 
Vouchers 

 
1. Select ‘Supplier Ledger Inquiry’ from the Supplier & Voucher Entry menu.    
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Function Processes and Results 

To Locate 
Vouchers 

 
2.  At the Supplier Ledger Inquiry form, to limit the search, complete 
     any of the following fields then, click ‘Find’. 

• Supplier Number 

• Date From 

• Thru 

• Batch Number 
 
    To limit the documents displayed by date, click one of the following 
     options: 

• Invoice 

• G/L 
 
    To limit the documents displayed by pay status, click one of the 
     following options: 

• Paid 

• Open 

• Withheld 

• All 
 
   To display only recurring vouchers, click the ‘Recurring Vouchers’ option. 
 
   To display pay items in summary format, click the ‘Summarized’ option. 

• If you do not do this, the system displays pay items in detail format, with one line 
              per pay item. 
 
    Click the ‘Find’ button to display the documents that meet the search criteria. 
 

 
 
 

View Document Types  
 

 
 

Function Processes and Results 

To Locate 
Vouchers 

 
3.  You can view the different types of Document Types by clicking in the ‘Doc Type’ field.  
 
4.  Click the ‘Visual Assist’ button. 
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Function Processes and Results 

To Locate 
Vouchers 

 
5.  At the ‘Select User Defined Code’ form, click in the QBE field above the ‘Code’ 
     column. 
 
6.  Enter the desired ‘Doc Type’ to view. 
 
7.  Click the ‘Find’ button. 
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 To Locate Vouchers using a Document Number & Summarized  
 

 
 

Function Processes and Results 

To Locate 
Vouchers 

 
1.  At the ‘Supplier Ledger Inquiry’ form, enter the ‘Date From’ and ‘Thru’ date fields.   

• For training enter: 10/01/03 - 6/30/05 
 
2.  Select the ‘G/L’ radio button. 
 
3.  Select the ‘Summarize’ box. 
 
4.  Click in the QBE field above the ‘Document Number’ column, enter the document 
     number in the QBE Line. 
 
5.  Click the ‘Find’ button. 

 

 
 

 
 
Search displays all vouchers with multiple pay items in a summarized single pay item format, 
for date 10/01/03 to 06/30/05 for document number 68465. 
 
  



Oracle / PeopleSoft                            - 48 -             Revised 02/28/2025 
Proprietary & Confidential 
 

 
 

Function Processes and Results 

To Locate 
Vouchers 

 
6.  Uncheck the ‘Summarize’ box. 
 
7.  Click the ‘Find’ button. 

 

 
 
 

 
 
Search now displays all vouchers with multiple pay items in an unsummarized format, breaks 
down purchase order 68465 by line items. 
         

Function Processes and Results 

To Locate 
Vouchers 

 
8.  Click the ‘Close’ button to exit. 
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Reverse an Unpaid Voucher 
  

 
Via Menus 

EnterpriseOne Menus → FMIS Master Directory → FMIS Inquiry Menu → Financials → Accounts 

Payable → Daily Processing → Supplier & Voucher Entry → Supplier Ledger Inquiry  

 

 

 
 

 

Function Processes and Results 

Reversing a  
Voucher 

 
1. Select ‘Supplier Ledger Inquiry’ from the Supplier & Voucher Entry menu.    

    

 
Function Processes and Results 

Reversing a  
Voucher 

 
2.  Enter the address book number in the ‘Supplier Number’ field or other pertinent 
     information to retrieve the voucher. 
 
3.  Click the ‘Find’ button. 
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In order to reverse a voucher, the Open Amount must displayed an open amount and the 
Pay Status Code must be other than Paid in Full. 
 

 
 

Function Processes and Results 

Reversing a 
Voucher 

 
4.  Select the vouchered item(s) in the grid to reverse. 
 
5.  Click the ‘Select’ button. 
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Function Processes and Results 

Reversing a  
Voucher 

 
6.  At the ‘Voucher Match Reversals’ form, click the ‘Form’ exit button. 
 
7.  Select ‘Reverse’ from the form exit. 
    

 

 
 

Function Processes and Results 

Reversing a  
Voucher 

 
8.  At the ‘Supplier Ledger Inquiry’ form, click the ‘Find’ button to refresh the form.   

 

 

 
 

Function Processes and Results 

Reversing a 
Voucher 

 
9.  At the ‘Supplier Ledger Inquiry’ form, the ‘Open Amount’ field has no open amounts 
     and document number 2239479, is no longer in the grid.   

• You are now ready to reenter the voucher. 
 
If this is a complete reversal, where the receipt needs to be corrected.  

• Notify the receiver to reverse, correct or cancel the receipt.   
 
10.  Click the ‘Close’ button to exit.  
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Revising Unposted Voucher  
 

It is possible to change or delete an unpaid voucher before it is posted. However, one cannot 
change the following key fields: 
 

• Document Number 

• Document Type 

• Document Company 

• Company 

• Supplier Number 

• G/L Date 

• Currency Code 
 
To change the information in a key field, take one of the following actions: 
 

• Delete the voucher and reenter it. 

• Copy the voucher, make changes, click OK then delete the original voucher. 
 
The system allows payment of an unposted voucher if it is approved. Once a pay item has 
been paid, it cannot be changed unless the payment is voided. 
 
Voucher information is stored in the A/P Ledger and Account Ledger tables. 
 
Voucher batch information is stored in the Batch Control table. 
 

 
Via Menus 

EnterpriseOne Menus → FMIS Master Directory → FMIS Inquiry Menu → Financials → Accounts 

Payable → Daily Processing → Supplier & Voucher Entry → Supplier Ledger Inquiry  

 
 

 
 
 

Function Processes and Results 

To Revise 
Unposted 
Vouchers 

 
1.  Select ‘Supplier Ledger Inquiry’ from the ‘Supplier & Voucher Entry’ menu. 
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Function Processes and Results 

To Revise 
Unposted 
Vouchers 

 
At the ‘Supplier Ledger Inquiry’ form, to limit the search, complete any of the following 
fields then, click the ‘Find’ button. 
 

