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PeopleSoft v9.2 Accounts Payable 

Financials Supply Chain Management (FSCM) 

 

Classroom Training Guide – Day 1 
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Section Name 

1. Enter and Maintain Suppliers 

2. Approve Suppliers 

3. AP Voucher Flow & Enter/Process Non-PO Vouchers 

4. Enter/Process Template Vouchers 

5. Create Adjustment Voucher 

6. Create a Reversal Voucher 

7. Create a Journal Voucher 

8. Voucher/Payment Posting 

9. AP Payment Flow & Pay Cycle Manager 

10. Create Express Check and Express Payments 

11. Running Matching 

12. AP Reports: AP Detailed Check Register & Payment History by Vendor 

AP Classroom Training Sections 
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1. Enter and Maintain Suppliers 

AP receives non-PO 

invoice for a new supplier 

or address change 

Requester notifies AP that 

they require a requisition 

for a new supplier or 

address change   

AP sends VIR form to 

supplier. If any required 

information is missing   

VIR is received from 

supplier and verified for 

completeness 

AP enters new information 

into the supplier database 

AP notifies requester if PO 

or enters invoice if non-PO   

   Mgr Approval  Vendor Number    

  Vendor Information Record 

  
Business Name:  
  
REMITTANCE ADDRESS:  (Payment address) PURCHASING ADDRESS:  (Purchase Order address) 
  
Address:  Address:  

    
City:  City  

    
State/Zip:  State/Zip:  

    
Phone:  Fax:  

    
Contact Person:  

  
Payment Terms (i.e. 2%, 10 days, net 30):  

Payment Forms Accepted (Check All the Apply):  Check  Visa  MasterCard  American Express  ACH  EFT  Other _____________ 

             
TAX STATUS             

             
Individual             
     -   -     

Individual Name  Individual's Social Security Number (9 digits) 

   
Sole Proprietor   

    -          

Business Owner's Name  Business Owner's SS or Employer ID (9 digits) Business or Trade Name 

   
Partnership (Including LLC and LLP)   

    -          

Name of Partnership  Partnership's Employee ID Number (9 digits) Partnership's Name on IRS Records 

   
Corporation (Including exempt charity or other entity)   

    -          
Name of Corporation or Entity  Employer Identification Number (9 digits)  

 
 If exempt from Form 1099 reporting, check here:    Circle your qualifying exemption reason below: 
 1. Corporation, except there is no exemption for medical and healthcare payments or payments for legal services. 
 2. Tax Exempt Charity under 501(a), or IRA 

 3. The United States or any of its agencies or instrumentalities 

 4. A state, the District of Columbia, a possession of the United States, or any of their political subdivisions 

 5. A foreign government or any of its political subdivisions 

  

  Yes MINORITY OWNED? (Please supply a copy of the Department of 

Labor certification of Minority Ownership status)  No 

   
MAJORITY OWNERSHIP (more than 51%)  Check all that apply   

  Male  Native American Indian  Hispanic 

  Female  African American  Asian Pacific Islander 

  Other (Please specify)     

 
SMALL BUSINESS?  Yes 

  No 

 
 CERTIFICATION:  I am a U.S. person, including a U.S. resident alien 
Under penalties of perjury, I certify that: 

 The number shown on this form is my correct taxpayer identification number, (or I am waiting for a number to be issued to me), and 

 I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal Revenue Service that I am 

subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that I am no longer subject to backup withholding. 
     
Title:   Date:  

     
Printed Name:   Signature:  

Please attach a copy of your company invoice with address displayed. 
 

Please return to the site location requesting this information. 
 
 
 
 

 
 

AP files copies of all 

backup information in a 

secure central location 

Page 2 

Page 3 
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1. Enter and Maintain Suppliers 

Supplier completes REP 

(request for electronic 

payment) form   

Faxes form to AP.  

AP evaluates the form for 

completeness and 

correctness and approves 

for entry 

Fax

AP enters supplier 

payment information in 

PS. 

Submittal 

AP enters a pre-note into 

the system. 
AP sends pre-note to the 

bank and notifies supplier 

of test 

AP receives confirmation 

of pre-note success from 

bank and supplier 

AP changes supplier 

payment default from 

check to appropriate 

electronic method 

Insert  

REP form 

Page 2 

Pages 3-4 Page 5 

Page 6 
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Access Supplier Information Page 

 

1. In the Navigation Bar select Suppliers > Supplier Information > Add/Update > Supplier 

2. Click the Add a New Value tab 

3. Click the Add button 

1. Enter and Maintain Suppliers 
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Enter Supplier Information 

 

1. Enter a Name 

2. Enter a Short Name 

3. Select a Classification:  Outside Party 

4. Select a Persistence:  Regular 

5. Unselect the VAT Registration checkbox 

6. Select the Open For Ordering checkbox 

1. Enter and Maintain Suppliers 
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Enter Supplier Address 

 

1. Click the Address tab 

2. Enter a Description 

3. Enter the Supplier  

Address 

1. Enter and Maintain Suppliers 
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Enter Supplier Location 

 

1. Click the Location tab 

2. Enter a Description 

3. Enter the appropriate information 

4. Click the Payables hyperlink 

1. Enter and Maintain Suppliers 
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Enter Payment Options 

 

1. Select the Handling Options:  Default  

2. Select the Handling method:  RE 

3. Select the Payment Method:  Specify, System Check 

4. Click the OK button 

1. Enter and Maintain Suppliers 
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Enter Contact Information 

 

1. Click the Contacts tab 

2. Enter the Contact Information 

3. Click the Save button 

1. Enter and Maintain Suppliers 


