UBW Agresso
Online Expenses
User Guide - AP

VERSION 1.0
KAREN WELLS

B

University of

Reading



UBW Agresso Online Expenses User Guide @ URzgﬁl:ac,gf

Contents
L@ =T V= PP PP PPP PP 2
Approving an Expense Claim in ACCOUNTS PAYADIE ........ooiiiiiiiiiiie ettt e e e e e e are e e e e nrae e s eares 4
e F 2 oo BN E T o AN o] o o Y | PSSR 6
Procurement Team Approval — Goods and Services ClaiM........occuiieeiciiiiiiciiie e ssiee e e ssrre e s e e ssrreeessneeeees 7
Procurement Team Approval — Overseas Travel Claim .......c.veeiiiiie it e e e e e e e eta e e e eraaaeee s 8
Procurement Team Approval — Procurement Claim........coocciiie et e e e e e sata e e e easae e e entaeeesnnnaeeen 9
F N KT o oI o] o o1V | T 10
AP AdVances TEAM APPIOVAl ...c.uuuiiiiiiiiiiiiiiee et ee ettt ee sttt e e sttt e e s sate e e e s sateeeesaataeeeeastaeeeesssaeeesssseeesansaeeesnnsseeesnnssneenn 11
F N e aTd o] I Y o o o 1V | FO SRR 12
F N U] T = BN o] o1 01V | T 13
ProCUrEmMENT TEAM AGVICE. ..ciuiiiiiiieetee ettt b e sh et e bt e bt e s bt e sheesat e st e et e e be e bt e sbeesaeesateeabeenbeenbeesaeesanesane 14
APProViNg MUIIPIE ClaimS....cii ittt e e e st e e e s bt e e e ssabeeesssabeeeeessbeeeeensseaeesanseeessnnseeeesnnsens 15
Approving Claims With MUILIplE EXPENSE LINES ...ueeiiiiiiiiiiiiie ettt cetee ettt e s rtte e s svee e s s sabae e e e sabae e e ssabeeeessnbeeesssaseeessnnsens 16
Creating a Journal for an Advance PaymMENT........coiiiiiiiiiiiee ettt e e et ee e e e e s s sbe e e e s nbeeeessbaeessnaseeessnnsens 17
Accounts Payable UBW CHENT PrOCEAUIE .......cccuiiee ettt ettt e e etee e e e tee e e e eteee e e eabae e e eenbaeeeenntaeeesanseeeeeensenaeennsens 18
IV TSN oo 3 o [ F =Y ol ==Y o PP 18
O gL i n =T a Yol o oY oo XY | PRSP 21
ReMIttaNCe CONFIFMATION. .c..ciiiiiii ettt sttt e bt e s b e e sme e sae e et e et e e sbeesanesanesane 22
BACS PAYMENT FUN Lettttiiititiititttettteteeteeeeeeeeeeeeeeeeeaeaaeee st ae e se s e eeesese st st st sesesesesesesesesese s e s e sesesese st e e seseseseseseseaesenananenanasannnnnnne 22
oYY 00T o A @ o N 4 a1 A o o RSP 23
O T Yo o o g I W =Te F= =T PR 24

Version 1.0 Page 1 of 24 August 2016



UBW Agresso Online Expenses User Guide @ URIg‘gﬁlltaogf

Overview

Online Expenses System are available to staff and replaces the paper-based method for claiming expenses.

Expenses can be claimed for non-travel expenses, UK travel, overseas travel, subsistence over 10 hours, overnight
subsistence, inter-campus journeys.

Where travel/subsistence is incurred, the claim must be for one trip and show the purpose of the trip. This may
include travel to different countries and over a period of time.

One expense claim may have many expense lines for different expenses incurred on the trip.
Receipt images are to be uploaded to the system and matched to the appropriate expense line.
Your claim may be saved as Draft for you to open and amend at a later date.

Once the expense claim is complete with matched receipts you send the claim for approval. Your claim will need to
approved by the Project Approver, Head of School/Function (or delegate in place) and Accounts Payable.

The approver will be alerted via email and will have an approval task in UBW Agresso. They will be able to view your
expenses claimed and matched receipts.

Expenses may be approved or rejected, either the whole claim or individual expense lines. If approved they continue
the route within workflow. If rejected you will be alerted by email and a task will arrive in your task box .

If the claim is rejected, a comment will be attached from the approver stating reason for rejection. You may amend
individual lines, upload more receipts, match receipts to lines, delete individual lines or delete the whole claim.

The whole claim will not be paid until all expense lines have been approved. If one expense line is holding up the
rest of the claim you may wish to delete the expense line from the claim and create a new expense claim for this
line, once additional information is gathered. This would allow the rest of the claim to go forward for payment.
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There are maximum expense limits for some items - the system will alter any amounts which exceed the limits:
e Eyetest—max £25
e Glasses/Spectacles — max £55
e Subsistence for day travel (over 10 hours) — max £10 per day
e Subsistence for overnight travel — max £45 per day/night

Expenses will not be paid for expenses incurred more than one year ago. If the claim is more than a year old it will
be automatically rejected and will appear in your task as a Rejected Claim, to be deleted.

Approving an Expense Claim in Accounts Payable

The expense claim will enter Workflow, once a claimant has entered their expenses and sent the claim for approval.

Expense lines route independently, to approvers based upon project selected. If a claim contains expense lines over
multiple projects, workflow will route to different approvers.

1. The Project Approver - person designated as the Pl on the project selected
2. The Head of School or Function (or Delegate) — dependent upon route code on cost centre associated with
the project selected and delegate limits on cost centre.

All expense lines must be approved before the workflow routes the whole claim to Accounts Payable.

Within Accounts Payable there are several distribution routes within the workflow:

e Prize Fund Team Approval — directed where the project is a Prize Fund
o Approve to AP Team / AP Advances Team
o Reject back to Claimant, with comment explaining reason for rejection

e Procurement Team Approval — directed for specific claims
o Approve to AP Team / AP Advances Team
o Reject back to Claimant, with comment explaining reason for rejection

e AP Team Approval —where the claimant has no Advances outstanding
o Approve —approves for payment and leaves workflow
o Reject back to Claimant, with comment explaining reason for rejection
o Refer to Procurement, with comment showing advisory question
o Refer to AP Control, with comment on reason for referral

e AP Advances Team Approval — where the claimant has Advances outstanding
o Approve to AP Control, to provide extra level of approval
o Reject back to Claimant, with comment explaining reason for rejection
o Refer to Procurement, with comment showing advisory question
o
e AP Control Approval- where the claimant has Advances outstanding or claim is referred by AP Team
o Approve — approves for payment and leaves workflow
o Reject back to Claimant, with comment explaining reason for rejection
o Refer to Procurement, with comment showing advisory question
o Refer to AP Referral, with comment on reason for referral
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e AP Referral Approval — where the claim is referred by AP Control
o Approve — approves for payment and leaves workflow
o Reject back to Claimant, with comment explaining reason for rejection

e Procurement Team Advice — where claim is referred to Procurement Team, acting in advisory capacity

o Approve to AP, with comment answering question posed
o Reject back to Claimant, with comment explaining reason for rejection
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Prize Fund Team Approval
A claim will be directed to the Prize Fund Team for approval where the project is a Prize Fund.

