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Before you begin...

You will use this guide during class to follow the topics as your instructor
presents them. The instructor may also provide you with additional
materials to support the training outlined in this guide.

After class, use this guide as a reference document for completing tasks
within the PeopleSoft system.

Intended Audience

This guide is intended for personnel who are responsible for entering and
processing data in the PeopleSoft system.

We assume that you are familiar with Microsoft Windows. If you are new to
the Windows environment, you should complete a Windows Tutorial prior
to working in the PeopleSoft environment.

How This Guide Is Organized

This guide is organized into modules and lessons to correspond with the
topics your instructor will cover in class. Each module contains practice
exercises that your instructor will walk you through, and individual
exercises for you to complete on your own. There are review questions at
the end of each module to recap the major points of the module.

03/17/05
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Before you begin PeopleSoft 8.4 Payment Requests and Inquiry

Symbols and Conventions

The following conventions are used in this guide to help you distinguish
between various types of information:

Element How It Is Used

bold text Command and toolbar buttons that you click.
Text you type.

Menus, text and radio buttons that you select.
Check boxes you turn on or off.

<bold text> | Function keys on your keyboard that you press.

Procedural information.

Warnings and cautions that require careful attention.

Term definition—appears in the page margin.

Noteworthy comments or important additional
information—generally about the item immediately
preceeding the note. Appears in the main body of the
document.

@0@9@@

Noteworthy comments or important additional
information—generally additional information about a
series of steps or the topic being discussed. Appears in
the page margin.

e

% Proprietary and Confidential to Case 03/17/05
and Cedar Enterprise Solutions, Inc.



Chapter 1
Introducing PeopleSoft
Accounts Payable

Your payment requests and inquiries are a part of the PeopleSoft 8.4
Accounts Payable application. This course will introduce you to the
PeopleSoft tools you need to enter payment requests and inquire on your
accounts payable information.

Chapter Objectives
This chapter explains:
e The agenda and objectives for this course

e The PeopleSoft Accounts Payable application

Chapter Lessons

This chapter contains the following lessons:

LessSoN 1: COUrSE OVEIVIEW........ccceeuuiiiiieeeeeeeeeiiiiss e e e e ee et e e e e e e eenaeaas 1-2
Lesson 2: Accounts Payable OvVerview............cccccceeiie 1-4
Lesson 3: The AP Control StruCture ..........coooeeviiieiiieeceeeiee e, 1-6
REVIEW QUESTIONS .. .ciiiiiceee e e 1-8
03/17/05 Proprietary and Confidential to Case 1-1

and Cedar Enterprise Solutions, Inc.



Chapter 1: Introducing PeopleSoft Accounts Payable PeopleSoft 8.4 Payment Requests and Inquiry

Lesson 1:
Course Overview

This guide includes three chapters and two appendices:

e Chapter 1, “Introducing PeopleSoft Accounts Payable,” explains the
objectives and provides an agenda for the course. This chapter also
provides a brief overview of the PeopleSoft Accounts Payable
application.

e Chapter 2, “Submitting Payment Requests,” provides an overview of
the payment request process and how to enter a payment request
using the customized Case page.

o Chapter 3, “Performing Payables Inquiries,” instructs how to perform
inquiries on vendors, vouchers, and various payables information.

o Appendix A, “Review Questions and Answers,” provides answers to
the review questions at the end of each chapter.

e Appendix B, “Sample Request Forms,” shows the different forms you
can access from the Payment Request page.

Agenda

Following is the agenda for the one-half day PeopleSoft Payment
Requests and Inquiry course:

Chapter 1: Introducing PeopleSoft Accounts Payable
Chapter 2: Submitting Payment Requests
Break

Chapter 3: Performing Payables Inquiries

Course Objectives

This course on PeopleSoft Accounts Payable teaches you how to:
e Understand the basic structure of the Accounts Payable application.
e Submit a payment request using the Accounts Payable application.

o Perform various inquiries within the Accounts Payable application.

1-2 Proprietary and Confidential to Case 03/17/05
and Cedar Enterprise Solutions, Inc.



PeopleSoft 8.4 Payment Requests and Inquiry Chapter 1: Introducing PeopleSoft Accounts Payable

; E : You are

encouraged to ask
your instructor
questions throughout
the entire course.

Chapter Structure

Most chapters are structured the same way and generally consist of the
following:

e Objectives. The objectives are found at the beginning of the chapter
and define what you will learn in the chapter.

e Lessons. Each chapter has several lessons that explain the various
concepts. Some lessons contain practices and exercises.

» Practices are step-by-step instructions for completing a
procedure that the instructor and class participants walk-through
together.

= Exercises are scenarios for you to work through on your own
during class time.

o Review Questions. You will find review questions at the end of the
chapter that recap material covered in the chapter. The answers to
the questions will be discussed among class participants and the
instructor.

03/17/05
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Lesson 2:
Accounts Payable Overview

The PeopleSoft Accounts Payable application is designed to efficiently
manage cash disbursements and vendor information, as well as to
interface with other applications to reduce data entry.

Key Components

There are five major components of the Accounts Payable application:
e Table Setup and Maintenance
e Voucher Processing
¢ Payment Processing
e Reports
e Integration

The first component provides the structure of the Accounts Payable
application. These tables define operating rules, procedures, and valid
values. The values entered into the tables are determined by the business
practices of Case. Once the initial setup is complete, the tables require
minimal maintenance.

The last four components are activities performed by processors and
clerks in their Payables duties. These include entering vouchers for
payment, creating payments, running Payables reports, and processing
entries for General Ledger and Project Costing. This course will focus on
submitting payment requests and inquiring within the Payables application.

Application Features

The application features include:
¢ Full function voucher processing
= Direct Entry
= PO Match
= Batch Voucher Build
e Tax calculation and reporting
= 1099 Tax reporting
e On-line and report-driven inquiry
o Effective-dated rules and structure

e GL journal generation

14 Proprietary and Confidential to Case 03/17/05
and Cedar Enterprise Solutions, Inc.



PeopleSoft 8.4 Payment Requests and Inquiry Chapter 1: Introducing PeopleSoft Accounts Payable

Scope of the Application

The Accounts Payable application is designed to interface with other
PeopleSoft applications, thereby reducing data entry. The current Case
PeopleSoft system integration includes Accounts Payable integration with:

e eProcurement
e Purchasing

e General Ledger

03/17/05 Proprietary and Confidential to Case 1-5
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Chapter 1: Introducing PeopleSoft Accounts Payable PeopleSoft 8.4 Payment Requests and Inquiry

Lesson 3:
The AP Control Structure

Control within Accounts Payable is set at five distinct levels identified in
the diagram (or hierarchy) below. Each lower level overrides the controls
set at higher levels.

Business
Unit

Voucher Origin

Control Group

Vendor
Voucher
The control levels below the business unit level provide the following
;% options:
Not all o Default — allows you to select the default set at the next higher level.

options can be set at
every level in the o Specify — allows you to specify a different default based on that level.

hierarchy. Some of the default options available at these levels include currency

information, duplicate invoice checking, and voucher balancing.
The control levels you will specify are listed below.

Business Unit

¢ Is the highest level of the AP control structure.
% _ ¢ |s defined as an independent processing entity and is responsible for
You will use its own vouchers and payment transactions.

the Business Unit of
CASEL. ¢ |s a primary level to enforce security to limit access.

e Does not necessarily have to share a “one-to-one” relationship to
PeopleSoft (PS) General Ledger business units. This allows voucher
details to be kept at a more detailed level within the PS Accounts
Payable application and summarized at the account level into the PS
General Ledger application.

1-6 Proprietary and Confidential to Case 03/17/05
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PeopleSoft 8.4 Payment Requests and Inquiry Chapter 1: Introducing PeopleSoft Accounts Payable

;E: Each

Payable processor
must be associated
with a valid, active

origin.

Voucher Origin

Is an identifier for the specified creation point of a voucher.

Can be a department, operator, or an interface.

o Will default from your user preferences.

Vendor

Is a supplier from whom the business unit obtains goods or services
or to whom reimbursements are processed. An employee or student
may also be entered as a vendor.

May be shared between several business units or defined for just one
business unit.

May have numerous processing options set at this level. Default
settings can be overridden at this level to increase processing
flexibility.

03/17/05
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Chapter 1: Introducing PeopleSoft Accounts Payable PeopleSoft 8.4 Payment Requests and Inquiry

Review Questions

1. Which applications does the Accounts Payable module interface with at Case?
2. What AP Control Levels will you specify when you enter a payment request. ?
1-8 Proprietary and Confidential to Case 03/17/05
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Chapter 2
Submitting Payment Requests

You will use the Accounts Payable application in PeopleSoft 8.4 FMS to
enter and submit payment requests. This chapter explains the customized
procedure for payment requests.

Chapter Objectives
This chapter explains:
e The Case payment request process

e How to enter a payment request

Chapter Lessons

This chapter contains the following lessons:

Lesson 1: Payment Request Process OVervieW..........cccoeeeeeeeeeeeeeeeeeeeenn. 2-2
Lesson 2: Submitting Payment RequestsS..........ccccvvvvevvveeeiiiiiin e, 2-3
ReVIEW QUESHIONS ......coeiiiiiiii et eeeerraaans 2-11
03/17/05 Proprietary and Confidential to Case 2-1
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Chapter 2: Submitting Payment Requests

Lesson 1:

Payment Request Process Overview

You will use the Payment Request page to enter requests for payments for
items not obtained through procurement cards or requisitions. These will
include such things as honoraria, study participant compensation, visa
fees, travel advances, reimbursements, etc.

