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Overview Accounts Payable Changes

Suppliers
Users will have the ability to attach a document at both the supplier header level and the supplier location
level.

When opening a supplier, users may see a warning stating “If updates are made, the audit settings will be
modified based on the current configuration”. Users should simply click OK if they see this message.

AP WorkCenter

Users will have access to a WorkCenter that compiles all of the necessary links and pagelets necessary to
carry out transactions, but with less navigation.

» Navigation:

e Select Core-CT Financials
e Click Accounts Payable Tile
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Each user will be able to personalize his or her own WorkCenter through the addition of favorites.

e Click .

e Select Personalize

Accounts Payable WorkCenter

- {E} “fou are not authorized for this page.
~ My Work Parsonalize pack
Nauchers Edit Filters
Recycled Vouchers —
Incomplete Vouchers 2
Matching

** |dafich Exceptions Exist
**To Be Matched
Budget Check
Document Tolerance Excapt. .. | 41
Budget Check Errors 148
Payments
Scheduled Payment on Hold | 182

Unpaid Voucher Status
~ Links D

Vouchers
Regular Entry
Match Workbench
Delete Youcher
Woucher Maintenance
Woucher Build Emor Detail
Woucher
Voucher Document Status
AP Accounting Enfries
Purchase Order Inguiry

Purchase Order Document Status
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e Selectyour preferences to personalize your Payable WorkCenter.

e Once you have completed your selections, Click m

. R it
e Click to start over.
Personalize m

| My Work ]l Links || Queries || Reporis/Processes

[ Start My Work Grouplet Collapsed

Group Label Vouchers

[ start Group Collapsed
2 rows
Link Label Show Count Starting Page
= Recycled Vouchers O
= Incomplete Vouchers O

Group Label Matching
O Start Group Collapsed

Link Label Show Count Starting Page

= Match Exceptions Exist ]

= To Be Matched ]

