CORRECT ERRORS FROM
INVOICE UPLOAD -
(SPREADSHEET)

QuIcK REFERENCE GUIDE AP-22

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step explanation of how to
Correct Errors from Invoice Upload (Spreadsheet) in the North Carolina Financial System (NCFS).

Introduction and Overview

This QRG This will enable you to view and correct the errors that occurred while creating invoices via
spreadsheet and importing payment requests (party payments).

Correct Invoice and Party Payment Errors
To correct errors from invoice upload (spreadsheet) in NCFS, please follow the steps below:
1. Login to the NCFS portal with your credentials to access the system.

2. On the Home page, click the Payables tab and click the Invoices app.

QUICK ACTIONS APPS
In
= z
Manage h S
C _5-5 : - R
Import In e
1/11/24 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER PAGE10OF7



QRG AP-22 - Correct Errors from Invoice Upload (Spreadsheet)

3. The Invoices dashboard is displayed. Click the Tasks [ [5] ]icon and click Correct Import

Errors.
Invoices @ Invoices
+ Create Invoice
o + Create Invoice from Spreadsheet
Recent 3 Days Holds Approval Prepaid
« Create Recurring Invoices
91 \validation O Pending « Manage Invoices
1 O Purchasing 1 Others 0 « Validate Invoices
« Initiate Approval Workflow
2 Other 6 Re]eCTEd + Import Invoicas
® [+ Correct Import Errors |
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‘ « Import Payment Requests
- |||. Accounting
View w 7 [§ lo Detach | Create S Post t Iger T « Create Accounting
= Crea istment Journa
R . - pp A ting Paid Creation Last Updated Business Sou ‘E + Lreale Adjusiment Journa
Site Status Status Stanu Date Date Unit © » Review Journal Entries
. . . + Payables to Ledger Reconciliatior
APODB-008 200000 US EMCC... "R19.. Notvalid... Unaccoun.. N.. 523/2.. 523234:09.. 1900D... Manualinvoi yabies fo Ledgar meconehaton

Note: CorrectimportErrors.xlIsx file is downloaded. Open the excel file.

4. On the CorrectimportErrors.xlsx file, click the Enable Editing button.

AutoSave (8 CorrectimportErors.xsx - Protected View P Search (Alt+Q) Visishta, ¥ J "9 m =
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5. The Connect pop-up appears. Click the Yes button.
Public - termom e - 1 Information
D
You are about to connect to the following application URL:
https://emzn-dev7.fa.usd.oraclecloud.com/fscmul/adfdiRemot
eServiet
ﬁ Do you want to connect?
| Yes No
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QRG AP-22 - Correct Errors from Invoice Upload (Spreadsheet)

6. The NCFS Login pop-up appears. Enter your credentials and click the Sign In button.
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Forgot Password
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7. The CorrectlmportErrors.xlsx file displays all the invoices details along with the errors
encountered during the import process. Review the Import Errors fields on Invoice
Headers and Invoice Lines sections.

In this example, the error is Invalid supplier site and None on Invoice Headers and Invoice
Lines sections respectively.

Note: Use Invoice ID as reference to map the Import Errors in Invoice Headers and Invoice
Lines sections, also you can delete the row by clicking on the Delete (column D) and start

over.

B

[ D
Last Downloaded 05/25/2023 15:51:39
Worksheet Status

Invoice Headers

Changed Delete

Invoice Lines

'Row Status Invoice Header Identifier Invoice Image Linkj|Import Errors |
|Row updated 1/Inveice image Invalid supplier site 300000109851678
2 Invoice image Invalid supplier site 300000109851716
3|Invoice image Invalid supplier site 300000109851728

Invoice ID Load Process ID Business Ut

1400 OFFICE
1400 OFFICE
1400 OFFICE

Changed Delete 'Row Status Invoice Header Identifiell Import Errors Invoice ID Load Process ID Line *Line Type
| None 300000109851678 1/ITEM
| None 300000109851716 1 ITEM
None 300000109851728 1/ITEM
10/26/23 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER PAGE 3 OF 7



QRG AP-22 - Correct Errors from Invoice Upload (Spreadsheet)

8. Scroll to right and fix the import errors in Supplier Site field.

In this example, we updated R.02PT.A to R.14PT.A

Supplier [..] Supplier Number Description Type Tax Registrat
FORMS & SUPPLY INC 110344 STANDARD
FORMS & SUPPLY INC 110344 STANDARD
FORMS & SUPPLY INC 110344 STANDARD
Purchase Order Purchase Order Line Number[..] Purchase Order Schedule[..] P Order Distribution Number[..] Item D P g Category Receipt[..]

