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Mass Generate Employee Accounts Payable Invoices ZAPMSADDO1

When to Use

Use this procedure to pay non-payroll stipends to employees with the following restrictions. Each employee

gets paid the same amount, from the same account. This process allows the user to select an existing invoice
and clone it to a list of names contained in an external CSV file.

Steps

Run a Data Mining Report selecting the impacted employees. See details below for the exact file format
and contents. Save the report locally.

Create an invoice for one vendor with the correct amount, expense account and cash accounts using an
easily identifiable Invoice Number and Batch Number.

Execute the Mass Generate Employee AP Invoice utility; selecting the file and the initial invoice created
in Step 1.

Process the cloned invoices.

Menu Path

Use the following menu path(s) to begin this transaction:

Data Mining Report (Web)

Web Human Resources |:> Employee =) Data Mining
Create Invoice (PaC)

Financial Management |:> Accounts Payable |:> Invoices

Run the Mass Generate Employee AP Invoices Utility (Web)
Product Setup |:> Skyward Contact AccessTools |:> Fix Programs

Helpful Hints

e Security Access Required:

v Full Access to Data Mining Screen in Web Human Resources Module.
v' Batch Update Access to AP Invoices in the PaC Financial Module
v Full Access to Fix Programs Screen in Product Setup Module.

e If multiple payee amounts are required then create multiple invoices as necessary and clone.

Detailed Procedures

STEP 1. Create a file of Employees. See specific file format below.

STEP 2. Using the PaC client create an initial invoice for one of the employees containing the

appropriate dollar amount, expense account, cash account, batch number and easily identifiable
Invoice Number i.e. TCHRLEAD2013

STEP 3. Run the Mass Generate Employee AP Invoices utility.
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Running the Mass Generate Employee AP Invoice utility

To run the Mass Generate
Employee AP Invoices utility
navigate to Fix Programs.

Menu Path:

Product Setup =>

Skyward Contact Access =>
Tools =>

Fix Programs

& Product Setup - PS - 6157 - 05.13.06.00.02-10.2 - Windows Intemet Explorer

=) (=
It ]
/ Account | Prelerences | Ext 7 -
SKYWARD
Sloyward System Data Human Financial Employes Task
| M Contact Access i A Access  Manager
4 al
~ Skyward Contact Access ~ Security sene = Student Management
District Login Histary o S0L Read-Only Users € Configuration T
User Tracking | District License Setup L5
Customer Access 1] License Assignment L8
Batch Lock Manitor L] View Web Status Lo
Reparts L8|
| -oistrict setup ~ Supar User
Canfiguration © Secured Usar [
District Notes Administration L] Employes T
Print Enging 9] Supar Usar Log L Bl
SkyPon Setup L] + Security Groups
WIRE Configuration A PaC Financial Management
Bal buman B
xTools To run the ployee AP utility navigate to Fix
Codes impon Programs located on the following menu path;
Name Change History
View Tables Product Setup=>Skyward Contact Access=>Tools=>Fix Programs
Fix Programs ﬁ_, s
Systam Table Load History L] Secured T
Database Relonses g Employes Access '3
Adminisiration Utiities E‘__ Onfing Enroliment \.._ N
reascriptapphavl qprenedalil.w', ", 10037 PECADSPrintEngine’, "k Hiwk -

The program utility is
“fapcredit008.w™.
Select the program.
Click the Run button.

& Fix Progeams - PSYCANTOAFP - 5349 - 05.13.06.00.02-10.2 - Windows Internet Explorer

it 9

- Acount | Preferseces | Exd | 7
Skfwany

e System Data Human Financial | Employee  Task o

I 5 i Access  Managar

< FixPrograms i [ B 50 Fovoctesw T New Window £ My Prist Quese
Views: [General v| Fiters:; [*Skyward Default w) T WS & [ A
Frogram a Descrpton Added By
adrinz [ i

¥ fpurcutolw Fox incormect B5 ranges for Jkgps SKYWARD 5

b furequtitlw Update Appeoval History Requiiign Numbers SKYWARD Dele

¥ qaudfedit023.w UDF to Custom Streen Comvers

* sapprede0dd.w Pseuda Approval Cleanup Process

b rixgrdede00iw Run ConversionFix Programs

Select Teacher Lead Stipend from
the Fix Programs browse.
Ciick the Run button
[0 ~] 6 records dsplayed Program: ABc
Rk -
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From the Generate AP INV0OiCe | [ & Generate AP Invoice from File - PS\CA\TOVFP - 9349 - 05.13.06.00.02-10.2 - Windows Interet Explorer =B
from File screen: e ag
Generate AP Invoice from File ma & (2

Browse to the location and
name of the file that contains

Generate AP Invoice from Fi
Thisis a

a list of employees to
generate invoices for.

The first column of the file
must be must be either the
social security number or
the alpha key. The file must
be in a CSV format (comma-
delimited).