Group Label Budget Check
[ Start Group Collapsed
2 rows

Link Label Show Count Starting Page

— Document Tolerance Exceptions O

= Budget Check Emors O

Group Label Payments
O Start Group Collapsed

Link Label Show Count Starting Page

= Scheduled Payment on Hold O

= Unpaid Voucher Status O
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Personalize m
| My Work l | Links ] | Clueries | Reports/Processes
"
[ Start Links Grouplet Collapsed
Group Label Vouchers
] Start Group Collapsed
10 rows
Reorder Link Label Link Type Show Link Open in Mew Window Starting Page
= Regular Eniry Menu ltem ] O
= IMatch Workbench Menu ltem (] O
= Delete Voucher Menu ltiem O 0
= WVoucher Maintenance Menu ltem W] O
= “oucher Build Error Detail Menu liem ] O
= oucher Menu liem O 0
. Woucher Document Status Menu Item W] O
= AP Accounting Enfries Menu ltem ] O
= Purchase Order Inquiry Menu ltiem ] O
. Purchase Order Document Status Menu Item W] O
Group Label Payments
O Start Group Collapsed
2 rows
Reorder Link Label Link Type Show Link Open in New Window Starting Page
= Pay Cycle Manager Menu liem ] (]
= Payment IMenu ltem ] ]
Group Label Supplier
] Start Group Collapsed
5 rows
Reorder Link Label Link Type Show Link Open in New Window Starting Page
= Current Supplier Balance Menu ltlem ] (]
= Scheduled Payment Menu liem ] (]
-
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Personalize m
| My Work l | Links l | Queries ] | Reporis/Processes
-
[ start Queries Grouplet Collapsed
Group Label Pivot Grids
O Start Group Collapsed
1 row
Reorder Owner Type Name Description Show Link Starting Page
= Pullic Qwner Pivat Grid PCARD_STATUS P-Card Transactions’ Status ]
Group Label Queries
[ Start Group Collapsed 4 rows
Reorder Owner Type Name Description Show Link Starting Page
= Public Cwner CQuery CT_SUPPLIER_USER_LOOKUR |eSuppIier User Information | O
= Public Cwner Cuery CT_PCARD_SUMM_TRANS | PCard Transaclion Summary | O
= Public Cwner Query  PCARD_VOUCHER_PAYMENT_STATUS | PCard Voucher Payment Slal| O
= Public Cwner Cuery  CT_SUPPLIER_USER_SCHOCL |eSuppIier User Information - | O
Group Label Forms
O start Group Collapsed A rows
Reorder Owner Type MName Desgcription Show Link Starting Page
= Public Owner Query CT_CORE_ACT_PAYROLL_CXL_COS964 |CD-964 Active Payrall Ca nce| O
= Fublic Owner Query CT_CORE_PAY_CAMCEL_CO7a0_BY_BU |CD-T90 Payment Cancell atio| ]
= Public Owner Query CT_CORE_PAY_INFO_CO8260 |CD-SSO Payment Inlormaliun| [m]
= Public Cwner Query CT_OTT_AP_PYMNT_CANCEL_BY_DATE |CO-T90 OTT Payment Inform| O
Group Label FYE Scorecards
O Start Group Collapsed
& rows
Reorder Owner Type Name Description Show Link Starting Page
L Fublic Owner Query AP_FUTURE_DATED_FYE |Fulure Dated Vouchers | ]}
= Public Cwner Cluery AP_MOT_APPROVED_FYE | Vaouchers Not Approved | ]
= Public Qwner Query  AP_MOT_MATCHED_FYE |Vouchers Nat Matched | a
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Personalize m
| My Work l | Links | Queries | Reports/Processes
[0 start Reports/Processes Grouplet Collapsed | Add Group | Reorder Group
Group Label Monitor
O Start Group Collapsed 3
rows
Reorder Link Type Link Label Run Control ID Show Link New window Starting Page
= Menu ltem Process Manitor | | O ]
= Menu ltem Report Manager | | O O
Group Label Reports
O start Group Collapsed s
rows
Reorder Link Type Link Label Run Control ID Show Link New window Starting Page
= Menu ltem Supplier Balance | | O O
= Menu ltem Supplier Liability Aging | | O O
= Menu Item Payables Open Liability | | a ]
= Menu ltem Voucher Activity | | O O
= Menu Item Payment History by Supplier | | O O
= Menu ltem Payment \Warrant Reporis | | ] 0
= Menu Item Posted Voucher | | O O
- Menu Item Maich Exceplions | | ] [m]
= Menu ltem Voucher Listing by Chartfield | | O O
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Users must also set filters for each of the pagelets in the My Work section. Filters can be changed at any
time to display useful information to each user.

e Click .

e Select Edit Filters

Accounts Payable WorkCenter

O {E} ‘Wou are not authorized for this page.

~ My Work Personalize E

Vouchers

Edit Filters

Recycled Veuchers

Incomplete Vouchers 2 |

Matching
*=* Match Exceptlions Exist
**To Be Maiched
Budget Check
Document Tolerance Except... | 44
Budget Check Errors 148
Payments
Scheduled Payment on Hold | 182

Unpaid Voucher Status
~ Links D

Vouchers
Regular Entry
Match Workbench
Delete Voucher
Voucher Maintenance
Woucher Build Error Detail
Voucher
Voucher Document Status
AP Accounting Enfries
Purchase Order Inguiry

Furchase Order Document Status
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e Click arrows on the right to Configure Filter Values.

Edit Filters Personalize m
~ Vouchers
2 rows
Link Label T. Filter ID 1. Description 1L
Recycled Vouchers AP_VRCYCL Recycled Vouchers Yy
Incomplete Vouchers AP_IMCVCHR Incomplete Voucher ¥
~ Matching
2 rows
Link Label TL Filter ID T4 Description 1L
Match Exceptions Exist AP WB_E Match Exceptions Exist ¥
To Be Matched AP_WEB_T To Be Matched >
~ Budget Check
2 rows
Link Label T Filter ID 1. Description T
Document Tolerance Exceplions AP_DOC_TOL Document Tolerance Exceptions ¥
Budget Check Emors AP_BDGT_ER Budget Check Errors ¥
~ Payments
2 rows
Link Label T Filter 1D T Description 11
Scheduled Payment on Hold AP_PMHT Scheduled Payment on Hold >
Unpaid Voucher Status AP_UNPVCHR Unpaid Voucher Status ¥

10
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e Enterrequired *Business Units.
e Enter any other desired filter values.

