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PROCESSING VOUCHERS USING EDI

Summary of Document:

This document is broken out into three sections:
» Summarized steps - quick reference
Users can use this as a quick reference guide once they
are familiar with the EDI process flow.

> List of Queries -

Various queries can be used to help ensure data loads and

edits are successful.

» Detailed steps - print screens and detailed explanations
This breaks down each step noted in the summary section
into detail, including print screens of the processes pages.
Users who are new to running the EDI process will find this

section helpful.

The steps to processing vouchers using EDI has changed slightly from
version 8.8 to 8.9. The .txt file created for the load can remain the
same. We are using a different process to upload vendors in 8.9. All

processes are run on the PSUNX.
The table below shows what the record or

VERSION 8.9X

EDI Records populated by ECIN00O1.sqr:
VCHR_HDR_STG
VCHR_LINE_STG
VCHR_DIST_STG

Navigation for loading student vendors:
Vendors
...Vendor Information

Navigation for running EDI load: ECINO0O1.sqgr
...PeopleTools

......EDI Manager

....... Monitor EDI Processing

........... Schedule Inbound EC Agent

Navigation for running Voucher Build:
(AP_VCHR_BLD)

....Accounts Payable

...... Batch Processes

........... Vouchers

.................. Voucher Build

Navigation for finding pre edit errors after voucher
load:

.... Accounts Payable

...... Vouchers

........... Add/Update

............... Quick Invoice Entry

Navigation for budget checking:
Accounts Payable

...... Batch Processes

........... Vouchers

................ Budget Check

rocess is called now in version8.9x.
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Summary of steps:

Action Navigation Suggested Run Control
1. Load student vendors | Vendors VNDRLOAD
UW_STDNT_VND Vendor Information ....Be sure to delete previous
.......... Uploads linked .txt file and add new
............... Student Vendor Load | file.
2. Load the voucher file | PeopleTools EDILOAD

using the EDI process
ECINOOO1.sqr

....EDI Manager
.... Monitor EDI Processing
......... Schedule Inbound EC Agent

....Be sure to delete previous
linked .txt file and add new
file.

3. View audit trail to
ensure all vouchers in
the txt file loaded

PeopleTools

...EDI Manager

...View EDI Audit Trail

...... Business Document Summary

Click Okay and open the most
recent process. Ensure that
the status is loaded and the
load total is correct

4. Run the Voucher
Build process
AP_VCHR_BLD
(this process loads
and edits the
voucher)

Accounts Payable

...... Batch Processes
........... Vouchers
.................. Voucher Build

VCHRLOAD

Choose a voucher source of
NEW vouchers and EDI
interface.

5. How to fix vouchers
that may have a
recycle status

Accounts Payable

...... Vouchers

........... Maintain

............ Voucher Build Error
Detail

Type in business unit and
click search to get a working
list of vouchers that need to
be fixed.

6. Re-run the voucher
build process for
vouchers that were in
recycled status but
have been fixed.

Accounts Payable

...... Batch Processes
........... Vouchers
.................. Voucher Build

VCHR_REBUILD

Be sure to change the
voucher source from new to
ALL.

7. Run the budget
checking process

Accounts Payable

...... Batch Processes
........... Vouchers
.................. Budget Check

8. Run Pay Cycle
Manager

See pay cycle training manual

Queries that can be used to aide In processing vouchers through the various steps:

Query Name

Description of Query

When to run query

UW_88 EDI_STAGE_TBLS
Shows contents in
VCHR_HDR_STG table

List all vouchers that have been
loaded to the EDI work tables
after running the ECINOO1.sqr

After running the EDI load sqr
run this query to ensure all of the
vouchers in the TXT file loaded.

After running the voucher build
process successfully — re-run this
query and there should be 0
rows, indicating all vouchers
moved from the work tables to
the actual voucher tables.

UW_88_EDI_VCHR_STATUS

List vouchers and entry status

use process instance number
indicated on the voucher build
run control.

Run this after running the
voucher build process to get a list
of vouchers that loaded and their
entry status (postable / recycle).
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Detailed steps:

1.

Load student vendors

Navigate to

Vendors Vendor Information.......... Uploads............... Student Vendor Load

Add a new run control called VNDRLOAD. Or open existing run control if you have
previously run this process.

