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Define Responsibility
Description:
Use this form to define responsibilities.
[Menu] System Administrator>Security>Responsibility>Define

	Responsibility Name
	Application
	Responsibility Key
	Menu

	
	
	
	

	Defined Benefit Payables Manager
	Payables
	DB_PAYABLES_MANAGER
	AP_NAVIGATE_GUI12


[Block] Data Group

	Name
	Application

	
	

	Standard
	Payables


[Block] Request Group

	Name
	Application

	
	

	All Reports
	Payables


[Save]
[Menu] System Administrator>Security>Responsibility>Define

	Responsibility Name
	Application
	Responsibility Key
	Menu

	
	
	
	

	Benefit Completion Payables Manager
	Payables
	BC_PAYABLES_MANAGER
	AP_NAVIGATE_GUI12


[Block] Data Group

	Name
	Application

	
	

	Standard
	Payables


[Block] Request Group

	Name
	Application

	
	

	All Reports
	Payables


[Save]
[Menu] System Administrator>Security>Responsibility>Define

	Responsibility Name
	Application
	Responsibility Key
	Menu

	
	
	
	

	Deferred Compensation Payables Manager
	Payables
	DCP_PAYABLES_MANAGER
	AP_NAVIGATE_GUI12


[Block] Data Group

	Name
	Application

	
	

	Standard
	Payables


[Block] Request Group

	Name
	Application

	
	

	All Reports
	Payables


[Save]
Define Financial Options
Description:
Use this form to define accounting options and defaults. You can define defaults in this form to simplify supplier entry, invoice entry and automatic payments.

[Menu] Defined Benefit Payables Manager>Setup>Options>Financial Options

	Operating Unit

	
	

	Defined Benefit Operating Unit


[Button] New
	Future Periods

	
	

	12


[Block] GL Accounts

	Liability
	Prepayment
	Discount Taken

	
	
	

	061.2010
	061.2010
	061.2010


[Save]

[Menu] Benefit Completion Payables Manager >Setup>Options>Financial Options

	Operating Unit

	
	

	Benefit Completion Operating Unit


[Button] New
	Future Periods

	
	

	12


[Block] GL Accounts

	Liability
	Prepayment
	Discount Taken

	
	
	

	165.2010
	165.2010
	165.2010


[Save]
[Menu] Deferred Compensation Payables Manager >Setup>Options>Financial Options

	Operating Unit

	
	

	Deferred Compensation Operating Unit


[Button] New
	Future Periods

	
	

	12


[Block] GL Accounts

	Liability
	Prepayment
	Discount Taken

	
	
	

	043.2010 
	043.2010
	043.2010


[Save]

Define Payables Options
Description:
Use this form to define payables options and defaults. You can define defaults in this form to simplify supplier entry, invoice entry and automatic payments.

[Menu] Defined Benefit Payables Manager>Setup>Options>Payables Options

	Operating Unit

	
	

	Defined Benefit Operating Unit


[Tab] Accounting Option

[Block] Payment Accounting

	Account for Payment
	Account for Gain/Loss

	When Payment is Issued
	When Payment Clears
	When Payment is Issued
	When Payment Clears

	
	

	No
	Yes
	No
	Yes


[Tab] Invoice

[Block] Main

	Allow Online Validation
	Allow Document Category Override

	
	

	Yes
	Yes


[Tab] Supplier

	Invoice Currency
	Terms Date Basis
	Pay Date Basis
	Terms

	
	
	
	

	US Dollar
	Invoice
	Due
	IMMEDIATE


[Save]

[Menu] Benefit Completion Payables Manager>Setup>Options> Payables Options

	Operating Unit

	
	

	Benefit Completion Operating Unit


[Tab] Accounting Option

[Block] Payment Accounting

	Account for Payment
	Account for Gain/Loss

	When Payment is Issued
	When Payment Clears
	When Payment is Issued
	When Payment Clears

	
	

