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Introducing, Account$ayable voice Onboarding (APIO) a new Oracle systdmt standardizes electronic invoices
receivedfrom departments, supliers and other applications. For check request files faepartments, whether
generated from an application or manually ARUpports a selservice modelhere they can place files on their network
directory and review/approve once Oracle picks them u

APSPECFND Entry Tempbatzaca basediserinterface thateduces datantry, validates common entry errors

andproduces a filéhat meets thetandard entry format used by Accounts Payable Invoice Onboarding (ARi®)eplaces the
csv entry using columns-A
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Form quick instructions are in theea to the bottom right hand cemsee theed squareYou can scroll through these
instructions they cover setup and daily use of the Entry Form. titleklare often color coded in these instructitmhelp you
identify them on the form. You will want to scroll back up to the top before|entry. Additional documentation is awailable
the titles that have a red mark in the upper right hand coBwgtons are raised objects that have colored tégt click on
them with your mouse/to initiate actior@heck data entry areasclosed i p}es{quare Use your fab key to move from
one entry field to angther.

Cl1s e T v
A > - B C D F G H J K [a

1 |Fund 02 County Clerk Toet Rurjning Totals: APIO_FILE {New]

2 [Obligation Date (Default) ey i w Invgice Count | Line Count | [Total Amount

3 [Ewes Resets and clears D‘ o / $0.00

4 |Address ( N Biztalk Folder cr Network folder uﬁmre file will be saved n q
s o previous work) " File path& File

ity K:\1 COUNTY CLERK APIO\Fund 502\APIO_Files |
6 _[State Zipcode Filenam: | namefor Send
7 _[Invoice Number [On Ched 5. validate single [5025pecFund.csv / |
Invoice Description (Does Payment & | 4 v
el e iz Post to APIO_FILE Tab 6. Send APIO_File Tab to Biztalk Folder Using File Name SingeinE AT
8 |scarched) L) or Filename
9|$ - S —
mount Invoice Line Description (Displays on check Stub] Obligation Dat Last APSpecFND Entry Enhancement: 10/05/2021 Y
=N Setting Up (Do when you get a new Entry Form) R=Row C=Column
1. Select Your Fund R1 CB. Click in the cell and look for the drop down on the right
2. Verify the Biztalk Folder RS CF is pointing to the correct network folder. Don't test in your production folder.
When you click the 6. Send button this is where your file is sent

15 | and moved to Oracle a copy that has the date and time of import is in the Archive folder within this folder.

16 | 3 Verify the Filename R7 CF. Recommended that you have ##SpecFund.csv where ### is the Fund R1 CB. No spaces or extra

7 1 | | fyouwantto knowwho prepared the file adding initials to the beginning of the filename is fine

18 | | 4 clickChanze Biztalk Folder or Filename button to allow editing

19 | | 5 Doubleclick in the cell you want to edit. When you see your cusor in the cell you should be able to change values
20 | | & clickstart New File when finished
f |
22 1 HOW TO USE Entry Form (Most Common) Save your work frequently
23 CLICK Start New File button - Clears prior work. Must click between submitting files to Oracle.

24 | | TTENTER YOUR DATA - Check Level Information in this section will be repeated for each detail line.

25 | Fund: Pick from List and save. It will remember as you reuse the template

2 J Obligation Dates: If paying entities outside Dallas County you must identify when the funds were obligated

27 A\ 1o be return or distri i itution: Date receipted, Cash Bond: Presenting of Receipt for refund and w.

28 fECRS Daval ans ) ETIE qate -

Entry Form | APIO_FILE ‘ Fund List Substitution Rules (&) ¥

Ready %1 / HWoEm m - 1 + oo

Tabs are at the bottom of the workbook and tabs have different functions you can navigate to a different tab by citbking it w
your mouse.

Running Totals Section This section will give you your progreskese are always calculatedues DO NOT unprotect and
modify them.
1 When you start a new check request batch. APIO_FRileg)(will be presented.
1 Once you have successfully validated your first check this changes to APIO_Files (In Progmssjill also note
that the InvoiceCount Line Count and Total Amount will have values. These statistics represent the totals for the
APlI O File that would be generated when you click the
click the validate or send buttons.
T Whenyw A Sendodo the information from the API O _Files tab
APIO_Files Gent to Oracle

File path and Filename for SergizTalk folders replaces the Samba folders used in the asi: staff and BizTalk

have access tiiese network foldersTh e Audi t or 6 s Yaufcdnifind the ptodueteon amidtest Biztalk folder paths
on the Fund.ist tab next to each fund. Use the Setting Up instructarthe Entry fornto changehe folder ad file names to
represent the specifaind being processedRecommended: Havet@st and production copy of the Entry foset up for your
fund. You can use the test siem as welfor employee training.

