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1. DOCUMENT CONTROL

1.1 Change Record

Date Author Version Change Reference:
Rajyl Andre Inlayo 1.0 Initial
23 June 2017 Reah Mae Supnet 2.0 Update
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2. Description

Manual ID
Manual Name
Information System

Functional Domain
Responsibility
Purpose

Data Requirement
Dependencies

Scenario

Exporting Expense Reports

UMFMIEOO5
Exporting Expense Reports
Financial Management Information System

Internet Expenses Module

Payables Accountant

e To convert approved expense reports to invoices.

e Thisis a prerequisite for the closing of cash advance

Expense report details

Expense report is fully approved.

No expense report rejections

An accounting office personnel will process approved expense
reports in preparation for matching with prepayment DVSs.
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Step 1. Go to uis.up.edu.ph

Step 2. Log-in your credentials
(e.g. username and password)

a - #r- / 3 4 o :
Diliman'® ffos]BafiosY . Manila { VEEVES Mindanaof¥

A A e e ]
iy, “Userliame g onet
) ﬁ// (example: michael.james. smith)
*Password sessssee
TERampIE: Ty 20
Cancel

Accessibility| None

Select a Language:
English
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B Favorites ¥ Logout Help Personalize Page

Enterprise Search IAII v I Go Search Results Display Preference IStandard ©

Logged In As RMSUPNET

Oracle Applications Home Page

Main Menu Worklist

Personalize Full List
| = [ payables Accountant, UPS From Type Subject Sent

+ [ Disbursement Voucher There are no notifications in this view.
“TIP Vacation Rules - Redirect or auto-respond to notifications.
“TIP Worklist Access - Specify which users can view and act upon your notifications.

=0 Payments
+ [J Accounting

ﬂ‘J QW

+ [_JRequests

) [ payables DV, UPS
=+ LI UP ICS Self Service
+ [ Workflow Administrator
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Step 3. From UIS Home Page
proceed to Main Menu and
choose the Payables
Accountant responsibility,

then choose the Other folder,

then click Concurrent
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-0 STEP 4. Click the checkbox then

Oracle Applications Home Page < | http://putote..beBigv13=PROD X | +

Gl | putotestd].up.edu.ph:8000/forms/frmservet?appletmode=nonforms&HTMLpageTitle= &HTMLpreApplet 2% @ wBe ¥ &4 @ = M - CIICk RU n
Security Warning “
- -;5., Do you want to run this application?
| P———
’ la\.'a 'E Publisher:  UNKNOWN
. 1 L0 Location:  http:/jputotestdL.up.edu.ph:3000

Running this application may be a security risk

Risk:  This application will run with unrestricted access which may put your computer and personal
information at risk. The information provided is unreliable or unknown so it is recommended not to
run this application unless you are familiar with its source

More Information
Select the box below, then click Run to start the application
L accept the risk and want to run this appication. | Run Cancel

Exporting Expense Reports
File Ref: ITDC — FMIS — UMFMIEOO5 Exporting Expense Reports - 20170623 (v.2)



Doc Ref: FMIS User Manual — Exporting Expense Reports

O Find Requasts STEP 5. Find Requests page
O My Completed Requests will appear. Click Submit a New
'MWy Requests In Progress Req uest

i

 Specific Reguests
Request ID
MName
Date Submitted
Date Corpleted
Status
Phase

Requestor

[Tnclude Reguest Set Stages in Cluery
Order By Request 1D hd

Select the Mumber of Days to View: 7

| Submit a Mew Reguest.. )I| Clear | Find I

Q3 Submit & Mew

STEP 6. Submit a New
Request page will appear. Click

Single Request then click OK

This allows you to submit an individual reguest.

What type of request do you want to run?

' Request Set

This allows you to submit a pre-defined set of
reguests.

Ok Cancel )
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O 5Ubmit Eeguest
Run this Fequest...

Marmea
Dperating Unit
Parameters

Language

At these Times...
Run the Job

Layout
Motify

Print to

Help (C)

Upon Completion...

Doc Ref: FMIS User Manual — Exporting Expense Reports

|American Englizh

( Language Setting... ‘ I Debug Options

|As Soon as Possible

W/ Save all Output Files

( Scheadule,.,

Options...

|noprint

Delivery Opts

( Subrmit | [ Cancel J
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STEP 7. Enter Expense Report

Export in the Name field

10



IEalch Marne

Source Oracle Internet Expenses
Transfer Descriptive Flexfield Yes

IGL Date

Create invoices from Oracle

Group
Debug Switch ‘Nn

Organization Marme ‘

Send Motifications To ‘RMSUFNET

Transfer Attachments Yes

1

k nit Re st
Run this Reguest...

Cancel Clear Help

Marne |Expense Report Export

Operating Unit

Parameters | Oracle Internet Expenses:¥es: 19-JUN-2017::Mo: RMEUPNET: Yes

Language |Amerlcan English

Language Setting

At these Times..

5. [ Debug Options

Run the Joh |As Soon As Possible

Upon Completion
¥ Save all Output Files

( Schedule..

Layout

Options..

