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AP 05: Receive invoice, create voucher, and manually match
to a PO from a foreign vendor

Procedure

This User Guide outlines the steps required to receive invoice, create voucher, and manually
match to a PO from a foreign vendor (consider currency and self-assessment).
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Step Action

1. Click the Navigator button.
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Action

Click the Invoices link.

Invoices

= B unwerstyauinasor

Invoices
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0-7 814 15+

View w B B

Invoice Number

Mo data to display.
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7 Days
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Prepayments

¥ e e

Payments

USERS, TEST Doctor

$348k

Due: 1 Week

Validation Status

Inveice Date

MFDH=7688_afrMFC=88_afrMFCI=08_afrMFM=08_afrMFR=968_afrMFG=08_afrMFS=08&_afMFO=0=

Action

Click the Tasks button.
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Supplier Site

Prepayments

v o e

Invoices
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\
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0 uL
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USERS, TEST Doctor ¥

Step

Action

Click the Create Invoice link.

Create Invoice

Create Invoice:

Identifying PO |
* Business Unit
* Supplier
Supplier Number

* Supplier Site

* Number ~Type

1 ltem
2 ftem
3 ftem

Legal Entity

Invoice Group
4 |jnes  Malch Invoice Lines
View w B X B
Distribution | Reference | Tax

https://efhc-test fin.cal.oraclecloud.a

4 Invoice Header show More

=4

Purchase Order ~ Ass

* Amount

* Number
* Amount -

*Type  Standard

Description
Allocate v | Cancel Line
et | Project

¥ o e

USERS, TEST Doctor

Invoice Actions w | Saveand Creale Next ~ Save  SaveandClose  Cancel

* Date [y

* Payment Terms v

- * Terms Date  19-Jan-2018 fe

Requester Q

Attachments  None s
Note [EX
Distributions
Distribution

. Date  Prorate Across

Distribution Set

fpayables/faces/Fnd0

All ltem Lines

MFDH=T7688:_afrMFC=88&_afrMFCl=08_: = =

_afMFO=0% v

Step

Action

Enter the required PO in the Identifying PO field.

Note: The other details on the page are auto-populated, based on the Identifying

PO entered.
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rsitys Windsor

¥ o e

USERS, TEST Doctor

Create Invoice: Invoice Actions v | Saveand Create Next ~ Save  SaveandClose  Cancel
4 Invoice Header show More
Identifying PO UW1000011 Q * Humber | *Date  19-Jan-2018 te
Business Unit U B v * Amount S0 * payment Terms Immediate v
Supplier * Type Standard v * Terms Date  19-Jan-2018 [y
Supplier Number 1391 Description Requester Q
* Supplier Site  GRAND RAPIDS v Attachments  None =
Legal Entity University of Windsor Note EX
Invoice Group
4 Lines  Match Invoice Lines ~
]
viewwy 4+ H X F F Detach  Allocate w | Cancelline  Distributions
Distribution ~ Budgetary Contral | Reference = Tax  Purchase Order  Asset | Project
Distribution i
" Number * Type " Amount Distributi " Prorate Across
istribution Set D Date 0 Linee
1 item ~ ‘ v £ 19-Jan-201Efg
2 Item ‘ 8 .
3 Item ‘ 2018 .
hitps://efhe-test.fin.ca2.oraclecloud.com/pay es/FdO: MFDH=7688._afrMFC=88_afrMFCl=08_; =08, =968, =08 =08, aftMFO=0¢ v

Action

Enter the required number in the Number field.

rsitys Windsor

¥ o e

USERS, TEST Doctor

Create Invoice: Invoice Actions v | Saveand Create Next ~ Save  SaveandClose  Cancel
4 Invoice Header show More
Identifying PO UW1000011 Q * Humber 012 Example format: 2018 te
##0.00;###0.00
Business Unit U B v * Amount S0 S — v
Supplier * Type Standard ~ * Terms Date  19-Jan-2018 [y
Supplier Number 1391 Description Requester Q
* Supplier Site  GRAND RAPIDS v Attachments None =
Legal Entity University of Windsor Note EX
Invoice Group
4 Lines  Match Invoice Lines ~
]
viewwy 4+ H X F F Detach  Allocate w | Cancelline  Distributions
Distribution ~ Budgetary Contral | Reference = Tax  Purchase Order  Asset | Project
Distribution
* Number ™ Ty *
ype Amount P " Prorate Across
Distribution Set D Date -
All ltem Lines
1 item ~ ‘ v £ 19-Jan-201Efg
2 Item 2018 .
3 Item ‘ 2018 .
hitps://efhe-test.fin.ca2.oraclecloud.com/pay es/FdO: MFDH=7688._afrMFC=88._afrMFCl=08_; =08, =068, =08, =08, afMFO=0¢ v

Step

Action

Enter the required amount in the Amount field.
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Create Invoice: Invaice Actions v

4 Invoice Header show More

Identifying PO UW1000011 Q * Humber 012

Business Unit LW BU v * Amount USD [« 5

Supplier STEELCASE *Type Standard

]