• Supplier Number 

• Date From 

• Thru 

• Batch Number   
 
    To limit the documents displayed by date, click one of the following options: 

• Invoice 

• G/L 
 
    To limit the documents displayed by pay status, click one of the following options: 

• Paid 

• Open 

• Withheld 

• All  
 
    To display only recurring vouchers, click the Recurring Vouchers option: 
 
    To display pay items in summary format, click the ‘Summarized’ option. 

• If you do not do this, the system displays pay items in detail format, with one line 
              per pay item. 
 

 
 
 
 
 



Oracle / PeopleSoft                            - 54 -             Revised 02/28/2025 
Proprietary & Confidential 
 

 
 
For training you will search using the supplier address book number. 
 

Function Processes and Results 

To Revise 
Unposted 
Vouchers 

 
2.  In the ‘Supplier Number’ field, enter the supplier address book number. 
 
3.   Click the ‘Find’ button. 
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Function Processes and Results 

To Revise 
Unposted 
Vouchers 

 
4.  Select the ‘Voucher’ record in the grid. 
 
5.  Click the ‘Select’ button. 

 

 

 
 
 

Function Processes and Results 

To Revise 
Unposted 
Vouchers 

 
6. On Enter Voucher-Voucher Payment Information, change the information in any field 
    that is not a key field and click OK. 
 
Note: If the gross amount is changed, the system automatically displays Enter Voucher-
G/L Distribution to prompt a change in the amount of the G/L distribution and verify that 
they balance. 
 

 

On the above example to locate a voucher, select any voucher. 
 

• Notice the fields that cannot be changed are grayed out. 

• Change the gross amount, click OK. 

• Note that the G/L Distribution form appears but that the amount cannot be directly 
changed.  

• Instead, another entry must be made.  The following shows how the $850.00 expense 
is reduced by $100.00 by making another entry to decrease Fee Expense by that 
much. 

• The $850.00 amount cannot be directly modified. 
 

 

Function Processes and Results 

To Revise 
Unposted 
Vouchers 

 
7.  At the ‘Enter Voucher-G/L Distribution’, change the value in the following 
     field to create a balancing entry: 
 

• Account Number 

• Amount 
 
6.  Optionally, change the text in the Explanation – Remark field and click ‘OK’. 
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Speed Status Change 
 
Use Speed Status Change application to verify Handling code and Payee Address fields 
when it comes to Three-Way match entries. 
 
When you are inquiring into purchase orders you will note that you are NOT able to view the 
Handling Code or if the document was remitted to a different AB Number. If changes need to 
be made to the Handling Code or the Payee Address field you will use this form.  
 
You might need to revise vouchers before paying them. For example, after you assign a bank 
account to vouchers, you might decide to pay those vouchers from a different account. This 
is especially common when you close a bank account and need to assign the vouchers to the 
account from which you now pay. 
 
If you entered the voucher using either the Standard Voucher Entry program or the Speed 
Voucher Entry program (P0411SV), you can use the Speed Status Change program to make 
changes that do not affect the voucher posting. Making changes using the Speed Status 
Change program can be more efficient than using the Standard Voucher Entry because: 

• You can locate and change more than one voucher at a time. 

• The system does not reopen the batch, so you do not need to post it again. 
 

 
 
Via Menus 

EnterpriseOne Menus → FMIS Master Directory → Financials → Accounts Payable → Daily 

Processing → Automatic Payment Processing → Speed Status Change 
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Function Processes and Results 

Speed Status 
Change 

 
1. Select ‘Speed Status Change’ from the Automatic Payment Processing menu. 
 

 

 
 
Powerform, Global Update, Split power button available. 
 

Function Processes and Results 

Speed Status 
Change 

 
2.  At the ‘Work with Speed Status Change’ form, enter the address book number in the 
     ‘Supplier Number’ field or other pertinent information using the header or QBE line. 
 
3.  Click the ‘Find’ button. 
 

 

 
 

Function Processes and Results 

Speed Status 
Change 

 
4.  At the ‘Work with Speed Status Change’ form, select the line item in the grid to change.  
 
5.  Click the ‘Row’ exit. 
 
6.  Select ‘Single Pay Item’ from the row exit. 
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At the ‘Update Single Pay Item’ form, you can update any of the fields highlighted.  
 
For training purposes, the Payment Handling Code will be changed from 4 to 3.  
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Function Processes and Results 

Speed Status 
Change 

 
7.  At the ‘Update Single Pay Item’ form, click in the ‘Payment Handling Code’ field, 
 
8.  Enter a code ‘3’ (Pickup by Payee).  
 
9.  Click the ‘OK’ button. 
 

 

 
 

Function Processes and Results 

Speed Status 
Change 

 
10. The Hdl Code Description was updated, click the ‘Close’ button to exit. 
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Deleting Unposted Voucher – Supplier Ledger Inquiry 
 

When deleting an unposted voucher on the Supplier Ledger Inquiry form, delete either an 
entire voucher or a pay item for the voucher that has not been paid.  
 
Alternatively, delete an unposted voucher on the Voucher Entry Journal Review form. The 
functionality of this form is similar to the Supplier Ledger Inquiry form. 
 
The primary difference is that the Voucher Entry Journal Review form displays summarized 
information only. Because of that, it is possible to delete an entire voucher, but not an 
individual pay item. 
 
When deleting an unposted voucher on the Voucher Entry Journal Review form, the system 
updates the Voucher Entry Journal Review form, and the deleted voucher no longer displays.   
 
Regardless of whether deleting an unposted voucher on the Supplier Ledger Inquiry form, or 
on the Voucher Entry Journal Review form, the system does not provide an audit trail. If an 
audit trail is desired or necessary, post the batch and then void the voucher. 
 