Natify |

Print to |n0print

Delivery Opts

Help () [ Submit

I

| [ Cancel J
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STEP 7. Enter details the
following fields:

e Batch Name
e GL Date

And click OK

STEP 8. Click Submit

11
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STEP 9. Click No

@ Reguest subrmitted.
(Reguest |0 = 11352540

Submit another request?

iy Completed Requests STEP 10 C“Ck F|nd button

I “MyR ts In Brogress

' Specific Requests
Reguest [D
Mame
Date Submitted
Date Completed
Status
Phase

Reguestor

[Tlnclude Reguest Set Stages in Query
Order By | Request ID -

™

Select the Number of Days to View: 7

Submit a Mew Reguest... ) Clear | | Find ||

Exporting Expense Reports 12
File Ref: ITDC — FMIS — UMFMIEOO5 Exporting Expense Reports - 20170623 (v.2)



O Reguests
Refresh Data I Find Requests ) Submit a New Hequest... /I
Request ID Parent
MName Phase Status Parameters
Expense Report Export I ormpleted Morrmal I SelfService, ¥, 20170619 00 =
UF Purchase Reguest v.3 | Completed Marmal |2?B, 17662, 1539, Supnet, Ms
| | | | | |
| | | | | |
I | | | | |
I | | | | |
I | | | | |
| | | | | |
| | | | | |
| | | | | | <
( Hold Reguest I “iew Details. . J “iewr Clutput jl
( Cancel Request I Diagnostics J Wiew Log... JI
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STEP 11. Check the phase and

status of the report, click
Refresh Data button until it is
complete and normal

13



Doc Ref: FMIS User Manual — Exporting Expense Reports

R + To verify if the expense report
Payables: Version : 12.0.0 was successfully exported to
Copyright (c) 1979, 1993, Cracle Corporation. &1l rights reserved. payables, click View Log...and

check the line indicated below

APXEXPER module: Expense Report Export

The number of Expenses

T N Fetched should be equal to the
*¥Starcs**21-JuN-2017 09:30:48 number of Invoices Created
*¥Ends**21-JUN-2017 09:30:56

N —————————————. +

s5tart of log messages from FND_FILE

ey + .

Begin Receipts Management — Holds NOTE If they are not equal
Process Hold Each Scenario check the EXpense RepOI‘t

Determine whether to place Holds H H
Process Hold A1l Scenario ReJeCtlonS and make the
Determine whether to place Holds necessary adjustments
Process Hold BothPay Scenario

Determine whether to place Holds

Process Obsolete Holds

Obsolete Holds

Obsolete Both Pay Holds

Begin Processing Individual expense reports

Fetching expense report...

Expense Report Number : **SA-ER19047*

Transfer Attachments option(Y/N):¥Y

Fetching expense report...

Credit Card Expenses Fetched = 0

Credit Card Invoices Created = 0

Call Payables Open Interface

Fxpenses Fetched = 1

Invoices Created = 1

o +
End of log messages from FND FILE

b L +
e +

Executing request completion options...
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STEP 12. Close the tab and the

request window. Proceed to
Enterprise Search |AII o I Go Search Results Display Preference I Standard |+ Invoice Workbench WindOW. By

Logged In As RMSUPNET . .
navigating thru
Payables Accountant

B Favorites ¥ Logout Help Personalize Page

Oracle Applications Home Page

Main Menu Worklist
then choose Disbursement

Personalize Full List Voucher folder

=) [ pavables Accountant, UPS [From [Type subject |sent ~ |
=] ] Disbursement Voucher Expenses Export Expenses Export Rejections 19-Jun-2017 then click Entry
= [ Entry “TIP Vacation Rules - Redirect or auto-respond to notifications.
I & py ¥ TIP Worklist Access - Specify which users can view and act upon your notifications.
= Recurring DV then click DV
# [ Inquiry

# [ Accrual Write-Off
=3 Payments
# [ Accounting
H [ Workflow
# [ other

# [ payables DV, UPS
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STEP 13. To search for the
File Edit View Folder Tools Window Help Exported Expense Report click

' . ™ e Find icon %.
HPe &SP AR ER L T

Enter Expense Report Number
then click Find

Trading Partner

Narne. | = Suppler Number | Once the Expense report is
Supplier Site | Taxpayer D | found, proceed with Validation.
PO Nurn | PO Shipment: - |
Imvaice
Mumber | |Terms: "| |
Type | | |F'ay Group: "| |
Amaunts | - | Invoice Batch |
Dates | - | Currency

Invoice Status

Status | 'l Accounting | '|
Approval | '| FPayment | 'l
Woucher Audit Halds
Categary | Status | "|
Name | Mame |
Mumbers | | Reason |
( Calculate Balance Owed. .. J ( Clear ) ( [ ey | I Find )
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Expected result:

Batch Control Total

=3
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Batch Actual Total

|Operating Unit | Type PO Num| Supplier Name | Supplier Nurm | Branch | 0% Date | 0% Mumber | Currency| D s
!UF’ System Perez, Mr. Paul Jason 1606 QOFFICE O4-MAY-2017 2534 PHF =
A e | 3

1 General 2 Lines 3 Holds 4 Yiew Payments 9 Scheduled Payments B “iew Prepayment Applications
Sumrmary Armount Paid Status
lterns | 15,000.00 PHP [15,000.00 [ status validated |
Retainage Accounted Yes
| Prepayments Applied 15 0o0.00) Approval |N0t Required
Withhalding | Holds 0
Suktotal | 0.00 Scheduled Payment Holds |0
Tax | 0.00
Freight |
Descripti
Miscellaneous | S
Closing of CA for Research
Total | 0.00
( Actions. 1 [ Calculate Tax [ Tayx Details ( Corrections ( Cluick Match ( hatch ) ( All Distributions /I
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DISCLAIMER: The screenshots in this document
are for illustration purposes only and may not be
the same as the final user interface.
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