Supplier Number 1391 Description

* Supplier Site  GRAND RAPIDS. v

¥ o e

Save and Create Next ~ Save  Saveand Close  Cancel

“Date 13-Jan-2

Payment Terms  Immediate v

“Terms Date 19-Jan-21
Requester

Attachments None s

Legal Entity University of Windsor Note EX
Invoice Group

4 Lines  Match Invoice Lines

]
viewwy 4+ H X F F Detach  Allocate w | Cancelline  Distributions
Distribution ~ Budgetary Contral | Reference = Tax  Purchase Order  Asset | Project
Distribution
* Number * Type * Amount
Distribution Set Distribution C Date

1 Item ‘ v 8 19-Jan-201Efy
2 Item ‘ 19-Jan-2018
3 Item ‘ 19-Jan-2018

hitps://efhe-test.fin.ca2.oraclecloud.com/pay es/Fd MFDH=7688_afrMFC=88:_aftMFCI=08 =08 =068 =

USERS, TEST Doctor

018 [y
018 [y
Q

Prorate Across

All ltem Lines

=08 _afiMFO=0¢ v

Step

Action

Click the Match Invoice Lines Go button.

o

Match Invoice Lines

P search

viewy B Detach  Aliocate Distributions

hitps://efhc-test fin.caZ.oraclecloud.com/pay: es/Fnd

MFDH=T7688:_afrMFC=8&_afrMFCl=08_: =

Advanced = Saved Search Match Invoic

Match Line Purchase Order Receipt
. Item Description ) ~ Ship-to Location
[0 Quantity Unit Price Amount Number Line Schedule Number Line
m} 1,136.36364 computers uw1o.. 1 1 UW - Main Camp.
PO UW1000011, Line 1, Schedule 1: Details

Ordered 3 Received 3 uom

Available 3 Accepted NiA Match Basis

Billed 0 Returned A Invoice Match Option

Shipped 0 Consumed A Payment Terms

Freight Terms

Need-by

Date Item Nu

06-Dec-2017

EA
Quantity
Order

Immediate

v
=08 _afMFO=0¢

Action

Select the Match checkbox.
]
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~
ce Lines x

Advanced Saved Search Match Invoice Lines

Allocate Distributions
Line Purchase Order Receipt
- . . Meed-by
Item Description Shipto Location  p)°*¢ Item Number
lQuantity Unit Price * Amount Number Line Schedule Number Line
3 1,136 36364 3,409.09 | computers UW100... 1 1 UW-Main Camp... 06-Dec-2017

0011, Line 1, Schedule 1: Details

Ordered 3 Received 3 uom  EA
Available 3 Accepted /A Match Basis Quantity
Billed 0 Returned NIA Invoice Match Option  Order
Shipped 0 Consumed NIA Payment Terms  Immediate

Freight Terms

Apply OK Cancel

v
< >

Step

Action

10.

Click the Apply button.
Apply

~
ce Lines x

Advanced Saved Search Match Invoice Lines

= Allocate Distributions
Line Purchase Order Receipt
. . . Meedby
Item Description Ship-to Location Date Item Number
[Quantity Unit Price * Amount Number Line Schedule Number Line
3 1,136.36364 3,409.09 | computers uwi1oo... 1 1 UW - Main Camp. 08-Dec-2017

0011, Line 1, Schedule 1: Details

Ordered 3
Available 3
Billed 0
Shipped 0

v
< >

Received

Accepted

Returned

Consumed

NIA

NIA

NIA

uom

Match Basis

Invoice Match Option

Payment Terms

Freight Terms

EA
Quantity
Order

Immediate

Apply | OK| Cancel

Step

Action

11.

Click in the OK button.

OK
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e o USERS, TEST Doctor v

Create Invoice: Invoice Actions w  Save and Create Next ~ Save  SaveandClose  Cancel

4 Invoice Header Show More

Identifying PO UW1000011 * Number 012 * pate 19-Jan-2018 Y
Business Unit UW BU * Amount USD |~ 500 * payment Terms Immediate v
Supplier STEELCASE Type Standard ~ * Terms Date 19-Jan-2018 Y
Supplier Number 1391 Description Requester Q
Supplier Site  GRAND RAPIDS Attachments  None =
Legal Entity University of Windsor Note [EX

Invoice Group

4 Lines  Matcninvoice Lines

]

Detach Allocate ¥  Cancelline | Distributions

vews + B X F &

Distribution |~ Budgetary Control | Reference  Tax  Purchase Order  Asset  Project

Distribution

* Number * Type * Amount

Distribution Set Distribution Combinati ing Date  rorate Across

All Item Lines
! tem St 18-Jan-201€fgy
2 ftem ‘ 19-Jan-2018 —
3 ltem 19-Jan-2018 -
https://efhc-test fin.ca2. ud.c pay Fnd MFDH=7688._afrMFC =88 afMFCI=08t_afrMFM=08_afrMFR=968_af MFG=08_afrMF5=08_afrMFO=0¢ «