Note: There is an Archive folder withingBiztalk blder. When BizTalk picks up the file. It will always archive it (make a
copy with a date and time stamp) before it releases it to Oracle. Also you can rename the file and save it in thilBiztalk
if you need to resend it for any reasdOr you can email it t&PImport@dallascounty.org

Customize the Template for your funidis recommended that you remove the funds that do not apply to your
business unit from the Fund List. Thidlyrevent a noice user from changing to araippropriate fundn addition,you can
protect the Invoice description from entry if your offices does not use this field. It is useful for documenting infaabwiton
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the check for internal search andiesv. It is not presented on the check stub or check. Review the blue comment box on this
tab that will define your options further.

Even though there is automation inside this Entry form, it is still just a workbook. These are things you can do agitimot
it.
1 Youcan creatan Entry form for each person who builds the files
0 They can use their initials on the file name to show who did the entry.
0 They build files in parallel just sending them at different times.
1 Youcanuseil Sav e As 0networkbookewdtlt thee deidame it something simple likeFEntry _100121. Note: the
file name changes at the top of the workboGlose excel.
0 Saveasfteri Sendo Action will gi vesewtooracldPIOEleasy t o read co
0 Save abeforein Sendo can allow you to pass the I n Process wi
Accounts Payable. The data entry person should always return to their original entry form before clicking the Start
New File button and should alwagave their work frequentl)Keep daily workbooks as long as is administratively
necessary.
o0 SAVE work frequently.lt is better to save upon exit when prompted than to realize you lost your easy to read
workbook.
1 You cannot make the Entry form sharealals it is a macrenabled document.

Old Verses New Layout

The old layout had no titles but it was in this format. This example shows the old style entry for a single line payment
and a multiple line paymentThe check would present the lines in blseeane check with the Invoice Line description

and the amount detailed on the stub. The check amount is $1200. Only the first invoice description (H) would be save
in oracle.

A B C D E F G H I
Payee Address |Cit‘,-' |State |Zip |Amcunt |Fund1lnwice Descriptiunwlnmice Line Description |
ELAINE G FRICE 4131 N CENTRALEX DALLAS TX 75204 400 501 PR-21-00743-1 PR-21-00745-1
ELAINE G PRICE 4131 N CENTRAL EX DALLAS TX 75204 400 501 PR-20-02300-1 PR-20-02300-1
ELAINE G PRICE 4131 N CENTRAL EX DALLAS TX 75204 400 501 PR-20-02483-3 PR-20-02489-3
Lorenza Ponius 9000 Vantage PointDallas  Tx 75243 13 501 M-2057757-F f Overp M-2057757-F / Overpaymet

On the Entry Form, repeating data is not necessary and the Invoice destspbuld be left blank as the (H) column is
not actually providing meaningful data for the check only one of its lines and it appears to be a duplication of the Invoic
Line description.

A B C 8] E
Fund 501 County Clerk-Special |
Obligation Date (Default 09/01/21 ] Im
- = { ) o f fG o Start MNew File
== 2ine rice [(Resets and clears
Address 4131 n central expressway R
previous work)
City dalals K
State Zipcode tw 75204
nvoice Number (On Check) 3. Validate Single S0
nvoice Description (Does Payment &
not display on check can be Post to APIO_FILE Tab
searched)
S 1,200.00
I [Amount Invaoice Line Description (Displays on check Stub) Obligation Dat
s 400.00 ipr-21-00759-1
s 400.00 (pr-20-02300-1 1. Selecty
IE 400.00 |pr-20-024589-3| 2. Verify tt
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" You may use copy and paste from another worksheet. Into tityeaeeas.
I HOWEVER!! Always paste values. Excel Formats are very important. Use the
circled option from the right mouse click menu to paste.

Paste Special...

APIO_File TalRequest review and edit)
Before fASendingd dat a you albthe data tagether Mavigatetas therARIQ File &alb (green)o 1
In the Excel ribbon click Unprotect Sheet.

APSpecFnd Entry_Template - Excel

Home Insert Page Layout Formulas Data . i Developer Acrobat @ Tell me what you want to do...

E‘;‘% tj [)V:] Show/Hide E D ‘&3 Protect and Share Workbook
= =

7 Show All Comments

| . Allow Users to Edit Ranges
spelling Thesaurus | Smart | Translate New Delete Previous Mext Unprotect  Protect Share

Lookup Comment =3 Show Ink Sheet Workbook Workbook [# Track Changes ~
Proofing Insights ' Language Comments Changes
A2 % Je
B H | ] K L N AF
Invoice
1 |Invoice Number ~ | Invoice Amount ~ | Description ~ |Line Type ~ |Line Amount - | Line Description ~ Obligation Date = Charge Acco
- [ | | [ [ | |
You can now sort or filteall the data on this talising the dowmrrow on | AF A
any column. This example is sorting on the Payee rae—Thdmniry : :
wi || protect and resort when y O - | Charge Account| ~ | Payee Mame [~ Ad O
You can use the search to select certain values and hide the rest. 14 2] SertAtoZ 23¢
14 2] sertZtoa 234

Only edit single | ine c Himrechexkyou Sort by Color " a

should Delete the rows andeeter. There are 45 columns on each line
and there are some critical columns that you may not know to change

when you are fixing. Text Filters ,
Search Fe
= [ [Select Al
. You may also copy and paste from L e he

another Entryull rows only.

