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I How do | access APPO Reports?

Accounts Payable/Purchase Order (APPO) reports are Business Objects reports and are
available through Bl launch pad. You can find Bl launch pad login links at the following websites:

https://finance.vumc.org

Department of Finance:
eBiz:

https://finance.vumc.org/ebiz/

Direct link: https://enterprisebiprod.app.vumc.org/BOE/BI

Steps:

1. Bl launch pad uses VUMC's single
sign on system. If you are not
already logged on, enter your
VUNetID and ePassword.

Note: Make sure that
the authentication is
set to Windows AD.

SAP BusinessObjects
Bl launch pad

Enter your user information, and click "Log On".
If you are unsure of your account information, contact your system

administrator,

User Mame: [robertab
Password: sesssss

Authentication: | Windows AD El

Log On

i 2[! ., Help
(1]
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2. Select the [2o=m=ns | tahy from the Bl launch pad home page.

SAD4

Ho Documents

Welcome: Amanda B Roberts | Applications™  Preferences  Help menu™

Log off |

S

+ My Recently Viewed Documents

+ 0 unread messages in My Inbox

+ My Applications

4! POs with No or Partial Invoice Activit. -
; Voucher Summary

¥ voucher Detail

;‘ Purchase Summary

¥ Purchase Detail - vum

; APPO Bank Recon Reports

¥ Purchase Detai

{#| FTE Trend - Center-account Detal

; Center Earnings Type Summary

¥l Center Detai

No unread messages

Seemore...

~ My Recently Run Decuments

~ 0 Unread Alerts

Mo recently run documents

No unread alerts

See more...

3. From the Document page, if Categories are not displayed, select the tab at the

bottom.

SAD4

]

Welcome: Amanda B Roberts | Applications *  Preferences

Help menu ™ Log off |

£

View = New ~ Organize

Send More Actions Details

My Documents

| Title ~

| Type

| Last Run

& K [t]err b

|1rrstan05

li’g My Alerts

Lﬁ Subscribed Alerts

@Personal Categories

F

Categories )

= | ~WebInteligence | Folder

Total: 1items

4. Expand the ‘Corporate Categories’ by clicking the
‘+’ sign to the left of the folder.

Last updated: 1/29/2019
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5. Select ‘APPO’ from the list of available universes.

View = NMew

My Documents
Folders

Organize

Categories

=- & coporate Categaries

B General Ledger
i Labor Data

& VUIT Charges

"B Waork Order

Send

Maore Actions Details

Title ~
Department Spedific

TR0 W

Quick Lookup

Disbursements
Finance Internal
GL Recondliation

Purchase Qrder

6. The larger APPO folder includes subfolder categories including Disbursements and Purchase
Order. Select the correct category based on what report information you need.

Title »

TERRaw

Department Spedific
Disbursements
Finance Internal

GL Recondliation
Purchase Order
Quick Lookup

7. Once you have selected the subfolder, the list of available APPO reports will appear in the
Documents window. \

w Welcome: Amanda B Roberts | Applications ™ Preferences  Help meru ™ Log off pel
®
Home | Documents
View ~ Mew Crganize Send More Actions Details = M 4|1 |oft B M
My Documents Title ~ Type Last Run Instances
Folders ¥ | Checks held for pickup Web Inteligence 1]
Categories
= B nik. Demand Check Payment Status Web Inteligence 1]
C te Categori e
R orparate Lategaries # | eProcurement Invoices (Vouchers) Web Inteligence 1]
E B2 appo
# | Freight Charges by Center and JE Date range | Web Inteligence 1]
2 Department Spedific # | Invoice Detail (Multiple Departmental Invoice Re Web Inteligence o
w =|: ® |Invoice Detail (Single Departmental Invoice Rep Web Inteligence 0 E
B Finance Internal S| Invoice GL Activity Date Web Inteligence 1]
B st # | Invoice Payment Status Web Inteligence 1]
econcilation
# | Invoice Summary {Vouchers) Web Inteligence 1]
= Purchase Order L4
# | PO Invoice Activity Status Web Inteligence 1]
= C SRR NS SRR p S AT e e

Last updated: 1/29/2019
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Purchase Detail Report
The Purchase Detail Report provides information about a purchase transaction through various
points in its life cycle. This report can be used to answer the following questions:
e How do I find the related Purchase Order (PO) for a requisition?
e How do I know if an Invoice has been received for a PO?

e How can | find out if an Invoice related to the PO or Requisition has been paid?

Il. How do I find the related Purchase Order (PO) for a requisition?

If you have a departmental requisition (eProcurement Req, or historical A Req, C Req, etc.) and
would like to check the Purchase Order submitted by the Procurement Department, run the
Purchase Detail report.

Steps: __|Title 2
Department Specific
1. Select the ‘Purchase Order’ folder from the & | Disbursements APPO

& | Finance Internal

Corporate Category in Bl launch pad.
=, ligtion
(F:# Purchase Order
=

Quick Lookup
e W PR P, P P . .
B (PO Comments 2. Scroll down the alphabetical list of
H ‘
¥ | PO Summary reports and double click ‘Purchase

_ Detail’ to run the report.
(: # |Purchase Detail

3. To display the Prompts when the report opens, either:

(b) Click on the ‘Refresh’ icon at the
bottom right corner of the screen.

3
EE 4 ! ':’@ % (a) Click on ‘Advanced’ at the top
Home | Documents | Purchase Detail © = = | 2 left corner of the ‘User Prompt
WebInteligence ~ ([ 2= EH - | S~ 4| & L E f Input’ bOX;
i OR
&= Run '_[
umber: [optiona 2%
b

OR Enter Requisition Number: |

|°|

P e n 5 Page 1of1 b M| |i& 5] |100% -

* Trusted sites | Protected Mode: Off fa v H100%

[
f
%

Last updated: 1/29/2019 4
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4. Click on the line ‘Enter values for Req ID’ to highlight it, then enter the requisition

number when prompted for Req ID and click ok |

See Appendix for more information on
using Prompt Variants.

Prompts A
Available prompt variants - 5l [ﬂ 4
&  Enter PO Number:
E0D1067145 "
(ERIE s I Uz Refresh Values S@
To see the cond -
Note: This report can also be . Note: Use CAPITAL letters when
run using the PO number. : entering data into the prompts.

C o D/ o

5. The Purchase Detail report will then be generated. The report will open on the first tab
titled ‘Transaction Summary.” The Purchase Order number is shown in the first column.

}
W Welcome: Diana E 0rlnsby}
(-] H

Home: I Documents ] Purchase Detail .= + & ]

WebInteligence - 01 S EH - | S-|& 8 = | |9 ¢ & | | B Track = P Diill ~ W Flter Bar aMF'&e:e i Outline
5
= Transaction Summary P
=@
)
Vendor: iald indi
e Discount The Type field indicates the type of purchase
230 North Mil k i = . .
Vernon Hills, Il 0061 (e.g., general, capital, sub-contract). ion Audit’ tab

United States

proviaes more information

: [P Check
T regarding the requisition. G 3
PO Nbr Reqld PO Dt Type Status PO Total Date
VU Force 08355048 PQ35436 09/24/2014 Matched Paid
EDD1067149 09/24/2014 General Complete 52.231.10
08355048 PQa5426 09r24/2014  Matched Paid

08355048 PQ35426 09/24/2014  Matched Paid
05355048 PQ35426 09/24/2014  Matched Paid
08355048 PQ35426 09/24/2014  Matched Paid
08901855 QHEE099 10/24/2014  Matched Paid

( [3 Transaction Summary 5 [2] PODetal | [3 VoucherDetal | [3 PaymentStatus | (3] Requisition Audit | [ PO Invoice Activity | [2] PMM Receiving Data

B e A e et e AT e

L YV e NN SV Ve PR VT N | it

|
%
|
{

Last updated: 1/29/2019 5
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6. The second tab of the report titled ‘PO Detail’ displays the detailed PO information:

w ‘Welcome: Diana E Orms
]

Home | Documents | Purchase Detail £ + = |

-

Webnteligence ~ |0 22 G - S - |8 2 & - |0 o | @ || [ETrack = 7§ dll = % Filter Bar 7] Fresze - & Outfine

E

Vendor:
Computer Discount Warehouse Government

%g 230 North Milwaukee Road
Vernon Hills, IL 60061
United States

PO Status Buyer Name Buyer Phone Shipto Person Name  Shipto Dept Name Shipto Room Nbr|