The approver will receive an email detailing the pending task, namely the expense claim sent for approval. A task
will appear in Task Management within UBW Agresso.

1. Click on the Task Management icon

UNITA Agresso v v T1University of Reading & HAINEK v

a2
Menu
Start pages
SelfService admin
M Expenses
Your tasks
Expenses: Prize Fund TransMo: 60000062 User: TT999926 Resource
ID: 999926
‘ ’ enses: Prize Fund Tra < B0 5 - TT999926 Resource
2. Select the task to approve from the Your tasks box FE:QQSSQZEP ize Fund TransMo: 60000065 User: TT299926 Resourc

Go to Task management

3. Approve or reject the expense claim

e Approve to AP — if the expense claim looks OK
e Reject — if the expense claim contains errors which need to be corrected by the claimant

I8 Expenses: Prize Fund TransNo: 60000062 User: T.. X

“ | @ PRIZEFUNDCLAIM

Tiny Tim
999926 General 2 Workflow log (row 1)
ber
13/06/2016 Expense 999926
2300

Tiny Tim Resource ID 999926 5]
cer 60000062 Purpose 13/06/2016 Expense 999926

If the paperclip icon is NOT shaded there is no receipt attached.
If the Receipt tick box is not checked there is no receipt attached to that expense line.
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Procurement Team Approval — Goods and Services Claim

A claim will be directed to the Procurement Team for approval where the claim includes goods or services, such as
‘Office equipment, computer related’ or ‘Office equipment, stationery, postage’.

The approver will receive an email detailing the pending task, namely the expense claim sent for approval. A task
will appear in Task Management within UBW Agresso.

1. Click on the Task Management icon

UnITA Agresso

Menu

Start pages N
SeffService admin Your tasks
7 Exvenses

Expenses: Goods/Services Claim TransMNo: 60000075 User:
TT999926 Resource ID: 999926

Go to Task management

2. Select the task to approve from the ‘Your tasks’box T

3. Approve or reject the expense claim

e Approve —if the expense claim looks OK
e Reject — if the expense claim contains errors which need to be corrected by the claimant

penses: Goods/Services Claim TransNo: 60000... X

@ GOODS & SERVICES CLAIM: Stationery, Computer Consumables claimed

General 2 Workflow log (row 1)
K Tiny Tim R =]
5000007 P 9926
[{Enter o comment)
oK
Copy
Expenses
Magp Expense type Description No/Base Rate Amount Recewpt
[ %) Office equipment, computer related mouse 000 000 1299
I 1299

# Expense details

Approve to AP Reject Advanced mode Log book Export

Click on the shaded paperclip to view matched receipts.
If the Receipt tick box is not checked there is no receipt attached to that expense line.
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Procurement Team Approval — Overseas Travel Claim

A claim will be directed to the Procurement Team for approval where the claim includes overseas travel expenses,
such as ‘Office equipment, computer related’ or ‘Office equipment, stationery, postage’, as well as, ‘Flights -
Overseas ‘or ‘Hotel Room/Breakfast — Overseas’.

The approver will receive an email detailing the pending task, namely the expense claim sent for approval. A task
will appear in Task Management within UBW Agresso.

1. Click on the Task Management icon

v TiUniwersityof Reading & HAINEK v |

unITa Agresso

Menu

Favourites

Start pages
SelfService admin

M Expenses

2. Select the task to approve from the ‘Your tasks’ box

3. Approve or reject the expense claim

e Approve to AP — if the expense claim looks OK
e Reject — if the expense claim contains errors which need to be corrected by the claimant

i=  Expenses: Non Travel Portal Claim TransNo: 6000.. X

@ OVERSEAS TRAVEL CLAIM: Overseas Hotel or Flight claimed

General 2 Workflow log (row 1)

Tiny Tim Resource ID 099926 =]
ber 60000078 Purpose GB 01/07/2016 Travel 939926

oK

Travel
Destination Start date Start time End date End time

United Kingdom 01/07/2016 00:00 05/07/2016 00:00

Expenses

150.00

et | pevcainote ||| Loobask | | B

Click on the shaded paperclip to view the matched receipts for the highlighted expense line.
If the Receipt tick box is not checked there is no receipt attached to that expense line.
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Procurement Team Approval — Procurement Claim

A claim will be directed to the Procurement Team for approval where the claim includes goods and services AND
overseas travel expenses, such as ‘Flights - Overseas ‘or ‘Hotel Room/Breakfast — Overseas’.

The approver will receive an email detailing the pending task, namely the expense claim sent for approval. A task
will appear in Task Management within UBW Agresso.

1. Click on the Task Management icon

UnITa Agresso

Menu

Startpages
SelfService admin

4 Expenses |
Your tasks
Expenses: Procurement Claim TransNo: 80000081 User: TT999926
Resource ID: 998926
2. Select the task to approve from the ‘Your tasks’ box R

3. Approve or reject the expense claim
e Approve —if the expense claim looks OK
e Reject — if the expense claim contains errors which need to be corrected by the claimant

aim TransNo: 50000081, X

@@ OVERSEAS TRAVEL/GOODS & SERVICES CLAIM: Overseas Hotel or Flight AND Goods & Services claimed

General 2 Workflow log (row 1)

Tiny Tim tesource IC 990926 =]
Transaction number 60000081 Purpose GB 11/07/2016 Travel 999926

e
Reject | || Advanced mode Logbook | Export

Click on the shaded paperclip to view the matched receipts for the highlighted expense line.
If the Receipt tick box is not checked there is no receipt attached to that expense line.
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AP Team Approval

A claim will be directed to the AP Team for approval where the claimant does not have any Advances outstanding.

The approver will receive an email detailing the pending task, namely the expense claim sent for approval. A task
will appear in Task Management within Unit4 Agresso.

1. Click on the Task Management icon

UnITa Agresso

1 University of Reading & HAINEK ~  § /3

5?
Menu

Startpages
SelfService admin

I Fanenses Your tasks

%XDEHSESTBFJ;;Q%?DWWEI TransNo: 60000061 User: TTS20226
2. Select the task to approve from the ‘Your tasks’ box o

Expenses: AF Team Approval TransNo: 0000064 User, TT2H2026
Resource |D: 330026

G0 bo Task management
3. Approve or reject the expense claim
e Approve —if the expense claim looks OK
e Refer to AP Control — to refer for further approval
e Refer to Procurement —to send claim to Procurement for advice
e Reject — if the expense claim contains errors which need to be corrected by the claimant

penses: AF ransho: 60000061
' :
Sortby - Ascending  «
Genera
ject items.