These payments fall in four request types. These types are:

Request Type Description

Advance Use to submit a request for any type of advance.
This will open a second field for you to specify the
type of advance - miscellaneous, permanent or
travel.

Payment Request | Use for all non-travel, non-petty cash expenses.

Petty Cash This is for Petty Cash custodians only. Use for
all requests to replenish petty cash. When you
select this option, a link will appear to the Petty
Cash Expenditure Reimbursement form. You will
need to print, fill out the form and submit it with your
payment request.

Travel Use to request reimbursement for travel expenses.
Reimbursement When you select this category, a link will appear to
the Travel Reimbursement form. You will need to
print, fill out the form and submit it with your
payment request.

When a request is saved, a request number is assigned to the entry.
Record that number for future reference to assist you in reviewing your
payment request information.

As you save each request you will be prompted to print your request.
Attach a copy of that request to your supporting documentation, obtain the
signature of your approver and send to Accounts Payable for final
approval.

After the AP Processors receive the hard copy of your payment requests
with appropriate approval signatures and documentation support, they will
review the information for final approval. At this time they will change the
status of the payment request from New to either Approved, Denied, or
Canceled. You will be able to view your payment request using the same
Payment Request page that you use to enter.

2-2
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PeopleSoft 8.4 Payment Requests and Inquiry Chapter 2: Submitting Payment Requests

Lesson 2:

Submitting Payment Requests

; The system

will assign a Request
Number that will
become the Invoice
number on the related
voucher that is
created by Accounts
Payable.

This lesson explains how to submit a payment request using the Accounts
Payable application of PeopleSoft 8.4.

Navigation

The Payment Request page can be located by following this navigation
path:

Menu Group Accounts Payable
Menu Payment Requests
Component Payment Request

Case Payment Request

Use the Case Payment Request page to complete a request that you can
print and obtain signatures for approval before submitting to Accounts
Payable for processing.

This is the Case Payment Request page:

03/17/05

Proprietary and Confidential to Case 2-3
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Chapter 2: Submitting Payment Requests

PeopleSoft 8.4 Payment Requests and Inquiry

CASE |

£ WESTERN RESERVE UNIVERSITY

*Indicates required figld

Requestor ID: TRNADOD

RequestHumber:  NEW Date Requested: 03/13/2005 Status: New - Waiting for Paperwork

"Request Type:
‘Date Check Nesded: B

‘Return Check To | 1-5.Mail to Address Below

Vendor Information

Mame: Training ID

v

v

Vendor Lookup: Q

Vendor Not Found:  []

*Total Amount: “Description of Request:
$0.00

[ACCOUNTING DISTRIBUTION

[ Sheedtype | chartFields | [F=0

Custarnize | Find | Viey M rirst (0 1or 1 [V Last

‘Amount SpeedType

1 Ql

Approval Signature:

"Approver's Name:

Approvers Departinent: al

Telephone:

Email Address:

Request Number: NEW

Updated on:

‘Account

Terms and Conditions

Description

<Y =]

Fax Number:

By:

Bad) [ Updaterbizpiay)

These are the fields on the Case Payment Request page:

Field

Definition

Requestor ID

Displays the ID of the person entering the request.

Name

Displays the name of the requestor.

Request Number

Displays the payment request number assigned by
the system. This will display NEW until saved. This
number assigned when you save the request will

become the invoice number on the related voucher.

Date Requested

Displays the date the check is requested.

Status

Displays the status of the payment request. This will
be displayed as New as you enter the request. AP
Processing will change the status after the approval
process to Approved or Denied. If a request is
cancelled, AP Processing will change the status to
Cancelled.

*Request Type

Choose the type of request from the options on the
drop-down list. Options include Payment Request,
Petty Cash, Advance and Travel Reimbursement.

Proprietary and Confidential to Case

and Cedar Enterprise Solutions, Inc.
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Chapter 2: Submitting Payment Requests

; If you enter

a Vendor Invoice
Number, that number
will appear on the
voucher for payment
as the Invoice number
instead of the system-
assigned Request
Number.

Field

Definition

Advance Type

If you select Advance as the Request Type, this field
will appear. Select Miscellaneous, Permanent or
Travel as the type of advance.

*Date Check
Needed

Enter the date that you need the check.

*Return Check To

Choose the type of distribution for the check from the
options on the drop-down list. Options include:
Cashiers Office, Hold for Pickup at AP and U.S. Mail
to Address Below.

®Checks will not be sent to a campus address.

Vendor Information

Vendor Lookup

Type the first few letters of the vendor name and

click Q! to find the ID of the vendor to be paid. A
search list will appear. Click the link for the correct
vendor and the selected value will appear in this
field.

Vendor Invoice
Number

Type the invoice number that appears on the vendor
invoice. This field will only appear if the Request
Type selected is Payment Request.

Vendor Information

Vendor Look Up: O,] Vendor Invoice Num: | fghfghagl

Vendor Not Found

Turn on the checkbox if you do not find the ID for the
vendor using the Vendor Lookup. Additional links will
appear for you to select a vendor type of Individual
or Supplier (company).

Employee/Student
/Study Participant

Click the link to direct you to the form to submit when
the new vendor is an individual. The Adobe form
should be printed, completed and submitted with the
request. This link appears when you turn on the
Vendor Not Found checkbox.

Supplier — Click
Here to Open an
Information Form

Click the link to direct you to the form to submit when
the new vendor is a company. The Adobe form
should be printed, completed and submitted with the
request. This link appears when you turn on the
Vendor Not Found checkbox.

*Total Amount

Enter the total amount of the check to be processed.

*Description of
Request

Enter a detailed description of the reason for the
payment request.

03/17/05

Proprietary and Confidential to Case
and Cedar Enterprise Solutions, Inc.
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PeopleSoft 8.4 Payment Requests and Inquiry

; Information

Field

Definition

Accounting Distrib

ution SpeedType

Amount

Enter the amount of the payment request to be
distributed to the SpeedType you will select.

Click L* I to insert a new SpeedType distribution row.

Click L= to delete an incorrect row.

SpeedType

Enter a SpeedType that contains the accounting
information (department, fund, program, project, etc.)
to which the amount is to be charged.

Account

Enter the Account to which the amount is to be
charged.

Description

Enter a short description to be associated with this
accounting distribution line.

Accounting Distrib

ution ChartField

Event The Event to be charged.
in the Accounting Department The Department to be charged. If using a
Distribution SpeedType, this value will default.
ChartFields is entered
when you select the Fund The Fund to be charged. If using a SpeedType, this
SpeedType. value will default.

Program The Program to be charged. If using a SpeedType,
this value will default.

Project The Project to be charged. If using a SpeedType,
this value will default.

Approval

*Approver’'s Name | Enter the name of the person who must approve this
request.

Approvers Enter the Department ID to which the Approver

Department belongs.

Telephone Enter the telephone number of the Approver.

Fax Number Enter the fax number of the Approver.

Email Address Enter the e-mail address of the Approver.

Request Number Displays the number assigned to this request. For a
new request this will display NEW until the request is
saved.

Terms and Click this link to access the University policies and

Conditions user responsibilities associated to the use of the
payment request form.

2-6 Proprietary and Confidential to Case 03/17/05
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PeopleSoft 8.4 Payment Requests and Inquiry Chapter 2: Submitting Payment Requests

Field Definition

Updated on Displays the date of the most recent update to this
request and the User ID of the person who made the
update.

Procedure — To Enter and Sumbit a New
Payment Request

Use these steps to submit a payment request.

% To submit a payment request:

From the left-hand navigation menu, select Accounts Payable.
Select Payment Requests.

Select Payment Request.

Click the Add a New Value tab.

The Payment Requests — Add a New Value page appears.

P wnhPE

Payment Requests

| Find an Existing Value ' Add a New Value

Check Request Humber: INEW

Add

Find an Existing Yalue | Add a Mew Value

5. Click .

The Payment Request page appears.

03/17/05 Proprietary and Confidential to Case 2-7
and Cedar Enterprise Solutions, Inc.
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| CASE

CASE WESTERN RESERVE UNIVERSITY

*Indicates required field

Requestor ID: TRMADDY Name: Training ID

Request Number: MNEW Date Requested: 03032005 Status: Mew - Waiting for Paperwork
*Request Type: | e |

‘Date Check Needed: . | El

‘Return Check To: | L5 Mail to Address Below b

Vendor Information

Vendor Lookup: g

Vendor Not Found:  []

‘Total Amount:  'Description of Request:
$0.00

ACCOUNTING DISTRIBUTION Customize | Find | J1 188 First [ 101 [ Last
[ Speedtype | Chart Fields | [
"Amount SpeedTvpe 'Account Description
1] QJ QJ =]

I —
Approval Signature:

‘Approver’'s Name:
Approvers Department: | ﬂ
Telephone: | Fax Number: |

Email Address:

Request Number: NEW Terms and Conditions
Updated on: By:
Bsave)  [ERefresh [Ekadd | (2 UpdatalDisplay
. 6. Select the Request Type. Choices are:
Select e Advance

Payment Request for

all non-travel, non-  Payment Request

petty cash requests. e Petty Cash

e Travel Reimbursement

2-8 Proprietary and Confidential to Case 03/17/05
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PeopleSoft 8.4 Payment Requests and Inquiry

Chapter 2: Submitting Payment Requests

; See

Appendix B, Payment
Request Forms to see
samples of the
request forms.

5 E : Checks will

not be sentto a
campus address.

I:I You may

divide the amount of
the check request
between multiple
SpeedTypes. Click
to add an
additional row with a
new SpeedType. The
amounts on all rows
should add up the
value entered in the
Total Amount field.

10.

11.

12.

13.

14.

15.