 

 
Via Menus 

EnterpriseOne Menus → FMIS Master Directory → FMIS Inquiry Menu → Financials → Accounts 

Payable → Daily Processing → Supplier & Voucher Entry → Supplier Ledger Inquiry  

 

 
 

Function Processes and Results 

To Delete 
Unposted 
Voucher(s) 

 
1. From the Supplier & Voucher Entry menu, select ‘Supplier Ledger Inquiry’. 
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Function Processes and Results 

To Delete 
Unposted 
Voucher(s) 

 
2.  At the ‘Supplier Ledger Inquiry’ form, enter the supplier number in the ‘Supplier 
     Number’ field. 

• If the supplier number is unknown, enter pertinent information using the 
                 QBE line to retrieve the voucher you are deleting. 
 
3.  Click the ‘Find’ button. 
 

 
 

 

You cannot delete line items or pay items that are on purchase orders from Open Receipts. 
Reserved only for those not tied to the original purchase order such as code 4 added new lines.  
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You cannot delete a voucher once it has been paid or partially paid. 
 

  
 
 

Function Processes and Results 

To Delete 
Unposted 
Voucher(s)  

 
4.  Select the voucher or pay item from the grid to be deleted. 
 
5.  Click the ‘Delete’ button. 
 

 

 
 
 

Function Processes and Results 

To Delete 
Unposted 
Voucher(s)  

 
6.  At the ‘Message from webpage’ form, click OK to delete the entire voucher. 
 
Note: If you are unsure, you can click the ‘Cancel’ button.  
 

 
 
 

 
 
 

Function Processes and Results 

To Delete 
Unposted 
Voucher(s)  

 
7.  Click the ‘Find’ button to refresh the form. 
 
Note: The voucher selected for deletion will no longer be displayed in the grid. 
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Function Processes and Results 

To Delete 
Unposted 
Voucher(s)  

 
8.  Click the ‘Close’ button to exit. 
 

 

Delete an Unposted Voucher – Voucher Journal Review  
 
 

 
 
 

Function Processes and Results 

To Delete an 
Unposted 
Voucher(s) 

 
1.  Select ‘Voucher Journal Review’ from the Supplier & Voucher Entry menu. 

 
 

 
 

Function Processes and Results 

To Delete an 
Unposted 
Voucher(s) 

 
2.  At the ‘Work With Batches’ form, click the ‘Find’ button. 

 

 
 

Function Processes and Results 

To Delete an 
Unposted 
Voucher(s) 

 
3.  Select the batch number in the grid, to be delete. 
 
4.  Click the ‘Select’ button.    
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Function Processes and Results 

To Delete an 
Unposted 
Voucher(s)  

 
5. At the ‘Voucher Entry Journal Review’ form, select the ‘Voucher Number’ in the grid. 
 
6.  Click the ‘Delete’ button. 
 

 

                                                                                                                                                                              
 
 

Function Processes and Results 

To Delete an 
Unposted 
Voucher(s) 

 
7.  At the ‘Message from the webpage’ form, click the ‘OK’ button.    
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Function Processes and Results 

To Delete an 
Unposted 
Voucher(s) 

 
8.  At the ‘Voucher Match Reversals’ form, click the ‘Cancel’ button.    

 
 

 
 
 
 

Function Processes and Results 

To Delete an 
Unposted 
Voucher(s) 

 
9.  At the ‘Voucher Entry Journal Review’ form click the ‘Close’ button.    

 
 

Delete a Voucher Pay Item 
 
 

Function Processes and Results 

To Delete Voucher 
Pay Item 

4.  To delete a voucher pay item: 
❖ Choose the voucher and click Select. 
❖ On Enter Voucher Payment Information, choose the pay item and click Delete. 
❖ Click OK to confirm the deletion. 
❖ Click OK again. 
❖ On Enter Voucher G/L Distribution, change the Amount field to adjust for the pay item you 
deleted 
❖ Click OK. 
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Working with Voucher Batches 
 

Reviewing Vouchers 
 

When reviewing vouchers for posting, it is possible to display a list of batches based on such 
things as their status. For example, a user may want to review all batches with a posting 
status pending. If the batch review security feature is activated, the system might not list all 
batches.  Instead, the system lists only the batches that the user is authorized to review and 
approve. 
 
When reviewing a list of batches, access transaction details for a specific voucher batch. For 
example, it is possible to review the number of vouchers within a batch.  One can also select 
a specific voucher or journal entry.  If adding, changing, or voiding a voucher in a batch that 
has been posted, the system changes the batch status from posted to the default entry status 
(either pending or approved).  The batch must be posted again. The system posts only the 
changed transactions.  
 

 
Via Menus 

EnterpriseOne Menus → FMIS Master Directory → Financials → Accounts Payable → Daily 

Processing → Supplier & Voucher Entry → Voucher Journal Review 

 

 
 
 

Function Processes and Results 

Reviewing 
Vouchers 

 
1. From the Supplier & Voucher Entry menu, select ‘Voucher Journal Review’.      

 

 
 
When the ‘Voucher Journal Review - Work With Batches’ form is displayed, the ‘Unposted Batches’ radio button and a batch 
type V for Voucher Entry defaults.  
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Function Processes and Results 

Reviewing 
Vouchers 

 
2.  Click the ‘Find’ button, to display all batches < OR > enter the batch number in the 
     ‘Batch Number’ field to limit the search. 

• Click ‘Find’. 
 