« Viorkflow log (row 1)

Tiny Tim Name Tiny Tim Resourca ID 990926 =]
990926 1

. tion number  BODODOBA Purpose 30/08/2016 Expense 999926
29/06/2016 Expense 399926
dsco

Ama,

Name: Tiny Tim oK
Resource ID: 999926 Copy
Transaction number: 50000084
Purpose: 30/06/2016 Expense 999926
Amount 235.00

Total: 2 Expenses

Map Expense tyne Description No/Base Rate
= Comments " "

Amount scaipt
%] Entertaining Visitors/ Students chack prizs warkflow 0.00 0.00 235.00
I

= Expensa datails

Click on the shaded paperclip to view the matched receipts for the highlighted expense line.
If the Receipt tick box is not checked there is no receipt attached to that expense line.
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AP Advances Team Approval
A claim will be directed to the AP Advances Team for approval where the claimant has Advances outstanding.

The approver will receive an email detailing the pending task, namely the expense claim sent for approval. A task
will appear in Task Management within UBW Agresso.

1. Click on the Task Management icon

unITa Agresso

Menu
Start pages Faupy
SelfService admin
I Expenses |
Your tasks
2. Select the task to approve from the ‘Your tasks’ box Expenses: AP Advances Team TransNo: 50000099 User: EF999903

Go to Task management

3. Approve an expense claim
e Approve —if the expense claim looks OK, routes to AP Control
Refer to AP Control —to refer for further approval
Refer to Procurement — to send claim to Procurement for advice
e Reject — if the expense claim contains errors which need to be corrected by the claimant

@ ADVANCE CLAIM: This resource has open advances available

General * Workflow log (row 1)

oK

Travel

Germany 13/07/2016 0000 14/07/2016 0000

Expenses

Moo Expense type Description No/Base Rate Amount
Ed  Hotel Room/Breakfast - Oversess hate 100 000 180.00 v
Bl Flghts- Oversess fight 000 000 12000
b4 Advance for professionsl membership 000 000 -300.00

I 000

= Expense details

Click on the shaded paperclip to view the matched receipts for the highlighted expense line.
If the Receipt tick box is not checked there is no receipt attached to that expense line.
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AP Control Approval

A claim will be directed to the AP Control for approval where the claimant has Advances outstanding or the claim is
referred by the AP Team.

The approver will receive an email detailing the pending task, namely the expense claim sent for approval. A task
will appear in Task Management within UBW Agresso.

1. Click on the Task Management icon

UnITa Agresso v B niversity of Reading & HAINEK v | /3 ms

Menu
Start pages
SelfService admin Your 1ask5

7 Exvenses
Expenses: AP Control TransNo: 60000080 User: TT299926 Resource
ID: 999926

Go to Task management
2. Select the task to approve from the ‘Your tasks’ box

3. Approve or reject the expense claim
e Approve —if the expense claim looks OK
e Refer to AP Control —to refer for further approval
e Refer to Procurement —to send claim to Procurement for advice
e Reject — if the expense claim contains errors which need to be corrected by the claimant

= P Con No: 60 x
General 2 Workdflow log (row 1)
[ T 2 B
er 50000080 Purpose GB 15/06/2016 Travel 999926
Cop,
Travel
d End
Expenses
[x] Flights - s over light 000 000 89000 v
1.140.00
dd | Delete
Date D
15/06/20 1] [
890.00
=

Click on the shaded paperclip to view the matched receipts for the highlighted expense line.
If the Receipt tick box is not checked there is no receipt attached to that expense line.
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AP Referral Approval
A claim will be directed to the AP Referral for approval where the claim is referred by AP Control.

The approver will receive an email detailing the pending task, namely the expense claim sent for approval. A task
will appear in Task Management within UBW Agresso.

1. Click on Task Management icon

unITa Agresso

Menu

Start pages
SelfService admin

I Expenses I Your tasks
Expenses: AP Referral TransNo: 60000080 User. TT999926
Resource ID: 999926

2. Select the task to approve from the ‘Your tasks’ box oo T e

||||||||||||||||||||

3. Approve an expense claim
e Approve —if the expense claim looks OK
e Reject — if the expense claim contains errors which need to be corrected by the claimant

2 Exp R T 60000080 User: T x
General 2 Workflow log (row 1)
Name Tiny Tim Resource ID 999026 =]
T er 60000080 Purpose GB 15/06/2016 Travel 099926
oK
Travel
Dx End d: E
United Kingdom 15/06/2016 0000 17/06/2016 0000
Expenses
Dy o/ Amount —_—

=] Flights - Overseas verseas flight 000 0.00 880,00 v

[x] Hotel Room/By London Ul M: [ 00 000 250,00
I 1,14000
dd || D
 Expense detalls
E se type D
Flights - Over 08/201 &

890.
]}
=80 | reect || ravanceamose Logbook | | Export

Click on the shaded paperclip to view the matched receipts for the highlighted expense line.
If the Receipt tick box is not checked there is no receipt attached to that expense line.
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Procurement Team Advice
A claim can be directed to the Procurement Team for advice by AP team, AP Advances Team or AP Control.

The approver will receive an email detailing the pending task, namely the expense claim sent for approval. A task
will appear in Task Management within UBW Agresso.

1. Click on the Task Management icon

unITa Agresso

Menu
Start pages
I Expenses Your tasks

SelfService admin

Expenses: AP Refer to Procurement TransNo: 60000083 User:
TT999926 Resource ID: 999926

Go te Task management

2. Select the task to approve from the ‘Your tasks’ box

3. Approve an expense claim
e Approve to AP — if the expense claim looks OK
e Reject — if the expense claim contains errors which need to be corrected by the claimant

(@ REFERRED to PROCUREMENT: From AP Team

General % Workflow log (row 1)

Name Tiny Tim Resource ID 999926 =]
Transaction number 60000083 Purpose 19/07/2016 Expense 899926

oK

Expenses

Expense type Description No/Base Rate Amaunt Racsiat

2 Expense details

Expense type
Fights UK

] 8888888 ]
Dafauit WREN for non-FMD data

Click on the shaded paperclip to view the matched receipts for the highlighted expense line.
If the Receipt tick box is not checked there is no receipt attached to that expense line.
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Approving Multiple Claims

Where there is more than one claim per approval type, the claims can be approved on the same screen — similar to
the P2P approval process.