§When you select Petty Cash, a link will appear to Click
Here to Open the Petty Cash Expenditure Form. Click the link to
print the form that you must fill out and attach to your payment
request.

When you select Travel Reimbursement, a link will appear to
Click Here to Open the Travel Reimbursement Form. Click the
link to print the form that you must fill out and attach to your
payment request.

When you select Payment Request, a new field will appear in
the vendor section where you will type the invoice number that
is supplied by the vendor.

When you select Advance, a new field will appear next to the
Request Type. Select Miscellaneous, Permanent or Travel to
indicate the type of advance.

Enter the Date Check Needed.

Select the Return Check To instruction. Options are:
e Cashiers Office
e Hold for Pickup at AP
e U.S. Mail to Address Below

Type the first few letters of the vendor’'s name in the Vendor
Lookup field.

Click Q) to find the vendor.

A lookup page appears with search results matching the
information you entered.

Click the link on the results list for the correct vendor.

The payment request appears with the information for the
vendor you selected.

If you selected Payment Request as the Request Type and the
vendor has provided an invoice with an invoice number, type the
invoice number in the Vendor Invoice Number field.

If the vendor is not found using the lookup, turn on the Vendor
Not Found checkbox.

When you turn on the Vendor Not Found checkbox a message
will appear to inform you that this can cause a delay in payment.

Click OK to close the message.

Two new links will appear. Click the links to access a form that
needs to be filled out and submitted with the request form.
Different forms appear for to set up an Employee/Student/Study
Participant or an outside Supplier.

Enter the Total Amount of the check.

03/17/05
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16.

17.

18.
19.
20.
21.

22.
23.
24,

25.

26.

27.
28.

29.
30.

Type a Description of Request. You must have information in
this field in order to save the request.

Enter the Amount to be distributed to the SpeedType you will
select on this line.

Enter a SpeedType for the distribution line.
Verify or enter the Account for the distribution line.
Type a short Description for distribution line 1.

If split funding is necessary, click to insert an additional
distribution line.

Repeat steps 17 — 21 as necessary.
Enter the Approver’s Name.

For additional help, if the Approver needs to be contacted, you
can enter one or more of the following:

e Approvers Department
e Telephone of the Approver
e Fax Number of the Approver

e Email Address of the Approver
Click '@3=2v2),

The payment request is saved and a number is assigned. A
message will appear with further instructions.

Microsoft Internet Explorer

Print this page, attach supporting documentation, get vour appraver's signature and submit it ko Accounts Payable
! For final approval, {25000,4)

Click OK.

The message closes and you are returned to the Payment
Request page. A Print button now appears on the page.

Click Lt _| to print the payment request page.

Note the request number, if appropriate, for further inquiry in the
PeopleSoft system.

Obtain necessary signature approvals.

Attach all required forms and submit to Accounts Payable for
final approval and processing.
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Review Questions

1. True or False. Use the Payment Request to request payments on items received from
requisitions.
2. What are the two types of requests that require additional forms to be sent with the

payment request information?

3. In addition to the distribution line information, what fields are required on the Payment
Request page?

03/17/05 Proprietary and Confidential to Case 2-11
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Chapter 3
Performing Payables Inquiries

This chapter instructs you on how to perform various inquiries within the
Payables application.

Chapter Objectives
This chapter explains how to perform:
e Voucher inquiries
o Payment inquiries

e Vendor inquiries

Chapter Contents

This chapter contains the following lessons:

Lesson 1: Voucher INQUIMES .......coooeeiieii i 3-2
Lesson 2: Payment INQUITIES..........cuuuueiii e ee e e e eeeeeeaan 3-11
Lesson 3: Vendor INQUINIES ......cooeeeiiieeeeee 3-19
ReVIEW QUESTHIONS .....coe e 3-24
03/17/05 Proprietary and Confidential to Case 3-1

and Cedar Enterprise Solutions, Inc.
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Lesson 1:
Voucher Inquiries

PeopleSoft has a number of pages specifically designed for different types
of voucher inquiries.

Navigation

These pages can be located by following this path:

Menu Group Accounts Payable
Menu Review
Menu Item Vouchers

¢ Voucher Inquiry — Status of a voucher and any payments can be
reviewed on this page.

e Voucher Accounting Entries — This page displays the results of the
voucher posting process.

Voucher Inquiry Page

This is a display-only page that allows you to view information about a
voucher. By selecting the hyperlinks on the page, you can access the
voucher detail lines, payment information inquiry pages for the voucher.

This is the Voucher Inquiry page:

[ Voucher Inquiry
™ Search Criteria
From Business Unit:  To Business Unit: From Voucher ID: ToVoucher ID: “oucher Style:
[casEn Q) [casEt Q) [ a @] [ainvouchers =l
From Invoice: To Invoice: Post Status: Approval Status: Voucher Balance:
Q| a H I H H
SetiD: From Vendor Short Name: To Vendor Short Name: Voucher Date Type:
casel | @l [aPPLIEDBIOM Q] [aPPLIED BI001 Ql =
From Vendor ID: ToVendor ID: Wendor Location: From Date: To Date:
Q| =] | | lorizarzons | B 07222004 |
Max Rows 300
*Amount Rule: Voucher Gross Amount:  Transaction Currency:

Any =T [ Ql Search Reset Criteria
*Sort By: Voucher 1D hd *Sort AscDesc:  |Ascending hd Sort
} Display Currency Criteria

Voucher Details ' More Details
37::7'“&“ VoucherID  Invoice Number :ﬁ“ VendorID  Shart Vendor Name ‘L’g"“' ‘Q\L%"" Eﬁ:;' ::Wa’z'r'r"‘:;'mn ﬁm“e'::fs" E*Lar':::m““ Gi"’ssﬁ
CASE1 05000075 92724828 0/0B/2004 000000743 APPLEDBKO0T  REMIT  Repular B usD 620.00
CASE1 05000077 92730678 0/10/2004 000000743 APPLEDBMO0T  REMIT  Repular [ usD 335.00
CASEl 05000092 02730679 0602004 0000000743 APPLEDEO0Y  REMIT  Repular B UsD 2,996.04
CASE! 05000083 92735220 06/13/2004 000000743 APPLIEDBHOD!  REMIT  Repular [ usD 67421
CASE! 05000220 92732598 06/11/2004 0000000743 APPLEDBKO0!  REMIT  Regular [ usD 41500
CASE! 05000221 92732597 06/112004 000000743 APPLEDBHOD!  REMIT  Regular [ usD LARE*)
CASE1 05000223 92732586 0B/11/2004 DO0DDOOT43 APPLIEDBO0T  REMIT  Regular [ usD 787.00
CASE1 05000247 92737004 UB/15/2004 DO0DDO0T43 APPLIEDBIO0T  REMIT  Regular By usD 1,548.82
CASE1 05000283 92737007 UB/14/2004 0000000743 APPLIEDBO01  REMIT  Regular B2 usD 58.90
CASE1 05000284 92737010 U6/14/2004 DO0DDO0T43 APPLIEDBIO0T  REMIT  Repular By usD 83427
CASE1 05000289 92737005 06/15/2004 0000000743 APPLEDBO0T  REMIT  Regular B2 usD 2,23250
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Chapter 3: Performing Payables Inquiries

; E : Case will

only use one AP
Business Unit -
CASEL.

This is the Voucher Inquiry Results More Details tab page:

Unit

‘oucher Details ' More Details | [F=¥)
Business vu, herip postStatus Apprstat Match  Close oy pectyDate Enteredon BddtHAr BdgtMisc

CASE1 00000001 Unposted

CASE1 00000002 Unposted

CASE1 00000002 Unposted

CASE1 00000004 Unposted

Status Status Status  Status
Mot
Chk'd
Mot
Chk'd
Mot
Chk'd
Mot
Chk'd

Approved Mo Match Open 0501472004 031 942004 05192004 Walid

Approved Mo Match Open 033172004 031262004 05192004 Walid
Approved Mo Match Open 040272004 0371 262004 051942004 Walid

Approved Mo Match Open 04010072004 0371 262004 051942004 Walid

These are the fields on the Voucher Inquiry page:

Field

Description

Search Criteria:

From Business
Unit

Specifies the default AP Business Unit associated
with user’s Overall Preferences set up. Defines the
first business unit in a range. The only Business
Unit used at Case is CASEL.

To Business Unit

Specifies the default AP business unit associated
with user’s Overall Preferences set up. Defines the
last business unit in a range. The only Business
Unit used at Case is CASEL.

From Voucher ID

Specifies the first voucher ID in a range. You can
select a Voucher by clicking on the Q,

To Voucher ID

Specifies the last voucher ID in a range. You can
select a Voucher by clicking on the Q,

Voucher Style

Specifies the style of voucher for which to search.
You can select a Voucher Style by clicking on the

o

From Invoice

Specifies the first invoice ID in a range. You can
select an Invoice by clicking on the Q,

To Invoice

Specifies the last invoice ID in a range. You can
select an Invoice by clicking on the Q.

Post Status

Specifies whether to search for posted, unposted or
unapplied vouchers. You can select a status by

clicking on the _;l

Approval Status

Specifies whether to search for approved,
unapproved or denied vouchers. You can select a

status by clicking on the _l[

03/17/05
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PeopleSoft 8.4 Payment Requests and Inquiry

; You will use

CASEL1 as the only
SetlD.

Field

Description

Voucher Balance

Specifies whether to search for vouchers with or
without remaining balances You can select a

balance option clicking on the _ll

SetlD

Specifies the SetID of the vendor. Defaults to the
SetlD associated with the user’s Overall
Preferences. The only SetID used at Case is
CASEL.