 

 
 
 

Function Processes and Results 

Reviewing 
Vouchers 

      
3.  Select the batch from the grid then click ‘Select’. 
 

 

 
 

Function Processes and Results 
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Reviewing 
Vouchers 

 
4.  At the ‘Voucher Entry Journal Review’ form, select the voucher in the grid.  
 
5.  Click the ‘Row’ exit button. 
 
6.  Select ‘Voucher’ from the row exit. 
 

 

 
 

Function Processes and Results 

Reviewing 
Vouchers 

 
7.  At the ‘Voucher Match Reversals’ form, verify all information from document to what 
     is entered in the system.  

• AB Number, Co Number, Invoice Number, Business Unit, etc., before approving 
batch. 

 

8.  Click the ‘Close’ button. 
 

 

 
 

Function Processes and Results 

Reviewing 
Vouchers 

 
9.  At the ‘Voucher Entry Journal Review’ form, click the ‘Row’ exit. 
 
10. Select ‘G/L Distr’ from the row exit. 
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Function Processes and Results 

Reviewing 
Vouchers 

 
11.  At the ‘G/L Distribution’ form, verify all information from document to what is entered 
       In the system.  

• Supplier AB Number, Co. Number, Account Number, PO Number, Amount, etc. 
  

Note: If you need to enter additional voucher(s) into an existing batch continue to step 
         12 below. 
 
12.  If batch review is complete, click the ‘Cancel’ button. 
 
13.  Click the ‘Close’ button at ‘Voucher Entry Journal Review’ form.   
 

 

 
 

Function Processes and Results 

Adding a 
Voucher(s) 

 

 
If you need to enter additional voucher(s) into an existing batch: 
 
14.  Click the ‘Add’ button at the ‘Voucher Journal Review - Voucher Entry Journal 
       review’ form. 
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Function Processes and Results 

Adding a 
Voucher(s) 

 

 
15.  At the ‘Enter Voucher – Payment Information’ form, complete voucher information. 
 
16.  Click the ‘OK’ button to confirm. 
 

 

 
 

Function Processes and Results 

Adding a 
Voucher(s) 

 
17. At the ‘Journal Entry Prompt’ form, enter the account number in the ‘Account Number’ 
      field. 
 
18.  Click the ‘OK’ button. 
 
19.  Click ‘Cancel’ at the ‘Payment Information’ form. 
 
20.  Click ‘Close’ at ‘Voucher Entry Journal Review’ form to exit. 
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Approving Vouchers 

 
Upon reviewing the vouchers, if you are a batch approver you may approve your batches. 
 

Based on the Accounts Payable Office procedures, Accounts Payable will approve or delete 
any entries that do not comply with accounts payable. 
 

 

 

 
 

Function Processes and Results 

Approving 
Vouchers 

 
1.  Select ‘Voucher Journal Review’ from the Supplier & Voucher Entry menu. 
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Function Processes and Results 

Approving 
Vouchers 

 
2.  Click the ‘Find’ button.  When the ‘User ID’ field is blank, the grid will display all the 
     Unposted Batches. 
 

 
Note the ‘Status Description’ column, there are different statuses for the batches.  A batch 
must be a ‘Approved’ in order to Post.  
 
A batch with ‘Pending’ status will need to be revised before posting.  
 
A batch with ‘In Use’ status indicates the user is still working with that batch. 

• Although sometimes you will have to revise the status to pending, verify with user 
before revising the status. 

 
A batch with ‘Error’ status needs to be reviewed by the user or Accounts payable 
PowerUser.  
 
 
Working with a batch with ‘Pending’ status 
 

 
 

Function Processes and Results 

Approving 
Vouchers 

 
3.  At the ‘Voucher Journal Review - Work With Batches’ form, select the batch or batches 
     In the grid that you want to approve. 
 
4.  Click the ‘Row’ exit. 
 
5.  Select ‘Batch Approval’ from the row exit. 
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Optional: You may approve multiple batches after step 5 above. This option allows you to 
approve all the batches with one click. 
 

  
 
 

 
 
 

Function Processes and Results 

Approving 
Vouchers 

 
6.  At the ‘Batch Approval’ form, select radio button ‘Approved – Batch is ready to post’. 
 
7.  Click the ‘OK’ button.  
 
Note: If you selected more than one batch to post, the next batch would appear, repeat 
step 6 and 7 until all selected batches have been processed. 
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Notice Batch Number 902320 and 903219, status description change from Pending to 
Approved you are now ready to post the batches. 
 

Function Processes and Results 

Approving 
Vouchers 

 

 
8.   At the ‘Work With Batches’ form, select the batches with ‘Approved’ status from the 
      grid. 
 
9.  Click the ‘Row’ exit button. 
 
10. Select ‘Post to Batch’ from the row exit. 
 

 

 

 
 

Function Processes and Results 

Approving 
Vouchers 

 

 
11.   At the ‘Printer Selection’ form, click the ‘OK’ button.  
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Note: If you selected more than one batch to post, the next batch will appear, repeat step 
          11 until all selected batches have processed.  
 

 

 
 

Function Processes and Results 

Approving 
Vouchers 

 

 
12.   At the ‘Work With Batches’ form, deselect the check mark in the grid. 
 

 

 
 

Function Processes and Results 

Approving 
Vouchers 

 

 
13.   click the ‘Find’ button to refresh the form. 
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Function Processes and Results 

Approving 
Vouchers 

 

 
14.   Batches are no longer displayed, this confirms the batches are posted, click the 
        ‘Close’ button to exit. 

 

 

Accounts Payable Inquiries 
 

 

Inquiries in Oracle JD Edwards are programs used to view data without printing a report.  
These are view only and data cannot be changed in the inquiry screens.  

Supplier (Address Book) Inquiry  

 

To view information on suppliers that the Navajo Nation conducts business with Oracle JDE 
Address Book system is an online form of files that contain names, addresses and phone 
numbers.  The address book system is a central repository of information that is shared 
among all JDE modules.   
 