	No
	Yes
	No
	Yes


[Tab] Invoice

[Block] Main

	Allow Online Validation
	Allow Document Category Override

	
	

	Yes
	Yes


[Save]

[Menu] Deferred Compensation Payables Manager>Setup>Options> Payables Options

	Operating Unit

	
	

	Deferred Compensation Operating Unit


[Tab] Accounting Option

[Block] Payment Accounting

	Account for Payment
	Account for Gain/Loss

	When Payment is Issued
	When Payment Clears
	When Payment is Issued
	When Payment Clears

	
	

	No
	Yes
	No
	Yes


[Tab] Invoice

[Block] Main

	Allow Online Validation
	Allow Document Category Override

	
	

	Yes
	Yes


[Save]

Define Payables System Setup
Description:
Use this form to define supplier numbering & invoice defaults.

[Menu] Payables Manager>Setup>Options>Payables System Setup

[Block] Supplier Number

	Entry
	Type

	
	

	Manual

	Alphanumeric


[Save]
Define Payables Source
Description:
Use this form to define Payables Invoice Import Sources.

[Menu] Payables Manager>Setup>Lookups>Payables

	Type
	Application

	
	

	SOURCE
	Payables



[Find]

	Code
	Meaning
	Description
	Enabled

	
	
	
	

	SERIS AP INTERFACE
	SERIS To Oracle AP Interface
	Invoices from SERIS
	Yes


[Save]
Define Payment Terms
Description:
Use this form to define invoice payment terms. 

[Menu] Payables Manager>Setup>Invoice>Payment Terms

	Name
	Description

	
	

	IMMEDIATE
	Immediate Payment 


[Tab] Due

	%Due
	Days

	
	

	100
	0


[Save]
Define Invoice Descriptive Flexfields
Description:
Use this form to define descriptive flexfield segments. 

[Menu] Payables Manager>Setup>Flexfields>Descriptive>Segments

	Application
	Title

	
	

	Payables
	Invoice


[Find]

	Freeze Flexfield Definition

	
	

	No


[Block] Context Field Values

	Code
	Name
	Description

	
	
	

	Global Data Elements
	Global Data Elements
	Global Data Element Context


[Button] Segments

	Displayed

	
	

	No


[Save]

[Block] Context Field Values

	Code
	Name
	Description

	
	
	

	SERS
	SERS
	SERS Data Element Context


[Button] Segments

[Window] Segments Summary
	 Number
	Name
	Window Prompt
	Column
	Value Set
	Displayed
	Enabled

	
	
	
	
	
	
	

	1
	Document Number
	Document Number
	ATTRIBUTE2
	
	Yes
	Yes


[Save]
[Button] Open

[Block] Validation

	Required
	Security Enabled

	
	

	No
	No


[Block] Sizes

	Concatenated Description Size

	
	

	15


[Save]
[Window] Segments Summary
	 Number
	Name
	Window Prompt
	Column
	Value Set
	Displayed
	Enabled

	
	
	
	
	
	
	

	2
	Total Direct
	Total Direct
	ATTRIBUTE3
	
	Yes
	Yes


[Save]
[Button] Open

[Block] Validation

	Required
	Security Enabled

	
	

	No
	No


[Block] Sizes

	Concatenated Description Size

	
	

	15


[Save]
[Window] Segments Summary
	 Number
	Name
	Window Prompt
	Column
	Value Set
	Displayed
	Enabled

	
	
	
	
	
	
	

	3
	Total Prenotes
	Total Prenotes
	ATTRIBUTE4
	
	Yes
	Yes


[Save]
[Button] Open

[Block] Validation

	Required
	Security Enabled

	
	

	No
	No


[Block] Sizes

	Concatenated Description Size

	
	

	15


[Save]
[Window] Segments Summary
	 Number
	Name
	Window Prompt
	Column
	Value Set
	Displayed
	Enabled

	
	
	
	
	
	
	

