CREATE RECURRING
INVOICES

QuIicK REFERENCE GUIDE AP-21

AP

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step explanation of how to
Create Recurring Invoices in the North Carolina Financial System (NCFS).

Introduction and Overview

This QRG covers the steps to create recurring invoices in NCFS.

——— e e e = = ===y

Q | User Tip:

[
The following are prerequisites to creating and uploading a journal from
I spreadsheet: l
I 1. User must download desktop integration installer for using ADFDI [
| spreadsheet. (Navigation: Tools>> Download Desktop Integration I
Installer)
I | | | | | | | | | | | | | | | I
Create Recurring Invoices
To create recurring invoices in NCFS, please follow the steps below:
1. Login to the NCFS portal with your credentials to access the system.
2. Onthe Home page, click the Payables tab and click the Invoices app.
< St pply Chain Planning Product Management Payables General Accounting Intercor
QUICK ACTIONS APPS
Create Invoice @ .
Manage Invoices ) Bavmants
Im Invoice:
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QRG AP-21 - Create Recurring Invoices

3. The Invoices dashboard opens. Click the Tasks [ [5] ]icon and click Create Recurring

Invoices.
Invoices @ Invoices
+ Create Invoice
o « Create Invoice from Spreadsheet
Recent 3 Days Holds Approval Prepaid

I. Create Recurring Invoices I

01 Vvalidation O Pending —

10 Purchasing 1 Others 0 + Validate Invoices

Initiate Approval Workflow
2 Other 6 Rejected

-

« Import Invoices

.

Correct Import Emors

O [

v v b4
« Import Payment Requests
o III: Accounting
View w ; ¥ = Detach Create Validate Cance Post to Ledger — = Creale Accounting
= Create Adjustment Journa
. " o P pp A ing Paid Creation Last Updated Business Sou L;E + Lreale Adjusiment Journa
Site Status Status Stat. Date Date Unit ©f + Review Journal Entries

00 00 . - | + Payables to Ledger Reconciliatior
AP00B-008 200000US EMCC... "R19.. Notvalid.. Unaccoun.. N.. 5/2372.. 523234:09.. 1900D.. Manualinvoi yapies o edger neconeliEton

Note: CreateRecurringlnvoices.xlsm file is downloaded. Open the excel file.

4. On the CreateRecurringlnvoices.xlsm file, click the Enable Editing button.

AutoSave (@ on) El CreateRecurminginvoicesxlsm - Protected View v £ Search (AR+Q) Visishta, Y | ‘!;Q B

File Home Insert Page Layout Formulas Data Review View Help Acrobat
@ PROTECTED VIEW Be careful—files from the Intemet can contain vinuses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing i
F7 S ~
AA B Lo | D E F G H J el
: ORACLE
3
4
5
6|} 1 {
7

5. The Connect pop-up appears. Click the Yes button.

Public o ey - 1 Information

You are about to connect to the following application URL:

https:/femzn-dev7 fa.us8.oraclecloud.com/fscmUl/adfdiRemot
eSenvlet

—J Do you want to connect?
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6. The NCFS Login pop-up appears. Enter your credentials and click the Sign In button.

Sensitivity

i Login X

Company Single Sign-On

or

=]

User ID

User ID l

Password

Password

Forgot Password

Sign In

7. The CreateRecurringlnvoices.xIsm file displays a table to enter the invoice details. Enter
the invoice details in all the mandatory fields (marked with *).

In this example, we choose 1400 OFFICE OF THE STATE CONTROLLER for Business Unit,
INV525 for Invoice Number, 300.00 for *Invoice Amount.

ORACLE
Recurring Invoices
*Required ** At least ane is required
*Template| **Supplier
Changed Template Row Status Row Line § *Business Unit Numb -3 i *Supplier(..] Number *Supplier Site||
A Row inserted successfully 1 1400 OFFICE OF THE STA INV525 300.00
2
3
4
5

8. For fields marked with [..], double-click the cells to fill in the details.

In this example, we choose Supplier[..] field. Double-click the Supplier[..] field to enter the
Supplier name details.

ORACLE

Recurring Invoices

*Required ** At least one is required £ .
**Supplier *Invoice  Payment
Changed Template Row Status *Invoice Number | *Invoice Amount ** lier[..] L | *Supplier Site[..] C y Currency Desd
A Row inserted successfully INV525 300.01
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9. The Search and Select pop-up appears. Enter the Supplier name in the Supplier field and
click the Search button. Click the OK button. In this example, we choose RELYCO SALES
INC.

Search and Select: Supplier X

Search and Select: Supplier

4 Search
** At least one is required
** Supplier | Starts with v || RELYCO
** Supplier Number | Starts with ~
1 )
Supplier Supplier Income Tax Type
Number
RELYCO SALE. 100123 DAU/AR

OK Cancel

Note: The Supplier Number field gets auto populated on the file when Supplier field details
are entered.
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10.

Scroll to the right and enter the details in the mandatory (marked with *) and applicable
fields.