The Student Vendor Load page is shown below: Enter your Bursar Business Unit if not
already there

2A Student Vendor Load - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help t','
eBack < \_) \ﬂ @ h /:\‘Search \;"\'(Favor\tes @ [‘:{- ; ly_.;l A _J @ @ ﬁ -% ﬁ

»
Address |€| https:fisFswebl. services wisc,edulpsp/sFESald_7IEMPLOYEESERP /U _STIU_WNDR_RC.LMW_STU_VNDR_RC_PGP, GEL?FolderPath=PORTAL_ROOT_OBJECT.EPCO VENDC v| Go Links

PeopleSoft.
Menu 8|

search: & Mew Window | Help | Custarrize Page | B

l:l @ Student Vendor Load

[> My Favarites
[» Employee Sel-Service

Performance Trace

I Manager Self-Service Student Vendor Load

[> Customers

[» Products

[ Promotions Run ControlID:  88WNDRLOAD Report Manager Process Monitor Rin

[» Customer Contracts
[» Order Management
[> Pricing Configuration
I» Customer Returns

[> tems

[> Cost Accounting —| | ‘Business Unit BRCOL
= Vendors
= Wendor Information FileName  COLivendorbd
[ AddilUpdate
[ Maintain
[> Approve Delete View
< Uploads

dor Load

[> 1099/ 1obal Withhalding
[ California EDD

[ Purchasing
[ Inventary

[ eProcurement B save | [SiRsturnto Search | [Z] Motify [Ek A
[> Services Pracurement
[» Sourcing

[» Engineering

[» Manufacturing Definitions
[» Production Contral

[» Configuration Modeler

[ Product Configurations v

@Dune é ' Internet
Be sure to click the DELETE button before linking a new file to this run control. Once

you click delete the ADD button will be activated.

Click Add and navigate or Browse to the vendor file you wish to load. This file can be

located anywhere. By linking the file to this run control it will be copied to the PSUNX

server so the vendor upload can read the data in.

|[ Browse...

Lpload Cancel

Once you link the file by browsing to it and selecting it, then click the UPLOAD button.
You should get a message indicating “add attachment succeeded”.

Page 5 of 12



1 Click RUN button then choose the PSUNX server as shown below:

ad - Microsodt Inteenet Explorer povided by UW Systom Adminizt stion

Fie Ed Vew Fasdes Took  Hep

Q= - 1x) (2] 2| semn oL cronime @0 - [

OVEE/ERP/cANW_STU_VNDR_AC LW_STU_VHDR_RC_PGP GELTPORTALPARAM_PTCHAVAUW STU =] | B 6o | ks |

Adbess [£] hitps /1 services
ORACLE
o
Hewwingow | Help | Customize Page | 55
Process Schaduler Requasy
Usar 10 ™ A 4 Fun Controd i WHODALOAD?
ServerMama  [PEURK 2] munome:  PEmimOr 6
P ence: 5] munTime  [12390W WI
Tinee o Q
Process List
‘Select Descrintion ProcessName  ProcessTe  ‘Type ormat  Distribeion
F  UW_STONT_WND UW_STONT WND  Application Engine [Web =] [TaT =] Distribuion
OK I Cancel I
Click this
process
Elans TS e
distan| | @& 2] (1] (=] (2] (] * | D ntamice i | Zem |[ &7 Student Vender Laa.. [ AW 12394
0 Click OK to run.
7 Go on to the next step once this process is completed successfully.
2. Load the voucher file using the EDI process
[l Navigate to:
PeopleTools....EDI Manager.... Monitor EDI Processing......... Schedule Inbound EC Agent
1 Add a new run control called EDILOAD. Or open existing run control if you have
previously run this process.
0 The EDI Load page is shown below
3 Schedule Inbound|EC Agent - Microsoft Internet Explorer =
Eile Edit Yiew Favorites Tools Help ",'
Qus- © 1ol &) & P Serons @3- 5 - DD VEAN B
fddress |@ ECT.PT_PEOPLETOOLS PT_EDI_MANAGER. PT_MONITOR_EDI_PROCESSING, PT_EC_RUN_INBOUND_01_GBLaIsFolder=FalsealgnareParamT empl=FolderPath%2cIsFolder V| Go  Links
PeopleSoft. — —
ome: Sign out
b Application Engine & Mew Window | Help | Custarrize Page |5
[ Queny Access Semvices
g:;]Eeh?rsagfvl?éookn%rgurahon { Run Control Parameters
> Archive Data
[ Translations Run Control ID:  83EDILOAD Report Manager  Process Monitor EUD |
= EDI Manager
[> Conwert EDIPeopleSoft
Code
[> Define EDI Transactions
Leave Blan k, » e T BAiE s CJFile List Driven || Single File Path: o |
[> Map EDI Transactions - *1 Single File Single File Name: ” |v0ucher.bd |