Gt Wokdom b o 11

1. Click on the Expense Claim in the left hand panel

e The expense claim details will display in the centre panel 52 Expenses: Project Approval TransNo: 60000021 U. x|
2. Select the expense to Approve/Refer/Reject Sortby ’ il R
. . . . Select all visible items
e Select the expense claim by ticking the box in the left hand Devd Coppertield Neme
panel faﬁ?s‘g;tgwgsnumber gg%g%g@ég{i) c 000001 Transactio
. . urpose:; ¥ /0B/2018 Expense 990
e C(Click on the button to Approve, Refer or Reject Amoun: 2500 Comment
e All claims ticked will be processed in accordance with the e b onee e o
Transaction number: 60000022
approval button selected Purpose 21/06/2016 Expense 999901
Total: 2
Expenses
Map
%]
E
#« Expense
Expense ty
Any Readi
MNumber of
Passenger
GL Analy
Project
H420100(
European Re
[ Refer to Head of School/Function Reject ]
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Approving Claims with Multiple Expense Lines

A claim may contain multiple expense lines. Each expense line can be viewed individually by clicking on the expense
line. The receipt(s) associated with the expense line will be visible by clicking on the shaded paperclip.

i Expenses Project Approval TransNo: 60000028 U X
‘ ?

General 2« Workflow log (row 1)

1. Click on the expense line
e Expense line details will display in area below

2. Click on the shaded paperclip to see the receipt associated with the highlighted expense line

The approver can only approve expense lines directed to them. Expense lines in workflow with other
approvers will be greyed out.
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Occasionally the claimant may receive an Advance payment to be offset against expenses incurred at a later date.

The account code for Advance payments is 8701 and is configured as an AP code.

1. Enter the AP 9000 line
e The amount must be
NEGATIVE
e Press F11 to keep the details
e The expense line detail will
display in the area below

2. Enter the AP 8701 line

e The amount must be
POSITIVE

e The Resno MUST be same
number as the SuppNo

e Press F11 to keep the details

e The expense line detail will
display in the area below

NOTE: This is marked as a credit
note.

3. Check the journal balances
e Check the journal balances
to0
e Press F12 (SAVE) to post the
journal

Version 1.0

2 [ AP - Accounts Payable Inwoices X

Quick APAR (AF)... Abiout Quick APAR Payment Change posting cycle Parking * Templste ~ Text Descrigtion Armend ax 1

New exchange rate

~[fee ez Tamdse [zmrims | fewe 0 e - W90
Ace Coste Project | G | e TC[ 75] Cor o
CT— Y Voo 3 NET To0om >
Y
Crecitors Gorirol Acck
Pound Steng
Nt "~ -;sa
o |t [ AT
) et [remre—
e
SepterlD w0 Micholas Nckleby. Payiieg
fa— O Pt T Py
s Foydcoure
: f—
] - S
WA Coe | Prapect | Gt3 | Gatd | o5 [ TC] 75 Cor]_Festodamenmt | et T =
i0
S|
ENs|
a0
s 0
10 [} ] |

[ AP - Accounts Payable Invoices X 4P x
Quick APAR (AP)... About Quick APAR Payment Change posting cycle Parking~ Template~ Text Description Amend tax 100% New exchange rate ¥ Newlink Organise links
Perod 201612 Transdate |27/07/2016 Transho Q SupphNo v 999910
[ Acc [ Costc [ Project |  Resno Co | Ve [ [Tc[1s[ Cur | Curr.amount |
8701 GDDP HA201000 999910 RU E 0 PR GBp 1,00000|
GL Analysis
Advance of Staff Expenses < >
Pound Steding
Numbe 0 GBP 1.00000000 1,000.00
e UNIT4 Agresso - Milestone 4 @
Tax point 27/07/2016 VAT 0.00
Text Nicolas Nickleby ADvance Pay Credt note ?
Invoice
Suppler D 899910 Nichol Payfiag @
Pay recipient 7 Paymethod » Pay transfer
InvoiceNo F joc:
-‘(ai -_Nu
Cue date 03/08/2016 s— int 0.00 0.00
BACS ID 7072016
Referenceno. 0 N
W Acc CostC | Project | Cat3 Cat4 Gat5 | TC[ TS[Cur[ Posted amount Amount Payment ref Texd
1 9000 BXXA Y2200401 0 GBP -1,000.00 - advance Nicolas Nickleby ADvan.
2 1
3 [
NS
5 O
3 O -1,000,00 -1,000.00

AP - Accounts Payable Invoices X

Quick APAR (AP)... About Quick APAR Payment Change posting cycle Parking ~ Template~ Text Description Amend tax 100% New exchange rate

4bx

¥/ Newlink Organise links

Period 201612 Transdate |27/07/2016 T=nsNo 0 SuppNo 999910
F Costc |  Project |  Resno Co [ Ve [ [Tc[1s cur[  Curr.amount |
[e701 GoDP H4201000 999910 RU 3 0 FR_GBP 000
GL Analysis
Advance of Staif Expenses.
Pound Sterling
Number o Value 0.00 GBP 1.00000000 0.00
Taxpoint 27/07/2016 VAT 0.00
Text Nicolas Nickleby Advance
Invice
Suppler D 999910 Nicholas Nickleby. Payflag B
Pay recipient Paytems €7 Paymethod 4 Pay transfer
InvoiceHo Purch. Appr +  Curency doc
Duedate  |03/08/2016 Discourt date Pay discourt 0.00 0.00
BACS ID Pay curency P Date rec’d 27/07/2016
Reference no. 0 Authorisation code +  Status N
W Acc CostC | Project | Cat3 Cata cat5 | 1| TS [cur[ Posted amount Payment ref Text
1 9000 BXXA ¥2200401 0 GBP ~1,000.00 advance Nicelas Nickleby Advand
2 8701 GDDP HA201000 999910 0 FR GBP 1,000.00 .00 advance Nicolas Nickleby Advanc
3
4
5
i3 0.00 000
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Accounts Payable UBW Client Procedure

Once claims have been approved for payment they exit workflow ready to be processed by Accounts Payable. This
must currently be done using the Desktop client.