5015188346 001067148  09/24/2014 Dispatched Robble Lisa §15-322.8617 Charlie Employee Sample Dept

Item Description aty UOM  Unit Price Ext Amt Dist  Center Account  SLID  Account Ext Amt
Lenovo ThinkPad Ultra Dock  port 1 1234567890 74100 324833
1 3154444 replicator 1 EA 524833 524833
Lenovo ThinkPad T440 2088 14 1 1234567890 74100 s1.818.88
Core i7 4600U Windows T Pro 84
2 3448488 bit Wi 1 Ea $1.818.88 §1.618.88
StarTech com DisplayPort to D1 1 1234567890 74100 s68.88
3 1584675 Wideo Converter 4 EA $18.72 $66.88
SanDisk Cruzer Fit USB flash 1 1234567890 74100 530.50
4 25939381 arive 16 GB 2 EA 51525 $30.50
5 2488416 Logitech Wireless Mouse M525 2 EA $30.00 $80.00 1 1234567890 74100 $60.00
HP LaserJet Pro 400 M40Tdne. 1 1234567890 74100 $208.51
6 2926397 280 8O savings 219 EndsS 30 1 EA 520651 520651

Department Contact: Employee, Charfie 815-555-1234 c.employee@Vanderbilt Edu

Center Account SLID  SLAC Ext Amt
1234567890 74100 $2.231.10
Ses internal comments.
Total PO: $2.231.10

L., s M g b e s e Y Y P i g e g

Transar ~ary PO Detail [ voucherDetail | [Z) PaymentStatus | Requisition Audit | PO Invoice Activity | [Z] PMM Receiving Data
e = = S T SV

Note: Click this link to view the
related internal comments report.
Note that internal comments may

not be distributed to vendors.

**Internal comments are not authorized for distribution to vendor.** PO Comments

PO Number: 5015188346

m 09/24/2014 Buyer Name Rob
General Buyer Phone 6159
eProcurement System Shipto Name Cha
m Dispatched Shipto Dept Name Sal

N PO Total $2,2

Quantity/Price: 1.) The unit price of the invoice line entered against this PO line must not exceed the
tolerances. 2.) The cumulative invoice quantities entered against this line of the PO must not exceeq,
tolerances. 3.) The PO is not on Payment Hold. {

PO Comment Department Contact: Employee, Charlie 613-555-1234 c.employee@Vanderbilt. Edu

PO Comment
Internal

Last updated: 1/29/2019 6
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How do | know if an Invoice has been received for a PO?

The Purchase Detail report also provides invoice information for a specific Purchase Order.
Please refer to Steps 1-4 in Section Il above for guidance on running this report. You must have
either the requisition number or the PO number for the purchase to generate the report.

Steps:

1. When the report is generated, it will open to the ‘Transaction Summary’ tab. This tab lists

the Vouchers received to date related to the PO.

2. The ‘PO Invoice Activity’ tab provides additional PO and voucher
information first in summary and then in detail by PO line number.
line number.

®
Home | Documens | Purchase Detail = = |

Web Intelligence + | [ = S P 9 | @ || Tack - ' Ol -+ T Filter Bar [ Freeze - 6 Outline Reading ~ Design * %
= i
. Last Refreshed:
E Transaction Summary 07772015 01647 AM
]
Vendor:
Computer Discount Warehouse Government
230 North Milwaukee Road
Vernon Hills, IL 60061
United States
Check
PO Match Payment Cleared
PO Nbr Req Id PO Dt Type Status PO Total Voucherld  Invoice id Invoice Dt Status Status Date
5015138346  EDO1067149  09/24/2014 General Dispaiched 5223110 08855048  PQS85436 09/2412014  Matched Paid é
03855048  PQA5486 09/24/2014  Matched Paid H
08355042 PQ25425 09/2422014  Matched Paid
03855048  PQA5486 09/24/2014  Matched Paid
08355042 PQ25425 09/2422014  Matched Paid
03801355  QHEB089 10/24/2014  Matched Paid
« 0 | ¥
[2 Transaction Summary [ PoDetsl | [ VoucherDetail | [3) PaymentStatus | [3 Requisition Audit | [3 POInvoice Activity | [] PMM Receiving Data
Transaction Summary ~ [ Track changes: OFF | M 4 Pagelof1 » W ||= [l 2 1 minute

The ‘PMM Receiving
Data’ tab provides
information on
PMM orders
received through
central receiving.

Merchandise

VoucherId  Invoice Id Invoice Dt Maich Status Invoice Total Amt Discount

Freight

Tax

Payment
Status

WebInteligence = (O (S [F - [ G- 60 [ #0 L B ~| |0 & | & | | ETreck - F Drill - % FierBar ) Fresze - |8 Outiine
=
B s Last Refreshed

'EE —Po Invoice ACthIt)’: 01/29/2019 07:53:18 AM
=4
=0
(2) Summary

‘ PO Nbr Vendor Name Reqld PO Dt PO Total PO Status PO Type

Computer Discount Warehouse
5015188346  Govemment E001067149 09/24/2014 $2,231.10 Dispatched General

Scheduled
to Pay

11/06/2014 2

1
[
J
{
1
i
¢
4
3
)
¢
1
i
3
}
}
H
?
i
1208014 §
i
7
3
b
}
{
H
i
}
5
1
3
}
]
/

08855048 PQ85486 09/24/2014 Matched $611.69 361169 $0.00 30.00 $0.00 Paid
08901855 QHEE099 10/24/2014  Matched $1,618.88 $1,618.88 $0.00 $0.00 $0.00 Paid
Detail
PO Line PO Line PO PO PO Unit PO Extended
Nbr Cancel Status  Item Nbr Item Description Quantity UoM Price Amt
1 Aclive 3154444 Lenovo ThinkPad Ulira Dock  port replicator 1 EA $248.33 $248.33 ¢
Voucher Voucher Voucher  Voucher Voucher Payment
a o Match Status Voucher ltem Description Quantity UoM Unit Price Extended Amt Status
The VOUCher DEtaII ta b also Matched LVO TP ULTRA DOCK 170W 1 EA $248.33 $248.33 Paid
prOVIdeS addltlonal detalled ™ voucherDetail | [2 PaymentStatus | [2 Requisition Audit [Z PO Invoice Activity
.

A e P

voucher information.

e

Last updated: 1/29/2019
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V. How can | find out if an Invoice related to the PO or Requisition
has been paid?

The Purchase Detail report also provides payment information for the voucher(s) related to a
specified purchase transaction. Please refer to Steps 1-4 in Section Il above for guidance on
running this report.

Note: You must have either the requisition number or the PO number for the purchase to
generate the Purchase Detail report. If you have only the Voucher ID number or Vendor Invoice
number, please run the Voucher Detail report as outlined in Section X below.

Steps:
1. When the report is generated, it will open to the ‘Transaction Summary’ tab. This tab lists
the Vouchers related to the PO along with the payment status and check cleared date.

Web Intelligence ~ | [ == P - ClE S @ v | | [ZTrack ~ 3 Drill * % Fiter Bar [T Freeze - & Outline Reading * Design * %
Z| i
: Last Refreshed: |
%E Transaction Summa[y 0712712015 091647 AW
)
Vendor:
Computer Discount Warehouse Government
230 North Milwaukee Road
Vernon Hills, IL 60061
United States
Check
PO Maich Payment Cleared
PO Nbr Req Id PO Dt Type Status PO Total Voucherld  Invoice Id Invoice Dt Status Status Date
5015138346 E001067149 0972412014 General Dispatched 52,231.10 08855048 PQa5436 08/24/2014 Matched Paid é
08855048 PQ25436 09/24i2014  Matched Paid ;
08855048 PQ35436 09/24/2014 Matched Paid
08855043 PQ35436 09/24/2014  Matched Paid
02855048 PQE5436 09/24/2014  Matched Paid
08301855 QHE6099 10/24/2014  Matched Paid
< i | &
[2 Transaction Summary PO Detail | [2) voucher Detail | [3 Paymentstatus | [£) Requisiton Audit | [2) POInvoice Activity | [2) PMM Receiving Data

Transaction Summary ~

[ Track changes: Off | M 4 Page1of1 b M ||z (5] [100% ~| & 1minute

2. Additional detail about the payment(s), such as the check number, check amount, and date
cleared can be found on the ‘Payment Status’ tab.