thIS ShOUId < honitor EDI Processing © single Instance
BTEH - — Prepare Outhound Delete
fill in on its Diver |

own
Suppress Rowid
& Do Nat Farce O supp
(995 or 599 in file) gomm? ’
eparate

b ;;?‘éiﬂ;::'ma” O Force with Map Fmpmat
[> Perfarmance Manitor Information (398)
> Wigh Prafile O Force with Parner

[> Development Liilities Information (998}

[> 5F5 Extensions

— Tax Center

— Treasury Management
Center

- Lreasur Processing Center B Save | AReturnto Search | [Z] Maotify S Add

— Treasury Definitions Center
— Change by Password

— My Personalizations

— My System Profile |
— My Diictionary v

€
1 Be sure to click the DELETE button before linking a new file to this run control. Once

you click delete the ADD button will be activated.

é ' Internet
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7 No need to type in the Single File Path: It will default in after you load the file Click Add
and navigate or Browse to the voucher file you wish to load. This file can be located
anywhere. By linking the file to this run control it will be copied to the PSUNX server so
the EDI sqgr can read the data in.

77 Once you link the file by browsing to it and selecting it, then click the UPLOAD button.
You should get a message indicating “add attachment succeeded”.

T Click RUN button then choose the PSUNX server as shown below:

Mew Window | Heln | Custor

Process Scheduler Request

User ID: TR I Run Control ID: 33EDILOAD

Server Name: m * | Run Date: 07/16/2005 ]

Recurrence: * | Run Time: ERR Resetto Current Date/Time |

Time Zone: Q

Select Description Process Name Process Type ‘Type ‘Format Distribut
Inbound EC Agent ECINOOOT SOR Report Web || PDF w | Distribul

Click OK to run.
Go on to the next step once this process is completed successfully.

3. View audit trail to ensure all vouchers in the txt file loaded
Navigate to:
....PeopleTools...EDI Manager...View EDI Audit Trail
Click Okay and open the most recent process. Ensure that the status is loaded and the
load total is correct.
The audit trail - document summary page is shown below.

P PRI | L

 Summary Y EC Business Doc Links

Bus Doc ID: 5184
Bus Doc File Hame: faptipsstwebibrealtjr td
Status: Loaded

Inbound
Errors: n

Outhound
Load Total: 1

EC Queue Details

EC Queus Instance: 361937
EC Transaction ID: YOUCHER-IN Business Unit:
EC Queue Status: L ECBU Cd:
CustNndr:
EC Driver Datetime: 071905 4:05:15.000000F M
EC Application Dttm: EC Ext Cd:
Gueue Control Number: EC Action Code:
B save | SLReturnto Search | [Z] Motity Mext tab

Summary | EC Business Doc Links
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4. Run the voucher build process which loads the vouchers from the EDI records to the voucher records

and performs edit checks.
1 Navigate to
Accounts Payable......Batch Processes........... Vouchers.................. Voucher Build
1 Add a new run control called VCHRLOAD. Or open existing run control if you have
previously run this process.
[l The Voucher Build page is shown below:

| Voucher Build ' Process Messages | Build Erors |

Run

Run Control ID: 88V CHRLOAD Eepaort Manager  Process bonitor

Description: |L|:|a|:| oucher fram Edi |

From Date: I:IIE:J Assign Invoice ID
To Date: I:IE'J Assign Invoice Date

‘Process Option: |Elusiness Linit v|

Voucher Sources: | Mew Youcher Data w |

Selection Parameters
Business Unit

ercoL =

“Voucher Build Interfaces

EDI v =l
=l caua | 7 Pohwn tn Cacrnk | +Z Dravice in | ict | LE] hawd in 1 ict | 21 bbedtifos | . Patrach | EL ned |

1 Be sure to choose the PROCESS OPTION TO BUSINESS UNIT.
Change voucher sources to NEW VOUCHER DATA.
T Run the voucher build process on the PSUNX server.