The processing steps are:

e Mass Posting Screen — post the selected expense claims to the ledgers
e Remittance proposal

e Remittance confirmation

e BACS payment run

e Payment confirmation — this changes the status from ‘S’ to ‘A’

e Update Ledgers with transaction type ‘IP’

Mass Posting Screen

1. Go to the Mass Posting Screen

Agresso Human Resources >> Expense Ledger >> Mass posting travel invoices

Menu " Mass posting travel invoices X
Setup Template Mark selection Unmark selection | © New link Organise links
Menu kems

{53 Personal Menu . ReslD ResID (T) TransMNo | Period | Trans.date Trip ref, arr’?‘:tunt Dir.Paym. | Post | Info | Advance | Receipt | Message to approver | £
{77 Startup 7 ] (10 (] L] N
3 Agresso Common 1 999901 David Copperfield | 60000021 201611 21/06/2016 Eye test 50 X O o O ] N
Agresso Financials | 2 1999902 Oliver Twist 60000019 201611 17/06/2016 17/06/2016 Expense 999902 1200 [ ool O ] N
3 Agresso Project | 3 999903 Estella Havisham | 60000099 201612 26/07/2016 trip to Berin 000 K O o = ] N
B 5 Agresso Human Resources |4 990004 Mlartin Chuzzlewit | 60000085 201612 20/07/2016 Testing routes uk travel 150.00 B O ad O B N
£ £ Expense Ledger | 5 999905 Paul Sweedlepipe | 60000039 201611 23/06/2016 Hire Car Petrol 500 X o o O ] N
[ Travel expenses - simple | 6 999926 Tiny Tim 60000060, 201611 29/06/2016 EU Conference 1308 H O o O ] N
= Registration of travel invoices | 7 1999936 Tiny Tim 60000061 201611 29/06/2016 test prize fund s K oo 0O O N
[&] Posting travel invaices | & 990026 Tiny Tim 60000062 201611 30/06/2016 check prize 20 H [mln] O [m] N
P Mass posting travel invoices | 9 999926 Tiny Tim 60000064 201611 30/06/2016 check prize 23500 [ O a O 5] N
P2 Unlock travel invoices | 10 999926 Tiny Tim 60000065, 201611 30/06/2016 retest s H O o O O N
{2 Expenses from external system | 11 999936 Tiny Tim 60000066 201611 30/06/2016  mixed claim w9 © O o O = N
(20 Travel transaction enquiries | 12 999926 Tiny Tim 60000075, 201612 19/07/2016 goods and servics 12w H O o O & N
{37 Personnel registration | 13 999926 Tiny Tim 60000076 201612 19/07/2016  confernece 0000 [ O o O = N
{23 Payment and deductions | 14 999926 Tiny Tim 60000077 201612 19/07/2016  uk travel 000 [H O o O & N
{3 Travel allowance setup | 15 999926 Tiny Tim 60000078 201612 19/07/2016 trip overseas 19500 [ O o O = N
23 Term/Annual settlement | 16 999926 Tiny Tim 60000079, 201612 19/07/2016 oseas flight s0000  [H O o O 5] N
{7 Fixed registers | 17 999926 Tiny Tim 60000081 201612 19/07/2016 overseas hotel ‘e H O o O = N
{23 System setup | 18 999926 Tiny Tim 60000082 201612 19/07/2016 oversaes with email wn ® ool O & N
{7 Employee loans and saving | 19 999926 Tiny Tim 60000083 201612 19/07/2016  uk travel + attachment se00 O o O ] N
E Eﬂt(hlﬂput | 20 (999933 | Wilkins Micawber | 60000025 201611 22/06/2016 Conference in Birmingham s00 K O o O ] N
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2. View any attached

receipts

B

University of

Reading

Setup Templaie Mark selection Unmark selection

New link

Organise links

° C“ck on the expense c|a|m then Period | Trans.date Dot Bayrod | [PEet 1oy (Actvanee [Fecemt IVEsape taappraves

C|ICk on the Document ArChlve David Copperfield 60000021 201611 21/06/2016 Eyetest (5] o o [m] ] N

2 (999902  Oliver Twist 60000019 201611 17/06/2016 17/06/2016 Expense 099902 1200 [ O o o = N

. MEN 595203 Estella Havisham 60000099 201612 26/07/2016 w B O O B = N

|C0n 4 1999904 Martin Chuzzlewit | 60000085 201612 20/07/2016 Testing routes uk travel 1000 E o a a = N

5 1999905 Paul Sweedlepipe | 60000039 201611 23/06/2016 Hire Car Petrol 500 [ o a a ] N

6 999926 Tiny Tim 60000060 201611 29/06/2016 EU Conference 13w K 0o o [m] X N

7 (999926 Tiny Tim 60000061 201611 29/06/2016 _test prize fund 50 © O o o m} N

8 (999926 Tiny Tim 60000062 201611 30/06/2016  check prize z0 0O o o 0 N

L. 9 (999926 Tiny Tim 60000064 201611 30/06/2016  check prize z0 B O a a = N

& u « * ‘ 10 999926 Tiny Tim 60000065 201611 30/06/2016  retest 45100 [ o a a ] N

=' 11 999926 Tiny Tim 60000066 201611 30/06/2016  mixed claim 28199 [ o o a i N

- 12 999926 | Tiny Tim 60000075 201612 19/07/2016  goods and servics 1299 K O a a =® N

13 1999926 Tiny Tim 60000076 201612 19/07/2016  confernece w0 B O 0O o = N

14 999926 | Tiny Tim 60000077 201612 19/07/2016  uk travel o B O a a = N

15 999926 Tiny Tim 60000078 201612 18/07/2016 _trip overseas 19500 [ o a a = N

16 999926 Tiny Tim 60000079 201612 19/07/2016  oseas flight $00.00 i o o a X N

. . . 17 999926 | Tiny Tim 60000081 201612 19/07/2016  overseas hotel ;e O a a =® N

[ ] Double C||Ck on the rece|pt ||ne to 18 (999926  Tiny Tim 60000082 201612 19/07/2016 _ cversaes with email wo B O O 0O x| N

19 999926 Tiny Tim 60000083 201612 19/07/2016 | uk travel + attachment 600 [ 0o o [m] X N

ShOW the | age 20 999933 Wilkins Micawber | 60000025 201611 22/06/2016  Conference in 30 K o a ] = N
4bx

Mass posting travel invoices

Document archive X |

Mew document type Docurment type properties Create new document from template Add existing document Check out Checkin Undo checkout Get reference copy Request maintenance Document properties Delete History Print preview

New link Organise links

1= g Library: RU (U1 TEST - University of Reading)
(= /” Posting travel invaices (50000099)
(&) BIF f Journal Supporting Documentation
(D) contract
(=) Correspondence
(2D Customer Invaice
(23 Purchase Orders
(ZD) Remittance Advice
(T3 VAT Supporting Documentation
= 47 6L line (50000099)
E (&%) Expenses Receipts Matched
(2D Templates

Dus.Due  Flghe Cla

o

BANGKOK, THAILASD
(BKK) 58 AM

File Description Revisian...| Status User Updated Images
H4)rHn aqace¢ s

lunchijpg lunch 1 Active  Estella Havisham  26/07/2016 11:43:
uNiTED | e
lswae Date: Nevesuber 20, 2014 o
f— MaaNets  Fewsfra  Sas
CONWAY BRYCERMR —

Fr, SMAYISACTISX  COLUMBUS, OB

Fe SMAYISACH? | COPENHAGEN.
‘TORONTO, ON CANADA DENMARK
onss (CFHD 1630 AM (MAAY)
gt A3 00
S JMAYISTO951 | COPENHAGEN, e

mmiTame  AmvilCrymdTame  AstMesk
TORONTO,ON CANADA Q0D

BANGROK, THAILAND
WEK) 400 AM QIMAYY
CHIANG MAITH
ORI AM

e

FARE INFORMATION
Fare Beakcown.