Always paste valuesExcel

Formats are very important. Use the circled option from the right mouse click menu to
paste.

Paste Special...

Substitution Rules:

The Entry Form supports a rules based entry for those who frequently have to send money back to Dallas County for deposi
the County Treasurer or application to another Dallas County applica@ofor fees and fines criminal courts)

Reduces data entry, allows entry out of sequence but information is still summarized for payment by Payee and GL designat
Supports ARO Deposits which reduces deposit posting errors and data entry Dretsirer
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You must consult with the Audi t ofodysuraficefifiyauare intereste@ome of o b e
the features available are the following. eTiand would use two character codes on the line description to trigger a rule from
the rules tab. The following are set up.

Substitution ofppayee, address)voice and lie descriptions.

Parent code: The line description from the parent code will be presented on each of the child line descriptions.
Validation ensuring parent child relationships.

Use N/A as the payder different substitute Payee saving entry.

= =4 =8 -4

Her eds an caskbondrdceipt beihg peocessed for re{®I&). In thisscenariof he sur ety fARandy
receiving a portion of the bond, some will beapplied to other cases pending for the defendant, Administrative fee and a stop
payment fee.

A B C D |

1 |[Fund h S02 County Clerk-Trust
: F,Dbllgat“:ln Date [Default) lliﬁl,-":ll,-‘?ltt Start New Eile

R el (e e (Resets and clears
4 |Address cpu _

previous work)

5 |City
b |State Zipcode
T |[Invoice Number (On Check] 3. Validate Single

nvoice Description (Does Payment &

not display on check can be Post to APIO_FILE Tab

2 |searched)
9| S 1,500.00
0 [Amount Invoice Line Description (Displays on check Stub) Ohbligation Dat
1|5 1,000.00 i=sh, 15498632 m9912311] =ally hanzen
2|8 50.00 iza 1.
ER- 20.00 isp 2
4|5 43000 isf W
T Microzott Excel ) ST The rule for the SB also requires a confirmation entry of the DSO
] Enter DSO Receipt Amount. £ bond receipt amount to avoid over or under application.

Cancel

[ | L
The validation process created the following entries consisting otfmaoks. Howevethreecheckswill combined with other
like business within the same payment batch. Resulting in onefoneiek entire APIO Filéo the 120 General fund for
deposit into 120.0.45510, 120 General Fund for deposit into 120.0.45153 and one to CounitiCttibs with case
information attache.

Invoice Line Line
Number Invoice Description Amount Description Payee Name Address
CC 15498632
1.00 M9912311J APIO
*AF 00120.0000.45510.0000.4003.00000.00000.0( 50.00 | SALLY HANSEN| 120 GENERAL FUN Deposit
CC 15498632 | DALLAS COUNTY
M9912311J CLERK CRIMINGT | DO NOT
*CC 430.00 | SALLHANSEN | COST MAIL
CC 15498632
1.00 M9912311J APIO
*SP 00120.0000.45153.0000.1003.00000.00000.0( 20.00 | SALLY HANSEN| 120 GENERAL FUN Deposit
CB 15498632
502- M9912311J
211015135059 1000.00| SALLY HANSEN| RANDYATTERSON CPU
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No parents: This scenario involves a number of cases but all the funds are going to the County some for deposit and some

cool

t tineirures;

applying to other applications. The
Fund 502

Obligation Date [Default) 10/01/21

Payee M/ A

Address

City

State Zipcode

nvoice Number (On Check)

nvoice Description (Does
not display an check can be

searched)

S 50,500.00
Amount Invoice Line Description [Displays on check 5tub) i
s 300000 :BF, 12321223 M99002 23 CALLIE GENTRY

S 2,000.00 :BF, 34455244 M2030002 FREDDY JAMES

S 40,000.00 :U52021 Q4

5 400000 :UC,2021 Q4

s 1,500.00 :BF,22443232 MS823343L TAMMY TODD

i s that

The highlighted lines had format errors before this screen shot. The DSO Receipt number in the second position had been s
characters instead of the required eight.