 
Via Menus 

EnterpriseOne Menus → FMIS Master Directory → FMIS Inquiry Menu → Accounts Payable Inquiry 

→ Supplier Master Information (P04012 / ZJDE0001) 
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Function Processes and Results 

Supplier Master 
Information Inquiry 
 

 
1.  From the Accounts Payable Inquiry menu, select ‘Supplier Master Information’ < OR > 
     from the Supplier & Voucher Entry menu, select ‘Supplier Master Information’. 
 

 

 
 

This form enables you to perform supplier master searches to view information specific to a 
supplier.  Accounts Payable uses address book information for supplier payments. 
 

 

To view supplier records 
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Function Processes and Results 

Supplier Master 
Information  

 
1.  At the ‘Supplier Master Information – Work With Supplier Master’ form, check the 
     ‘Display Phone’ and the ‘Display Address’ boxes. 
 
2.  Click the ‘Find’ button. 
 
Note the Search Type field in the header, defaults to ‘V’ (Suppliers).  You may change the 
search type. 
 

 

 

 
 

 

Function Processes and Results 

Supplier Master 
Information  

 
The first 100 records are displayed in the grid, you may use the QBE line to narrow your 
search. 
   
3.  Click the ‘Close’ button exit. 
 

 

 

To view a specific supplier 
 

 
 

Function Processes and Results 

Supplier Master 
Information Inquiry 

 

 
To view information on a specific supplier. 
 
1. Enter the supplier’s name in the ‘Alpha Name’ field. 

• You must use the asterisks (*) wild cards at the beginning and ending of the 
name you are searching for. 
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2.  The ‘Search Type’ field defaults to ‘V’ for (Supplier). 
 
3.  To view the phone number and address, check the ‘Display Phone Number’ 
     and ‘Display Address’ boxes. 
 
4.  Click the ‘Find’ button to retrieve the information.  
 

 

 
 

Although the Search Type defaults to ‘V’ you have the option to change it. 
 

 
 

If you have access to the ‘Long Address’ field, there are notations made by the Accounts Payable 
staff, these notes are created to warn of duplication of address book numbers created over time. 

• The notes recommends which address book number to use.  
 

The ‘Attachment’ button  indicates an attachment for address book number 28661 exist.  
Note: These notes are created by the Accounts Payable staff, instructions to all users.  

  

 
 
When you click the ‘Attachment’ button, the ‘Media Object Viewer’, form displays the text message. 
 

 
 
The Tax ID field is an important field, this identification code is required by various tax authorities. 
This can be a social security number, federal or state corporate tax ID, sales tax number, and so on. 
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The system verifies the number and prints the separators in their correct format, according to the 
value of TAXC (Person/Corporation Code). If no value exists for TAXC, the system uses the 
Corporate Entity. 
 
Attention Accounts Payable users: The Supplier Master record supplies the default value for the tax 
ID for 1099 processing. 
 

 
 

The Search Type field, this code specifies the kind of address book record to search for.  
 

  
 
Search Type (Sch Typ): Do not use ‘Sch Typ’: VX or X to pay invoices, these are inactive address 
book numbers. 
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Function Processes and Results 

Supplier Master 
Information Inquiry 

 

 
5.  To view additional Information on a specific supplier, select the ‘Address Number’ from 
      the grid.  
 
6.  Click the ‘Row’ exit button. 
 
7.  Select the option from the row exit to view.  For this training, select Who’s  Who. 
  

 

 
 

Function Processes and Results 

Supplier Master 
Information Inquiry 

 

 
8.  At the ‘Who’s Who’ form, click the ‘Row’ exit button.  This allows you to drill further to 
     view specific information.  
 
9.  Select an option from the row exit to view. 
 
10.  Click the ‘Cancel’ button to exit. 
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Back at the ‘Work With Supplier Master’ form, you can view specific supplier information.  Since AB# 
28661 this is the only valid AB# for Rachers, let’s explore the specific information. 
 
 
 
 
 
 

Function Processes and Results 

Supplier Master 
Information Inquiry 

 

 
1. To view specific supplier information, select Address Number (AB#) 28661 from the 
      grid. 

• The first line item in the grid is selected by default. 
 
2.  Click the ‘Select’ button.  
   

 

 
 

At the ‘Supplier Master Revision’ form, you have additional tabs across the form that store specific 
information for this supplier. 
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Supplier Ledger Inquiry 
 

You may need to view data on certain suppliers for various reasons.  To view the data, 
navigate to the following menu below. 
 
 

Via Menus EnterpriseOne Menus → FMIS Master Directory → FMIS Inquiry Menu → Accounts Payable Inquiry 

→ Supplier Ledger Inquiry 

 

 
 

 

 

Function Processes and Results 

Supplier Ledger 
Inquiry  

 
1. Select ‘Supplier Ledger Inquiry’ from the Accounts Payable Inquiry menu. 

 

 

 
 
This form enables you to perform supplier searches to view specific financial information of a 
supplier and applicable transactions. 
 

The ‘Select’  button selects the record or row you select in the grid and pulls up detail information 
on suppliers by document. 
 

The ‘Find’  button finds all available transactions by document number, or any search specified. 
 

The ‘Close’ button exits you from the form. 
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To narrow the search, use the following fields: 

• Date from  

• Date thru 

• Batch number 

• Detail QBE line 
 

 

 
 
Additional radial buttons can help to further narrow your search: 

• Invoice 

• G/L 

• Recurring  

• Summarize 

• Paid 

• Open 

• Withheld 

• Display Audit 
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To search for information on a specific supplier 

 
 

 
 

Function Processes and Results 

Supplier Ledger 
Inquiry  

 
Note the default is in the ‘Supplier Number’ field, so you can enter the supplier 
address book number directly. 
  
2.  Enter the supplier address book number in the ‘Supplier Number’ field. 
 
If the AB# is unknown, select the visual assist button to search. 

• At the ‘Address Book Long Number Search’ form, enter the name of the 
supplier in the ‘Name Search’ field. 