Autur

Sepseraber 118 Securty e
Cumada Hurmceseed Sales
Tex

Camade Auport mprsemt
Fee

Denmark Passenge Serice
Chuepe

Por Persea Toul.

eTicke Tas:

@ A Used
ass

s VBA
L Fous Dips
s D T

2
x

MieagePlon  MaeagePlun Mites
Y

DUSD Ascowm Debited Dot
L]

®  FomofPrmen  SU00NABT)
r

sawsp

LR —

3. View the expense claim details

Setup Template Mark selection Unmark selection | * New link Organise links
| TransNo | Period | Trans.date Advance | Receipt | Message to approver | §
L] DOUble CIICk On the eXpense Ilne to David Copperfield | 60000021 201611 21/06/2016 Eye test 50 [ o o a 5] N
Oliver Twist 60000019 201611 17/06/2016 | 17/06/2016 Expense99002 1200 ® 0O O O = N
th d t I f th I H Estells Havisham 60000099 201612 26/07/2016 _trip to Berlin 00, ™ oo ® iz} N
See e e al Or e C a“ “ 4 999904 Martin Chuzzlewit = 60000085 201612 20/07/2016 Testing routes uk travel 15000 X o o a = N
5 999905 Paul Sweedlepipe | 60000039 201611 23/06/2016 Hire Car Petrol s0 ® O O O ] N
6 99992 Tiny Tim 60000060 201611 29/06/2016 | EU Conference 29 ® O O O 5] N
7 999926 Tiny Tim 60000061 201611 29/06/2016 test prize fund 500 [ o o a a N
8 999926 Tiny Tim 60000062 201611 30/06/2016  check prize 20 ® O 0O O ] N
9 993926 Tiny Tim 60000064 201611 30/06/2016  check prize o H® O O O 5] N
10 999926 Tiny Tim 60000065 201611 30/06/2016  retest 45100 X o o a a N
11999926 Tiny Tim 60000066 201611 30/06/2016 _ mied claim me ® O O O | N
12999926 Tiny Tim 60000075 201612 19/07/2016  goods and servics 2w ® O O O = N
13 999936 Tiny Tim 60000076 201612 19/07/2016  confernece w000, K o g o & N
14999926 Tiny Tim 60000077 201612 19/07/2016  uk travel a0 ® 0O O O | N
15999026 Tiny Tim 60000078 201612 19/07/2016 trip overseas w50, ® O O O 5] N
16 999936 Tiny Tim 60000079 201612 19/07/2016 | oseas flight s000 X o g o & N
17 999926 Tiny Tim 60000081 201612 19/07/2016 | overseas hotel ‘e ® O O O | N
18999026 Tiny Tim 60000082 201612 19/07/2016 _ oversaes with email we ® O O O = N
10 999936 Tiny Tim 60000083 201612 19/07/2016 _uk travel + attachment 600 @ o a [m] = N
JE399933_wilkins Micawber | 60000025 201611 22/06/2016 [Contt in 0 HE O 0O 0O iz N
| [ Mass posting travel invoices ¥ [ EP - Expenses Posting X b x
Printout Advance paym, Cost distribution Gettemplate Reverse Supplierinfo Change posting cycle Travel allowance P110 ref Expences Transactions ready for posting |- Mew link Organise links
1-Settlement [2- Travels | 3 - Details | £- Memo| Images
Period 201612 RegNo  SiBANEE Transdate | 26/07/2016 | Due date 26/07/2016 H 4 » M @Q o
939333 Whkins Meawber (399973) Tax percent 0.00
Printout sl
Brik acc/IBAN | 12345678
Postal address
Traveltype UK Travel (nduding Subsistence Over 10 Hrs) ~
Reference 21/05/2016 Expense 999 Conference in Birmingham
P [T] Text I | NofBase | Debit Credit Netamount
1 |Eel V| Train te Birmingham 0.00 3500 0.00 3500
2]
-3
4
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4. Select and mark the expense claims to be posted

e Highlight the lines and click ‘Mark selection’
e Alternatively mark the line by clicking on box marked ‘Post’
e Press SAVE to post the marked expense claims

New fink

RedD | RedD(T) | TransNo | Period | Trans.date Tipref. st | Dirpaym. | Post | Info | Advance | Receipt| Message to approver | §
: T
1 909901 David Copperfield 60000021 201611 21/06/2016 |Eyetest 20 H O O O [] ?
2 (999902 Oliver Twist 60000019 201611 17/06/2016 | 17/06/2016 Expense 999902 1200 [ oo o ] N
3 999903 Estella Havisham 60000099 201612 26/07/2016 trip to Berlin e @ o o B & N
4999900 Mertin Chuzzlewst 60000085 201612 20/07/2016  Testing routes uk travel 15000 g0 o =] N
5 990905 Paul Sweedlepipe 60000030 201611 23/06/2016  Hire Car Petrol s0 B O QR O [m) N
6 (999926 Tiny Tim 60000060 201611 29/06/2016  EU Conference wx B B p (m] ] N
7 (99996 Tiny Tim 60000061 201611 29/06/2016 test prize fund s Bl 8 p O =] N
8 999926 Tiny Tim 60000062 201611 30/06/2016 | check prize z0 B B8 o =] N
9 999926 Tiny Tim 0000064 201611 30/06/2016  check prize =m B @ p O 2 N
10959926 Tiny Tim 60000065 201611 30/06/2016 retest a0 B OO0 O 5] N
11999926 Tiny Tim 60000066 201611 30/06/2016  mixed claim w19 o o (m] [ N
12 999926 Tiny Tim 60000075 201612 19/07/2016 | goods and servics ne B o o a ) N
13 999926 Timy Tim 0000076 201612 19/07/2016  confernece wo B O O O 2 N
14 999926 Tiny Tim 60000077 201612 19/07/2016 | uk teavel mw B O O O ® N
15 999926 Tiny Tim 60000078 201612 19/07/2016 |trip overseas. 19500 o o (m] [ N
16 999926 Tiny Tim 0000079 201612 19/07/2016 | oseas fight s B O O O 2 N
17 930926 Tiny Tim GO000081 201612 19/07/2016 | oversens hotel m® B O 0O O 2 N
18999926 Tny Tim 0000082 201612 19/07/2016  oversaes with email mww B O O O 2 N
19 999926 Tiny Tim 60000083 201612 19/07/2016  uk travel + attachment 60 @ [= i) a ® N
20999933 Wilkins Micawber 60000025 201611 22/06/2016 | Conference in Birmingham 30 B o o0 o [ N

Posted claims are now marked as Open Items in Accounts Payable and can be checked in
Agresso Financials >> Accounts Payable >> Enquiries >> Open and historical items per supplier.

