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FMS — Training Manual for Payables and Receivables

ABOUT THE DOCUMENT

This Training Manual is intended for the users at PIU a@ndar ious Implementation Centers. This Training Manua
describes the steps to create payables vouchers, receiptrgpuebeipts, payments, bank reconciliation etc.

How to Use this Manual

Audience

This manual is intended to provide NAIP finance users withinformation necessary to efficiently perform task
related to using the FMS system. This manual was widtssnming familiarity with the use and navigation of Windows
XP; however, prior knowledge and use of the Oracle Applicatsonst assumed.

Organization

The User Manual begins with a Table of Contents designesdist users in locating tasks quickly and easily. The
various processes covered under this document are:

» Booking vouchers for release of funds by PIU to an impléimgieenter

* Validation of a voucher

* Creating accounting for a voucher

* Approval of the voucher

» Payment of the release voucher

» Booking of Receipt voucher in the implementing center

» Booking of Receipts

» Booking of expenditure voucher by an implementing center

» Making of payment for the expenditure voucher

» Booking of Refund voucher at the implementing center andngglayment for it
» Booking of Refund receipt voucher at PIU and matching iet¢eipts

» Bank Reconciliation
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INTRODUCTION

Financial modules in Financial Management System ref@rshe processes related to booking of voucher for
expenditures, releases, receipt of funds, refund of fundsnmakiyments, bank reconciliation etc. Various reports lik
Statement of expenditures, balance sheet, income and expersiatements etc. can be created using these modules.
This manual concentrates on basic data entry in themytsiat would have to be done at each institute afteotheut.
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Entering Expenditure Vouchers

Creating an invoice

At the time of releases to an implementing centerater@ccounts payables voucher in PIU Payables with the
implementing center name as the trading partner naner. éfitering all the necessary details, the invoice islatad

(to check whether debit and credit equals or not), accowartddhen the approval process is initiated. After passing
through 2 levels of approvals, the invoice can be paidre#leetronically or through check.
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=_‘ Oracle Applications
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Navigation:Payables Oracle Payables

Invoices

Entry

Invoices

1. Select Invoices and press open. A new window opens up whereoneher entry can be done
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O Invoice Workhench (DIPA Payables)
Batch Control Total Batch Actual Total
2| NAIPY
Operating Unit Type Youcher Mumber Trading Pa|| Supplier Mum || Supplier Site|Invoice Date| Invoice Num | |Invoice ||Invoice Amount ||Prepaid Amount GL Date
. DIRA, New Delhi g 12B Shikha Nir: 479 SHIKHA MIR. 09-FEB-200¢ 128 INR 22100.00 05-FEB-2009
1l
1 General 2 Lines 3 Holds 4 Wiew Payments 5 Scheduled Payments B %iew Prepayment Applications
Tatal
= rel Gross 22100.00 Retained Met 22100.00
MNum| | Type Amount Project Task Awrard Number Expenditure Organizatio Expenditure Type Expenditure tem Date | GL Date Distribution Set Distribution &
1 ltem 22100.00 11009112 1 A11009112 DIFPA, Mew Delhi Contractual Serice 09-FEE-2009 03-FEB-2009 Contractual Serice

4] 1

Digeard 1 Distributions Allocations

2. The name of the operating unit is defaulted depending on then®bility assigned to the user.

3. Select the trading partner name as the supplier name tb pdnyenent is to be made.

4. Press TAB, the supplier number and site gets default autahat

5. Enter invoice date (as DD-MON-YY) and the invoice amount

6. The default value of the currency is INR

7. Enter invoice/ release amount

8. Enter GL date as the date on which accounting will be dorseusually defaulted as the invoice date.

9. Select payment method as Check/ Electronic depending upon theohqmadement

10. Press Ctrl S, to save the record

11. Click on “2. Lines”

12. Enter the Amount.

13. Under Project enter the code of the project in which thersipuee is to be made.

14. The Task no. is defaulted as 1 and the Award numié illowed by the project number.

15. Enter the expenditure head as the expenditure type.

16. The expenditure date and the GL date are same as thedraie by default.

17. The distribution set is the relevant account that has bested in the system. These accounts are the part of
the NAIP chart of accounts.

18. After the entry is complete at the line level clickAetions  Validate  OK to validate the voucher.
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Pﬁ%@: 8SP
= . (=] £
Batch Control Total |'l\ctual Tatal
Ch ICARS v 2 [5]
|Operating Lnit ::_'I_'y_r_pe [Walidate Related Imvoices ||Imvaice Arount || GL Date I[!
. Praject Implementati Standard [ Cancel Invoices 2,500,000.00 12-MAY-2008 =
[ Apply/Unapply Prepayment. ..
Bay in Full..
Create Accounting
1 * Draft »
; Final : e
1 Gerneral 2 Lineg nts G “iew Prepayment Applications
Final Post
Surmmary
ltems 2 Initiate Approval tatus Mever “alidated
Fetainzge Stop Appraval Halitane | | nted Mo
Prepayments Appled Releaze Holds Eil i roval Required
Withhald ng Felias R Holds 11
S 23 [ Print Notige Holds 0
b Printer
Bleidht Sender Marne
MWliscellanecus Sonitlar il [
Tetal 2
0]:4 Cance| )
Actions.. 1 Calculate Ta hlatch All Distributions

19. To make the payment click 6. Scheduled Payment’and then click ofiPay... 1”
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y ork ch (DIPA
Batch Control Tatal Batch Actual Taotal
=
Operating Unit Type “Youcher Mumber Trading Pa|| Supplier Num | Supplier Site Invoice Date | Invoice Mum | |Invoice | Invoice Amount || Prepaid Amount GL Date Pa
. DIPA, Mew Delhi Standard 128 Shikha Mir: |479 SHIKHA NIR, 09-FEB-200¢ 128 INR 22100.00 03-FEB-2009 INF—