Process Scheduler Request

User ID: TR Fun Control ID: 33 CHRELOAD

Server Name: FEUNA | Run Date: 07ME/2005 Exl
Recurrence: Run Time: 4:31:02PM Resetto Current DatefTime |
Time Zone: I:IQ

Select Description Process Hame Process Type ‘Type ‘Format Distribution
woucher Build AP_VCHRBLD  Applicaion Engine |Web | TXT | Distribution

Use the link on the voucher build page to go to Process Monitor.

Upon a successful process use the link to return to the voucher build page.
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T Navigate to the BUILD ERRORS tab located on the voucher build process run control.
This will indicate if you had any problem vouchers. In this example a voucher has a

duplicate invoice error:
ey Window | Help | Custan

{ Woucher Build | Process Messages | Build Errors

User ID: TR Fun Control ID:

VCHRLOAD

Request ID: 1 Description: 1

Successfully Completed Edit Errors Logged Instance: 2390856 Refresh Log

Build Errors Y Additional Details
Business Unit Voucher Invoice Origin Group
—_—> & tf BRCOL a00a5472 GETTADE101050216 Fi

1 Upon clicking the pencil you will be taken to the voucher. You CANNOT fix the voucher
in this page. You will get "UNRELATED"” errors. See next section for more detailed
information on how to work vouchers with recycle errors. The above page should just
be used to view data not fix it.
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Voucher Maintenance:
This section explains how to fix vouchers that may have a recycled status. See appendix below for
more details on voucher maintenance extracted from PeopleBooks.

5. Fix all vouchers that have a status of RECYCLE.
a. Navigate to

Accounts Payable......Vouchers........... Add/Update.......... Quick Invoice Entry
b. Enter applicable business unit and click on
search

Quick Inveice Entry
Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.

{ Find an Existing Value Y Add a New Valug |

Business Unit: |: v[ IEIRGEIY Q

Voucher ID: | beging with j|

Invoice Humber: | begins with j |

wendor ID: | beging with (=] | Q.

Short Vendor Name:l begins with j |

Name 1: |begins withj|

Build Status: |= = o =l
Youcher Source: |: j | j

[ Case Sensitive

Search | Clear | Basic Search Save Search Critetia

Search Results

1-22 of 22

Business Unit Youcher ID Invoice Number Gross Invoice Amount Invoice Date Yendor ID Short Vendor Name Name 1 Build Status Youcher Sourc
BREGHEY SFO35374 567202 937.55 021 Bi2007 1063116 OAThiANDAL-004 OatmanDale H Errar EDI
BRGEY SF035373 567201 328.34 02/16i2007 1081438 EVELJESSI004  EvelJessica b Errar EDI
==l =k CEA2E2TY ERTINN 178 NP EINAT ANann2N 1A LECak MUAnS larlkemn M'Anaala dran Erear [=inl]

0 This will give you a list of vouchers that need to be worked either due to combination
edit errors or duplicate invoices.

0 Upon clicking the voucher you choose to work a new page will be opened. Return back

to this page when you are ready to work the next one. Note, once you have corrected a

recycled voucher it is saved with a maintained status. Upon re-running the voucher

build process the maintained voucher will be re-checked and either become a postable

or recycled voucher again.

6. Re-run the voucher build process, however, this time you have to change the Voucher Source
from new data only to include recycled and maintained vouchers. The easiest way to ensure you
are re-building all vouchers is to choose all. See run control criteria shown below. It is
recommended a separate run control be used for those instances when you want to re-build your
vouchers.

a. Navigate to
Accounts Payable......Batch Processes........... Vouchers..........cc...... Voucher Build

b. Add a new run control called VCHR_REBUILD. Or open existing run control if you have
previously run this process.
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The Voucher Build page is shown below:

Voucher Build {_Frocess Messages | Build Errors |

Run Control I:  88YCHR_REBUILD ReportManager  Process Wonitor SR

'Request ID:

Description: | |

From Date: I:IE'J [+] Assign Invoice ID

To Date: I:IEJ Assign Invoice Date

‘Process Option: | Business Unit w |

“Voucher Sources:
All (L ) Choose ALL (UNRESTRICTED) which will capture
ErrarsiStaged Vouchers both “RECYCLED VOUCHERS" that have been

Selection Parameters
Business Unit

rcoL |

Mews Woucher Data
Recycled Youchers
Waucher Maintenance
Youcher Mass Maintenance

worked and put into “Voucher Maintenance” status as
well as vouchers that are still in RECYCLE status but
should pass edit this time around due to fixing the error
on the combination edit side versus directly on the
voucher.