9. Scroll left to double-click the cells in the Changed field to reprocess the corresponding row,
and double-click the cells in the Delete field to delete the corresponding row.

Last Downloaded 05/25/2023 15:51:39
Worksheet Status
Invoice Headers

NcChanged Delete Status I eader Identifier Image Link Import Errors Invoice ID Load Process ID Business Ui
u 1 Invoice image Invalid supplier site 300000109851678 1400 OFFICE
n 2 Invoice image Invalid supplier site 300000109851716 1400 OFFICE
A 3 Invoice image Invalid supplier site 300000109851728 1400 OFFICE
Invoice Lines
Changed Delete Row Status Invoice Header Identifier Import Errors Invoice ID Load Process ID Line *Line Type
1 None 300000109851678 1 ITEM
2 None 300000109851716 1 ITEM
3 None 300000109851728 1 ITEM
10. On the Correct Import Errors tab, click the Save and Submit Invoice Import button.
File Home Insert Page Layout Formulas Data Review View Help Correct Import Errors Acrobat
’ o R B B |RBE2
\ )
%-] 25 ] &~ 3 g g =
Login Logout Edit About | Mark All for Clear All Save and Submit] Save Search Status
Options Deletion Deletion Markq Invoice Import Viewer
Workbook Worksheet
F7 I
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QRG AP-22 - Correct Errors from Invoice Upload (Spreadsheet)

11. The Upload Options pop-up appears. Click the OK button.

Upload Options

On failure, continue to upload subsequent rows
[ ] Download all rows after successful upload

Cancel

Invoice Header Identifier Invoice Image Link Ii

1 Invoice image

In

12. The Confirmation pop-up appears. On the Confirmation pop-up, click the OK button.

E

—

Confirmation
AT LW LWL WLV R [V R ¥ N
The number of invoice lines
deleted is 0.

X

FS

OK

voice Header Identifier

Invoice Image Link

I 1

Invoice image

13. The Import Payables Invoices pop-up appears. Enter the relevant details in the mandatory
fields (marked with *).

In this example, we choose Spreadsheet for Source field

:ness Unit ‘

* Source | Spreadsheet

ice Group ‘

port Set ‘

ting Date ‘ m/d/yy

4
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QRG AP-22 - Correct Errors from Invoice Upload (Spreadsheet)

14. Scroll down and click the Submit button.

| |
Import Payables Invoices X
Purge | No v -
jarize
S | | No v
ort
d | | P
td| | Hold v
b
ason |
| Cancel ‘ Submit | _
s | . T
] >
2 None
15. The Confirmation pop-up appears displaying the Request ID. On the Confirmation pop-up,
click the OK button.
Confirmation X |

4 Invoice Import Request Details

— RequestID 2193589

OK

In m
L7V nv;

i . . z
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QRG AP-22 - Correct Errors from Invoice Upload (Spreadsheet)

16. Navigate to NCFS Login >> Tools >> Scheduled Processes. The Overview page is displayed.

Scroll down to view the status of the applicable Process ID.

In this example, we choose 2193589.

Overview @
b Search Saved Search  Last hour ~
Search Results (3)
View (@) Flat List Hierarchy
Actions w View w Schedule New Process = Resubmit
Name Process ID Status Scheduled Time Suk ion Time
Ingesting attachments to OSCS 2193582 Succeeded 5/25/23 5:52 PMEDT 5/25/23 5:42 PM EDT
ESS process to check Search Cloud Service availability 2193591 Succeeded 5/25/23 5:47 PM EDT 5/25/23 5:42 PM EDT
Import Payables Invoices 2193589 Succeeded 5/25/23 5:42 PM EDT 5/25/23 5:42 PM EDT
Rebuild Learning Item Stop Word Index 2193588 Succeedad 5/25/23 545 PMEDT 5/25/23 5:41 PM EDT -

Note: The import errors are fixed.

Wrap-Up

Correct errors from invoice upload (spreadsheet) using the steps above.

Additional Resources

Virtual Instructor-Led Training (vILT)

e AP101: Invoice Management
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