1]

1 General 2 Lines 3 Holds 4 Yiew Payments 5 Scheduled Payments | G ‘iew Prepayment Applications

System Payment Bank Account First Discoul
Hald Hold Reason Due Date Gross Amount  Currency Friority  Method Murnber Narne Date o
. 0 11-hAR-2009 22100.00 95 |Check ]
Al B I 3
Payrment Schedule Invoice
Amount Remaining |0.00 Amount Paid | 22100.00 Invoice Amount 22100.00
Discount Amount Remaining |0.00 Gross Amount Total |[22100.00
Gross Amount |[MR22100.00
Split Schedule () ) Pay... 1

Actions... 1 Calculate Tax Tay Details Corrections Cluick Match tdatch All Distributions )I

20. A new form opens up which is shown below. The type of paymedn be chosen adtanual’. The operating
unit and the supplier information is picked up automaticadiynfthe invoice.

Type ||Dperating Unit Trading Partner Supplier Number Supplier Site Trading Partner Address Pay:
WIEL DIFA, Mew Delhi DOO DIPA 722 DOO DIPA DDO DIPA - DL India
A R
Payment
Murnber Date Arnount GL Date Armount [ ]
. 2/9-10 27-JUL-2009 8000.00 27-JUL-20039 3000.00 | =
Description
( Invnice Cverview )

Accounting |Unprocessed

Fayment Overview )I

21. Enter the date of payment undé&ayment Date”. The amount to be paid is picked by default.
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22. Enter thé‘Account name” as the institute’s account name (created in the sysiad‘Document name” as
the institute’s document name.

23. Enter the check number und&ocument Number” and enter the payment process profileMd&IP
Payment Profile”

24. Press Ctrl + S to save the payment.

Additional Scenario (Applicable only for entry of Release Vougers at PIU)

1. After entering the payment method, click on the DFF in thiet nmost corner of the screen labelgd

=
Batch Control Total Batch Actual Total
= HAIF O
n Date | Expenditure Type Expenditure Organization |Terms Date Terms Payrment Method Prepayment Type Settlement Date | Taxation Country [l
. 20-FEB-2005 30 Days Met Check - India e

1 General

O Invoice

Surmrary
Release Woucher @

Child Project Number 20022101 Aw'alue Chain on Murrel Production in Tmail F:
1| r

ltems
Retainage

Prepayments Applied

Withhalding Eaeel - Helo |
Subtotal
Tax
Freight o
Miscellaneous DsEif
Total 852000.00
Actions 1 Calculate Tax Tay Details Caorrections Cluick hatch tlatch All Distributions

2. In case the voucher is a release voucher (voucher for rédeamepaid to an institute), then iRélease
Voucher” field enter *Yes” and in child project number enter the child project oowhich the release is
being given to the institute.

Accounting to be created for the Invoice and the Payment

1. The accounting for the invoice and Payments is done by runniriGiieate Accounting” process in payables.
2. This process will be run by PIU.
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Booking of Receivable voucher

To book a receipt in the system a two step process has fimlowed. The first step is booking a transaction and the
second step is making a receipt against that transaction

Booking a Transaction

1. Go to the receivables responsibility of your institutélresh navigate t@racle Receivables Transactions

Transactions
2. A new form opens up as shown below.
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Enter the transaction source as your institute’s traiosesource (created in the system during configuration)
Enter the receipt date under date and then enter the @lsaiae as the date above.

Enter the class asdrivoice” and the type also &mvoice”

In the Ship to Address selé@roject Implementation Unit” from the list. This signifies the funds are being
received from Project Implementation Unit. In case the mabging received from any other customer then
enter its name accordingly.

In Payment Terms selelchmediate

Click onLine Items. A new form opens up. Go to description and press CttlFype % and predsind.

Select the second option from that list.
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9. In Quantityenter'l’ and in Unit Price enter the amount that is to beivede Press Ctrl + S and now click on
Distributions. A new form opens up which is shown below.
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10. Under the head enter the GL account. The GL accouheisystem is divided into five parts:
a. The first segment denotes the institute
b. The second segment denotes Plan — NAIP (30000)
c. The third segment denotes Plan expenditure (999)
d. The fourth segment denotes the natural account under thedWAtPof accounts under which the
expenditure is to be booked
e. The fifth and sixth segments are for future use and nedaenchanged.
11. After entering the relevant natural account press+C8land save the changes
12. Now close this form and the line items form
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13. In the main form now pres$Cbmplete’ to complete the transaction. In the number fieléwa no. is auto
generated. This is the auto generated transaction nu(@xample: 10027 in this case)

14. Now close this form and go to the main navigation paner€elivigate t@®racle Receivables Receipts
Receipts.
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15. In this receipt form enter tHeeceipt Methodas your institute’s receipt method.

16. The Receipt Date and the GL Date are same and theityiatate.

17. In Receipt Number enter the check number of the reaagbthe Receipt Type should $&ndard.

18. In Trans Number enter the auto generated transactionary@ample 10027 in this casegnd press TAB.
19. Now click on Apply. A new form opens up as shown below.
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20. The Apply Date is same as the Receipt date enterberear

21. UnderLine enter “1". This is the default value for the line field.

22. At last in the field titled []” enter the project name under which the funds are beimgvest
23. Press Citrl + S to save the record. The receipt hasdaeeul.
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