• Click the ‘Find’ button.  
o To view the alpha name and the address book number. 
o Some suppliers may have several supplier numbers. 

• Select the Address Book number in the grid. 

• Click the ‘Select’ button. 
   
3.  Click the ‘Find’ button. 
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38 records displayed for specific supplier AB# 30000. 
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Use the horizontal scrollbar to view more data, by sliding it to the right. 
 

 
 
The Supplier Ledger Inquiry form is referred to as a Power form.  You can access further 
details of a specific record through these buttons. Power buttons are short cut navigations, 
instead of using the Row and Form exits. 
 
1. Select a record from the grid. 
 
2. Click one of the following buttons displayed on the form.   
 

• Payments 

• Purchase Orders 

• Supplier Master 

• Batch  

• Payment History 

• G/L Distribution 

• Purchase Receipts 
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These buttons create a short cut since you have to navigate to access the forms using 
the ‘Form’ exit. 
 

   
 
This short cut also applies to the ‘Row’ exit. 
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Search using a Purchase Order number  

 

 
 
When searching with a purchase order number using the QBE column ‘Purchase Order’, 
notice the (2) zeros in from of the purchase order in the grid. 
 
 

 
 

Function Processes and Results 

Supplier Ledger 
Inquiry – Search 
using PO Number  

 
4. Using the QBE line, Purchase Order column, enter the purchase order number 
    using the wild cards (*) before and after the purchase order number. 
 
5.  Click the ‘Find’ button. 
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Function Processes and Results 

Supplier Ledger 
Inquiry – Search 
using PO Number  

 
The purchase order is retrieved in the grid, you can use all the search tools available 
on the form to find information about this order.  
 
6.  Click the ‘Close’ button to exit. 
 

 

Supplier Payment Inquiry 
 

You may need to view data on certain payments for various reasons.  To view records 
navigate to the menu listed below. 
 

Via Menus EnterpriseOne Menus → FMIS Master Directory → FMIS Inquiry Menu → Accounts Payable Inquiry 
→ Supplier Payment Inquiry 

 

 
 

 

Function Processes and Results 

Supplier Payment 
Inquiry - Work With 
Payments 

 
1.  Select ‘Supplier Payment Inquiry’ from the Accounts Payable Inquiry menu. 
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The Supplier Payment Inquiry form enables you to perform payment searches using any of the 
header and QBE fields to view a check number, or information for a specific supplier. 
 
The Select button selects the record or row you highlight in the grid and pulls up detail information on 
payments. 
 
The Find button finds all payments in order by payment number or finds payments specific to search 
items entered. 
 
The Close button exits you from the form. 

 
 
To narrow the search the following fields can be completed: 
 

• Payment Number 

• Bank Account Number 

• From Date 

• Thru Date 

• QBE Line in the grid 
 
 

To search for payment information 

 

 

 
 

Notice a visual assist button in the ‘Thru Date’ field, click this button to view a calendar, select 
a date from the calendar.    
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Function Processes and Results 

Supplier Payment 
Inquiry - Work With 
Payments 

 
2.  At the ‘Work with Payments’ form, enter the supplier address book 
     number in the ‘Payee Number’ field. 

• If the supplier’s address book number is unknown, click the visual assist button. 

• At the Address Book Long Number Search form, enter the name of the 
supplier in the Name Search field. 

• Click the Find button. 

• To view the alpha name and the supplier address number. 

• Some suppliers may have several supplier numbers. 

• Select the supplier in the grid 

• Click the Select button. 
 
3.  To narrow the search, click in the ‘From Date’ field, enter a from date. 
 
4.  Click in the ‘Thru Date’ field, enter a thru date. 
 
5.  Click the ‘Find’ button.   

 

 
 

 
 
All payments for the specific supplier are displayed.  The ‘Payment Number’ field, displays 
the check number (488430). 
 
 

 
 
Use the horizontal scrollbar to view more fields and data. 
 

 

 
To view addition information 
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Function Processes and Results 

Supplier Payment 
Inquiry - Work With 
Payments 

 
6. Note: The first line item in the grid is selected by default.  

• You may select a different line item in the grid if there were more line items. 
 
7.  Click the ‘Form’ exit button.  

• You may select an item from the form menu, to view further options. 
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Function Processes and Results 

Supplier Payment 
Inquiry - Work With 
Payments 

 
8.  Click the ‘Row’ exit button. 

• You may select an item from the row exit menu, to view further options. 

 
 
 
 

Open Receipts Inquiry 
 

You may need to view data to determine the status of receipts of ordered items on purchase 
orders.  You can view open receipts, which are receipts for which you have not yet created 
vouchers. You might do this to determine the receipts for which vouchers need to be 
processed. You can review the amount and quantity open for each receipt. 
 

Via Menus EnterpriseOne Menus → FMIS Master Directory → FMIS Inquiry Menu → Accounts Payable Inquiry 

→ Open Receipts 
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Function Processes and Results 

Open Receipt 
Inquiry 

1.  Select ‘Open Receipts’ from the Account Payable Inquiry menu. 

 

 
This form enables you to search for purchase orders that are Received but Not Vouchered, 
Vouchered and Closed Lines of purchase order receipts. 
 

 
You may change the Order Type field from default OP to O1 to display generated purchase orders 
from contracts (OC). 
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To check an order to see whether any vouchers have been created. 
 
   

 
 

Function Processes and Results 

Open Receipt 
Inquiry 

 
1.  At the ‘Work With Purchase Receipts’ form, enter the purchase order number in the 
     ‘Order Number’ field. 
  
2.  Verify the Order Type field, change if applicable. 
 
3.  Click the ‘Find’ button. 
 

 

 
 

Function Processes and Results 

Open Receipt 
Inquiry 

 
4.  Click the ‘Vouchered’ box in the header. 

 

 
 
The system displays the order detail lines with the quantity and amount entered on the voucher. 