. Note: Payment

Welcome: Amanda Bradford Roberts | Applications

m‘?nnmmenm [ Purchase petail = = = | Method EFT

Web Intcligence ~ |01 F Gl - |G 08 [EP &S - & -| [ O | @ - || Blrak - Ol - 7 Fiter Bor 8E Outine (Electronic Payments)
= will show no Check
=) Payment Status o Cleared Date

Voucher Number: 08901855

Scheduled Scheduled Bank Check Payment
Payment to Pay Account Key Check Date Check Number Check Total Payment Status Cleared Date* Method
1 12/05/2014 MELL 12/04/2014 0000108455 $8,052.01 Paid EFT

* The Check Cleared Date is updated once a month. normally during the first 10 days of the month. If a paid invoice does not list a Check Cleared Date, it may sill have
cieared the bank. To determine current status of any uncleared checks, please contact Disbursements Services at disbursement@list vanderbilt edu,

Scheduled Payment: 1

Payee Name1 Computer Discount Warehouse Govemment NOte: USE the al"l"OWS tO
by=s bam= scroll through all pages

Payment Address 1 75 Remittance Drive

Payment Address 2 Suite 1515 (one page per VOUCher)

Payment Address 3

N avment Adaress 4 e
Transaction Summary | PO Detail | [3 Voucher Detail { Payment Status :) Requisition Audit | PO Invoice Activity | ko .eiving Data

Payment Status T |4 4 Pageiof3 » M|

Last updated: 1/29/2019 8



ﬁ Financial Training

VANDERBILT UNIVERSITY MEDICAL CENTER Financial Foundations: Il

Purchase Summary Report

The Purchase Summary report provides a list of the purchase orders issued for a Center over a
specified period of time. This report can be used to answer the question:

e What Purchase Orders (POs) were issued for my Center last week?

V. What Purchase Orders (POs) were issued for my Center last week?

. Title =
Ste ps ' B Department Specific
7 | Disbursements
1. Select the ‘Purchase Order’ folder fromthe |&= | rrance mtema APPO
Corporate Category in Bl launch pad. B iigtion
( = | Purchase Order
B Quick Lookup
" Tro it 2. To run the report, double click

‘Purchase Summary’ from the list
of Purchase Order reports.

» PO Comments
#\{ Purchase Summary

*| | Purchase Detail

3. To display the Prompts when the report opens, either:

EZ! -@7 (a) Click on ‘Advanced’ at the top
Heme | Documents | Purchase Summary & = & | left corner of the ‘User Prompt
web Intelligence = | [ = o | B Input’ box;

[ Advanced Rum
E2 | cnter vaes or cente (b) Click on the ‘Refresh’ icon at the

&

bottom right corner of the screen.

Enter Start Date:

| 3

M/dfyyyy hemmiss a

Enter End Date:
— LI i

M/dfyyyy hemm:ss a | 4 4 Pagelofi » M| |E

Enter values for Vendor Name: (opticnal) % J Trusted sites | Protected Mode: Off

Enter values for Account: (optional

e U 8 e P o = WA ey B T, b e U A

Last updated: 1/29/2019 9
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4. Click on the ‘Enter values for Center’ prompt to choose the Center on which you’d like to
report, then click the right arrow to add the Center to the list. If desired, you can repeat
this process to add multiple Centers to the list.

See Appendix for more information on
using Prompt Variants.

Prompts Fil %
Available prompt variants ~ = E X
* .
_— . Enter values for Center: 1085100000 <€
+ ¥ Enter Start Date:
4 |m0o7epeil.ae Y| o E
# ¥ Enter End Date: "’@
&  Enter values for Vendor Name: CENTER CENTER_NAME =
@  Enter values for Account: 0402750611 5 U24 DKS5637...
1040000000 MED SCH UNRE...
1040010000 MEDICAL CENT...
1040010002 DISCOVERY LE...
1040010003 FACULTY PARE ..
1040010004 RESEARCH RE

1040010005 MEDICAL SCHO...
1040010006 CHAIR INCENTL...

1040010007 DEAN PROGRA.. ™
/A, Partial Result
January 30, 201% 9:18:13 AM GMT-06:00

-

* Reguired prompts
Cancel

5. To enter the Start and End Dates, click the appropriate date prompt and then click the
calendar icon. Select each date, and then click [__%__|to generate the report.

Prompts & X
Available prompt variants MEE | E ¥
& = Enter values for Center: 1085100000 RPN FRTITTY
30/ :00:00 AM
T} * Enter Start Date: 8/1/2018 12:00:01 = =
—————2{ *Enter End Date: 8/30/2018 12:00:0 = LIEDiG -
@  Enter values for Vendor Name: S M TWTF s
&  Enter values for Account: 12 3 4

5 6 7 8 5% 1011
12 13 14 15 16 17 18
1% 20 21 22 23 24 25

26 27 28 25 |30 31

3 Today

* Reguirad prompts

Last updated: 1/29/2019
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6. The ‘PO Summary’ tab of the report provides a listing of the Purchase Orders entered into
the APPO system during the specified time period. As of 7/11/2015, the Business Unit

displays as either ‘VANDY’ for VU or ‘VMC’ for VUMC transactions.

Welcome: Diana E Ormsby | Applicationsw  Preferences  Helpmenuw | Log off
Home | Documents | Purchase Summary .~ © =
Web Inteligence ~ | [ = | Freeze - |EH Outline Reading v Def
= The Type field indicates the
type of purchase Lostren
IEE yp P O Summa 0772212015 10:41
= (e.g., general, capital, sub-contract).
@y |
Center: 1085100000
PO PO PO
Bus. Dispatch PO Match Payment Distribution
Account  Vendor Name unit | PO Nbr ReqId Type Date Status Terms Buyer Name Amt
Connecfions Courier VU Force Fully
63650 Service Inc VANDY 5010151188 0000091117 07/01/2009 Blanket Complete 06/30/2009 Matched 45N N Goodman,Andrew $57,719.20
Service! VU Force Fully
70100 Krones Incorporated VANDY 5010151193 AG618436 07/01/2009 Maintenance Complete 07101/2009 Maiched 45N N Anderson,Dolores $47,060.00
Service! VU Force Fully
70100 Kronos Incorporated VANDY 8 07/01/2009 Maintenance Complete 07/01/2009 Maiched 45N N Anderson, Dolores $41,600.00
71210 Iron Mountz! N Goodman, Andrew $35,000.00
Conneton Note: You can also view additional detail regarding a
63650 Service Inc N Goodman, Andrew $16,149.32
specific transaction by clicking on the blue PO number to
74100 Dell Market: . . . N Anderson,Dolores $603.00
hyperlink to the Purchase Detail report for that transaction.
60040 Guy Brown | N Kinney,Edward §1,21459
B |
PO Summary [5 PODetall | Requisition Audit | [ PMM Receiving Data
PO Summary = Track changes: OFf | M 4 Page1of1+ » M || = [El] 100% -| &

7. The second tab of the report titled ‘PO Detail’ displays the detailed PO information for each
Purchase Order that was entered during the specified period and is listed on the PO
Summary tab. Each Purchase Order is listed on an individual page.

s
m Welcome: Amanda Bradford Roberts | Applications ™ Preferences  Help Menu™ Log Off

Home DocumamslPOSummarv A =B ]

Web Inteligence ~ EEH- SnfPL-B 0 | @ | ek ¥ Dril ~ % Filter Bar |BH Outiine i
%g B Last Refres hed:
- PQ Detalil 07/T/2012 07:28:25 AM 4
ﬁ — ,
=
(?) Vendor:
— Dell Marketing L P
One Dell Way 1
Round Rock, TX 786820325
United States g
PO Status  Buyer Name Buyer Phone Shipto PersonName  Shipto DeptName Shipto Room Nbr
W Force
5010153558 E000298446 07/02/2009 Complete Anderson,Dolores 615-3228617  Jefiloeb DepartmentofFinance Suite 700
Line
" Ins piron 1210, Intel Am 1 1085100000 74100 360259
Frocess or Z530. 1.66Hz. i
5330HzFSB, 512K L2 Cache
1 495637788 (2241755 1 EA se03.99 se03.99 1
Dey Contact: Loeb.Jeff 322-1162 jeff loeb@V anderbit B 1
periment Santact Lage e 2 [t lezb@Vanazrbit B Center Account  SLID | SLAC Ext Amt
1085100000 74100 $603.99
1)z Total PO: $603.99
[2) PoSummary  ( [£ PO Detail ) [ Requisition Audit | [Z] PMM Receiving Data
PO Detail = M 4 Page2ofiD F M| |3
R e, e opitre. Note: use the arrows to

scroll through all pages

Last updated: 1/29/2019 11
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POs with No or Partial Invoice Activity Report ’

The POs with No or Partial Invoice Activity Report provides a list of the purchase orders issued
for a Center over a specified period of time but that remain open due to a balance remaining on
the PO (i.e., “open POs”). A Center can use this amount to ensure its budget is sufficient to pay

for any related invoices for an open PO when they come in.
This report can be used to answer the following question:

e How do I find open POs in APPO for my Center?