From Vendor Short
Name

Specifies the first vendor short name in a range
You can select a Vendor Short Name by clicking on

the ﬂ.

To Vendor Short
Name

Specifies the last vendor short name in a range.
You can select a Vendor Short Name by clicking on

the ﬂ.

From Vendor ID

Specifies the first vendor ID in a range. You can
select a Vendor ID by clicking on the Q,

To Vendor ID

Specifies the first vendor ID in a range. You can
select a Vendor ID by clicking on the Q,

Vendor Location

Specifies the vendor location to retrieve. Cannot be
used when searching for a range of vendors. You

can select a Vendor Location by clicking on the Q,

Voucher Date Type

Specifies whether to search by accounting dates,
due date, entered date or invoice date. You can

-

select a date option clicking on the Z.

From Date Specifies the first date in a range. Click on the
calendar icon E to select date from calendar.
To Date Specifies the last date in a range. Click on the

calendar icon B to select date from calendar.

Amount Rule

Specifies the operand for search by Voucher Gross
Amount. Choices are equal to, greater than and

less than. Select an option by clicking on the _l[

Voucher Gross
Amount

Specifies the gross voucher amount to which the
amount rule apples. Key in the gross amount.

Transaction
Currency

Specifies the currency to search for. Case will use
only one currency — USD.

Click on the Search Icon when you have keyed or
selected all of your search criteria. This will result in
a list of matching transactions to be displayed in
the Voucher Inquiry Results group box.
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Field

Description

Feset Criteria

Click on the Reset Criteria Icon to clear out all
values that you keyed or selected so that you can
start over.

Sort Criteria:

Sort By:

List of fields to sort the data by is available.
Examples are dates and vendor options. Click on

_ll to make a selection.

Sort Asc/Desc:

Choose to sort your results in ascending or

descending order. Click on _l[ to make a
selection.

Sort

Click on the Sort Icon to sort the search results in a
different sort order.

Display Currency Criteria: Since Case will only use one Currency
(USD), you will not use the fields in this group box.

Voucher Inquiry Results group box

Voucher Details tab:

Business Unit

Displays the AP business unit associated with the
voucher.

Voucher ID

Displays the voucher identifier.

Invoice Number

Displays the invoice identifier.

Invoice Date Displays the date of the vendor’s invoice.
Vendor ID Displays the vendor number and name.
Short Vendor Displays the vendor short name.

Name

Vendor Loc Displays the vendor location.

Voucher Style

Displays the voucher style used.

Detail Lines =

Clicking this icon opens a new window with
voucher detail lines displayed.

Scheduled Clicking this icon takes you to the Scheduled
Payment Inquiry search page. The selection criteria

Payments are carried forward from your current page to the
Scheduled Payment inquiry page.

Scheduled Clicking this icon takes you to a Paymen

Payments

Information page that shows you the payment
information for this voucher.

Transaction
Currency

Displays USD the currency code used for all Case
transactions.

03/17/05
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Field

Description

Gross Invoice
Amount

Displays the Gross invoice amount on the voucher.

Voucher Unpaid
Balance

Displays the voucher unpaid balance.

Unapplied
Prepayments

Displays unapplied prepayment amount.

Total Non-Merch

Displays the miscellaneous charges amount of the
voucher.

Entered VAT

Displays the Value Added Tax computed on this
invoice.

Gross Amount Paid

Displays the Gross Payment Amount.

Net Amount Paid

Displays the net payment amount.

More Details tab:

Voucher Inquiry Results group box

Business Unit

Displays the business unit associated with the
voucher.

Voucher ID

Displays the voucher number.

Post Status

Displays the post status of the voucher.

Appr Stat

Displays the voucher approval status.

Match Status

Displays the voucher match status.

Close Status

Displays the close status of the voucher.

Due Date

Displays the due date for payment.

Acctg Date

Displays the voucher accounting date.

Entered on

Displays the date the voucher was entered.

Bdgt Hdr Status

Displays the voucher budget header status.

Bdgt Misc Status

Displays voucher budget miscellaneous status.

3-6 Proprietary and Confidential to Case 03/17/05
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Voucher Accounting Entries Page

The Voucher Accounting Entries page is a display-only page that allows
you to see the results of voucher posting. Click on ‘View All' on the far
right of the Accounting Information bar to see the results of all posting

events.

This is the Voucher Accounting Entries page:

{ Voucher Accounting Entries |

*Business Unit: g Voucher ID: I ﬂ Invoice Numher:l ﬂ

*Accounting Line View Option: | Standard

Invoice Date:
Accounting Information

Posting Process:

Main Information Chartfigld

Vendor ID:

i i First (4] 10t 1 [P] Last

Jaurnal

ﬂ " Show Foreign Currency Search | Raset |

Yendor Name:

Find | Wiew All

GL Dist Status:

Description

Monetary Amount

Currency Code  Ledger

These are the fields on the Voucher Accounting Entries page:

Field

Description

Business Unit

Search criteria. Specifies the default AP
Business Unit associated with user’s Overall
Preferences set up. The only Business Unit
used at Case is CASEL.

Voucher ID

Search Criteria. You can select a Voucher by
clicking on the Q,

Invoice Number

Search criteria. You can select an Invoice by
clicking on the Q.

Accounting Line View
option

Defaults to ‘Standard'.

Click on search when your selection criteria are
complete. This will cause the selected voucher
accounting lines to be displayed in the
Accounting Information results area.

Feset

d

Click on reset to reset all selection criteria to
user Preferences or blank.

Invoice Date

Displays the invoice date on the voucher.

Vendor ID

Displays the vendor number.

Vendor Name

Displays the vendor name.

03/17/05
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; This is the

Main Information tab
display if the Show
Foreign Currency
check box is not

Field

Description

Accounting Informatio

n group box:

Posting Process

Displays the Posting process ID that created the
accounting entry.

GL Dist Status

Displays the General Ledger distribution status.

Accounting Informatio

Main Information tab:

n group box:

Description

Displays the description of this accounting
entry.

Monetary Amount

Displays the monetary amount. The credit
amount is displayed as a negative amount.

checked Currency Code Displays the Currency Code.

Ledger Displays the ledger to which the voucher was
assigned.

GL Unit Displays the GL business unit associated with
the voucher.

Chartfield tab:

Tax Authority Displays the Tax Authority for withholding.

Account Displays the account Chartfield.

Alt Account Displays the Alternate Account Chartfield.

Oper Unit Displays the operating unit chartfields.

DeptID Displays the Department ID Chartfield.

Product Displays the Product Chartfield.

Project Displays the Project Chartfield.

Affiliate Displays the Affiliate Chartfield.

Chartfield 1 Displays Chartfield 1.

Chartfield 2 Displays Chartfield 2.

Chartfield 3 Displays Chartfield 3.

Journal tab:

Journal ID Displays the GL Journal ID created.

Line Displays the GL Journal Line number.

Journal Date Displays the GL Journal date.

Doc Type Displays the document type for the entry.

DocSeqNb Displays the document sequence number for
the entry.
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Field Description

Doc Seq Date Displays the document sequence date.

Budget Date Displays the date commitment control uses for
budget checking.

Budget Status Displays the budget status code for the entry.

Primary Displays an indicator 'Y’ for the primary Ledger
and the alternate Ledgers ‘N'.

Procedure — Performing Voucher Inquiries

Use these steps to perform Voucher inquiries.

%To perform a voucher inquiry:

1.

From the left-hand navigation, select the Accounts Payable
menu.

Select Review.

Select Vouchers.

Select Voucher Inquiry.

The Voucher Inquiry page appears.

Voucher Inguiry
From Business Unit: To Business Unit: From Youcher ID: ToVoucher ID: “Moucher Style:
al al al Q) [airveochers =l
From Invoice: To Invoice: Post Status: Approval Status: Voucher Balance:
Q| al | H | E E
SetlD: From Vendor Short Name: To Vendor Short Name: Voucher Date Type:
Q| Al oy -
From Vendor ID: To Vendor ID: vendor Location: From Date: ToDate:
Q| Q| | | losizsizooa 05252004
Max Rows 300
“Amount Rule: Voucher Gross Amount: ion Currency:
Any LI | | Ql Search Reset Criteria
*Sort By: Woucher ID B *Sort AscDesc: Ascending e Sort
¥ Display Currency Criteria

Enter or select CASE1 in the From Business Unit field.
Enter or select CASEL1 in the To Business Unit field.
Click Search.

The Voucher Inquiry search results appear.

| Veuehes Dotaita | Wors Detats |, [T

BSOS o et 0 eerm  Shart Vendor o YOMOC  VoUChoe  Detad Schodod Iransaction Grossineice VPR
Linit Rate Lo e Lines Payments Currency Amount Ealance
CASEY 00000001 testdimedave QAN 42004 1191101111 AsAOO01 1 Regutar MR - us §5,000.00 £5,00000
CASEY 00000002  bestD i modev@mike 03012008 1181111111 AAA-DD1 ] reputer BB B Uep §5.000,00 45,00000
CASE 00000003 Test OUOUIN0E 111111 ARADGT 1 roguesr M B USD S500000 6500000
CASEY 00000004 4 2milke OW2004 1111111101 ARA-DD1 1 reguar M - usD 55,000.00 55,000 00

Review the information on the page.

03/17/05
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10.

11.
12.
13.

14.

Select Short Vendor Name in the Sort By: dropdown list in the
Sort Criteria group box.

Select Ascending from the Sort Asc/Dec: dropdown list in the
Sort Criteria group box.

Click _ s |

Review the sorted information.
Click the More Details folder tab.
The More Details tab will display.

Review the information on the page.
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Lesson 2:
Payment Inquiries

PeopleSoft has a number of pages specifically designed for different types
of voucher payment inquiries.