 

 
 
PV Document Type represents voucher. 
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To view Purchase Orders Not Vouchered. 
 
 

 
 
If the ‘Order Number’ is unknown, use the header fields or QBE fields to narrow your search 
such as the fields listed below: 
 

• Document Number  

• Order Number 

• Branch/Plant 

• Supplier AB# 

• Item Number 

• Account 

• QBE Line 
 

Function Processes and Results 

Open Receipt 

Inquiry 

 
1.  Enter the purchase order number in the ‘Order Number’ field. 
 
2.  Verify the ‘Order Type’ field, change if applicable. 
 
3.  Click the ‘Find’ button. 
 

 
 

 
 
At the Work With Purchase Receipts form, a list of items ordered of the purchase order is displayed 
in the grid. 

 
Note: In the grid the Doc Ty (Document Type) field displays OV.  That indicates that this purchase 
          order has NOT been vouchered. 
 
Note: the Amount Not Vouchered field, the amount is displayed, this is also an indication that the 
          receipt has NOT been vouchered. 
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Document Type (OV) represents a processed purchase order receipt.  Meaning the 
purchase order receipt was processed by Purchasing however, has not been voucher match 
by Accounts Payable. 
 
 
View actual receipt date processes 

 
 

 
 

Function Processes and Results 

Open Receipt 
Dates and Address 
Book Information 

 
1.  Select a detail line from the grid. 
 
2.  Click the ‘Row’ exit button. 
 
3.  Select ‘Detail Information’ from the row exit. 
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Function Processes and Results 

Open Receipt 
Dates and Address 
Book Information 

 
4.  At the Purchase Receipt Detail tab, click the ‘Form’ exit button. 
 
5.  Select ‘Order Dates’ from the form exit menu. 
 

 
 

At the ‘Open Receipts – Dates’ form, all the dates pertaining to the purchase order process 
are displayed. 
 

• The Receipt G/L date is the date the purchase order receipt was posted to the 
General Ledger. 

 

• If the ‘doc type’ (Document Type) is ‘OV’, counting from the ‘Receipt G/L’ displayed 
above, you can determine the number of days a receipt has been pending a voucher 
match process. 
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To view who processed the Receipt by address book number  
 

 

Function Processes and Results 

Open Receipt 
Dates and Address 
Book Information 

 
6.  Click the ‘Closed’ button. 

 

 

 
 

Function Processes and Results 

Open Receipt 
Dates and Address 
Book Information 

 
7.  At the ‘Purchase Receipt Detail’ tab, click the ‘Form’ exit button. 
 
8.  Select ‘Address Numbers’ from the form exit menu. 
 

 

 

 

 
 

At the ‘Open Receipts – Address Numbers’ form, address book numbers correspond with 
name(s) of who process the purchase order. 
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Function Processes and Results 

Open Receipt 
Dates and Address 
Book Information 

 
9.  Click the ‘Close’ button to exit. 

Operating Budget (BA)/Commitment Inquiry 

 

The purpose of checking the Operating Budget is to check at what level funds are available. 
The level number classifies accounts in the general ledger.  You can have levels up to 9 
levels of detail.  Level 9 is the most detailed and Level 1 is the least detailed. 
 
Budget amounts are set at level of detail 6.  Object accounts are only expensed at a level of 
detail 7. 
 
If the situation arises when the budgeted amount is at a lower level of detail (e.g. level 5) than 
the expense object account (e.g. level 7), the Budget Comparison inquiry rolls up to allow 
inquiry at the budgeted amount level. 
 
Budgeting provides a projection of future expenses and revenues. Using budget inquiry, you 
can compare actual amounts to your projections and use the information to improve your 
budgeting process.  
 

Via Menus EnterpriseOne Menus → FMIS Master Directory → FMIS Inquiry Menu → Work with Navajo Nation 

Funds → Trial Balance/Ledger Comparison with Encumbrances  

 

 

 
 

Function Processes and Results 

Checking the 
Budget 

 
1. Select T/B Ledger Comparison with Encumbrances from the Work with Navajo Nation 
    Funds menu. 
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Function Processes and Results 

Checking the 
Budget 

 
2.  At the ‘Trial Balance / Ledger Comparison’ form, enter the business unit, separator, 
     and a LOD 5 object code in the ‘Skip To Account *’ field. 

• If the object number is not known, click on the visual assist button. 
 
3.  Deselect the check mark from the ‘Select / Skip’ To box. 

• This allows the grid to expand to show a detailed breakdown of the current budget. 
 
4. Enter identical dates to reflect the last day of the current month in the ‘LT 1 Thru 
     Date’ and ‘LT 2 Thru Date’ fields. 

• Dates must be identical. 
 
5.  Click the ‘Find’ button. 
 

 

 

 
 
 
Notice the General Ledger Balance column currently has a balance of 29,557.57 from 
previous encumbrances. 
 

The BA checks the annual operating budget.  If this budget is not checked, the encumbrance 
may exceed the budget amount for a particular account; therefore, causing an over-
expenditure on that particular budget.  It is important to correctly enter an operating budget 
encumbrance using the correct version for the proper budget ledger to be viewed. 
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The blue subtotal lines at LOD 6, displays a budget balance of 3,311,815.43 as of 03/31/2016. 
 

Capital Job/Contracts & Grants Budget (JA)/Commitments Inquiry 

 

Job Cost (Contracts & Grants) provides a method of capturing material and labor expenses 
and production statistics at a lower reporting level than the standard general ledger.  Using 
job cost, you can track labor and materials as well as production statistics by job.  Actual 
expenses and statistics applied to jobs are then summarized with the general ledger 
expenses and statistics for financial reporting.  The program is primarily used to view job and 
project commitment details on an account-by-account basis.  The budget is also for viewing 
subcontract commitments.  These budgets are set up for particular jobs or contracts and 
should be handled differently than the annual operating budget.  Once again, it is important 
to select the correct version upon entering the commitment to ensure the proper ledger is 
encumbered. 
 