In this example, we choose:

Supplier Site: R.14PT.01

Invoice Currency: USD,

Description: Recurring Invoice for RELYCO SALES,
Calendar Name: NC AP CALENDAR,

From Period: May-22,

To Period: Jun-22

Amount: 300.00

Distribution Combination: 1400-102000-52521000-0000000-0000000-0000-0000000000-
000000-0000-000000-00000

Note: For fields marked with [..], follow steps 8 and 9 to fill in the details.

ORACLE
Recurring Invoices
*Required ** At least one is required
*Invoice Distribution
Changed Template Row Status *Supplier Site[..] Cu ¥ P *Calendar Name[..] *From Period[..] *To Period[..] = *Amount Combination[..] §Dj
Row inserted successfully R14PT.01 usD Recurring Invoice NC AP Calendar May-22 Jun-22 300.00 1400-102000-52 5z|

11. On the Create Invoices tab, click the Generate button.

File Home Insert Page Layout Formulas Data Review View Help Create Invoices Acrobat
i @ Y
R - AP RO N 1Y [E
Login Logout Clear Edit About  [JGeneratelStatus
All Data Options Viewer
Workbook Worksheet
BO4 b Jx
0 Confidential \ No Additional Protection Public Confidential »  High Risk Confidential ~ Persq
B C D E F G H
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12. The Upload Options pop-up appears. Click the OK button.

lic Confidential - High Risk Confidential ~ Personal Inform]

Upload Options x | H

On failure, continue to upload subsequent rows

[ ] Download all rows after successful upload

carol

*Business Unit *Invoice Number *Invoice Amount

13. The Confirmation pop-up appears. Click the OK button.

Confirmation X

The number of recurring invoices created is 2.

Pg

i bl

Bi ig
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14. Navigate to NCFS Login >> Payables >> Invoices. The Invoices dashboard opens. Click the
Recent info tile. Two recurring invoices, INV525_1 and INV525_2, are generated.

Click the Invoice Number link to validate the recurring invoices.

In this example, we choose INV525_1 invoice.

Holds Approval Prepaid
9 1 Validation 0 Pending
1 0 Purchasing 1 Others 0
3 Other 6 Rejected
v v v
vieww M T [§ & Detach Create | Validate | Cancel  Fostio Ledger
R _ pPp idati A ing Paid Creation LastUpdated Business
Invoice Number Amount Supplier Site Status Status Stat Date Date Unit Source
NV12 50.00USD FORM... RO2Z.. Needsr.. Unaccoun.. M. 5252 5252310:30... 0200A... Manual invoice entry
. 30000 USD RELYC... "R1d.. Notvalid... Unaccoun.. N.. 525(2... 5/2523356... 14000... Recuring invoice
NV525 2 300.00 USD RELYC... " R14. Notvalid... Unaccoun... N... 5@282.. 5/25233:56... 14000... Recurring invoice
INV 1549 50.00USD FORM... R.02. Motvalid... Unaccoun... MN... 5252, 5/25@2310:00... 0200A... Manual invoice entry

= O [

(i |

Description

Recurring Invoice for REL

Recurring Invoice for REL

15. The Edit Invoice page is displayed. Validate and update the invoice details if necessary.

Click the Show More link to access more information on the invoice.

Edit Invoice: INV525_1 @ n A\ Notvalidated  Invoice Actions w m Save and Close m
Last Saved 5/25/23 3:56 PM
4 |Invoice Header
I
Identifying PO * Number | INV525 1
Business Unit 1400 OFFICE OF THE STATE CONTROLLER * Date | 7/1/22 ©
* Amount 300.00
* Supplier | RELYCO SALES INC Q * Payment Terms | Net 30 v
Supplier Type e
Number 100123 * Terms Date | 7/1/22 T
. ) . Description  Recurring Invoice for RELYCO
Supplier Site  R.14PT.01 v SALES Requester Q
&
* Legal Entity NC OFFICE OF THE STATE Attachments None ==
* Invoice *
Group | RECURRING INVOICE:23002 Note [EE
4 Lines @ Match Invoice Lines -
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16. More information on the invoice is displayed. Click the Save and Close button. The updates
are saved. You are now redirected to the Invoices dashboard.

Edit Invoice: INV525_1 @ n A\ Not validated

4 Invoice Header show Less

Invoice Actions w

Last Saved 512523 4:30 PM

General Accounting Tax Additional Information
dentifying PO * Number | INV525 1
Business Unit 1400 OFFICE OF THE STATE CONTROLLER * Date | 7/1/22 fe
Businzz“s"aen”it 1400 OFFICE OF THE STATE CONTROLLER Amount 0000 * Payment Terms | Net 30 -
Payment
* Supplier | RELYCO SALES INC Q Currency Goods Received | midiyy fe
Supplier 40453 Type
Number Invoice Received | m/dlyy -
* Supplier Site | R.14PT.01 v Description I;:Etg;ng Invoice for RELYCO -
Supplier Site 7121 BROADWAY, DOVERNH, 038203299, p Torms Date | e
Address STRAFFORD, US
Requester Q
* Legal Entity | NC OFFICE OF THE STATE | w
Attachments None =
Wrap-Up
Create recurring invoices using the steps above.
Additional Resources
Virtual Instructor-Led Training (vILT)
e AP101: Invoice Management
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