VI. How do | find open POs in APPO for my Center?

Steps: Title £

= Department Specific
1. Select the ‘Purchase Order’ folder from the & | Disbursements

APPO Corporate Category in Bl launch pad. e

Finance Internal

= -
on

( & | Purchase Order
Title ~ =
Departmental Cyde Time

Quick Lookup

eProcurement POs - Use PO Summary report Instead of this report
PMM Purchase Summary by Cost Ctr for Dept Mars

PO Detail (Multiple Purchase Orders)

PO Detail (Single Purchase Order)

PO Detail by Requisition

PO Invoice Activity Status

. Partial Invoice Activity’ to run the
( POs with No or Partial Invoice Activity re pO rt .

Pur
Purchase Summary

Vendor Search by Commodity

3. To display the Prompts when the report opens,

m t (a) Click on ‘Advanced’ at the top left corner
| Home | Documents | Pos with No or P of the ‘User Prompt Input’ box;
web Inteligence ~ | [ = E - OR

i’

Enter value(s) for Center:

(b) Click on the ‘Refresh’ icon at the bottom
right corner of the screen.

A

Enter PO Date (Start): {nﬁmmmn.rhﬂww

™M

| M 4 Pageiofi » M| | (5] |100% | (! 5daysago

Mfdfyyyy himm:ss a
Enter PO Date (End):

% ,-'* Trusted sites | Protected Mode: Off g v H10% -

2. Scroll down the alphabetical list of
PO Detsi Data Export reports and double click ‘POs with No or

Last updated: 1/29/2019
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Prompts
4. Click on the ‘Enter value(s) for Center’ ._ | ssisticsomst ariaris E 3
prompt to choose the Center on which o
. . . . valuz(s) for Canter: 10851000¢ I I TR
you,d I|ke to I‘eport, then C||Ck the rlght : *E:E::iE::E?;? « |0402760611.. 7| » T3
1 & * Enter value(s) for Business Uni CENTER CENTER_NA... =
arrow to add the Center to the list. If Ener vaues) for Business Uk VAN | e
. . 1040000000 MED 5CH U.
desired, you can repeat this process to | 1owom0000 MepICALC
. . 1040010002 DISCOVERY...
add multiple Centers to the list. prateerrerlii el
1040010005 MEDICAL 5...
1040010006 CHAIR INC.
1040010007 DEAN PRO.
1040010008 BUSINESS ... ™
/1 Partial Result

See Appendix for more information on
using Prompt Variants.

06:00

Prompts 2
Available prompt variants MEE | :,._8,
& * Enter valus(s) for Center: 1085100000 AV ET R N PRI 5 *
& * Enter PO Date (Start): 1/1/2018 12:00:00 AM {30/ ———\
@ * Enter PO Date (End): 1/30/2019 12:00:00 AN ~ January 2019 -
& * Enter value(s) for Business Unit VANDY;VMC S M TWTF s
12 3 4 5

6 7 8 % 10 11 12

13 14 15 16 17 18 1%

20 21 22 23 24 25 26

27 28 25|30 31

Today

* Reguired prompts

Conee
—

6. The POs with No or Partial Invoice Activity report will be displayed.

January 30, 2015 9:38:03 AM GMT-

Cancel

To enter the Start and
End PO Dates, click
the appropriate date
prompt and then click
the calendar icon
below. Then click

L |to generate

the report.

Th . ” Welcome: Amanda B Roberts | Applications ™ Preferences  Help me
r rt wi 2
e epo t Home [Ducuments ”POswitllNuorPartia... A &= @ l
open on th e WebIntsligence ~ (O = & - | 5 o4 | &P & - Ao e | @ - | ETrak - ¥ Ol - F FilterBar || Freeze - BH Outline
first tab titled 2
lby Center ’ %E POs with No or Partial Invoice Activity r
’ by Center
Wh |Ch grou ps =g NOTE: Closed or Canceled status Purchase Orders will not be included below.
the open POs @
durlng the Center# 1085100000
Account#/Hame &0000 - DUPLICATING & XEROX
selected date i
Amount Remaining
PO Humber PO Date Vendor ID Vendor Name PO Amount Invoiced Balance
ra nge by 5014186562 9192013 0621769387 Document Solutions Inc 18,500.00 6,141.46 10,358.54
Center and Total: $6,141.46 $10,358.54
accou nt Center # 1085100000 }
Account #/ Hame 60040 - OFFICE SUPPLIES 3
number. Amount Remaining !
PO Humber PO Date Vendor ID Vendor Name PO Amount Invoiced Balance
5013184191 0000053231  Guy Brown Products. 1,480.33 0.00 1,480.33
5013186618 0000053231 Guy Brown Products. 1,182.38 0.00 1,182.38
5013192048 0000053231 Guy Brown Products. 813.12 0.00 81312
[3 by Center [3 Raw Data
by Center ~ [ Track changes: Off | M 4 Pa‘
e e Rt el it R = il i i e

Last updated: 1/29/2019
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7. The second tab titled ‘Raw Data’ lists each Purchase Order without the account totals. The
grand total of all open POs issued during the selected dates can be viewed on the last page

of the report.

% Welcome: Amanda B Roberts | applications ™ Preferences Help menu™ | Log off i'
[ Home | Bocuments | Pos with o or Partia... = + = |
Webnteligence ~ |1 2= [~ | S s [ L -E | | O 2| &~ |[ETrack ~ § il ~ W FiterBar [ Freeze - & Outine
B
& r
=@ POs with No or Partial Invoice Activity 1
= HOTE: Closed or Canceled status Purchase Orders will not be included below.
()] Amount Remaining
— Center Account  SLID SLAC POMNumber PODate  VendorID Vendor Name PO Total Invoiced Balance
1085100000 60000 5014186562  9/19/2013 0621769387 Document Solutions Inc 16,500.00 614148 10,358.54
1085100000 60040 5013184191 0000053231 Guy Brown Products 1,480.33 0.00 1,480.33
1085100000 60040 5013186618 0000053231 Guy Brown Products 1,182.39 0.00 1,182.39
1085100000 60040 5013192048 0000053231 Guy Brown Products 813.12 0.00 81312 l
1085100000 60040 5013210372 0000053231 Guy Brown Products 17872 0.00 178.72
1085100000 60040 5013211832 11/12012 0000053231 Guy Brown Products 1,402.19 1,392.46 973
1085100000 60040 5013214880  11/20/2012 0000053231 Guy Brown Products 267.05 23828 2876
1085100000 60040 5013226266  12/19/2012 0000053231 Guy Brown Products 826.06 816.65 9.41
1 o cn13728787 __4monmnd 4_Cune Beawin Deaduck 4452 14744 EYET
[3 by Center [Z Raw Data
Raw Data ~ [& Trackchanges: Off | 4 4 Pageiof12 b M ||}
M Rl e Rl ARSI

8. Open POs may be closed if it is determined that no additional goods or services that were

ordered will be received and require payment.

To request an open PO be closed, email Procurement at:
vumcencumbranceremoval@vumc.org.

Last updated: 1/29/2019
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Voucher Summary Report

The Voucher Summary report provides a listing of the invoices received for a Center over a
specified period of time. Additional optional prompts can be used to find detail such as freight
charges and match exceptions. As such, this report can be used to answer the questions:

e Which Invoices were received for my Center last week?
e Which of the Invoices received for my Center last week included freight charges?

e How do I find Match Exceptions for my Center?

VII. Which Invoices were received for my Center last week?

You can specify a period of time that you would like to view all invoices that were entered for a
Center (or Centers) and run the ‘Voucher Summary’ report to see the full listing a review
voucher details.