Invoice Line
Number Invoice Description Amount | Line Description | Payee Name Address
BF 12321223 DALLAS COUNTY CLE
M9900223 CALLIE | CRIMINAL BOND
*BF 3000.00| GENTRY FORFEITURE COST | DO NOT MAIL
BF 34455244 DALLAS COUNTY CLE
M2030002 FREDDY | CRIMINAL BOND
*BF 2000.00| JAMES FORFEITURE COST | DO NOT MAIL
BF 22443232 DALLAS COUNTY CLE
M9823343LTAMMY | CRIMINAL BOND
*BF 1500.00| TODD FORFEITURE COST | DO NOT MAIL
Unclaimed Property
1.00 to Dallas County
*UC 00120.0000.48030.0000.1003.00000.00000.0(  4000.00| 2021 Q4 120 GENERAL FUND | APIO Deposit
1.00 Unclaimed Property
*WR 00882.0000.10010.0000.0000.00000.00000.0¢ 40000.00| to State 2021 Q4 882 WIRE TRANSFER | APIO Deposit

The invoice numbers are assigned when the file is created this is how we create one invoice for entries over time.
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Approval/FinaNotifications:

Each business unit that creates special fund checks has a test and production Biztalk Folder within their G or K ghath. This
can be found on the Fund List tab in the APSpecFnd Entry Template excel workbook. When a file is sBizdlkof@lder it

is picked up and sent to Oracle APIO system for processing by Accounts Payable. The Biztalk folder and the related Archive
folder are only to be used for file that are formatted for APIO.

When BizTalk delivers your APIO File the APIO systema ndification within Oracle and another via Outloisksent The
process runs every 5 minutes starting at the top of the hour. So if you clicked send at 2:01 pm Requester 1 should receive a
email as early as 2:05 pm.

Out Look NotificationThis is the convenient method of approvals for infreq@eatle users. Oracle and Outlook can

have communication issues and the Oracle Notification is recommended when fregudrgtantiated time outs are
occurring.

B e L T L

Subject: A-:tlcun R&qmred APSPECFND - 501 APIO Approval Notification

To OWENS, VONDA
Sent 07-0CT-2021 16:42:05
Due 07-0CT-2021 17:02:05
D 18555858

Summary of Loaded File:

Request ID :20211007155139

(Please refer to this when contacting Acounts Payable)
Total Amount : 25339.46

Invoice Count @ 27

Line Count : 30

File Name : 5010WSpecFund.csv

Database Mame : ORATES

| Requester/Approver " Name || Response|
Requesterl HESSWILLIAMSY APPROVED
Reguester? CCOYAZD
Authorized Signerl  [ASAULTURNER|| APPROVED
Authorized Signer2 SOYSONL
Audit Review 1 NHEMNRY TIMEQUT
Audit Review 2 VOWENS

Notification Components
1. Subject willidentify the following.
a. The Special Fund being processed
b. The action if it is an approval &tY| Final notificationwith final status of a workflow for quick action on timeouts.
2. Notification timers
a. Sent: Is the time #t Oracle sent the notification. This is when the timeout clock starts ticking.
b. Due: swhen the approval/rejection needs to be received by Oracle.
3. APIO_File verification and identifiers.
a. The Request ID is critical for communication with the audit and Accounts Payable teams.
b. The Invoice Total, Invoice Count and Line Count should always agree with your running totals on your Entry Form.
c. Database name: Ifit notORAPRODyou are droppindjles in to a test instance.
Work Flow Status: This will tell you all previous status collected for the Request ID.
5. Action links or buttons.

E
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Please dick on one of the following choices to automatically generate an E-mail response. Before sending the E-mail response to
close this notification, ensure all response prompts include a desired response value within quotes.

RESULT

resulT: Approve Reject

Email: When youclick a link make sure you SEND the email that is generated. Sometimes you wiib lsalect or possibly
log into a web based email client. If you are not opening Outlook contact the Service Desk to set up your defaulhemail clie

Oracle Notification:

This is your back up approval method if you are not freq@@atle user. Frorime to time Outlook and Oracle have
communication issues. This is the most dependable method of approving.

Log intoOracle http://cloraessprod.dallascounty.org:8001/
Locate the Worklist. Whreyou have an active notification it will appear in your Wistk

Main Menu ~ Worklist
| Personalize | Full List (1)

# [ pc AP INQUIRY From(Type subject [sent+  |Due
@ £J pc AR INQUIRY DC APIO Workflow APSPECFND - 505B APIO Approval Notification 06-Oct-2021 06-Oct-2021
= [0 pc au P suPer ALETEE : —

S ~TIP Vacation Rules - Redirect or auto-respond to notifications.

E_Xp E (i) n - - N - -
~ SXDEnses il ¥ TIP Worklist Access - Specify which users can view and act upon your notifications.
= mvoices
& L entry

@ Trwnire Ratrhes

Also you can click on the Full List button when the Wsiris empty.

Main Men " Worklist
| Personalize | Full List (1)

# [ pc AP INQUIRY mel‘rype |Suhjett |Sent v |Due
® £ pc AR INQUIRY DC APIO Workflow APSPECFND - 505B APIO Approval Notification| 06-Oct-2021 06-Oct-2021
= DO pc Au AP SUPER AR : —

e ~ TIP Vacation Rules - Redirect or auto-respond to notifications.