Navigation
These pages can be located by following this path:

Menu Group Accounts Payable

Menu Review

Menu Item Payments

¢ Payment Inquiry — This page allows you to search for payments by
bank/payment and vendor criteria and view the payment details.

¢ Replaced Payments — This page displays the old and new payment
reference numbers when you have replaced payment numbers for
vouchers.

03/17/05 Proprietary and Confidential to Case 3-11
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Payment Inquiry Page

The Payment Inquiry page is a display-only page that shows if a payment
has been cancelled, cleared, paid, posted, or reconciled. By clicking the
Payment Reference ID hyperlink, you can view the related voucher and
drill down to the voucher inquiry page.

This is the Payment Inquiry page:

PeopleSoft 8.4 Payment Requests and Inquiry

{ P nt Inquiry

Payment Reference ID: I— Payment Status: I—Ll Payment Method: l—;l
Bank SetiD: Y Bank Code: Y
Bank Account: I— Q) Bank Account #: I—

Pay Cycle: I Ql Pay Cycle Seq # I QJ

Remit SetiD: | QJ Remit Vendor: | QJ

VYendor Name: | QJ endor Location: I

*Amount Rule: Any 5 Amount: I Currency: I g

From Date: | B To Date: | B Search | Reset Criteria |

[Sorting Criteria
*1st sort: IAccnunt 'l *Sort Type: Asc -
*2nd sort: I Pymnt Ref 'l *Sort Type: | Asc - Sont

ENotity | (4 Refresh

These are the fields on the Payment Inquiry page:

Field Description

Payment Reference | Payment search by payment data criteria.
ID, Payment Status,
Payment Method,
Bank SetlD, Bank
Code, Bank
Account, Bank
Account #, Pay
Cycle, Pay Cycle #

Remit SetID, Remit | Payment search by Vendor criteria.
Vendor, Vendor
Name, Vendor
Location, Amount
Rule, Amount,
Currency, From/To
Date

Click on the search icon to select payments that
match the search fields that you have selected.
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; E : You can

send an email by
dlicking EManity ] i
you need to notify

someone of your
search results.

Field

Description

Reset Criteria

Clears out any values that you have selected as
search criteria, so that you may enter or select
new search criteria.

Sorting Criteria group box:

1 Sort_ll

Select a primary sort field. Account is the Default.

Sort Type _ll

Select Ascending or Descending soft for 1% Sort.

2" Sort =

Select a secondary sort field. Payment reference is
the default.

Sort Type E

Select Ascending or Descending soft for 2™ Sort.

Sort

Click on the sort icon to sort the data in the search
results.

Payment Inquiry Results, Payment Details tab:

Payment Reference
ID

Displays the search results Payment Reference 1D
hyperlink. Click this hyperlink to go to the payment
voucher inquiry page and drill down to the voucher

inquiry page.

Payment Method

Displays the Payment Method.

Amount

Displays the voucher payment amount.

Currency

Displays the currency of the payment.

Creation Date

Displays the payment creation date.

Payment Date

Displays the payment date.

Payment Status

Displays the payment status.

Recon Status

Displays the payment reconciliation status.

Reconcile Date

Displays the reconciliation date.

EMotify | Click the notify icon to send a message with a link
to the displayed results.
% Refresh | Click the refresh icon to refresh the search results.

Payment Inquiry Results, Additional Info tab:

Payment Reference
ID

Displays the search results Payment Reference 1D
hyperlink. Click this hyperlink to go to the payment
voucher inquiry page and drill down to the voucher

inquiry page.

Post Status

Displays the payment post status.

Cancel Action

Displays the payment cancel status.

03/17/05
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Field Description

Cancel Date Displays the payment cancel date.

Pay Cycle Displays the Pay Cycle ID used to create the

payment.

Seq Num Displays the Pay Cycle sequence number.

Bank Account Displays the payment Bank Account code.

Bank Account # Displays the payment Bank Account number.
Description Displays the payment Bank Account description.
Enotify | Click the notify icon to send a message with a link

to the displayed results.

2 Refresh | Click the refresh icon to refresh the search results.

Payment Inquiry Results, Vendor Details tab:

Payment Reference | Displays the search results Payment Reference ID

ID hyperlink. Click this hyperlink to go to the payment
voucher inquiry page and drill down to the voucher
inquiry page.

Vendor Name Displays the payee name.

Vendor ID Displays the payee vendor ID.

Elotity | Click the notify icon to send a message with a link
to the displayed results.
2 Refrech | Click the refresh icon to refresh the search results.
3-14 Proprietary and Confidential to Case 03/17/05
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This is the Payment Details tab with the default sort of (Bank) Account and
Payment Reference:

*st sort: IAccount vl *Sort Type: Asi =

*2nd sort: I Pymnt Ref 'l ‘Sort Type: | Aste - Sort

Payment Details Additional Info “endor Details
Payment Reference ID w Amount Currency Creation Date  Payment Date E{L_a\%m ;ﬁ Eﬂ
000002 Check 55.00 USD 012172004 0172172004 Replaced  Recon
0oooo3s Check 15.00 UsSD 01/2152004 012152004 Paid Unrecan
oooona Check 130.00 UsD 01/26:2004 011552004 Paid Unrecon
oooons Check 1,000.00 USD 01/26/2004 01162004 Paid Unrecon
000006 Check 100.00 USD 01/26/2004 012752004 Paid Unrecan
000007 Check 500.00 USD 02/04/2004 01/28/2004 Replaced  Recon
ooooog Check 10,000.00 USD 02/08/32004 02/08/2004 Replaced Recon
ooooog Check 1,000.00 LSO 02/08:2004 02f08r2004 Paid Unrecon
000010 Check 10.00 USD 02/09/2004 02/09/2004 Paid Unrecan
o001 Check 550.00 UsD 02/08/2004 021152004 Replaced Recon
oooot2 Check 500.00 UsD 02/09r2004 0211152004 Replaced Recon
000013 Check 1,200.00 USD 02/09/2004 021172004 Replaced  Recon
0oooq4 Check 50.00 USD 02/08/2004 02f1152004 Replaced Recon
000015 Check 20,00 USD 02/09/2004 021172004 Replaced  Recon
o001 6 Check 2.00 UsD 0211532004 0211152004 Paid Unrecan
000017 Check 550.00 USD 02M1 62004 0211252004 Paid Unrecon
000018 Check 500.00 USD 02/16/2004 0211252004 Paid Unrecan
0ooo1y Check 1,200.00 USD 02162004 0241252004 Paid Unrecan
0ooozo Check 100.00 USD 021162004 0211252004 Paid Unrecon
000021 Check 2,000.00 USD 02/16/2004 021252004 Paid Unrecan

This is the Additional Info tab:

Payment Inquiry Result
Paymert Detalls Ad 1 Info Wendor Details
Payment Referenceid  £05. {3l cancelpate Paycyrle Seatum D206 BankAccount # Descripion
0ooon2 MotApplied No Cancel QUICKT i} 123 10000000001  Bank of America
ooogos Fosted Mo Cancel QUICKZ 2 123 10000000001 Bank of America
0ooon4 Fosted Mo Cancel DALY 2 123 10000000001 Bank of America
nooons Fosted Ma Cancel DAILY 3 123 10000000001 Bank of America
000006 Fosted Mo Cancel DAILY 4 123 10000000001 Bank of America
0oooon? Motspplied Mo Cancel DALY i 123 10000000001 Bank of America
0ooong MotApplied No Cancel QUICKT 8 123 10000000001  Bank of America
ooogog Fosted Mo Cancel QUICKZ 4 123 10000000001 Bank of America
0ooo1o Fosted Mo Cancel QUICKT 10 123 10000000001 Bank of America
0ooo11 Motapplied No Cancel DALY 4] 123 10000000001  Bank of America
oQoo12 Motapplied Mo Cancel DALY 3] 123 10000000001  Bank of America
oooot2 Motspplied Mo Cancel DALY B 123 10000000001 Bank of America
000014 MotApplied No Cancel DALY i} 123 10000000001  Bank of America
ooon1s Motapplied Mo Cancel DALY ] 123 10000000001 Bank of America
000016 Fosted Mo Cancel QUICKT 12 123 10000000001 Bank of America
nooot7 Fosted Ma Cancel DAILY i 123 10000000001 Bank of America
ooogts Fosted Mo Cancel DAILY i 123 10000000001 Bank of America
0ooo1g Fosted Mo Cancel DALY 8 123 10000000001 Bank of America
nooozo Fosted Mo Cancel DAILY 8 123 10000000001 Bank of America
ooogz1 Fosted Mo Cancel DAILY g 123 10000000001 Bank of America
0oooz2 Fosted Mo Cancel DALY 8 123 10000000001 Bank of America
ooogz3 Fosted Mo Cancel QUICKZ B 123 10000000001 Bank of America
0Qo0z4 Unposted Mo Cancel DALY ih 123 10000000001  Bank of America
000025 Unposted Mo Cancel DALY 11 123 10000000001 Bank of America
000026 Unposted Mo Cancel DALY 1 123 10000000001  Bank of America
0Qo0z7 Unposted Mo Cancel DALY ih 123 10000000001 Bank of America
noooze Unposted Mo Cancel DALY 11 123 10000000001 Bank of America
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This is the Vendor Details tab:

Payment Details Additional Info Vendor Details

Payment Reference ID  Vendor Name Vendor ID

oooooz Office Depot 0000000001
ooooo: Office Depot 0000000t
0oooo4 Baxter Pharmaceutical 0000000005
ooooos Office Depot 0000000t
000006 Jahn Lavyer oooooooooy
oooooy Jahn Lavwyer oooooooooy
ooooos University Hospitals oooooonoty
ooooos 1088 VENDOR o0oooooooong
oooo1o Baxter Pharmaceutical 0000000005
000011 1088 VENDOR o0oooooooong
oooo12 Jahn Lavyer oooooooooy
oooo13 JUDIWILLIAMS ooooooooos
ooooi4 Phyllis Miller 0000000019
0oo01s Bank One 0000000006
oo 6 Kenyetta Cunningham 0ooooo0o16
oooo1y 1088 VENDOR o0oooooooong
oooo1s Jahn Lavyer oooooooooy
000019 JUDIWILLIAMS ooooooooos
oooozo Phyllis Miller 0000000019
oooozd American Express 0ooooonozo
0ooozz Bank One 0000000006
000023 1088 VENDOR o0oooooooong
0oooz4 Kathleen Hall o0ooooooo1 4
000025 James M Gannon 0000000011
000026 Office Depot 0000000001
00002y Ohio Child Support Autharity oooooooozy
0ooon2g Baxter Pharmaceutical 0000000005
0oooza 1088 VENDOR 0oo0000o0s

This is the Payment Details tab with a sort of descending amount (to show
the largest payments amounts first) and ascending Payment Reference.