Title ~

. = |Depar ent Specific
Steps. ( é i Disbursements )
1. Select the ‘Disbursements’ folder from the e Tternal APPO

Corporate Category in Bl launch pad. & | 6L Recondiation
& | Purchase order

=, Quick Lookup

2. To run the report, double click
‘Voucher Summary’ from the
list of Disbursement Reports.

# | Voucher Summary
(T v smary

3. To display the Prompts when the report opens, either:

Home IDocumems IVollcllerSnmmarv o £ 1

Web Intelligence ~ | [ &= B - | &5 84 | 0 & -

= H ‘« ’
(a) Click on ‘Advanced’ at the top
PRTETYAES for Center: left corner of the ‘User Prompt
- Enter Start Date: — ! InPUt’ bOX;
l?_l Midfyyyy himmiss a "
Enter End Date: _ OR

Mfdfyyyy himmiss a

Enter values for Vendor Name: (optional)

(b) Click on the ‘Refresh’ icon at the
bottom right corner of the screen.

Enter values for Voucher Match Status: (optional) me
D S i !
Enter Voucher Amount (Start): (options = o
|4 4 Pagelofi » M| |E
Enter Voucher Amount (End): (optiona! -

\E - :
o 5 ,r" Trusted sites | Protected Mode: Off g v M100% -~
Enter Minimum Freight Amt: {optional)

Enter values for Account: (optional

Last updated: 1/29/2019 15
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4. Click on the ‘Enter values for Center’ prompt to enter the Center on which you’d like to
report and click the right arrow. You can choose multiple Centers by typing additional
Center numbers and clicking the right arrow.

See Appendix for more information on
using Prompt Variants.

Prompts s
Awailable prompt variants MEE | CUE X
S Enier .
> " e ridisd 1085100000 e

+> Enter Start Date:

4 0402760611...10¢ ¥ ] b2
# * Enter End Date: =
&  Enter values for Vendor Name: CENTER CENTER_NAME <
&  Enter values for Account: 0402760611 5 U24 DK586...
@  Enter values for Voucher Match Status: 104 - MED SCHUN...

. . i 1040010000 MEDICAL CEN...
(/] Enter .Joucher Amount (Star.t). 1040010006 GG
@  Enter Voucher Amount (End): 1040010009 FACULTY MO.. ™
(] Enter Minimum Freight Amount: é) Partial Result
@ Enter valus(s) for Voucher Match Status January 30, 2019 2:50:25 PM GMT-06:00
G& -

* Required prompts
Cancel

5. To enter the Start and End Invoice Entry Dates, click the appropriate date prompt and then
click the calendar icon below to select the date. Then click __%€__|to generate the

report.
Prompts X
Available prompt variants - 5 B
& = Enter values for Center: 1085100000 ENERTREE TN
) :00:00 AM
———)0 * Enter Start Dat=: 1/1/2019 12:00:00 AN = j. -

=% * Enter End Date: 1/30/2019 12:00:00 A1 | |-| J=nuary 2018 [,
Enter values for Vendaor Name: s M TWTTF &
Enter values for Account: 13 3 4 5
Enter values for Voucher Match Status:
Enter Voucher Amount (Start): & 7 & %5 101112
Enter Voucher Amount (End): 13 14 15 16 17 18 19

Enter Minimum Freight Amount:

000000

Enter valus(s) for Vioucher Match Status 20 21 22 23 24 25 %%

27 28 25|30 31

Today

Note: Notice that there are also
optional prompts that enable you to
report on invoices for a specific o

vendor or account number.

Last updated: 1/29/2019 16
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6. The resulting report includes two tabs. The first is the ‘Voucher Summary’ tab that shows a
summary list of all invoices entered during the specified period. The report also includes check
requests, if any. Use the forward and back arrows to view each page. As of 7/11/2015, the
Business Unit displays as either “'VANDY’ for VU or ‘VMC’ for VUMC transactions.

W Welcome: Diana E Ormsby | Applications~  Preferences Help menuw | Log off g
Home | Documents | Voucher Summary = & &
Web Intefligence -~ | = | S| 9 4| @ -| | [ZTrck v F Dril - % FAlterBar [ Freeze - e Outiine Reading |~ Design §
Voucher Summa Y n?rzzr‘n%s :«R?JE?":E
3
12 Center: 1085100000
Check
Bus. Voucher Freight Check Match Accounting Paymem Cleared
Account  Vendor Name Unit Amount Amount Voucher Id | Invoice Id Request Invoice Dt PO Nbr Status Entry Dt Dt Status Date
Not
60020 DSicovery VANDY $2.743.13 50.00 05688400 00059758 CR1453129  D6/25/2009 None Applicable 07/08/2009 06/30/2009 Paid 0771512009
50040 Color ID VANDY $2,597.00 50.00 05712877 51410 None 07/17/200¢ 5010159067 Matched 07/27/2009 07/27/2009 Paid 08/18/2009
60040 Guy Brown Products VANDY (815.56; 000 05678668 430165 None 06/30/2009 5009256018 Matched 07/01/2009 07/01/2009 Paid
60040 Guy Brown Products WANDY ($113.20) 50.00 056884587 483877 None 07/02/2009 5009256018 Maiched 07/06/2009 07/06/2009 Paid
60040 Guy Brown Products VANDY $1,182.00 50.00 05692686 581960 None 07/09/2009 5010155281 Matched 07/10/2009 07/10/2009 Paid
60040 Guy Brown Products VANDY 8497 000 05694774 582463 Nene 07/10/2009 5010155281 Matched 07/13/2009 07/13/2009 Paid
60040 Guy Brown Products VANDY $1,161.55 5000 05702286 725774 None 07/16/2009 5010157625 Matched 07/17/2009 07172009 Pad
80040 Guy Brown Products WANDY 53.29 50.00 05704057 723166 None 07/17/2009 5010157625 Maiched 07/20/2009 07/20/2009 Paid
60040 Guy Brown Products VANDY $571.01 5000 07705841 779465 None 07/20/2008 5010158597 Matched 07/21/2009 07/21/2008 Paid
60040 Guy Brown Products VANDY 72266 50 7 064754 None 07/30/2009 5010161516 Matched 07/31/2009 07/31/2009 Paid
Not
5005 Shred It USA Inc VANDY, 07/07/2009 06/30/2009 m 09/11/2009
[3 Voucher Summary [ Voucher Detail o .
VQ Note: Clicking on the blue Voucher ID e u| e R —

Number, PO Number, or Payment Status takes
you to the related Voucher Detail report.

7. The ‘Voucher Detail’ tab shows each detailed invoice entered during the specified period.
Use the forward and back arrows to view each invoice.

w Welcome: Amanda Bradford Roberts | Applications ™ Preferences  Help Menu ™ Log Off
@

Home IDommentsanucherSummarv A & B l

Web Inteligence ~ | [ 2= H - S 0 E-H -0 e = - || [ Track ¥ Dril ~ ¥ Filter Bar  EH Outline

R Last Refr eshed:
Voucher Detail 0742013 111233 PH
Scheduled
Voucher id | Invoice Id Verdor Name Invoice Ot | Entry Dt GL Date FO Nbr to Pay
(7) Turning Technologies Due Mot
0567BS77 062509 LG 08252009 07012009 08302002 None Mane Immediatzly 07012009 Applicable
- — Merchandise
tem Description Unit Price Center Account SLID SLAC Amt
1 0 $0.00 $107751 1085100000 €2000 $1,077.81
Discount Amt S0.00 N Account SLID SLAC Extended Amt
Freight Amt S0.00  4pgs100000  E2000 $1.077.91
50.00 Total §1,077.91

Ll =]

Voucher Summary

(5 Voucher Detail .}

Voucher Detaill - M 4 Page6ofs9

Last updated: 1/29/2019 17
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VIIl.  Which of the Invoices received for my Center last week included
freight charges?

The Voucher Summary report can also be used to determine which invoices for a given Center
(or Centers) included freight charges. Please refer to Steps 1-5 in Section VIl above for
guidance on running the ‘Voucher Summary’ report.

Using the ‘Minimum Freight Amount’ prompt within the Voucher Summary report will filter all
vouchers with a freight amount above the minimum selected in the report.