	4
	Total Checks
	Total Checks
	ATTRIBUTE5
	
	Yes
	Yes


[Save]
[Button] Open

[Block] Validation

	Required
	Security Enabled

	
	

	No
	No


[Block] Sizes

	Concatenated Description Size

	
	

	15


[Save]
[Window] Segments Summary

	 Number
	Name
	Window Prompt
	Column
	Value Set
	Displayed
	Enabled

	
	
	
	
	
	
	

	5
	IES Transfer Status
	IES Transfer Status
	ATTRIBUTE6
	
	Yes
	Yes


[Save]

[Button] Open

[Block] Validation

	Required
	Security Enabled

	
	

	No
	No


[Block] Sizes

	Concatenated Description Size

	
	

	15


[Save]

	Freeze Flexfield Definition

	
	

	Yes


[Compile]

[Save]

Define Invoice Line Descriptive Flexfield Structure
Description:
Use this form to define Invoice Line descriptive flexfield structure & segments to store SERIS data elements from Payables Import.

[Menu] Payables Manager>Setup>Financials>Flexfields>Descriptive>Segments

[Window] Descriptive Flexfield Segments

	Application
	Flexfield Title
	Freeze Flexfield Definition

	
	
	

	Payables
	Invoice Lines
	No


[Block] Context Field Values

	Code
	Name
	Description

	
	
	

	SERS
	SERS
	SERS Data Element Context


[Button] Segments
[Window] Segments Summary
	 Number
	Name
	Window Prompt
	Column
	Value Set
	Displayed
	Enabled

	
	
	
	
	
	
	

	1
	Member ID
	Member ID
	ATTRIBUTE1
	
	Yes
	Yes

	2
	Process Type
	Process Type
	ATTRIBUTE2
	
	Yes
	Yes

	3
	Allocation Type
	Allocation Type
	ATTRIBUTE3
	
	Yes
	Yes

	4
	SSN
	SSN
	ATTRIBUTE4
	
	Yes
	Yes

	5
	Revenue Code
	Revenue Code
	ATTRIBUTE5
	
	Yes
	Yes


[Save]
[Button] Open

[Block] Validation

	Required
	Security Enabled

	
	

	No
	No

	No
	No

	No
	No

	No
	No

	No
	No


[Save]
[Window]  Descriptive Flexfield Segments

	Freeze Flexfield Definition

	
	

	Yes


[Compile]
[Save]
Define Vendors Descriptive Flexfield Structure
Description:
Use this form to define Supplier descriptive flexfield structure & segments to store SERS data elements.

[Menu] Payables Manager>Setup>Financials>Flexfields>Descriptive>Segments

[Window] Descriptive Flexfield Segments

	Application
	Flexfield Title
	Freeze Flexfield Definition

	
	
	

	Purchasing
	Vendors
	No


[Block] Context Field Values

	Code
	Name
	Description

	
	
	

	SERS
	SERS
	SERS Data Element Context


[Button] Segments
[Window] Segments Summary
	 Number
	Name
	Window Prompt
	Column
	Value Set
	Displayed
	Enabled

	
	
	
	
	
	
	