Enter the Invoice Number to be
cloned.

Click the Run button.

Browse to the location and name of the file that contains a list of
employee social security numbers to generate invoices for

The first column of the file must be must be either the SSN or the
alpha key. The file mustbe in a CSV format.

File to Import: |

Last File Imported:

* Invoice Number:
| don

Select an existing invoice that will be replicated for each name on the import file.

Asterisk (") denoles a requi

Each name on the import file will have an invoice generated for it.

The data on each invoice will match the select invoice except for the vendor

After the Run button is selected
the system will:

Read the import file.
Validate that employee being
imported is a valid active
employee.

Validate that the employee
has an existing vendor
record. If the employee does
not have valid vendor record,
the update process will
generate one.

& Generate AP Invoice from File - PS\CAVTOVFP - 9349 - 05.13.06/00.02-10.2 - Windows Intemet Expia... il 2 jec |
it &

TS 7

Generate AP Invoice from File Back

Processing Messages
Creating New Preview

Processing.

Processing Status
Process Title: Gi AP Invoices from File
Process Oy 1 T

When the user selects the Run button the system will
1) Read the import file
2) Validate that social security number being imported is a valid active employee.

3) Validate that the employee has an existing vendor record. If the employee does not
have valid vendor record, the update process will generate a vendor record

1% -

Preview the data before updating

@ Generate AP Invoice from File - PS\CAYTO\FP - 9349 - 05.13.06.00,02-10.2 - Windows Intemet Expl... |- (21, e
it -]
[~ M

Generate AP Invoice from File Back

Processing Messages

Preview process has completed and has found records to process.
Select the ‘Preview Data to Process’ button to continue.

Process Options
Click the Preview Data to Process

Emeio win e Frcesee button to preview the invoices.

H10% -
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The Preview screen will
display a record for each
import record.

The record will display the
invoice information that will
be generated for the record.
The record will also display a
column indicating if the
system has to generate a
vendor record for the name.
Click the Print Verification
Report to print a copy of the

& AP Invoice Records to be Generated - PS\CA\TOVFP - 9349 - 05.13.06.00.02-10.2 - Windows Internet Explorer

=)

i &
AP Invoice Records to be Generated BBl . )
Views: ~| Y W 3 & | Remove
Rec o PV | Alphakey Hame nvosce Number Descriphon ‘.'el?l\::::um
0000000001 | IDAVISALIOL __[DAVIS, ALISON FAYE Teacher Lead Stpend Check Repor
0000000002 WASHICHEDOD  WASHINGTON, CHERYL § LEADTCHR2013  Teacher Lead Stipend Check —
The Preview screen will display a record for each import record
The record will display the invoice inf that will be g for the record
< The record will also display a column indicating if the system has to generate a
- vendor record for the name
w | 2 records displayed
— Click the Pnnt Venfication Report to print a copy of the report displayed below.

"% -
report displayed below.
Click the Back button to
return the Processing screen.
Verify the results
e o s 10.2 D e e e e
........................ ot ot separt seeesesreaseaseesieeas
Run the U pdate ‘:,\chmlwﬂﬁlmmul from Fikt - PS\CAVTONFP - 93489 - 05.1306.00.00-10.2 - Windcws Intemet Expl.. iandi=) g
LIRS~ kS
Generate AP Invoice from File Back
Processing Messages.
e e oo Bt 10 Pt i 13 ot
Message from webpage ﬁ

By chicking OK the update process will be run, making permanent

changes that cannct be undcne!

The update process will be run on the print quewe and the stabus can be

wiewed there.

A you sare you waet to run the update?

[ comed ]
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During the Update the & My Print Queue - 05.13.06.00.02-10.2 - Windows Internet Explorer [E=NIE—)
system will: o
My Print Queue oS 7
== Print Queue for Admin2 Admin2 = ¢ L

Validate that the name on the Date
import file is a valid active RRBIEIERINE L)
employee, and has a vendor
record. If no vendor record is
found, the system will Jh% oyt Process Geneeais AP Mivoios Tk ERe s

generate one.

The system will generate an Dispiay Report

AP batch status invoice with v
all of the same data as the < E— 5
original invoice selected at o

the start of the process except
for the vendor name. All
invoices that will be
generated as a ‘regular’
check type invoice. e I GE

VWit List 8 | Stadus Time Format Current Key
[ R .00:03 [UTiLrTvR Generatc

H100%

DESATIT IH

Taachar Last 5 ipand Shack

Teactar Lesd i ipand chack

STEP 4. Batch update the Invoices
After the update is complete Accounts Payable staff can run the normal process to update the
invoices and generate checks.

Resource Information

Employee File Requirements
Format: Comma Delimited CSV

File Layout:

Position | Data
1 SSN or Name Key

2 Last Name

3 First Name

Reference Guide

N\A
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