Steps:

1. To display the Prompts, either:

A4 (a) Click on ‘Advanced’ at the top
Home | Documents | Voucher Summary .= & left corner of the User Prompt
WebInteligence ~ |01 = & - | & #4 | #2 & Input box;

it

o

IEE Enter values for Center:

_ | 1085100000 (b) Click on the ‘Refresh’ icon at the
—_| Enter Start Date: bottom right corner of the screen.
7/1/2009 12:00:00 AM =] =

| =3

Mjdfyyyy h:mmiss a

Enter End Date:
7/31/2009 12:00:00 AM i)
M/dfyyyy h:mmiss a

o A L i A A i et s A,

| M4 4 Pagelofi » M| |i= 5] [100% -

(=)
=]
]
o

Enter values for Vendor Name: (option; /" Trusted sites | Protected Mode: Off iy -

Enter values for Account: (optional)

Enter values for Voucher Match Statu

2. If not already populated, enter the Center, Start Date, and End Date per Steps 1-5 in
Section VII. Then click on the ‘Enter Minimum Freight Amount’ prompt and then enter

in the minimum amount of freight you would like to review and click %[,

Prompts 24

Ayailable prompt variants ~| & E X

& * Enter valuss for Center: 1085100000

& = Enter Start Date: 1/1/2019 12:00:00 A | 001 €——
& * Enter End Date: 1/30/2019 12:00:00 Al

Enter values for Vendor Name:

Enter values for Account:

Enter values for Voucher Match Status:

Enter Voucher Amount (Start):

Enter Voucher Amount (End):

Enter Mini Freight Amount: 0.01

Enter valus(s) for Voucher Match Status

A

COQQ000

3

* Reguired prompts

Cancel

Last updated: 1/29/2019 18
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3. The resulting report will display the ‘Voucher Summary’ tab. However, the report will
only display the vouchers with freight amounts greater than the specified minimum.

w Welcome: Amanda Bradford Roberts | spplications ¥ Preferences  Help Menu v Log Off
= E
Home | Documents | Voucher Summary = = © | 3
Webinteligence + |01 = [H - | S 8 | O L - = - [0 & | @ | |[ZTrack - F 0Ol - % Fitter Bar |BH Outine
%5 Voucher Summary
=@
=0
(?) Center: 1085100000
Freight Check Accounting Payment
Vendor Name Amount Voucher Id Request# Inwoice Dt PONbr Match Status Entry Dt Dt Status
Computer Dis count
80070 Warehous e Government $42082 $1062 | 05683392 PMR5385 Mone 0830/2008 5009256487 Metched 07/06:2008 0830/2009 Psid 08/17/2009
Computer Dis count
74100 ‘Warehows e Government 331014 $1151 | 05704670 PPVB346 HNone 0713/2008 5010155784 Maiched 07/212008 07/21/2008 PFaid 08/312008
Computer D's count
74100 ‘Warehous e Government 313083 $1057 J 0570 8 PPZ2753 MNone 07/14/2008 5009234132 Matched 07/212008 07/221/2008 Psid 08/312008
Sum: $86129 $33.10
— i
[ Voucher Summary [2] voucher Detail
Voucher Summary ~. [ M 4 Pagerofr b M||= 1
e e e S il i {

4. The ‘Voucher Detail’ tab will display the detailed vouchers with freight amounts greater
than the specified minimum (i.e., the only vouchers listed on the ‘Voucher Summary’
tab). One voucher is listed per page — use the arrows to scroll through all pages.

1
w Welcome: Amanda Bradford Roberts | Applications  Preferences  Help Menu ™ Log Off
&

Home IDocumems l Voucher Summary -~ = & I

webinteligence ~ (O 22 G~ | S [P 2= ~| |9 & | &~ || [ETrack ¥ Dril ~ 7% Filter Bar & Outline

B

%g Voucher Detail LastRefres hedt

07152012 04:1452 A

@

Scheduled  Match
Voucherid Invoice Id Vendor Name Invoice Dt Entry Dt GL Date PO Nbr Reqid toPay Status
Com puter Discount

05683382 PMR5395 Warehouse Govemm ent 08/30/2008  07/06/2009  06/30/2009 5005256487 EO00297467 Net 45 081472008 Matched

Merchandise
Amt

Item Description Unit Price

Center Account

1 1 EA Crystal Reports X Pro®ssiona S410.00 41000 1085100000 60070

5410.00

Discount Amt

i i $1062 § 1pz5100000 60070 541000
Tax Amt $0.00 Total: $41000
Invoice Total 542062

_ Voucher Summary gi Voucher Detail)

Voucher Detall ~

Last updated: 1/29/2019 19
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IX. How do | find Match Exceptions for my Center?

The ‘Voucher Match Status’ prompt within the Voucher Summary report can be used to
determine which invoices for a given Center (or Centers) have match exceptions. These are

transactions that require departmental review due to a discrepancy between the Purchase
Order and the Invoice.

From the Voucher Summary report, you can hyperlink to see detailed Invoice and Purchase
Order data in the Voucher Detail report. Please refer to Steps 1-5 in Section VIl above for
guidance on running the ‘Voucher Summary’ report.

Steps:

1. To display the Prompts, either:
Home | Documents IVGucher Summary - l

Web Inteligence + b e g s & i

(a) Click on ‘Advanced’ at the top
left corner of the ‘User Prompt

’ .
= Input’ box;

IEE Enter values for Center:

i

—_ 2013030000 OR
- Enter Start Date:
(2)]'] [6/1/2011 12:00:00 AM i (b) Click on the ‘Refresh’ icon at the
— Mfdfyyyy himm:ss a .
bottom right corner of the screen.
Enter End Date:
6/30/2013 12:00:00 AM (=

Midfyyyy h:mm:ss a

o

Enter values for Vendor Name: i
| M4 4 Pagelofi » M| |& 5] [100% -

Enter values for Account: (optic

,r'} Trusted sites | Protected Mode: Off fa v WI100% -~

Enter values for Voucher Match Statu

2. If not already populated, enter the Center, Start Date, and End Date per Steps 1-5 in
Section VII. Then click on the ‘Enter values for Voucher Match Status’ prompt, and click
Refresh Values &

on to display the list of values.

Prompts Z

Available prompt variants - = E:a ¥

& = Enter values for Center: 2013800000

& * Enter Start Date: 1/1/2019 12:00:00 AN
& * Enter End Date: 1/30/2019 12:00:00 Al
Enter values for Vendor Name:

Enter values for Account:

Enter values for Voucher Match Status:
Entsr Voucher Amount (Start):

Enter Voucher Amount (End):

Enter Minimum Freight Amount:

Enter valus(s) for Vioucher Match Status

—_—

000000

* Reguired prompts

OK Cancel

Last updated: 1/29/2019 20
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3. When the list is displayed, click on ‘Match Exceptions Exist’ and then click the right
arrow to add it to the list. Then click %I to create the report.

Prompts .2
Ayailable prompt variants MEE | [ﬂ P4
*® .
& = Enter valuss for Center: 2013800000 Match Exceptions Exist
& * Enter Start Date: 1/1/2019 12:00:00 AN -
Refresh Values ¥a
& = Enter End Date: 1/30/2019 12:00:00 Al
Enter values for Vendor Name: Voucher Match Status De... =
Enter values for Account: .
values for Vi or Match . Ma Manually Ove_rrldden_ _
Enter ouet SEtusMa | och Exist <
Enter Voucher Amount (Start): *| | Matched

Enter Voucher Amount (End):
Enter Minimum Freight Amount:
Enter value(s) for Voucher Match Status

000000

* Required prompts

*| | Mot Applicable

To Be Matched

January 30, 2015 3:22:56 PM GMT-
06:00

I?ﬁ'

.
canee

The resulting report will have two tabs. The first displays the ‘Voucher Summary’ tab.

The report will only list the vouchers with a match status of ‘Match Exceptions Exist.’
Click on one of the Voucher ID numbers to hyperlink to the related Voucher Detail

report.

Home | Documents | Voucher Summary .7 = 1 | Purchase Detal

Web Intelligence ~

5

DEHE- S8 PL2-3- |00 a-

% Dril ~ 7 Filter Bar |®H Outline

[

Center: 2013080000

Account Vendor Hame

Voucher Summary
OK

Voucher
Amount

Freight
Amount

Check
Request#

Accounting

Voucherid Invoice id Invoice Dt PO Nbr Match Status Entry Dt Dt

o
P

60210 CareFusion 303 Inc $931.91 $468 07737463 9103645358 Mone 07T/03/2012 6624417 11/28/2012 111282012
80210 Tracelogix Corporation $2.790.00 540,00 07259904 29,311 None 1212312011 854406 02/23/2012 0223znz
70000 AVinc $514.90 514491120235 MNone 01M3/2012 8552901 01/24/2012 01242012
Sum: $4,236.81 $189.56
[ Voucher Summary [2 Voucher Detail
Voucher Summary | 4 4 Pagelofi » M ||
e e S gt e Rt A e
Note: The second tab, titled ‘Voucher Detail’ displays the
detailed vouchers that have match exceptions (i.e., the only
vouchers listed on the ‘Voucher Summary’ tab). One voucher
is listed per page — use the arrows to scroll through all pages.
Last updated: 1/29/2019 21
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5. The Voucher Detail report will open on the ‘Transaction Summary’ tab that shows
summary-level information.