*1st sort: |Acc0unt -] *Sort Type: lm

*2nd sort: IPymnt Ref [3] *Sort Type: | Asc - Son

Payment Details Addtional Info Wendor Detsils
Payment Reference i £ 2Anelt Amount Currency CreationDate Payment Date E2ATent  F3Gon - fewoncle
000001 EFT 7, 7E6.00 USD 0452712001 042652001 Paid Unrecan
ooooon2 EFT 3,485.00 UsSD 0452712001 041262001 Paid Unrecon
Qoogos EFT 1,400.00 UsD 04i2712001 04i26r2001 Paid Unrecan
ooooo4d EFT 6,065.00 USD n4s27r2001 042652001 Paid Unrecan
Qoogas EFT 21,500.00 USD 04i2712001 04i26r2001 Paid Unrecan
0oooos EFT 8,420.00 USD 0452712001 0412652001 Paid Unrecan
oooooy EFT 295.00 UsD n4s27r2001 042652001 Paid Unrecon
Qoogog EFT 1,250.00 UsD 04/2712001 04i26r2001 Paid Unrecan
0oooog EFT 37,635.00 USD n4s27r2001 042652001 Paid Unrecan
000010 EFT 185.00 UsD o4s27 2001 0412652001 Paid Unrecon
aaoot1 EFT 5,000.00 UsD 0473072001 04i30r2001 Paid Unrecan
000012 EFT 25,135.00 USD 01/1er2002 12rarz00 Paid Unrecan
ooog13 EFT 21,500.00 USD 01182002 12192001 Paid Unrecan
oooo14 EFT 185.00 USD 011182002 12182001 Paid Unrecon
000015 EFT 1,195.60 USD 01/18r2002 0411412002 Yaid Recan
0oog18 EFT 22582 USD 01 8rzo0z 0401412002 Woid Recan
000017 EFT 134,270.00 USD 011852002 12 ar2001 Paid Unrecan
000018 EFT 25,135.00 UsD 01182002 12rarzoom Paid Unrecon
ooog1s EFT 9,000.00 USD 01182002 12192001 Paid Unrecan
000020 EFT 370.00 UsD 01/18r2002 121ar200 Paid Unrecan
000021 EFT 7,800.00 UsD 01/21/2002 04/30/2002 Void Recon
Qoogz2 EFT 1,.080.00 UsD 0142112002 04i30r2002 Woid Recan
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Replaced Payments

The Replaced Payments page is a display-only page that shows payment
reference numbers for payments that were cancelled and reissued.

Clicking E2 next to the OId Payment Reference number transfers you to

the Payment Information page for that Reference number. Clicking B2
next to the New Payment Reference number transfers you to the Payment
Information page for the current reference number.

This is the Replaced Payments page:

Replaced Paymeants
Enter any information you have and click Search. Leave fields hlank for a list of all values.

[ Find an Existing Value '\

Bank SetiD: = | & | al

Bank Code: [begins with = ||

Bank Account: Ihegins with | |

Old Payment Ref:  |begins with = ||

Payment Method:  |= = | =

Payment Reference: I begins with j |

Search | | Clear | Basic Search [B) Save Search Criteria

03/17/05 Proprietary and Confidential to Case 3-17
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Procedure — Payment Inquiry

Use these steps to view payments.

% To view payments:

P N PE

10.
11.

12.

From the left-hand navigation, select Accounts Payable.
Select Review.

Select Payments.

Select Payment Inquiry.

The Payment Inquiry page appears.

Payment Reference ID: l— Payment Status: l—;[ Payment Method: l—;l
Bank SetiD: [ ™ Bank Code: &
Bank Account: l— ﬂ Bank Account #: l—
Pay Cycle: l_ =y Pay Cycle Seq #: l_ Q)
Rermit SetiD: Y Remitvendor: [ Q&
Vendor Name: | ﬂ Vendor Location: l—
*Amount Rule: Ary al Amount: l— Currency: l— g
From Date; l— x| To Date: l— B Search | Reset Critetia |
[Sorting Criteria
*Ist sort: Account = *Sort Type: Ast -
*2nd sort: PymntRef = “Sort Type: | Ast - Sort
Ednatity | |2 Refresh

Enter CASEL1 in the Bank SetID field.
Gl

The Payment Inquiry search results appear.
Review the information.

Click the Payment Reference ID hyperlink for the first Payment
Reference ID.

The Payment Vouchers page appears.

Click the Voucher ID hyperlink for the first voucher.
The Voucher Inquiry page appears.

Review the voucher detail.

Click on the Back to Payment Vouchers hyperlink.

The Payment Vouchers page appears.
Click on the Back to Payment Inquiry hyperlink.

The Payment Inquiry page appears.
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Lesson 3:
Vendor Inquiries

In addition to pages used to enter and approve vendors, PeopleSoft also

includes a number of pages specifically designed for different types of
vendor inquiries.

Navigation
These Vendor Inquiry pages can be located by following this path:
Menu Group Accounts Payable
Menu Review
Menu Item Vendor

o Scheduled Payments on Hold — This page displays the invoices that
have been placed on hold for payments for a vendor.

e Rejected Vouchers — This page allows rejected vouchers to be
viewed.

03/17/05 Proprietary and Confidential to Case 3-19
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Scheduled Payments on Hold Page

The Scheduled Payments on Hold page is a display-only page that allows
you to view vouchers for a vendor that are scheduled for payment but
require further processing, such as voucher approval, before they can be
paid. Vouchers are also shown on this page if Hold Payment has been
selected on the voucher Payments tab.

This is the Scheduled Payments on Hold page:

I scheduled Parents onHohl

et LIMR'E Wenadar: ODOO0O000S  Basder Pharrss: e

shertHame: BARTER-DDA Shalws; Approesd Wanc e s i

o B0 Fieed [0 4040 3 Las

lirvaices ROCKET Dila: MU0 Schaduled Paanail: 1 Full
Ltz LN Woliches:  0agoooid

Gl Ami; 10000 Dolar THiss [kara: oxanos
Dot Atz anll] Hscoun Dne Data:

Limys Orerihies a7 Schaduled be Pae 02005970004

Woucher Commanls

Chi Hlil A —_—
i Tanes Fandin
Wil Hakd i ?
e Sneee ':l_hrhn'.\-'\-iwl:h HihextinLigt| | #§ Provioas o Lk En.‘m

These are the fields on the Scheduled Payments on Hold page:

Field Description

SetlD Displays the SetID associated with this payment.

Vendor Displays the vendor ID and vendor name.

ShortName Displays the vendor ShortName.

Status Displays the vendor status.

Vouchers Displays the total number of vouchers on hold for
the vendor.

Invoice Displays the invoice number.

Date Displays the voucher date.

Scheduled Payment

Displays the number of payments that are on hold
and whether full or partial payment will be made.

Unit Displays the business unit.
Voucher Displays the voucher number.
Gross Amt Displays the gross amount of the voucher.
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Field Description
Due Date Displays the due date of the payment.
Dscnt Amt Displays the discount amount of the voucher.

Discount Due Date | Displays the discount due date of the payment.

Days Overdue Displays the number of days that the payment is
overdue.

Scheduled to Pay Displays the scheduled to pay date.

Voucher Comments | Displays voucher comments.

On Hold Displays whether or not this payment is on hold.

Approval Status Displays the approval status of the voucher. This
can cause the payment to be on hold.

Wthd Hold Displays whether or not this payment is on hold for
withholding purposes.

Rejected Vouchers Page

The Rejected Vouchers page is a display-only page that allows you to
review rejected vouchers for a vendor. These are vouchers for which
approval has been denied.

This is the Rejected Vouchers page:

- bl
I Eejecled Vouchsrs |

Satiln LI ek Q000000001 Cefica Danos

SheiIMiine;  OFFICE DEF-DO1 salies; Approvad Wil k3

livdaiien Dates prEoeond  Scledaol Poyenese: 1 Full
Ui LIFE Wamchar:  (OOD000Y

Gress A S5.00  Codlar De D D A
Dicad Rinl: 0.00n Dz il Dmae: [uniss

Diovgs Crsarading: gr Sodvisdadanl 10 P ar Bl al |

Wota:her Cormmantz

i Hiahil
Walul Bk

Approval Staenss  Desied

B e I Nrtam 3o Seanch || 4] Faxtin List [Firsity

These are the fields on the Rejected Vouchers page:

Field Description
SetID Displays the SetID associated with the voucher.
Vendor Displays the vendor number and name.
ShortName Displays the vendor short name.
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Field Description

Status Displays the vendor status.