. clck B3

Configure Filter Values m
Filter 1D AP_VRCYCL Recycled Vouchers

Y C— e
Woucher 1D | = vl | Q|
Supplier 1D | = vl | Q|
Invoice Date | = vl | |
Gross Invoice Amount | = vl | Q|
Tranzaction Currency | = Vl | D.|
Created On | = vl | |
GreatEdByr|= 1v..-r|| Q|
Last User to Updatz | = Vl | D.|
Crigin | = vl | Q|
Voucher Style | = V| | v|
Woucher Source | = vl | v|

Note: Central agency users can add their favorite queries to their Query manager. This functionality is

11
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NOT for EPM Queries.
Procurement Card (P-Card) integration

Core-CT will include procurement card functionality on the purchasing side. For the Buyer to create a
Requisition / Purchase Order with the payment type of P-Card, the supplier must first be marked as
“Accepts P-Card”. This will be added to APD’s supplier change form.

P-Card transactions will not settle through AP. An AP user will not be able to copy from a PO into a voucher
if the PO has a payment type of P-Card. However, the payment to the credit card provider, JP

Morgan, will be built as AP vouchers with the voucher source of “Procurement Card” and voucher origin
“PCD”. P-Card vouchers will be pre-approved and will not require any user intervention unless there are
exceptions (such as failed budget check).

P-Card vouchers, which pay JP Morgan, will have the associated PO on each voucher line. However, no
receipt will be associated with the voucher lines. To view all vouchers and receipts associated with a
particular PO, use the PO Document Status page. There is a link to this in the Links section of the Payable
WorkCenter.

12
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Accounts Payable WorkCenter

o

~ My Work

Vouchers

Recycled Vouchers g

Incomplete Vouchers 2

Matching
Budget Check

Payments

~ Links

Vouchers

Regular Entry

Match Workbench

Delefe Voucher

Voucher Maintenance

Woucher Build Error Detail

Woucher

Woucher Document Status

AP Accounting Enfries

Purchase Order Inguiry

I Purchasze Order Document Status I

Payments
Pay Cycle Manager
Payment

Supplier
Current Supplier Balance
Scheduled Payment
Scheduled Payments on Hold

Supplier Conversation
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Vouchers

Core-CT has a Save for Later feature where users may prevent vouchers from running through the budget
checking or approval process. The voucher is saved and assigned a voucher ID but will not be picked up by
any batch processes untilit is saved with the Save button. The status of Incomplete will be assigned to any
vouchers that have only been saved using Save for Later.

«10 9
Regular Entry
‘ Summary H Related Documents Invoice Information | Paymenis H Woucher Atfributes | Error Summary || Consumption
. ) Mon Merchandise Summary
Business Unit 2 i
DOCM1 Invoice No |TEST12345 ] Invoice Total Sonsion Defouite

VoucherID 00603095 Accounting Date | 05/21/2024 Line Total 200 ?EL"CT:::I‘:'UI
I A (0)
uso W
Voucher Style Regular Voucher *Pay Terms | 000 Q| m  DueNow *Currency (itnhoiding

View Audit Logs

i = A < -
Invoice Date |04/01/2024 Basis Date Type Inv Date Miscellaneous \:\ . Advanced Supplier Search
Receipt Date | 04/05/2024 Freight \:\

UNCLE SAMS CONTRACTORSLLC

Total
Supplier ID | 0000177662 Q Difference

0.00
*Address - Incomplete Voucher

Penalty Details

I Save I Save For Later I Calculate | | Print | | Submit Approval
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e There are new search criteria that have been added to the Find an Existing Value page.

<10 © aoQ i@ @

Voucher

Mew Window | Help

Find an Existing Value @Add a New Value

~ Search Criteria

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

1) Recent w Saved w
D ceorihes | Choose from recent searches | / [ Saved | Choose from saved searches | /
Business Unit | = w [ Q]

Voucher ID | begins with v | | |

Invoice Number | begins with v| | |

Invoice Date

v | E]

Short Supplier Name | begins with v| | |

Supplier ID | begins with v| | Q|
Supplier Name | begins with v | | |
Voucher Style | = v| | v|

Related Voucher | begins with v| | |

Entry Status | = v| | v|
Voucher Source | = v| | v|
Incomplete Voucher | = v| | v|

» Show fewer options

[[] Case Sensitive

15
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e The Submit for Approval button has returned — Voucher Processors are now able to click the
submit button from the Invoice Information page.