Home Doclments]Voud"erSmmary, anndlerDe‘bail,P Ei] l
Weblnteligence + (1 S - | S # | 2 -2 - |o o | @+ |[[ETrak - F 0l = ¥ Filter Bar B Outine

User Prompt Input ~ «

(7 Advanced | & Run

Enter Voucher 1d: (optional) .
Transaction Summary orrer

OR Enter Invoice Id: (o uuna\)
(=,
OR Enter Check Request Nbr (i Vendor:
lil AIV Inc

7485 Shipley Avenue '
Harmans, MD 21077
United States

PO Payment
PO Nbr ReqId PO Dt Status PO Total Voucherld Invoice Id Invoice Dt  Match Status Status
6552901 MNone Dispatched $400.00 Match
07203770 1120285 014312012  Exceptions Exist
P o ( [3 Transaction Summary ) PO Detail | [ voucher Detail | [3 Payment Status | Requisition Audit | PO Invoice Activity | [2] PMM Receiving Data’
——
Transaction Summary ~ J M 4 Pagelofl b M
Home | Documents | Voucher Summary | voucher Detail = = |
6. More detalled WebInteligence ~ | = & ~ | S #h | 0 & - = -| 0 oo @ |F2'nad« 3 0l ~ T Fiter Bar S Outine
information on the 2
. Voucher Detail P e e
individual Purchase =
Order and Voucher o)
Voucherld Invoice id ‘Vendor Name Invoice Dt Entry Dt GL Date PO Nbr Reqid Terms to Pay
for the transaction =
. 7203770 1120285 AVine 01132012 0124Z012 O124R012 ESEZS01  Nome Netds East
can be reviewed on
‘ - N |9y UM | Hem Descripton withoe et | center Aecount | SLD | SLAC e
the ‘PO Detail’ and I T=a]__womm  rvmmen [ =
4 HU
Voucher Detail’ tabs,
respectively.
Discount Amt 3000 Center Account SLD SLAC Extended Amt
FoTi D 2013080000 70000 $370.00
Home | Documents | Voucher Summary | voucher Detait = = | Taxamt s0m0 Total P
webinteligence ~ | [ 2% [ - | 5 ob | 80 & - - Invoice Total 351430
[3 Transaction Summary | [Z PO Detal 3 Voucher Detail [ PaymentStatus | [ Requisiion Audit | [ POInvoice Activity | [Z PMMES

PO Detail Sraoateon

077182013 04:18:10 PM

Vendor.

AIV Inc

7485 Shipley Avenue
Harmans, MD 21077

United States
Reqld PO Status  Buyer Name Buyer Phone Shipto PersonHame  Shipto Dept Name ‘Shipto Room Nbr
6552001 None Dispaiched  StevartWiliam 615-343-1406 CLINICALENGINEERNG  BT02TVC
Line
1 TOCO 4 TOGD CABLES FORREPAR 4 EA s100.00 s€0.00 1 2013080000 70000 s400.00
Center Account  SLID  SLAC Ext Amt
2013080000 70000 5400.00
Total PO: $400.00
[ Transaction Summary Z 3 PoDetail >’ I3 Voucher Detail | [ PaymentStatus | [ Requisiton Audit | [Z POInvoice Activity | [Z] PMMReceivingData
N >4 -
=
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7. To review further PO and Invoice detail on a PO line basis, click on the ‘PO Invoice
Activity’ tab.

?—IomelDoqmmtslVoud’verSLmary, IVnucherDetailF E'l] l

WebInteligenee = (1 2= B - | S 4 |80 L - = ~| [0 & | @ ~| | [&Track 3 Oril ~ 7 Fiter Bar | B Outline

[
'EE A P Last Refreshed:
PO Invoice Activity OTIRZN 0445 10 P
=i
=0
=
2] Summary 4
PO Nbr Vendor Hame Reqld PODt PO Total PO Status POType
6552901 AN Inc None 340000 Dispatched General
Merchandise Payment Scheduled
Voucherld Inwoice d Invoice Dt Match Status Inwoice Total Amt Discount Freight b Status to Pay {
Aatch
07203770 1120285 01/132012 BExceptions Exist 351430 $370.00 3000 314450 3000
Detail
PO Line PO Line PO PO PO Unit PO Extended
Mbr Cancel Status Item Hbr Item Description Quantity uom Price Amt
1 Artive TOCO 4 TOCOCABLES FOR REPAIR 4 EA
ks
E
Voucher Voucher Voucher Voucher Voucher Voucher Payment 1
Voucherld | Inwice id Line Nbr | Match Status Voucher ltem Description GQuantity uom Unit Price Extended Amt Status
Match
Exceptions
07203770 1120285 1 Exdst 4 TOCOCABLES FOR REPAIR 2 EA $185.00 $370.00

Center

.
quisition Audit (2 PO Invoice Activity )

Note: The line-by-line comparison on the
PO Invoice Activity tab shows a discrepancy between
the unit price per the PO and the unit price per the
Invoice, which represents a match exception.

A o
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Voucher Detail Report

The Voucher Detail report provides information about a transaction through various points in
its life cycle using the Voucher ID number, Invoice number (i.e., vendor invoice), or Demand
Check reference number. This report provides the same report information as the Purchase
Detail report discussed above and can also be run in order to view additional detail about the
voucher and PO activity.

This report can be used to answer the following questions:
e How can | check the status of a Demand Check?

e How can | find out if an invoice has been paid?

X. How can | check the status of a Demand Check?

The Voucher Detail report will provide payment information for a specific check request. To
generate this report you must have the reference number found on the demand check form.

Steps: Title ~
1. Select the ‘Disbursements’ folder from the = nt Specific APPO
Corporate Category in Bl launch pad. E osursenens
= Finance Internal
7 | GL Recondliation
B |Purchase Order
= Quick Lookup

2. Torun the report, double click
‘Voucher Detail’ from the list of
Disbursement reports.

* | Voucher Detail

# | Voucher Summary

3. To display the Prompts when the report opens, either:

Home | Documents | Voucher Detail = = % | ! (a) Click on ‘Advanced’ at the top

Webtntehigence - |0 = - (S|P L - - ; left corner of the ‘User Prompt

g - ] Input’ box;

IEE Enter Voucher Id: (optional)

B ! OR

- OR Enter Invoice Id: (optional)

() = (b) Click on the ‘Refresh’ icon at the
OR Enter Check Request Nbr (including prefix): (option 1

bottom right corner of the screen.
L e e
i(“ | M 4 Pagelofi » M ||= |5

aea S ol m-é J// Trusted sites | Protected Mode: Off
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4. Select the ‘Enter Check Request Number’ prompt.

Then enter the Check Request number (found on the upper right hand corner of the
check request form) preceded by the (capitalized) prefix ‘CR’.

See Appendix for more information on

using Prompt Variants.
Prompts A

Available prompt variants MBE E

&  Enter Voucher Id:

%  OR Enter Invoice Id: CR1453247 g

=23y #  OR Enter Check Request Nbr (including prefix):

+ ¥ Enter Business Unit

* Required prompts
Cancel

5. Click “*Enter Business Unit’ and select ‘VMC’ from the list. Then click % Ito
generate the report:

Prompts Bl %
Ayailable prompt variants MEE H
g Enter Voucher Id: I |
OFR. Enter Invoice Id:
ot -
& OR Enter Chack Request Nbr (including prafix): Refrech Values s
=& * Enter Business Unit VMC Business Unit <
LIERY
PHARM
PTREF
UCHSY . . . i
VANDY Note: Historic transactions prior
VHCSV i
to FY16 can be found within the

VHS
e €——— VANDY Business Unit.
January 30, 201% 3:32:03
PM GMT-06:00
3 -

* Reguired prompis

Last updated: 1/29/2019 25



;ﬂ Financial Training

VANDERBILT UNIVERSITY MEDICAL CENTER

Financial Foundations: Il

6. Once the report is generated,

| Home | Documents | Voucher Detail & = & |

it will open on the first tab titled ‘Transaction Summary.’

i

WebInteligence - |1 ==& - | S |50 & - = - |9 o0 | @~ | [ Track '3 Dril ~ 2 Filter Bar | B Qutiine

EgH | liig)

o8

LastRefreshed 1
OT/09/2013 09:12:44 AM

Transaction Summary

PO Payment Check
PO Nbr Reqld PODt Status PO Total Voucher Id Invoice id Match Status Status Cleared Date
05339838 1002021 1118/2008 Mot Applicable Paid 1202/2008
i
(2 Transaction vy D [Z PODetal | [Z VoucherDetal | [2 PaymentStetus | [2) RequisitonAudt | [2) POInvoice Actvity | |21 Pmnzca‘
Transaction Summary ~ | M 4 Pagelofi Pk M

7. Additional detail about the payment, such as the check number, check amount, and date
cleared can be found by clicking on the ‘Payment Status’ tab.