The Job Cost (JA) account number will always begin with the letter K for contracts, C for 
capital projects, and N for non-capital projects. 
 

 
 
Via Menus 

EnterpriseOne Menus → FMIS Master Directory → FMIS Inquiry Menu → Work with Contracts & 

Grants → Contract or Grant Status Inquiry   

 

 

 
 

 

 

Function Processes and Results 

Checking the 
Budget Job Cost 

 
1. Select ‘Contract or Grant Status Inquiry’ from the ‘Work with Contracts & Grants menu. 
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Function Processes and Results 

Checking the 
Budget Job Cost 

 
2.  At the ‘Job Status Inquiry’ form, enter the K account number in the ‘Job Number’ 
     field. 
 
3.  Click in the ‘Thru Date/Period’ field, enter a date to reflect the last day of the current 
     month. 

• Although the Thru Date/Period field defaults with the current date, always enter 
a date that is the last day of the current month for an accurate financial budget. 
  
4.  To narrow your expense ranges in the grid go to step 5, otherwise click the ‘Find’ 
      button. 
 

 
 
 

 
 

 

 

 

Function Processes and Results 

Checking the 
Budget Job Cost 

(Optional Steps) 

 
5.  Select the ‘Additional Selections’ tab. 
 
6.  Click in the ‘Skip From Cost Type:’ field, enter an expense range. 
 

• This is the beginning expense range, enter 4000. 
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Function Processes and Results 

Checking the 
Budget Job Cost 

(Optional Steps) 

 
7.  Click in the ‘Skip Thru Cost Type:’ field, enter a thru expense range. 

• This is the thru expense range, enter 5000. 
 
8.  Click the ‘Find’ button. 
 

 

 
 
The Actual Amount and the Open Commitment Amount columns indicate expensed  and 
encumbered purchase orders against the budget. 
 
The blue subtotal lines at LOD 6, Cost Type 4410, displays a Budget Balance of 
52,706.21 as of 03/31/2006. 
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Glossary 
 

Definitions 

 

Duplicate voucher/invoice notification – system feature that alerts user that same 
supplier invoice number was already entered on another voucher.  Prevents 
duplicate payments. 
 
Invoice – a bill from a provider of goods and services, requesting payment. 
 
Payment group - vouchers that have similar information, such as the same bank 
account and payment instrument. This allows the system to process similar vouchers 
in the same way. You use the payment groups when you review and write payments. 
 
Payment processing – the process where a payment records are matched one-to-
one to vouchers in the system. In other words, one payment record corresponds to 
only one (not multiple) voucher.  Can be done manually or automatically.  
 
Procurement – A process where goods and services are first ordered.  In 
procurement, vouchers are automatically created when the (1) purchase order, (2) 
supplier invoice, and (3) receipt match.   
  
Posting – The process following voucher entry and approval when the vouchers are 
recorded in the company’s accounting records.  Without posting, a company does 
not have the most current report of its balances and performance.    
 
Purchase order – In procurement, a specific request to order goods and services 
from a specific provider of goods and services.  
 
Recurring Voucher – A type of voucher that occurs with a consistent frequency.  
For example, the maintenance contract agreement must be paid on the first of every 
month. 
 
Redistribution – the process when logged vouchers are removed from the 
suspense account and reassigned the appropriate G/L account.  
 
Supplier management – Knowledge about and relationships established with 
suppliers so as to leverage an organization’s purchasing power for better terms and 
conditions.   
 
Three-way matching – Matching purchase order, receipt document, and vouchers. 
 
Voucher – a document produced by the purchaser of goods and services to 
represent the details contained on the provider’s invoice (product number, 
description, quantity, cost per unit) in order to prepare for payment processing. 
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Understanding G/L Date Warnings 

 

When entering a transaction, the system edits the G/L date against the open period in the 
company constants. If entering a voucher with a G/L date that is not in the current or next 
accounting period, a warning or an error message is generated. 
 
In the example below, if the company constant in the G/A system is set with the current period 
equal to 06, and transactions are entered to periods 06 and 07 (June and July), a warning or 
an error message would NOT occur because these are open periods. This is known as a 
“two-period” window. If a transaction is entered outside the two-period window, a message 
will appear. 
 
 

 
 

Error messages 
 
PYEB – You entered a G/L date in the prior year. 
PBCO - You entered a G/L date before the current period. 
PACO - You entered a G/L date that is after the two-period window. 
WACO - You entered a G/L date in a future year. 
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CONTACT LIST 

    

FMIS Project Manager Rachel Williams support@nnooc.org  928 871-7654 

    

FMIS Technical Support Nathan Francisco support@nnooc.org  928 871-6312 

    

General Accounting Myrene Shondee mshondee@nnooc.org  928 871-7681 

UPK Registration/Certification    

    

Accounts Payable, PowerUser Marcie Allison-Destea mdestea@nnooc.org  928 871-7805 

Address Book, W9    

    

Accounts Payable Documents Office Assistance APDocuments@nnooc.org  928 871-6316 

    

Accounts Payable Genevieve White gwhite@nnooc.org 928 871-6122 

Accounting Manager    

    

Accounts Payable Elsie Julian ejulian@nnooc.org 928 871-6515 

Supervisor    

    

Voucher Matching  Lorna Adeky ladeky@nnooc.org  928 871-6144 

Assistance    

    

Purchasing Receiving  Sharon Belone sbelone@nnooc.org  928 871-6320 

Receipt Process    

    

6B Security Form Status James Bennett Jr jbennett@nnooc.org  928 357-6510 

Procurement    928 810-2015 

    

6B Procurement Inquiries Purchasing Dept. purchasing@nnooc.org 928 871-6142 

   928 810-8546 
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