E_xg F p N N R _ : R
- e (L liel “TIP Worklist Access - Specify which users can view and act upon your notifications.
= O Invoices
& L entry

@ Trwnira Ratrhac

And click on the Go button to refresh. Note: Changing the View to all notifications will let you see expiMdd
notifications.

Worklist: To prevent errors, please keep your notification boxes clean by closing, sending, etc., notifications in the “Open”, “FY1” and “To Do Notifications” boxes — DO NOT take any actions on
the notifications in your “All” and “Notifications From Me" boxes, unless instructed to do so by HR.

View IOpen Notifications || ﬂ
Select Notifications: | Open | R i ‘ Close ‘
Select All | Select None
Select[From  [Type
O DC APIO Workflow Approval

WV TTD \Varatinn Riulee - Padirart ar antn-reennnd fn nntifiratinne

|Subjed:
APSPECFND - 5058 APIO Approval Notification

Sent v Due
06-Oct-2021 06-Oct-2021

Click on the subject. The notification will be displayed.
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Noticeall the information on the email is present her&se the Approve and Reject buttons provided
APSPECFND - 505B APIO Approval Notification

Approve | Reject | [ Reassign

To WANN, DEBORAH
sent 06-Oct-2021 17:10:10
Due 06-Oct-2021 17:30:10
ID 18555844

Summary of Loaded File:

Request ID :20211006170557

(Please refer to this when contacting Acounts Payab|
Total Amount : 4545

Invoice Count: &

Line Count : 9

File Name : 505BSpecialFund.bt

Database Name : ORATBS

Requester/Approver Name Response
Requesterl DWANN
Requester? KMITCHELL
Authorized Signerl DWANN
Authorized Signer2 INIMO
Audit Review 1 AODUNUYI
Audit Review 2 HUGOKWE

More about Approverswhen Approval/Rejection is receivéy the due date and tineé the notification The approval
will go to the next level. There are three leweith two approvers each

1 Requestor- Person who prepares the APIO Fllsually 20 minutes per approver.

1 Authorized Signei Reviewer and autrizes the spend from the special fund

1 Audit Reviewi Somedepartmentsnust pass aaterialaudit reviewand others the audit review is for available funds
before going to Accounts payable

An authorized signer can approve on behalf of a requestorriédiuestor(s) time out. Howevérthe AuthorizedSigners time

out the workflow stops and the Authorized Signer MUST forward a notification indicating they approve the Request ID.

9 District Clerk and County Clerk business units must forward to the Redilew persons at a minimum. They can copy all
the Audit staff they usually copy for attachments.

9 All other offices should send the manual approva@ldMPORT @dallascounty.org

Status Reports:

How toNavigate to Accounts Payable (AP) Reports

From the Oracle Applications home page, click the (+) b&d@#&PInquiry responsibility Other, and thenRegueststo
expose theRunaction. Click Run.

ORACLE  E-Business Suite

B Favorites v

Enterprise Search IAII EI | Search Results Display Preference IStandard v

Oracle Applications Home Page

Main Menu ~

Worklist
Personalize Full List
= O pc ap INQUIRY From Type Subject Sent Due
® 3 1nvoices There are no notifications in this view.
3 O payments ~TIP Vacation Rules - Redirect or auto-respond to notifications.

~ TIP Worklist Access - Specify which users can view and act upon your

& [ accounting notifications.

& [ suppliers
= O other
[ profile
& concurrent
2 ZJ Requests
Erun
& £J pc AR INQUIRY
B [ pc AU AR SUPER


mailto:APIMPORT@dallascounty.org

APIO Special Funds (APSPECFND) Guide

Oracle will be opening forms this might take a minutdhé¥ competed, you will see this dialog box.

= Submit a New Regquest

Ywhat type of request do you want to run?

Reqgquest Set

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

Cancel J

Please se®racle Navigatiortraining under Oracle Financials for more on running and submitting reports. This can be
found on the website:https://www.dallascounty.org/departments/auditorL ook for the Training option on the left
hand side of the page.

DCAPInvoiceswith PaymentExcel

Purpose: This shares many columns with tB€ GL Actuals with Invoice Details Exeglort so it cauld be appended to
the end of that report. ThiseportincludesOracle Payment information. If you us&oiceAccountingyou should be
able to look at Status of the payment to see if there are pending invoices or invoices that were entered andicancele
after or before payment. Theayment Accounting payment only with related invoices. This concurrent request will
produce an Excel file. Excel has great filtering and sorting features that are worth learning.

OracleResponsibilities DC AP INQRY or DC GL INQUIRY

From the Submit Request screen, selectEH@AP Invoices with Paymentxcelreport in the Report Name field.

Parameters: Parameters can be layered to filter your results.