Step Action

12. Click the Distributions button.

Distributions

# E I Detach Invoiceline 1 v  Reverse AdjustTaxRecovery = CheckFunds = View Results

tatus | Purchase Order  Receipt  Project

Budgetary Control
ion * Type * Amount * Distribution C: * Date D
" BudgetDate  Status
ftem v 3,409.09 | 01.2750.27500.000000.83121 19-Jan-201¢ iy computers 19-Jan-201£f W Mot attempted
< >

Distributions Total Amount  3,409.09

Remaining Amount @ 0.00

Line Amount 340909

Saveand Close | Cancel

v

<

Step Action

13. Click the Save and Close button.

Save and Close
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EST Doctor v

A Invoice Summary

A status

Validation /) Notvalidated
Funds B Mot attempted
Approval Not required

Accounting  Unaccounted

Create Invoice: 012 Invoice Actions v Save and Create Next = Save  Save and Close  Cancel
Last Saved 19-Jan-2018 5:57 AM
4 Invoice Header show Wore
Identifying PO UW1000011 * Number 012 *Di
Business Unit  UW BU * Amount  USD 500 * Payment Ten
Supplier STEELCASE Type * Terms D:
Supplier
Mumper 1391 Description Reques
Supplier Site  GRAND RAPIDS Attachmer
Legal Entity University of Windsor N
Invoice Group
< >
4 Lines  Match Invoice Lines
veww 4+ H X Aliocate v CancelLine | Distributions
Distribution = Budgetary Control ~ Reference ~ Tax  Purchase Order  Asset  Project
Distribution
* Number * Type * Amount
Distribution Set Distribution Combination
1 Itemn 4
< >
b Taxes 15)

Paid Unpaid
Canceled Mo

A Holds

Instaliments o
Line Variance @0

Distribution Variance @ 0

Manual Holds @0
System Holds o
Supplier Site @ nNo

4 payments

Due Date 19-Jan-2018
Payments 0.00 USD

Step

Action

14.

Click the Invoice Actions drop-down button.

v

Create Invoice: 012

4 Invoice Header show More
Identifying PO UW1000011
Business Unit UWBU

Supplier STEELCASE

Supplier

Number 1381

Supplier Site GRAND RAPIDS

Invoice Group

<

4 Lines  Matchlnvoice Lines

viewvy 4 B X FE

Distribution  Budgetary Gontrol

* Number * Type

1 Item

> Taxes

Invoice Ac

Save and Create Next  Save  Saveand Close  Cancel

Manage Installments
Saved 19-Jan-2018 5:57 AM

EST Doctor =

4 Invoice Summary

Legal Entity  University of Windsor

Caloulate Tax CiriAftsx
Check Funds
Validate Clri+Al+Y D
Request Override 500 * payment Tent
Apply or Unapply Prepayments S
Manage Holds

Reques

Approval »
View Approval and Notification History Attachmer
Cancel Invoice He
Delste Invoice
Payin Ful >
Postto Ledger
Account in Draft

=2 S — 1 Y

Reference | Tax | Purchase Order | Assel | Project

Distribution

* Amount

Distribution Set Distribution Combination

A Status

Validation /) Notvalidated
Funds | Not attempted
Approval Not required

Accounting  Unaccounted

Paid Unpaid
Canceled  No

A Holds

Instaliments (X
Line Variance @0

Distribution Variance S0

Manual Holds @0
System Holds o
Supplier Site @ nNo
4 payments

Due Date 19-Jan-2018
Payments 0.00 USD

Step

Action

15.

Select the Validate option from the drop-down list.
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rsitya Windsor K9 @ @ usersmestooctor~

A4 Invoice Summary
Create Invoice: 012 Invoice Acfions v Saveand Create Next ~ Save  SaveandClose  Cancel
4 status
Last Saved 19-Jan-2018 5:57 AM
4 Invoice Header show More Validation  Validated
. . Funds A Reserved with war
Identifying PO UW1000011 Number 012 Dt
Approval Not required
Business Unit UW BU * Amount LS 5.00 * Payment Ten
Accounting  Unaccounted
Supplier STEELCASE Type Standa * Terms D¢
Paid Unpaid
Supplier
Number 1391 Description Reques Canceled No
Supplier Site  GRAND RAPIDS Attachmer
4 Holds
Legal Entity  University of Windsor He
Installiments Qo
Invoice Group
< > Line Variance @0
Distribution Variance @ 0
4 Lines  WatchInvoice Lines -
° Manual Holds @0
viewry 4+ B X E & Detach  Allocate w  Cancelline Distributions.
System Holds @0
Distribution Budgetary Control Reference Tax Purchase Order Asset Project
Supplier Site @ No
Distribution
* Number * Type * Amount 4
Payments
Distribution Set Distribution Combination ”
Due Date 19-Jan-2018
1 ftem 3,409.09
Payments 0.00 USD
< >
> Taxes O

Step

Action

16.

End of Procedure.
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