	10
	Agency
	Agency
	ATTRIBUTE1
	
	Yes
	Yes

	20
	Fund
	Fund
	ATTRIBUTE2
	
	Yes
	Yes

	30
	Appropriation
	Appropriation
	ATTRIBUTE3
	
	Yes
	Yes

	40
	YR-Acts
	YR-Acts
	ATTRIBUTE4
	
	Yes
	Yes

	50
	Approp. Symbol
	Approp. Symbol
	ATTRIBUTE5
	
	Yes
	Yes

	60
	TV Fund
	TV Fund
	ATTRIBUTE6
	
	Yes
	Yes

	70
	TV Approp. Symbol
	TV Approp. Symbol
	ATTRIBUTE7
	
	Yes
	Yes

	80
	TV Org-CSTFN-Obj
	TV Org-CSTFN-Obj
	ATTRIBUTE8
	
	Yes
	Yes

	90
	TV Revenue Code
	TV Revenue Code
	ATTRIBUTE9
	
	Yes
	Yes

	100
	Purpose
	Purpose
	ATTRIBUTE10
	
	Yes
	Yes

	110
	SAP GL Acct
	SAP GL Acct
	ATTRIBUTE11
	
	Yes
	Yes

	120
	SAP Fund
	SAP Fund
	ATTRIBUTE12
	
	Yes
	Yes

	130
	SAP Cost Ctr
	SAP Cost Ctr
	ATTRIBUTE13
	
	Yes
	Yes

	140
	Document Type
	Document Type
	ATTRIBUTE14
	
	Yes
	Yes


[Save]
[Button] Open

[Block] Validation

	Required
	Security Enabled

	
	

	No
	No

	No
	No

	No
	No

	No
	No

	No
	No

	No
	No

	No
	No

	No
	No

	No
	No

	No
	No

	No
	No

	No
	No

	No
	No

	No
	No


[Save]
[Window]  Descriptive Flexfield Segments

	Freeze Flexfield Definition

	
	

	Yes


[Compile]
[Save]
Define Suppliers
Description:
Use this web page to define & create suppliers.

PREREQUISITE – 
· Setup Trading Community Manager (Geography Hierarchy) Module before continuing with this step.
· Supplier details must be available in a spreadsheet and they must be defined using below steps.
[Menu] Defined Benefit Payables Manager>Suppliers>Entry

[Button] Create Supplier

	Organization Name
	Supplier Number

	
	

	<Name>
	<Core Vendor Number>


[Button] Apply

[Left Menu] Organization

	Context

	
	

	SERS


	Agency
	Fund
	Appropriation
	YR-Acts
	Approp. Symbol
	TV Fund
	TV Approp. Symbol

	
	
	
	
	
	
	

	<Agency Name>
	<Fund Name>
	<Appropriation>
	<YR-Acts>
	<Approp. Symbol>
	<TV Fund>
	<TV Approp. Symbol>


	TV Org-CSTFN-Obj
	TV Revenue Code
	Purpose
	SAP GL Acct
	SAP Fund
	SAP Cost Ctr
	Document Type

	
	
	
	
	
	
	

	<TV Org-CSTFN-Obj>
	<TV Revenue Code>
	<Purpose>
	<SAP GL Acct>
	<SAP Fund>
	<SAP Cost Ctr>
	<Document Type>


[Button] Save

[Left Menu] Invoice Management

	Invoice Match Option

	
	

	


[Block] Invoice Payment Terms

	Payment Currency
	Terms
	Pay Date Basis

	
	
	

	US Dollar
	IMMEDIATE
	Due


[Button] Save

[Left Menu] Payment Details

[Block] Payment Methods
	Payment Method
	Default

	
	

	<Payment Method>
	Yes


[Block] Payment Attributes
[Tab] Payment Specifications

	Pay Each Document Alone

	
	

	Yes


[Tab] Separate Remittance Advice Delivery

	Delivery Method

	
	

	Printed


[Button] Save

[Left Menu] Address Book

[Button] Create

	Country
	Address Line 1
	City
	County
	State
	Address Name
	Address Purpose

	
	
	
	
	
	
	

	United States
	Capitol
	Harrisburg
	Dauphin
	PA
	PAY SITE
	Payment


[Button] Continue

[Block] Operating Units

	Select
	Operating Unit

	
	

	Yes
	<Operating Unit>


[Button] Apply

[Button] Manage Sites
[Tab] Uses

	Primary Pay

	
	

	Yes


[Button] Apply

[Button] Manage Sites

[Tab] Communication

	Supplier Notification Method

	
	

	Print


[Button] Apply

[Button] Manage Sites

[Tab] Identification

[Button] Add Attachment

	Text

	
	