Parameter Name

Parameter description
Click on this parameter it will open up a range for each account segment in the GL. You only need

Accounts From

To

to enter the fund segment for special fund review. Let the other segments default to 0s and 9s.
FYI. All special funds expense from the same expense account. That is why you only see one
combination when you run this report.

Effective Date From

To

This is the accounting date for the expense. In most cases it will be the same day as the send of
the file but it could be later. Enter your start and stop dates using the Oracle format: DD-MON-
YYYY\

Report Type

INVOICE ACCOUNTING - Recommended for Special Funds, You will be able to see invoices
based on when you sent them even if they havse
PAYMENT ACCOUNTING - This will pull payments and related invoices no matter how old.

Where the Last payment date is in the date range. This will not pick up cancelled invoices.

Supplier Name Contains

Not applicable to Special Fundsis is not the Payee

Supplier Number

Not applicable to Special Fundsis is not the Payee

Distribution Description
Contains

Payment Amount From

Payment Amount To

It would be just as good to run report Year to Date and Excel filters to search for sj
payments. You can use many more fields.
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For special funds the most relevant columns are highlighted.

Column Name

Column Description

Source // Category

Wi | | o rPhypbleb /Alnveicés in this col umn

Account Combination

Invoice distributioraccount combination

JE Batch Name /JE Journal Name or
Invoice Description

Reflects the description of the invoice. Information that typically applies to entire invoice.

JE Line Description or Invoice
Distribution Description

Invoicedistribution description. Most likely to tell you what exactly was paid for.

Effective Date

Invoice distributionGLdate also known as the accounting date.

Amount Invoice distribution amount that applies to the account combination.

Invoice Number Invaice number(Fund)+Section Letter+Date and time YYMMDDHHMMSS

Invoice Date Invoice date

Vendor Name Invoice vendor namgSame for all special funds)

PO Number Invoice distribution PO number

Invoice Amount Totallnvoice amount

Status Paid=Distributions has been paid
Accounted= Expense is recognized but payment not issued yet.
Canceled- Invoice has been canceled. If accounted and canceled in same months the amoy
should be 0.

Unit Price Unit Price of the item being purchased. This barused to calculate how many items were paid

for or if the item is a fixed asset.

Vendor Number

VendorNumberto be paid—Number is assigned in Oracle.

Atty Bar No*

This will display the bar number of attorneys. This is populated to support traakattprney
payments made within County courts.

Fund- Futurer

Accountcombination segments Use these fields for sorting and filtering.

Payment Information that is only on this report.

Column Name

Column Description

Invoice Received

The Datehe invoice was received by Accounts Payable

Invoice Created

The Date the invoice was created in Accounts Payable

Service Start

The start date that the goods were receipted, the service provided or the effective date for an
obligation to pay

Service End

The end date that the goods were receipted, the service provided or the effective date for an
obligation to pay

Payee Name

This is the name printed/applied to the payment

Payment Amount

Total Amount of the payment

Payment Count

Oracle can void anek-issue payments for the same invoice. This is the total number of times
the Issue activity happened for this payment.

First Pay Activity

Date of the first issued payment.

Last Pay Activity

Date of last payment issue or void.

First PaymenNumber

First Payment number for this invoice

Last Payment Number

Last Payment number for this invoice

Last Payment Status

Current Status of the Payment (VOID without an Invoice Status of Canceled indicates the pa
maybe reissued.)Also identifies if the payment has been cashed or not.

Pay Group

This will help identify the payment method if it is check it will start with FUND followed by the
number.

Invoice Approval Status

Payment can be held waiting for invoice approahported invoices are automatically approved
Other invoices my require separate approvals before payment by the office or auditors.

Invoice Source

Identifies how invoice was created. If imported it will have the import source name.




APIO Special Funds (APSPECFND) Guide
Basic steps texecute and review the report.
1) Click OK button after providing parameters where prompted.
2) Click Submit button (bottormight) to start the report.
3) Click Refresh Data button to update status. It will take a minute or two for short durations.
4) When the repot completes. Make sure you are still on the same line use your ntouSkckView Output
button. Important areas are highlighted in this screen shot.

= Requests ™ [=] E3
( Refresh Data | Find Requests | Submit a New Request._.. | Submit New Request Set__. _,J
I+ Auto Refresh (K) Copy Single Request | Copy Reguest Set. J
Request ID Parent
) MName Phase Status Parameters
l|§045105? DC AP Invoices with Paym Completed Maormal 1000, 101, 00502_0000.00000. =
30460349  |DC PA DIT (Report Set) Pending | Scheduled | 275 1705
30460339 PRC: Update Project Sumr 30457269 Completed MNaormal ALY, LYY, LYY, REGL
30460337 PRC: Tieback Invoices from 30457269 Completed Mormal e X,
30460327 Autoinvoice Import Program (30457269 Completed MNormal MAIN, T, 1000, PA INVOICES,
30460321 PRC: Interface Invoices to F|30457269 Completed Mormal REGULAR, . A Z. ., .. Y,
30460313 PRC: Generate Draft Rever (30457269 Completed Mormal MUY UACZ L, YoM, ...,
30460311 Subledger Accounting Bala Completed Maormal 275, , ., 3240761, A
30460309 Posting: Single Ledger Completed Mormal 1, 1000, 101, 307087
30460308 Journal Import Completed MNarmal 219084, 602, M, , .Y MY -
Hold Request View Details. | Rerun Request View Output )j
Cancel Request Diagnostics _,J View Log... [J) )j

5) Respond to the Internet Explorer prompt. Open is the best alternative.