“Voucher Build Iiterfaces

|EDI v/
Bl save | S Return to Search | 1] Previous in List | +E | [=] Matify | %y Refresh | v Add

€

After process finishes running check the Build Errors tab to see if all vouchers passed edit. If not
work the vouchers that still have a recycle status.

7. Run the budget checking process

) Budget Check - Microsoft Internet Explorer

Fle  Edt View Favortes  Tools  Help

Q- © BB G Lo o @33 5 DD BHN B

Address |@ rvices. wisc.eduf ‘550ld_2/EMPLOYEE/ERF/C/ENTER_YOUCHER_INFORMATION. AP_KK_CHECK, GELPPORTALPARAM _PTCHAY=ER_AP_KK_CHECK & V‘ Go  Lirks

PeopleSoft. T

Mew Window | Help | Custornize Page | 1§ #

>

[ Trawel and Expenses
& Billing
> Accounts Receivable
I~ Accounts Payable Budget Check
I %ouchers
b il G Run Control 1D 88YCHRECH ReportManager  Process Monitor
I Payments
< Batch Processes
= Voushers Process Request Parameters e First (4] 1 or 1 7] Last
— Woucher Build
Matching ‘Process Frequency: | Always Process - =
Document Tolerance
—BL heck Request Number: 1
= Woucher Postins
— oucher Entry Event |BCM ‘
- Pavables Revaluation !
_ Celt Billed Inwoices Type: |AP_YOUCHER |Q [JProcess All Business Units
— AP CFO Portal Job
= Woucher On-Demand
I Field Name Value Type  FromTo FromTo
b Payment
b Edracts and Loads Business Unit v [vaue v| [BRooL s
— Validate Posting Setuy
[ Review Accounts Payahle |
Info

Run |

Selection Parameters ng First 411 4 [ Last

FHE

I> Archiving
[ Reports
— Accounts Payable Center
[ eGefflements
[ Asset Mahagement
[> Banking
[ Cash hanagement
[> Deal Management
> Risk hananement ] =
S @ Internet

Run the process on the PSUNX server.

8. Run Pay cycle manager. See pay cycle manager training manual for details.
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How to fix a voucher that was loaded with an invalid vendor:

There could be a scenario where the user runs the EDI load process
without loading the student vendor file first. This scenario would
cause the vouchers to be loaded without a valid vendor. This type
of voucher would be created as a quick invoice versus a voucher.
This section explains what would need to be done to remedy this
situation.

Here is the break down of this scenario

o User runs voucher build and gets errors on all vouchers.
Navigate again to the QUICK INVOICE page. Since the
vendor you used does not exist the voucher does not get
created and only makes it as far as a quick invoice. In the
upper right corner of the quick invoice page is a BUILD
STATUS option. Change this voucher from ERROR to "TO

(0}

BUILD".

Change the build status on all the vouchers from Error — To l

Build.

Quick Invoice
Business Unit: BRGBY Voucher: TIRTOZ16

Vendor: BYnzo01087 |
‘Invoice No: 424019
Invoice Date: (080 02005 |[= Payments

Misc Ami: Session Defaults

Frght Amit: Override Session Defaul
Review Errarg

Total: 3.000| Currency:|UsSD (S,

Bl save | S Returnto Search | [=] Motify | s Refresh |

Voucher Style:

‘Build Status: | ETTor v|

. . o Build '
i) f ation f k=heet into thi 3
0Py INTOrmELIon Trom & WorkEnest Into IS Inwoice: TD DElEtE

Build Code:

PO Unit:

Recv Unit:
Carrier ID:

Bill of Lading: |

From Vchr Line: |

Load in your vendors (see process above).
Re-run the voucher build process, however, this time you
have to change the Voucher Source from new data only to
include recycled and maintained vouchers. The easiest way
to ensure you are re-building all vouchers is to Choose ALL
(UNRESTRICTED) for VOUCHER SOURCES
The vouchers should now be created with success. Review
the build errors tab on the voucher build run control to ensure

there are no recycled vouchers.

1

Q
a
a

PO No:

Recv No:

Packing Slip:

Insert

To Voucher 1 Search

Line:

E} A |
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