Welcome: Amanda B Roberts = Applications ™ Preferences  Help menu™ Lag,

(e [ o [P T

| voucher petail & = & |

Web Inteligence ~

DE-1Gn Ps-=-

=
=

)

[ Track ~ ' Dril = W FiterBar [ Freeze - EH Outline

Voucher Number. 05339638

d Scheduled

Payment Status

Checl
to Pay Check Number Check Tatal Payment Status Cleared Date*
1 11/252008 MDCK 11/252008 9520892 $600.00 Paid 12/02/2008
* The Check Clesred Date is updsted once & month, narmelly during the fist 10 days of the menth. | @ paid nveice does notlist = Check Clesred Date, it may stil
have cleared the bank. Todetermine current stats of sny unclesred checks, please contact Ois by ts Services st disb vanderbit.edu.
Scheduled Payment: 1
Payee Name1 Ahena
Payee Name2
Payment Address 1 216 CentenviewD rive
Payment Address 2 Suite 250
Payment Address 3
Payment Address 4
Payment City Brentwood
Payment State TN
Payment Zip Code 37027
Payment Country usA
Transactonsummary | [2) PODetal | [3) VoucherDetal (( [2 PaymentStatus ) jon Audit | [2] PO Invoice Ac
Payment Status -~

[ Track changes: Off |K 4 Pagelofi »

e

Last updated: 1/29/2019
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Xl. How can | find out if an Invoice has been paid?

The Voucher Detail report also provides payment information for the voucher(s) related to a
specified purchase transaction. Please refer to Steps 1-3 in Section V above for guidance on
opening this report.

Note: You must have either a Voucher ID number, Vendor Invoice number, or Check Request
number to generate the Voucher Detail report. If you have only PO number or Requisition

number, please run the Purchase Detail report as outlined in Sections II-/V above to retrieve the
needed information.

Steps:

1. Select the ‘Voucher ID’ prompt. Enter the Voucher ID number.
Prompts o
Available prompt variants MEE| _Ed

e {3 Enter Voucher Id: 04303862
&  OR Enter Invoice Id: 04303850 Aot

@  OR Enter Check Request Nbr (including prefix):
+ * Enter Business Unit

* Required prompts

Cancel

2. Click “*Enter Business Unit’ and select ‘VMC’ from the list. Then click L_—2__lto generate
the report:

Prompts

Available prompt variants MEE _Ed

&  Enter Voucher 1d: 04303862

vMC i
&  OR Enter Invoice Id: n ) -
&  OR Enter Chack Request Nbr {including prefix): Refresh Values Yo
ey ) * Enter Business Urit VMC Business Unit <
LIBRY
PHARM
FTREF
— Note: Historic transactions prior
VHCSV to FY16 (POs beginning with ‘5’)
VHS o
VAP — can be found within the
January 30, 2018 3:32:03 VANDY BUSineSS Unlt
PM GMT-06:00
3 i
* Requirad prompts
C D oo
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3. When the report is generated, it will open to the ‘Transaction Summary’ tab. This tab lists
the Vouchers related to the PO along with the payment status and check cleared date.

Home | Documents | Voucher Detail = = = |

[ ‘User Prompt Inp «

webInteligence ~ |1 22 (F] - | & [0 L2 - = - |9 & | & ~||[EZTadk - F ol ~ % Fiter Bar B Outine

(7 Advanced | & R

Enter Voucher 1d: (op
04303862

OR Enter Invoice Id:
Vendor:

Dell Marketing L P
One Dell Wa

OR Enter Check Requ

United States

POMNbr Regld

5007212694 C515709

y
Round Rock, TX 78682-0325

Transaction Summary

Last Refreshed:
07/17/2013 03:30:00 PM

< [m v EE Transaction Summary

e —
PO Payment Check
PODt Status POTotal Voucherld  Invoice Id Invoice Dt~ Match Status Status Cleared Date
WU Force 04303862  U47658653 03/07/2007 Matched
03/01/2007 Complete $18,466.58
PO Detail | Voucher Detail | [3 PaymentStatus | [Z] Requisiton Audit | PO Invoice Activity | PMM Receiving Data

Transaction Summary

‘N 4 Pagelof1l b NH% 5

4. Additional detail about the payment(s), such as the check number, check amount, and
date cleared can be found on the ‘Payment Status’ tab.

Home | Documents | Voucher Detail = = = |

DeEeE- S#|El-a-

Web Inteligence ~

ey

~
o)

[#Track - ¥ Dril = "3 Filter Bar B Outline |

User Prompt In <

(7 Advanced | &

Enter Voucher Id: (:
04303862

(e | BB | i)

OR Enter Invoice Id

=

OR Enter Check Red

Scheduled

Scheduled

Payment to Pay

1 04/06/2007

Payee Hame1
Payee Hame2
Payment Address 1
Payment Address 2
Payment Address 3
Payment Address 4
Payment City
Payment State

Payment Zip Code

Payment Country

VeoucherNumber: 04303862

Bank
Account Key

APCK

DellMarketing L P

oo DellUSA
PO Box534118

HAlanta

GA
30353-4118
Usa

Check Date

Payment Status

‘Check Number Check Total

04/03/2007 463391 $7163646 Paid

i

Payment Status

Last Refres hed
O7/17/2012.03:20:00 P

Check
Cleared Date* Check Disposition

04/09/2007  High Dollar
4

i

* The Check Cleared Dste & updsted once s month,
normally during the first 10 dsys of the month. I = paid
invoice does not kst a Check Clesred Dete, it may stil
have cleared the bank. To determine current status of
sny unclesred checks, pless & contact Dis bursements
Sarvices st dis burs ement@list v anderbittedu

4

Transaction Summary | PO Detail | Woucher Detail < Payment Status Z> [ Requisiton Audit | PO Invoice Activity | PMM Receiving Data

|

R

— |

Last updated: 1/29/2019
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Users have the ability to save prompts using the Prompt Variant feature from the Advanced
Prompt Box. These Prompt Variants are specific to the user and the document you are running.

5.

To access the Advanced Prompt Box, go to the User Prompt
Input panel.

User Prompt Input -

— | (7 Advanced 9 Run

LEE Enter value(s) for Division: (o
o | N

Click Advanced at the top of the panel or any of the refresh

icons on the page .

OR Enter Sumto(s): (optional)
[N/

a2
.—r_OR Enter values for Center; (&

e W A L

At the Create Prompt Variant window, enter a Name for your prompt and click OK. Note
this name will be saved in the Prompt Variant drop-down selection.

& = Enter values for Center: 2011100000;20: ’—E|
@ * Enter Start Date: 7/1/2018 1 an | (M/ahyvyy himm:ss 2
»
&  Enter valuas for Vendor Name:
&  Enter valuas for Account: .
©  Enter valuss for Voucher Match Status: Note that any required (*) prompts
& Enter Voucher Amount (Start):
© oot veuches Aot (o), not saved, must be manually updated
@  Enter Minimum Freight Amount: before you can run your report.
&  Enter valuz(s) for Voucher Match Status J
d A
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6. To run the report anytime using the saved prompts, click the drop-down menu for Available
Prompt Variants. Complete any required prompts as necessary before running your report.

Prompts @

Available prompt variants |

|

QR Entar Sumtg(s): N[A
K" ¥

Note that Prompt Variants are specific to User and Document and will therefore only appear
when that document is accessed and/or run by the user who created the prompt variant.

30
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