Internet Explorer =<

What do you want to do with
DC_AP_Invoices_with_Payments_E_201021.xls?

Size: 547 KB
Type: Microsoft Excel 2003
From: cloraessprod.dallascounty.org

—> Open

The file won't be saved automatically.
—> Save

—> Save as

Cancel

6) If it doesnot openimmediately look for a pop up box it might be hiding around a previously opened excel
document. Oracle want you to answer a question before it opens the report. Say yes.
Microsoft Excel X

The file format and extension of 'DC_AP_Invoices_with_Payments_E_201021.xls’ don't match. The file could be corrupted or unsafe, Unless you trust its source, don't open it. Do

! you want to open it anyway?
|_ Yes | No | Help

7) When saving this document always make sure you change the file type to excebakrkb
8) Use the Auto filter options.
a. Position your mouse on line 21, the report detail headery cell
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b. Use the excel tool bar to position to the Data tab. S Autosum - A

c. Click Filter. (The same function is on the home tab. In the Editing .F_” Z Y p
section at far right.) ' Sort & Find &

d. Hoverover the filter option to see a good tutorial on what this can < Clear - Filter - Select ©
do for you.

ﬁl & TestResults 091321_091721 - Excel

Home Insert Page Layout Formulas Review View Developer Acrobat () Tell me what you want t

E FI 7 Show Queries ‘ ) 8| EZ A Y Clear ,’E [ Flash Fil [ Consolidate u| P L//
~ AlZ =| 5 H Y
7 on Reapply "5 Remove Duplicates Relationships =
et External  New "“' e T Refresh Prog Sort  Filter ELEE Text to =8 g i What-If Forece
Data - Query ~ }_\‘ PR ST All - Y/‘Advamced Columns g Data Validation ~ @‘ Manage Data Model  Analysis ~ Shee
Get & Transform Data Tools Forecast
A21 - fx
A C D E
3
4
5
6
7
8
9
10
11
12
il=)
14
15
16
17
18
19
20
/Account Combination JE Batch Name // JE Journal Name or Invoice |JE Line Description or Invoice Distribution Effective [
21 Description Description
22 'F'ayables /I Invoices 00501.0000.05350.0000.0000.00000.00000.0000 |PRD:09/17/21-09/17/21 DISBURSE 9/18
23 Payables // Invoices 00503.0000.05350.0000.0000.00000.00000.0000 |PRD:09/10/21-09/10/21 TX88-32780 DALLAS VS STOKER JOHN 9/16
24 Payables // Invoices 00503.0000.05350.0000.0000.00000.00000.0000 |PRD:09/16/21-09/16/21 TX16-00493 DALLAS VS JOHN ALEXANDER 9/16
25 Payables // Invoices 00503.0000.05350.0000.0000.00000.00000.0000 |PRD:09/16/21-09/16/21 TX92-30781 DALLAS CITY & DISD VS RE-NU 9/16
26 Payables // Invoices 00503.0000.05350.0000.0000.00000.00000.0000 |PRD:09/17/21-09/17/21 TX18-01556. DALLAS VS EDNA DANIELS. EXS 9/18
27 Payables // Invoices 00503.0000.05350.0000.0000.00000.00000.0000 |PRD:09/17/21-09/17/21 TX13-31416 DAL VS WESTERN UNITED 9/18
28 Payables // Invoices 00503.0000.05350.0000.0000.00000.00000.0000 |PRD:09/16/21-09/16/21 TX18-01556 DALLAS VS EDNA DANIELS EXS 9/18

When you see the little drop downs on each colyowncan filter and sort with ease.

Source // Category Account Combination JE Batch Name // JE Journal Name or Invoice |JE Line Description or Invoice Distribution
’: Description Description

Payables // Invoices 00501.0000.05350.0000.0000.00000.00000.0000 |PRD:09/17/21-09/17/21 DISBURSE

Payables // Invoices 00503.0000.05350.0000.0000.00000.00000.0000 |PRD:09/10/21-09/10/21 TX88-32780 DALLAS VS STOKER JOHN

DC AP Inquiry (Invoice Search)

You can use the search function in Accounts Payable to see if the invoice has been selected for payment. Usually thit
means the Treasurer can now print.

For invoice number, use the fdmumber foryour department followed by the percent symbol (i.e.: 503J%). In the date
field, enter the invoice date used in the excel validation form.