	<Text>


[Button] Apply

[Button] Apply

[Left Menu] Accounting

[Block] Supplier Sites

	Ledger

	
	

	<Ledger>


[Button] Go

	Liability Account

	
	

	<Default Liability Account>


[Button] Save

[Left Menu] Banking Details

[Block] Bank Accounts

[Button] Create

	Country

	
	

	United States


[Block] Bank

	Create New Bank
	Bank Name
	Create New Branch
	Branch Name

	
	
	
	

	Yes
	<Bank Name>
	Yes
	Main Branch


[Block] Bank Account

	Account Number
	Account Name
	Currency

	
	
	

	<Account Number>
	Supplier Remit to Account
	US Dollar


[Button] Apply

[Button] Save

[Block] Bank Account and Assignment Details

	Select Account Assignment Level
	Operating Unit

	
	

	Site
	<Operating Unit>


[Button] Go

[Button] Add

	Select
	Account Name

	
	

	Yes
	Supplier Remit to Account


[Button] Select

[Button] Save

Open/Close Periods
Description:
Use this form to Open and Close periods.
Note: First open period will be set to ‘December-07’. Convert summary balances into December of the prior accounting year and detail balances for each period until cutover.  
[Menu] Defined Benefit Payables Manager>Accounting>Control Payables Periods
	Ledger

	
	

	DB


[Window] Control Payables Periods
	Period Status
	Period Name

	
	

	Open
	Dec-07


[Button] Save
[Menu] Benefit Completion GL Super User>Accounting>Control Payables Periods
	Ledger

	
	

	BC


[Window] Control Payables Periods
	Period Status
	Period Name

	
	

	Open
	Dec-07


[Button] Save
[Menu] Deferred Compensation GL Super User>Accounting>Control Payables Periods

	Ledger

	
	

	DCP


[Window] Control Payables Periods
	Period Status
	Period Name

	
	

	Open
	Dec-07


[Button] Save
Define System Profile Options
Description:
Use this form to define the Payables profile options.
[Menu] System Administrator>Profile>System

	Profile
	Site
	Application
	Responsibility
	User

	
	
	
	
	

	AP: Use Invoice Batch Controls
	Yes
	
	
	


	Profile
	Responsibility

	
	Defined Benefit Payables Manager
	Benefit Completion Payables Manager
	Deferred Compensation Payables Manager

	
	
	
	
	

	MO: Operating Unit
	Defined Benefit Operating Unit
	Benefit Completion Operating Unit
	Deferred Compensation Operating Unit

	MO: Default Operating Unit
	Defined Benefit Operating Unit
	Benefit Completion Operating Unit
	Deferred Compensation Operating Unit

	GL Ledger Name
	DB
	BC
	DCP

	HR: User Type
	HR with Payroll User
	HR with Payroll User
	HR with Payroll User

	Sequential Numbering
	Partially Used
	Partially Used
	Partially Used


[Save]
Define Profile Options
Description:
Use this form to define the Payables profile options.
[Menu] System Administrator>Define Profile Options

	User Profile Name
	Hierarchy Type

	
	

	AP: Use Invoice Batch Controls
	Organization


[Save]
Validate Application Accounting Definitions
Description:
Run this concurrent program to create invoice accounting.
[Menu] Defined Benefit Payables Manager>Other>Requests>Run

[Window] Submit Request

	Name

	
	

	Validate Application Accounting Definitions


[Window] Parameters

	Ledger
	Uncompiled Status Only
	Application

	
	
	

	DB
	No
	Payables


[Button] Submit 

Add XML Report Publisher program

Description:
Add this concurrent program to enable XML reports using Payables responsibility.

[Menu] System Administrator>Security>Responsibility>Request

[Window] Request Group

[Flashlight] 
	Group

	
	

	All Reports


[Button] OK
[Block] Requests

[New]

	Type
	Name

	
	

	Program
	XML Report Publisher


[Save]
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