<@
Regular Entry
‘ Summary H Related Documents | I Invoice Information H Payments ‘ ‘ Voucher Aftributes H Error Summary ‘ | ‘Consumption |
. . N Mon Merchandise Summary
Business Unit i ’
AESM1 Inveice No [h234 ] Invoice Total Session Defaults

Voucher ID 00022483 Accounting Date | 03/01/2024 Line Total 1.000.00 ﬁﬁg‘;ﬂ;@'ﬁ!?}m
. usp w y
Voucher Style Regular Voucher *Pay Terms |000 Q] 7 DueMow Currency X:\:;n’\::d‘l;ﬁ:\ier Search
Basis Date Type  Inv Date Miscellancous : ;

oo [ ]
CITY OF ANSONIA

,,,,,,,,,,,,,,,,,,,, Total 1,000.00
Supplier ID | 0000000002 Q Difference 0.00

ShortName |ANSONIA002-001 Q

Location |MAIN

Invoice Date |01/30/2024

Receipt Date |01/31/2024

*Address

Penalty Details

Calculale | ‘ Print |I Submit Approval I

~ Copy From Source Document

PO Unit PO Number Py G0

Inveice Lines @ @ | of 1 v 1 View Al

Py L [ One Asset
*Distribute by | Amount _

oM

Line

&

0

]

Unit Price |1,000.00000

Line Amount 1.000.00

~ Distribution Lines
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e Use the View Vouchers link on the Voucher Approval page to see voucher details.

Voucher

1,000.00 USD
oo o]

summary
Business Unit AESM1 Voucher ID 00022495
Invoice Humber 543 Created By TPRU Test User
Supplier Name  TOWN OF AVON Modified By 0SC-
Due Date 020124 Involca Date 0201724

Voucher Source Online Voucher Style Regular Voucher
Line Details
Vauener Line nem Description Quantiry uom unit Price. Amount
1 ©M_2157_100 104.03 EMPLOYEE TIME SHEET..LO 1 1 1,000.00USD 1.000.00USD >

~ More Information

View Printabie Version >

Approver Comments

Approval Chan

For users with access to create template vouchers, Click Voucher Style drop down box to Select Template

Voucher.

17
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<10 Q
Voucher
Add a New Value Q,Find an Existing Value
*Business Unit | AESM1 Q
*Voucher ID | NEXT
*Voucher Style § Template Voucher ~
Adjustments
Supplier Name Amortization Voucher g
Journal Voucher
Prepaid Voucher
Short Supplier Name J| Register Voucher E
Regular Voucher
Reversal Voucher
Supplier ID J single Payment Voucher
Template Voucher
Supplier Location fmidbarty Voucher a
Estimated No. of Invoice Lines
Add

Document Tolerance Checking (FS_DOC_TOL) is a process in the Voucher Life Cycle for PO vouchers. It will
be processed by BATCH after the voucher is approved, and before Budget Check. If there are exceptions,
they will need to be corrected before it will process through Budget Check.

The Document Tolerance Checking process checks for differences between purchase orders and vouchers.
The Document Tolerance Checking process validates that the dollar amount on a voucher distribution line
does not differ from the associated PO/Receipt distribution line. It does this by the fund code. Thatis, if a
user only changes the department or account on a voucher, the voucher will pass document
tolerance checking. If the user changes the fund or increases the dollar amount on the distribution
line, then the voucher will have exceptions.

Users will have access to Matching Exceptions Analysis to streamline the invoice-to-payment process.

Matching Exceptions Analysis provides visibility into invoice matching history that allows for improved
supplier, buyer, and rules analysis.

18
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» Navigation:
Accounts Payable > Payable WorkCenter > Vouchers > Match Workbench

<10 O Q a

Match Workbench

Recyeed Vouchers

Incompite Vouchers Z Match Workbench

Matchin
° v v Search

* Match Exceptions Exist

Business Ut [ cquats | [ a]

*To Be Matched

Budget Check

Mateh Stis [ st v [ *

VoucherD | 4y values -

Supler SetD [ cquaito ~ [ a]

v supplierID [ Al Valuss v

Scheduled Payment on Hold (152

Se -]
Search Clear Advanced Search Save Search Criteria Delete Saved Search

Document Tolerance Except... (41

Budge! Check Errors s

Payments

- Links

Vouchers o

Regular Entry

=] P

Delete Vousher
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