Report are available the next business day aftdvmitting requests to Oracle.
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—jg A
) Trading Partner
MName Supplier Number
Functions | Documents Processes Supplier Site Taxpayer ID
Invoices:Inquiry:Invoices PO Num |PO Shipment: v|
View Invoices Invoice
_ Invoices Top Ten List Mumber ‘503J% |Terms: vl ‘
- Inquiry 1. View Invoices Summary Type ‘ '| |F‘ay Group: v| ‘
& Invoice Batches 2. View Payments Summary Amounts ‘ = | Invoice Batch ‘
- [roemzes » Dates |20-0CT-2021 - |21-0CT-2021 Currency
Invoice Status
Batch Contol Tota! Status | °] Accontng | |
[} STANDARD ENTRY-New Approval | d Payment |~
|Type ”PO Numher“Trading Pa”Suppher MNum HSupp\ier Site”\nvmce Date”\nvmce Mum ”In Voucher Audit Holds
. Standard DC PAYEE 118873 PAY_ALONE 21-0CT-202 503J-2110210: Category ‘ Status M
Standard DC PAYEE 118873 PAY_ALONE 21-OCT-202' 503J-2110210i Hame ‘ Hame
Standard DC PAYEE 118873 PAY_ALONE 21-0CT-202' 503J-2110210: Numbers ‘ - | Reason
Standard DC PAYEE 118873 PAY_ALONE 21-0CT-202 503J-2110210:
L ( Calculate Balance Owed_ ) ( Clear J ( New Find
1 General 2 Lines 3 Holds 4 View Payments 5 Sche
Summary Amount Paid Status
ltems 73.00 usDb 0.00 Status Selected for Payment
Retainage Accounted Yes
Prepayments Applied Approval Workflow Approved
Withholding Holds 0
Subtotal 73.00 Scheduled Payment Holds 0
Tax 0.00 Celeste Huang
- ru

DC APIO ImpoResults Report
This report will let you see all the file level details. Best way to run it is using the Request ID from the Orachéomotifica

Request this report from DC AP Inquiry responsibility.

= x _Ix

Run this Request...

L =l |

Copy...

WENIIIDC APIO Import Results Repo

O Parameters

Lang Request ID |2uz11n19142341|

Invoice Batch Mame |

Invoice Source |

At these Times )
Creation Date From |

Run thg
Creation Date To |
O | b
Upon Completi
(oK | [cancel) [ Clear | [ Help |

Layoar =

Naotify

. : Delivery Opts

Print to  af6zjpn

This report is very detailed it will show you all tfields received and even those that are calculatedvever for special
funds this would be helpful for audit review prior to approval. Also if there is an issue this will tell you if sometkimgava
imported and if there was an error. Errors arduStstart in column W after the original data is displayed.

Employee changes after Gove
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,2dz R2y Qi ySSR lyedKAy3 odzi 9{{ 06 h Nep@i,foiwillinted DOAPS &4 |
Inquiry responsibility.

Use Internet Explorer and this URiitps://www.dallascounty.org/intranet/itservices/usefforms.php
Fill out theOracle Financial Accesgorm top section.
Skip down to jusabove the signature area.

Placing an A in the highlighted box will get you DC AP Inquiry. Only department head approval is needed for this access ser
completed form to the Service Desk. Feel free to select any Inquiry roles you think you migkecgemend AP, GL and
PO for department users.

Inquiry Responsibilities (Responsibilities Name = DC Application INQUIRY)
(Responsibility Owner not required. Place A/D under desired application)

AP AR CM GL P

New Approvers.
EmailPayables@dallascounty.org
CopyAPIMPORT @dallascounty.org

Subject: APIO Approv@hange
Special Fund:

Requesterl:

Requester2:

Authorized Signer1.:
Authorized Signer2:

If you need to you can copy and paste current approval list and notate the changes.
Accounts Payable needs to know the Fund, approver type and person doing the approving

We prefer you provide th&ull nameand theOracle user naméor each person you are adding to the approval list.
They should be able to log into Oracle to DC Employee Self Service soon after being hired. The ID needed is in the up
right hand corner Next to Log In As.


https://www.dallascounty.org/intranet/it-services/user-forms.php
mailto:Payables@dallascounty.org
mailto:APIMPORT@dallascounty.org

APIO Special Funds (APSPECFND) Guide

DRAC LE E-Business Suite

B Favorites -

Enterprise Search |All |
Logged In As DWANN
Oracle Applications Home Page

- Main Menu A  Wo
Personalize |

[ £ pc AP INQUIRY Fron
# U pc AR INQUIRY There

® [ pc AU AR SUPER —
notifi
® £ pc am mvguiry .
® £ pc pms Audit TII

B [0 pc Employee Self Service

view Pay Slip “TI

View Pending Actions
m Wionar WWI-