Menu ? [ Open and historical items per .. X
p) Template Statistics Paid Cleared cheques Log book |- New link Organise links
Menu ltems d
Supphi -| sme926
{3 Personal Menu a [r“"Pr“—J
73 Startup gt
12 Agresso Common T SuppID| Transho | InvoiceNo ‘ Due date "I'I'| s | Acc ‘ Per | Cur| ST g“t‘f”"'"g Cn;tC‘ Project ‘ Text ‘ Tnv.date ‘Amnunt cc Ie:"”“e
= Agresse Financials amount | Cur Amount reference
(5 General Ledger [6 Jp99926 | 60000100 30/06/2016 Expense 399926 26,07/2016 EP N 9000 201612 GBP 3500 BXXA  Y2200401 check prize 26/07/2016 0
5= Accounts Payable 2 [B 999925 | 60000101 13/06/2016 Expense 393926 |26/07/2016 EP |N (9000 201612 GBP - V2200401  check prize 26/07/2016 0
£ Supplier master file 3 |B 999925 | 50000102 20/06/2016 Expense 999926 26/07/2016 EP |N (9000 201612 GBP V2200401 test prize fund 26/07/2016 0
£ Invoice registration 4 |B 999926 | 60000103 BE 06/06/2016 Travel 999926 |26/07/2016 EP |N (9000 201612 GBP Y2200401 | EU Conference 26/07/2016 0
{23 Invoice posting 5 |B 999926 60000053 |01/06/2016 Expense 999926  28/06/2016 EP N 9000 201610 GEP 32.00 V2200401 London Conference  28/06/2016 0
{77 Reversal b3 -465.99

7 Payments

) (= (Ergumes
. E\ Open and historical items per supplier

PP

i
O Supplier balances
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Remittance Proposal

1. Run the remittance proposal
Agresso Financials >> Accounts Payable >> Payments >> Remittance >> Remittance proposal

i | _[H (5U07) UoR payments x )
Show fixed parameters Create report template Log level parameter Tmp table parameter Company List E-mail confirmation Printer parameters Printer information
Menu Items :
£ Personal Menu | — -
{3 Startup
B Agresso Financials | 1 |Copies 0
(=71 General Ledger | 2 |Serverqueue Cheques
= > Accounts Payable |3 [Priority 0
{57 Supplier master file =| ||| _4_|Printer NOPRINT
£ Invoice registration L9 (e O
£ Invoice posting | 6 |E-mail distribution 0
{23 Reversal | 7 |Status N
£E> Payments | 8 [Startdate
R Maintenance of open items | 9 |Starttime
[ Manual matching open items 10 |Output type Autgescleck
| 11 [Remittance propesal ID l 1607261
15 |Due date 0%,
[T Pay method | <
| 18 [Supplier group g
Remittance proposal | 19 |SuppliedD from []
A Maintenance of remittance proposal || 20| SuppliedD to 999999399
[ Rerun of updated remittance propos 39 |Credit note due check O

e The Pay method for expense claims is ‘IP’
e Press SAVE to run the report ;
e You can access remittance proposal reports through e e o]

Maintenance of ordered reports

[l Maintenance of ordered repo... X

emplate Print report (local) Print report (server) Printlog Show report printout

2. Maintenance of remittance proposal
Agresso Financials >> Accounts Payable >> Payments >> Remittance >> Maintenance of remittance proposal

Lz # [ Maintenance of remittance p.. x 4 x
Setup Template New amount New transaction Distribute payment |~ New link Organise links
Menu ltems
RemilD 1607261 =
{5 Personal Menu
5 Startup Co [ Transho InvoiceNo Bank | PM | Cur | Curr. amount | Discount date | Disc% | Discount| Duedate | Payrec| =
(71 Agressa Common
= = Agresso Financials | 1 10052  RU 10435024 402383991 BARPAV 1P GEP 0.00 0.00/10/06/2016 2
5 General Ledger | 2 10089  RU | 10434623/00015385 BARPAV 1P GEP 0.00 0.00/15/05/2016 2
= Accounts Payable | 3 10089  RU | 10434742/00015421 BARPAV 1P GEP 0.00 0.00/28/05/2016 2
57 Supplier master file o | % w00e8 RU | 1910202 (00015413 BARPAV 1P GEP 0.00 0.00 27/05/2016 2
£ Invoice registration | 5 10089  RU | 10434629/00015431 BARPAV 1P GEP 0.00 0.00/05/06/2016 2
£ Invoice posting | 6 10069  RU | 10434607 00015403 BARPAY 1P GEP 0.00 0.00/19/05/2016 2«
9 Reversal | 7 10069 RU | 10434613 00015405 BARPAY 1P GEP 0.00 0.00/20/05/2016 2
=& Payments | & 10069 RU | 1910200 00015415 BARPAY 1P GEP 0.00 0.00 27/05/2016 2
@ Maintenance of open items | 9 10069 RU | 10434747 00015419 BARPAY 1P GEP 0.00 0.00 28/05/2016 2
(£ Manual matching open items | 10 10069 RU | 10434762 00015406 BARPAY 1P GEP 0.00 0.00 21/05/2016 2
P Setup match | 11 10069  RU | 10434760 00015409 BARPAY 1P GEP 0.00 0.00 21/05/2016 2
[ Automatic match | 12 10069  RU | 1910165 00015424 BARPAY 1P GEP 0.00 0.00 02/06/2016 2
@ Cheque register | 13 10060 RU | 10434754 00015416 BARPAY 1P GEP 0.00 0.00 27/05/2016 2
565 Remittance | 14 10060 RU | 10434730 00015422 BARPAY 1P GEP 0.00 0.00/29/05/2016 2
[, Remittance proposel | 15 10069 RU | 10433025 00015402 BARPAY 1P GEP 0.00 0.00/10/06/2016 2
R Maintenance of remittance proposal || 16 110069 |RU | 10434177 00015429 BARPAY 1P GEP 0.00 0.00 04/06/2016 2
S S N 17 110069 RII | 10434724 /00015427 RARPAY TP GRP 0.00 0.00/04/06/2016 2

e Delete any rows that are not required for the payment run (Edit >> Delete row)
e Press SAVE to remove those entries from the proposal
e The proposal should only contain the entries required for payment
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Remittance Confirmation

B

University of

Reading

The remittance confirmation is done using Agresso Financials >> Accounts Payable >> Payments >>

Remittance >> Remittance confirmation >> University of Reading.