Vouchers Displays the total number of vouchers rejected for
the vendor.

Invoice Displays the invoice number.

Date Displays the invoice date.

Scheduled Displays the payment that is scheduled to be made,

Payment whether full or partial, for the rejected voucher.

Unit Displays the business unit associated with the
voucher.

Voucher Displays the voucher number.

Gross Amt Displays the gross amount of the voucher.

Due Date Displays the due date of the payment.

Dscnt Amt Displays the discount amount of the voucher.

Discount Due Date

Displays the discount due date of the payment.

Days Overdue

Displays the number of days the voucher is overdue.

Scheduled to Pay

Displays the scheduled to pay date of the payment.

Voucher Displays voucher comments.
Comments
On Hold Displays whether or not this voucher is on hold.

Approval Status

Displays the approval status of the rejected voucher.

Wthd Hold

Displays whether or not this voucher is on hold for
withholding purposes.
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Procedure — Inquiring on a Vendor Payment

Use these steps to inquire on scheduled payments on hold for a vendor.

% To inquire on a Vendor balance:

P N PE

Select Accounts Payable.
Select Review.
Select Vendor.

Select Scheduled Payments on Hold.

The Scheduled Payments on Hold search page appears.

Seheduled Payments an Held
Enlarar indornaion wu hees and chick Seanth. Leaws felds blankfr 3 ialof al walues

_|' Faned ion Exdsting Wakee

Selll 5w LINM )
wenidlon I0x Eaging with s Le)
Shiert Wanidor Mamme: | Esging with % BR<TER-001 )
dmm Curstomned Mumbeaz | Bsging with s =
D+E Numliea: = -

Blainia 12 Beging wiih =1

[ case sensame

Search Clear | Bamic Sesech |
Enter CASEL1 in the SetlD field.

Click

Search results appear.

Select the first payment in the search results list.

The Scheduled Payments on Hold page appears.

1 Scheduled Faopiments onHahl

Stz LINR'Y Watudar: DODDDINN0S  Besder Pharmnscain:s

EhertHame:  BAXTES-I01 alus:  Approwedl Wtz e 5 1n

lireaice: ROCKET Darle: OUZNII0A  Schedubed Paanen: 1 Full
Lyt LI Wolches:  dagaooii

Gl AR 10000 Dolar i Mhars: 022004
Dot Anikz Qa0 MHscoum Dne Dhate:

Dpgs et dhues 37 Schaduledte Pas 020992004

Youcher Commanls

O Mkl

el S 3
il Hskd Approval STalie:  Fanding

e save] 10 Retamao Seasch | il RmstinLiet | {10 Pravious i | [Py

Fired [0 1040 13 Laz
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Review Questions

1. True/False? You can drill down to view voucher detail from the Payment Inquiry page.
2. If you wanted to see the results of voucher posting, what page would you access?
3. Which page shows the payment reference numbers of payments that were cancelled and
reissued?
4, How do you send a message to purchasing or inventory personnel regarding PO
guestions?
3-24 Proprietary and Confidential to Case 03/17/05
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Review Questions and Answers

The following are the review questions and answers for each chapter.
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Chapter 1: Introducing PeopleSoft Accounts
Payable

1. Which applications does the Accounts Payable module interface with at Case?
PO, ePro, GL
2. What AP Control Levels will you specify when you enter a payment request. ?

Business Unit, Voucher Origin, Vendor.

A-2 Proprietary and Confidential to Case 3/17/2005
and Cedar Enterprise Solutions, Inc.



PeopleSoft 8.4 Payment Requests and Inquiry Appendix A: Review Questions and Answers

Chapter 2: Submitting Payment Requests

1. True or False. Use the Payment Request to request payments on items received from
requisitions.

False. You will not use the Payment Request page for items obtained through
requisitions or purchased with a procurement card.

2. What are the two types of requests that require additional forms to be sent with the
Payment request information?

Petty Cash and Travel Reimbursement

3. In addition to the distribution line information, what fields are required on the Payment
Request page?

Request Type, Date Check Needed, Return Check To, Total Amount, Description of
Request, Approver's Name.

3/17/2005 Proprietary and Confidential to Case A-3
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Chapter 3: Performing Payables Inquiries

1. True/False? You can drill down to view voucher detail from the Payment Inquiry page.

True — Click the payment reference id link to view the Payment Vouchers page and click
the Voucher ID link to open the Voucher Inquiry page.

2. If you wanted to see the results of voucher posting, what page would you access?
Voucher Accounting Entries.

3. Which page shows the payment reference numbers of payments that were cancelled and
reissued?

Replaced Payments Inquiry page.

4, How do you send a message to purchasing personnel regarding PO questions?
Use the Notify button.

A-4 Proprietary and Confidential to Case 3/17/2005
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Payment Request Forms

The following pages show the new forms that you can access from the
Payments Request page.
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Individual Information Form

Revised 05/2004
T, Employee/Student Request (ESR) Type of Request: v
AwE CAS E Case Western Reserve University Request Date:
CASE WESTERN RESERVE UNIVERSITY Material Support - Vendor Maintenance Vendor ID (if existing vendor):
PURPOSE -- To add an Individual or a change to an existing Individual.
NOTE -- A completed W-9 must be on file for each student who is being paid for goods or services.
Information Department Contact Information
Name 1: Department:
Name 2: Contact Person:
Address: Campus Phone:
City, State, ZIP: Campus Mailbox:
Country E-Mail Address:
SSN: Approving DeptID #:
Classification: v W-9 Information: v
Contact Name:
E-Mail:
Phone & Fax:
Requestor Signature Date

Include W-9 (if available) and fax completed form to: Material Support - Vendor Maintenance - 216-368-2509
Employee/Student Request (ESR) Instructions

The Employee/Student Request (ESR) form is used by University departments to:
e request that a new Employee/Student be added to the University vendor file; and/or,
e request that information be updated on an existing individual in the vendor file.

Current vendor information can be seen in the following vendor inquiry applications:
Go-Vendor-Vendor Setup/Maintenance;
Use-Vendor Information-Identifying Information-Update/Display

The Material Support Vendor Maintenance Team will not enter an Employee/Student into the vendor file without a W-9
(Request for Taxpayer Identification Number and Certification) form. Blank W-9 forms can be found on the website.

(1) Type of Request.
e  Click on the dropdown arrow at the end of this box to identify the reason for this form:
Petty Cash, Travel Advance, Travel Reimbursement, or Payment Request.
e Note that Request Date should be entered with slashes or hyphens (e.g., 4/27/2004 for April 27, 2004).
e If requesting an update to an individual already in the vendor file, provide the vendor ID number
(leading zeroes are not necessary).
(2) Information.
e Individual full legal name goes in Name 1.
If the individual does business under a different name, identify the DBA name in Name 2.
Provide complete address. This should be the individual's home address.
Tax Identification Number (either Federal Employer ID number or Social Security number) is required.
In the Classification box, click on the dropdown arrow to select from a list of valid values.
(Use the scroll bar to view the complete list of values.)
(3) Department Contact Information.
e Name of department that is completing this request.
e  Contact person (name, office phone, campus mailbox, e-mail) = person who prepared form and/or can answer
questions about it.
e Approving DeptID# = department ID number that should be associated with this request form.
e Inthe W-9 Information box, click on the dropdown arrow to indicate if the W-9 form is:
v' Attached (W-9 completed by vendor and included with this IVR form)
v' Student Contacted-Sending W-9 (department asked vendor to send completed form to Vendor
Maintenance Team)
v" Student Not Contacted (Vendor Maintenance Team should contact and make the request for the W-9)
(4) Requestor Signature.
Requesting individual should sign and date the ESR form.

Form Submission.

Fax to the Material Support Vendor Maintenance Team at 216-368-2509. If available, the completed W-9 form should be
included in the fax. Or, send the Vendor Request form to the Material Support Vendor Maintenance Team at CASC
2ndFL, Location Code 4909. If available, the completed W-9 form should be stapled to the IVR form.

B-2 Proprietary and Confidential to Case 3/17/2005
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Supplier Information Form

gl

CASE

CASE WESTEAM RESERVE UMIVERSITY

SUPPLIER INFORMATION FORM

Return fo: Case Wesiern Reserve University

Material Suppeort

10900 Euclid Avenue

Cleveland., OH 441

064910

Telephone: (2163 368-2560 Fax ( 216) 368-2509

L. SUPPLIER

Supplier Name (please type or print)

Supplier T'ype (check one only

D Mon-Profit Crganization
11099 Supplier
D Individual

Large Busingss Concern
L[] Small Business Coneern

DIII;L'U.-’MI

Check all that apply:
] Women-owned (' WRE)
|:| Minority (MBE)

Mative American
(As defined in FAR

Black American

If Certified, List Organization/Source:

{Relerence: Small Business Program Representations

MAJCSE

D Veteran-owned
[] pisadvantaged (DBE)

wsinn Pacific arici
Ausian Pacific American
Small Business Programs

Federal Tax 1D

Contractor

Distributor
Manufacturer

D Service Disabled Veteran-owned
Please circle the DEE classification below, i applicable:

Hizpanic American

FAR52.219-1]d

{www.cansus. goviepod mww madcs himl)

Business Type (Check one only]

DER

Retailer
Broker
ther

[ unubzone

Subcontinent-Asian American

Part 19.001 Definiticns)

{Attach copy of Cerification )

K

L GENERAL

Parent Supplier Mame

Supplier Assigned CWRL Customer Number

3. BUSINESS ADDRESS (pleaze copy this page to list any additional address)

ADDRESS/TOCATION |
Address Line 1

Address Line 2

Acdldress Line 3

City

State

Comnty

Pestal Code

Couniry

s ADDRESS 1:
[ ves
O ves

D Nao
D Mo

Payment Remitting Location?