Menu

Menu Items
@£ Personal Menu
£ Startup
@£ Agresso Common
5 Agresso Financials
& £ General Ledger
2 £ Accounts Payable
aster

[ (su08) University of Reading %

]

reate report template Log level parameter Tmp table parameter Company List E-mail confirmation Printer parameters Printer information

Param name

2 Cheques

E o

| 4 |Printer CCLASER

| 5 |E-mail confirmation m]

| 6 |E-mail distribution m]

7 |status N

| & |Start date

9 |Starttime

[ 10 |Output type [ Auto-ceeat)

1 proposal ID | w0725t |
- J

e Press SAVE to run the report
e You can access remittance confirmation reports
through Maintenance of ordered reports, report name

SU08

BACS payment run

@ Maintenance of ordered repo... X

Template Print report (local) Print report (server) Printlog Show rep

Ended ‘ Server queue

OrderMo ‘ Statu5| P | Scheduled |
su08 5202 T 0/26/07/2016 | 26/07/2016 CHEQUES

The BACS payment run is done by running Agresso Financials >> Accounts Payable >> Payments >>
Remittance >> Payment files processing >> Domestic payments (BACS) >> University of Reading AP BACS.

Menu

Menu Items
1 Agresso Financials
@30 General Ledger
o £ Accounts Payable
{71 Supplier master file
# {7 Invoice registration
@3 Invoice posting
7 Reversal
= = Payments
1 7% Maintenance of open items
41 [ Manual matching open items
P Setup match
(1 Automatic match
7% Cheque register
= > Remittance
[#) Remittance proposal

5 2 Maintenance of remittance proposal
[ Rerun of updated remittance proposal

[ (5U114) University of Readin.

Show fixed parameters Creaty

. X

ort template Log level parameter Tmp table parameter Company List E-mail

# || Variant | University of Reading AP BACS

Param name

1 |Copies 0
[ 2 |server queue Cheques
[ 3 |priority 0
[ |printer CCLASER
£| |75 |E-mail confirmatien
6 |E-mail distribution O
[ 7 |status N
| 8 |start date
| 9 |starttime
10 |Output type Auto-select
13 | Transfer bank PGL
ﬂ Remittance proposal ID [sorzet ~
19 |

batchID

gl
(7= Payment files processing
[7) AP Remittance Advices
& [ Domestic payments (BACS)

=] University of Reading AP BACS
(] University of Reading ARBACS

~

T HITRET

e Press SAVE to run the report
e You can access BACS payment run reports through
Maintenance of ordered reports, report name SU11A
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@ Maintenance of ordered repo.. X

Ternplate Print report (local) Print report (server) Print log Show rep

Ended | Server queue

rderfo | Statu5| p | Scheduled |
SULLA 5930 T 0/26/07/2016 |26/07/2016 CHEQUES
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Payment Confirmation

B

University of

Reading

Payment confirmation is done by running Agresso Financials >> Accounts Payable >> Payments >>

Remittance >> Payment confirmation >> Payment maintenance.

Menu 2

E3 "Q Maintenance of open items
+{A] Manual matching open items
;Q Setup match
U¥ Automatic match
;Q Cheque register
= = Remittance
¥ Remittance proposal
E3 ',Q Maintenance of remittance proposal
¥ Rerun of updated remittance proposal
#U[¥ Remittance confirmation
#(77 Payment files processing
3 Payment forms processin
= (7= Payment confirmation
'I‘Q Payment maintenance
[ Clearing report

@ Payment maintenance X
Template Post Cancel Stop payment Remove errorstatus Mew exchange rate = Mew link Organise links
Menu Items S 0T0TE
Domestic V| Bark date 7
(7 Agresse Financials -
407 General Ledger Co| M ‘ s ‘ S‘ Pay date | Bank account Pay recipient Cur Ar::i"dmt BCU ar?wannu:t Bank ref | Pay date | RemittID ‘ ApfArID ‘ PaylD
== Accounts Payable
. v 1 RU 5 26/07/2016 12345678 Martin Chuzzlewit | GBP -63.68 GBP 0.00 1607261 999904 1
w7 Supplier master file
. . nRU X 5 26/07/2016 12345678 [Tiny Tim GBP -16599 GBP | -465.09 1607261 999926 2
& =7 Invoice registration
w7 Invoice posting 3 LG L
& =7 Reversal
£ Payments =

e Highlight the lines and click ‘ Post’

e Alternatively mark a line by clicking on the line and then clicking ‘Post’

e Press SAVE to confirm the marked payments

[ Payment maintenance X

Ternplatz_Post Cancel Stop payment Remove error status New exchange rate | © Mew link Organise links

Domestic  [f] Bankcdaf | 26/07/2016
Co|M [‘s Hay date Eanka((uunt‘ Pay recipient ‘[ur A'E;”d"' BCU aian";t Bankref | Pay date REmltt[D|Apr’ArID PaylD
RU s [eolo7/2016 J12345678  Martin Chuzzlewit GBP | -6368 GBP 000 1607261 (999904 1
2 R §07/2016_ 12345678 Tiny Tim GBP | 46599 GEP | -46590 26/07/2016_| 1607261 999926 2
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The status changes from ‘S’ to ‘A’ when
payment is confirmed.
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Update the Ledgers

University of

Reading

B

The Ledgers are updated by running Agresso Financials >> Accounts Payable >> Payments >> Remittance
>> Update General Ledger with payments >>Update BACS payments.

=R

Menu

Menu Items

Agresso Financials

{7 General Ledger
i, Rerraleh

n

>

[0 (5U09) Update BACS payments X

Show fived parameters Create report template Log level parameter Tmp table parameter Company List E-mail

Printer Printer

Vaiartt | Update BACS payments

Param name

y

Supplier master file

Invoice registration
Invoice posting

Reversal

= Payments
A2 Maintenance of open items
[+] Manual matching open items
2 Setup match
[# Automatic match
Z Cheque register
= = Remittance
([ Remittance proposal
s 72 Maintenance of remittance proposal
[y Rerun of updated remittance proposal
@ [[#) Remittance confirmation
() Payment files processing
7 Payment forms processing
£ Payment confirmation
Q% Payment maintenance
[T Clearing report
= (%) Update General Ledger with payments
(7] Update Cheque Payments
(5] Update BACS payments

Copies o

2 [Server queue Cheques

3 |Priority 1

4 |Printer NOPRINT
| 5 |E-mail canfirmation ]

6 |E-mail distribution O
| 7 |status N

8 |Start date
| 9 [Starttime

10 |Output type Auto-select

11 |period July 2016
| 18 |Relation date 26/07/2016
| 22 |Check transaction date No check

Press SAVE to run the report
You can access the Update Ledgers reports through Maintenance of ordered reports
The process calls another process, GL18

Updates ledgers with transaction type ‘IP’

@ Maintenance of ordered repo... X

Template Print report (local) Print report (server) Print log Show rep

- GO OrderMNo | Status| P | Scheduled |

Ended | Server queue

5271 T

2 5U09 71417

1 26/07/2016 | 26/07/2016 |DEFAULT
126/07/2016 |26/07/2016 CHEQUES
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