Purchasing Location?

Telephone Number

Fax Number

ADDRESS/LOCATION 2
Adddress Line 1

Adddress Line 2

Adddress Line 3

City

Slate

County

Postal Code

Is ADDRESS 2
I:| Yes
|:| Yes

Payment Remiiting Location?

Purchasing Location?

Telephone Mumber

Fax Mumber

Country

l:l Mo
|:| Mo

re 0370804
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4. CONTACTS for ADDRESS (please copy this page to list any additional contacts)

Principal Contact Name ADDRESS 1 Primcipal Contact Name ADDRESS 2
E-Mail Address E-Muil Address

Telephone Mumber Telephone Mumber

Fax Number Fax Numbser

Sales Rep. Contact Name ADIMRESS 1 Sales Rep. Contact Name &ADDRESS 2
E-Mail Address E-Muil Address

Telephone Number Telephone Mumber

Fax Number Fax Numbser

Customer Service Contact Name ADDRESS 1 Customer Service Contact Name ADDRESS 2
E-Mail Address E-Muil Address

Telephone Number Telephone Mumber

Fax Number Fax Mumbser

% OTHER

I your firm does business on the Intermet, please provide your WER site address:
Daes your company offer e-commerce? D Yes [ Mo Dioesyour firm accept [ |MasterCard [ American Fxpress other

I your div accept MasterCard, do you have Level 111 data transmission capability? Yes |:| Mo
Mame o daseription of the hwo primary items yon el most confident in providing o CWRTTal 5 compatitive pice:

Do any of your products require Material Safety Data Sheets? D Yes D Mo
[T 5o, dovyou automatically send them with every order shipped? I:l Yes D M

Dy you have a minimum order requirement? |:| Yes |:| Moo Additional Charges

In the future, would you like EFT processing? D Yes |:| Mo

It 50, please provide Bank Infoc Routing Transit mumber {£AB A numbery

Account mumber Aocount bype (checking, saving elc)
Mame as it appears on the account

Principal Clent/Customer Referemces:
COMPANY CONTACT NAME PHONE #

Year Established M Coale Number of Emnloyees irnss Ammnal Sale

6, *REQUIRED®* Name of University Department Person vou are dealing with

T. SIGNATURE and CONTACT INFORMATION

Signature of Avuthorized Representative Date Telephone Number
Print Mame Title
reny (308 04
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Supplier Information Form Instructions and Definitions

Do Not Return This Sheet
SECTION 1
Required.
LARGE BUSINESS CONCERN: Any organization/business with more than 500 employees
SMALL BUSINESS CONCERN: (a) The SBA establishes simall business size standards on an industry-by-industry basis. (Ses 13
CFR 1213 (b) Small business size standards are appliad by— (1) Classifying the product or service being acquired in the industry
whose definition, as found in the North American Industry Classification System (NAICS) Manual (available via the Intemet at
hitpe/fwaw . census. gov’eped/wwwinaics. himl) best describes the principal nature of the product or service being acquired.
HBCU/MI: A historically Black College or University! Minority Institution.
NON-PROFIT ORGANIZATION: Any organization not conducted or maintained for the pumpose of making profit. This category
includes but is not limited to sheltered workshops, universities, colleges, and local, state and federal governments.
WOMAN-OWNED means a business concem (a) Whichisat least 51 percent owned by one or more women; or, in the case of any
publicly owned business, at least 51 percent of the stock of which is ownad by one or more women; and (b) Whose management and
daily business operations are controlled by one or more women.
VETERAN-OWNED means a business concern-- (a) Whichis at least 51 percent owned by one or more veterans (as defined at 38
LLS.C. 101(23); or, in the case of any publicly owned business, at least 51 percent of the stock of which is owned by one or more
veterans: and (b) Whose management and daily business operations are controlled by one or more veterans.
SERVICE DISABLED VETERAN-OWNED means a business concern-- ia) Which is at least 531 percent ownad by one or more
service disabled veterans (as defined at 38 LLS.C, 101(2)); or, inthe case of any publicly owned business, at least 51 percent of the
stock of which is owned by one or more service disablad veterans as defined in 38 US.C. 101{16).; and (b) Whose management and
daily business operations are controlled by one or more service disabled veterans.
HUBZone means 4 historically underutilized business zone, which is an area located within one or more qualified census tracts,
qualified non-metropolitan counties, or lands within the external boundaries of an Indian reservation. Businesses must be ownad and
controlled by one or more U.S. citizens, and at least 353% of its employees must reside in a HUBZone.
IMSADVANTAGED BUSINESS (DBE) means an offerer that represents, as part of its offer, that it has received certification as a
small disadvantaged business concern consistent with 13 CFR part 124, subpart B; and (i) No material change in disadvantaged
ownership and control has cccurred since its certification: (ii) Where the concem is owned by one or more disadvantaged individuals,
the net worth of each individual upon whoim the certification is based does not exceed 5750,000 after taking into account the
applicable exclusions set forth at 13 CFR 124, 104(c)2); and (iii) It is identified. on the date of its representation, as a certified small
disadvantaged business (SDB) concern in the database maintained by the Small Business Administration (PRO-Net);
Definitions of business classifications for DBE are as follows:
Black American: All persons having origin in any of the African racial groups.
Mative American: All persons having origins in any of the original peoples of North America, including American Indian, Alaskan
Mative, Aleut or Native Hawaiian.
Asian Pacific American: All persons whose origins are in Japan, China, Vietnarm, Korea, Samoa, Guarmn, the ULS. Tmst Territory of
the Pacific Islands, the Morthern Mariana Islands, Laos, Cambodia, Taiwan, Burma, Thailand, Malavsia, Indonesia, Singapore,
Brunegi, Republic of the Marshall Islands, the Federated States of Micronesia or the Philippine Islands.
Subcontinent Asian Americans — means United States citizens whose origins are in India, Pakistan or Bangladesh, Sri Lanka,
Bhutan, or Nepal.
Hispanic American: All persons of Mexican, Puerto Rican, Cuban, Central, Latin or South American, Portuguese or other Spanish
culture of origin.
SECTION 2
Complete as applicable.
SECTION 3
Al least one address is required.
SECTION 4
Optional, but useful for Case Western Reserve University, List your emplovee contact information for Case Western Resarve
University’s account.
SECTION 5
Optional, but useful for Case Western Reserve University, Complete as applicable.
SECTION &
Required.
SECTIONT
Required
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Travel Reimbursement Form

CASE WESTERN RESERVE UNIVERSITY

Daka
STATEMENT OF TRAVEL EXPENSE
MAME Dapl Bldg
Purpoes
ADDRESS ol Trip
Relum Chack to: Cale of Trip Ta
OATE OF i ) MODE OF FARKING MILEAGE
EXPENEE FROM e T TRAVEL | FARE TOLLS [ wmes | secenmen TOTAL
$0.00
ho.on
K000
H0.00
SUB-TOTAL 0.00 0.0 0.00 H0.00
OATE OF - . CTHER
MEALS HOTEL TAXI PHOME TIPS
EXPENEE LESCRETICN AMELINT i
H0.00
H0.00
S0.00
$0.00
H0.00
$0.00
H0.00
SUB-TOTAL 0.00 0.00 0.00 0.00 0.00 0,00 50,00
TOTAL THIS PAGE S0.00
o ACCOUNT MO, AMOUNT || JOLRNAL DESCRIPTION - 11 Fos TOTAL PREV PGE.
E TOTAL EXPENSES $0.00
T LESS ADVANCE
; DLUE UMIVERSITY H0.00
E [LE TRAVELER H0.00
MOTE:
1. Altach sll onginal receipls.
Are you consklersd a ron-resldent alien o axpurposes? [ ves K] Mo 2. Sand dreclly o Acconts
Payablz for Relmbursement.
SIGNATURE ! CERTIFICATION OF TRAVELER: APPROVAL - Travaeler's Supsrvisor:
| carlity Ihat al expanses are n accardance wilth the University Travel Policy. | also
l:l':"l'llr:.' Ihal tha reimbursameant Tor EI'l]I'gE"S- are FIHH'IE-‘SIUE" nder Sponsor gqulI’ES
whera applicable and charges I federally sparenred projects donol nelude slcohol,
Signatura
Signature Fho= Printed ham e Prona
FOR BUSINESS OFFICE USE ONLY
EEEEREMNCE MO VERDGCE RO CLUE DATE ACCOLUNTS PAY SELE
INVOICE APRON
S o Tk Thvice [Eie Tureiee of TR
Ray. 1iT112000
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Petty Cash Expenditure

CASE WESTERN RESERVE UHNIVERSITY
REFPORT OF FETTY CAsH EXFEMDITURES

221 =000
WodTy Casn Aooolnk b Cardydon Lepoiimoni
ALL PETTY CASH EXPEMDITUALS SHOULD BE SUPEORTED By SALES SUP, BECEPTSOR BETTY CASH WOUCHERS.
ACCOUNTS
DATE PHDTO ITEMR AMCAINT TOBE CHARGED
Toobl b ks replonthed =g L0
REFLENIZHING PETTY CASH FLIMND
Mg s A chack in P amsini of § Q00 pavabin b PETTY CASH -
T Tobl i aaree [R5 B
narder o replsrish B patty cash lurd o 1ha ssabbshad lawel,
Fanas T connpieat o Appraved by
Ao Payrabde, T Teaod od (LES
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