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1 Introduction

1.1 About this document

This document covers the above mentioned contents of the following module:
x  Accounts Payables

The document has been developed by the IBM Team based on the inputs from the ICAR Team.
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2 Logging into Oracle Applications

Navigation 1 Open the link for the Oracle Instance
http://icarerp.iasri.res.in
Screenshots and 1 Enter the Username and password as provided (individual user name/password to be used). Password needs to be
Steps changed on first time login.
1 Onlogging into the application, a new page consisting of the responsibilities assigned to the user and the active

notifications for the user will open up

Project MIS & FMSA*,ngmgmggsfiéggpultural Research

-

“User Name  ppo Assistant
ichael,james.smith)

(exa
4 ‘.‘ “Password (oo q 0]

(example: 4u99v23)
Cancel

Login Assistance

Accessibility None

HIgh 311
ICAR

Select a Language:
English
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2.1 Using Menu Bar and shortcut keys

Screen:
Purpose:

Standard Bill screen
To illustrate the various menu bar icons, their meanings and key board short cuts.

2| IcAR

Institul

L

] Grct Apphcations -ICAR AT nianee Coestion Dot 30-Now 201 R T =T 3
a i g ol oo I=I=YaTului L Ao Lol

HYPO OrBSP XDDPER LT DPHR 2 Help

R T e S = = = E|

Attach

Bill Type PO Number |Vendor Nal Suppl - ccliar Site [V Delete oice Murm Bill Murnk ment
arig Standard| Clear Record
Record

Find

1 Genetal Sa.Ve ines SW|tCh

Surmmary

Prepayments Applied

Responsibility o
ltems Status |Mever Walidater
Accounted |Unprocessed
Approval Required
Huolds
Subtotal Scheduled Payment Holds
Migcellangous Description
Total

-
r

M iew Payments 5 Scheduled Payments B Wiew Prepayment Applications

whNh ke

© N

New: Use this icon to create a new invoice. Alternative navigation: File->New

Find: Use this icon to invoke find (query) screen. The keyboard short cut is F11 key.

Save: Use this icon to save the record.

Alternative navigation: File->Save or press CTRL + S

Switch Responsibility: Use this icon to change the current responsibility. Alternative navigation: File->Switch
Responsibility

Clear Record: Use this icon to clear the current (selected) record. This however does not delete a record that has
already been saved. Alternative navigation: Edit->Clear->Record

Delete Record: Use this icon to delete the current (selected) record. Alternative navigation: Edit->Delete
Attachment: Use this icon to attach text files or other files if required.

Help:Use this icon t o i nAtanatee navigaioniiHeélp-F\Wirdowshelp e e n .
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2.2 Important Keyboard shortcut

Function/Purpose Keyboard Shortcut

Enter into query mode F11

Query with partial information Prefix or suffix with %
Execute query CTRL + F11

Close/Exit screen F4

Invoke List of Values CTRL +L

Insert duplicate field SHIFT +F5

Insert duplicate record SHIFT +F6

To query the form:
1. For query, first press F11.
3. Execute the query by pressing CTRL and F11.

List of Value (LOV)

drop-down list would require excessive scrolling.

Search within LOV list

2. Give partial information on screen like partial invoice name, number and prefix or suffix with %.

LOV is a Ul component that facilitates the completion of a text entry field when there are numerous values that may be
assigned. LOVs are a useful alternative to drop-down lists, particularly in cases where displaying a long list of selections in a

1. Click on the LOV icon.

2. Thelist of LOV is displayed.

3. If short list then scroll and select the required value. Press OK.

4. 1 f the LOV list is |l ong, then enter anyi g@lad.t iTaHéd fa%d
suffix is also used where the subsequent word(s) of the total value is used for query.

5. Then click Find button.

6. This displays a shortened list of values that will match the query submitted.

7. Select the value desired and click OK. The original text entry screen is populated
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3 Process Overview

3.1 Bill Creation, Approval and Payment Process

Stores /Admin section
Bills received by Stores / pen‘qrms cqr.nflc.atlon Of.
Admin section material/ Verification of bill
and forwards it to DDO
Assistant

y

DDO forwards the File to
Audit and Accounts
section

14 0f 240
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3.2 Bill Approval & Payment Process - Diagrammatic Flow

Invoice File received by
Audit & Accounts
Section

After passing the bill
File will be forwarded
to Cash Section

Cheque printing/writing

by Cash Section Electronic

Bank released the

payment from the

respective institute
account to the suppliers

Payment madeto |
Supplier/Employee |

150f 240
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4 Logic of Nature of Bills Field i Mandatory Field

This will segregate Payroll related advances given to employees, Consolidated bills prepared for multiple Employees for common
set of expenses like telephone, Conveyance, Newspaper, Liveries, etc.

Select Appropriate Nature of Bill while creating all the bills. This would be MANDATORY field to capture.

1. Bill Creation for giving Advances to Employees (Related to Payroll) and GPF

To CAPTURE necessary information at the time of giving Payroll Advances and GPF amounts
1 Take Bill type as STANDARD and select the relevant Nature of Bill and fill the required fields.
1 The Bills shall be created in the name of Employees only

=
Operating Unit Bill Type PO Nurmber || Mature of Bill Yendor Narme Supplier Murm || Supplier Site Narme
IARI - Indian Agriculti§ Standard

1 General O Invoice

rSummary N Advance-Computer A
(LS I 1oty Recorery

File rec

Miscellaneous
Tatal
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1 Enter the Information asked and proceed with creation of bill. Rest of process is same.

2) To Create One Consolidate Bill for Employee Expenses like Telephone/ Newspaper/ Election Duty/ Conveyance etc. and
need to keep a track of them in the system

1 Select the Relevant Nature of Bill.

1 Create Bill in the Name of your respectveiBank Manager s Nameo

1 Keep the payment method as Cheque

= ICAR

Operating Unit Bill Type
B 2R - ndian Agricult Standard

O
MNature of Bill PO Number

Ermployee Exp-Corvey:

Yendor Name Supplier Nurm || Supplier Site Narme Yendor Invoice Date Yendor Invaice Nurm =

O Invaice

1 General 2 Line

Mature [Employee Exp-Conveyance
Surmmary

Employee Exp-Conveyance
File Received Date |

ltems 4]
Prepayrents Applied Ok Cancel | Clear | Help |
Suliiiatel Scheduled Payment Holds

Miscellaneous

Description
Total
Actions... 1 Cluick Match hatch All Distributions
9 In Distributions
o Enter Multiple Distribution Lines, when you will click on the Save Button, a field will open to enter the name of the

17 0f 240
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beneficiary.
0 Here select the name of the Employee in whose Bank Account that amount will be directly credited.

o Create Multiple distribution lines for different beneficiaries.

o | CAR Bill

Report, would capture all

beneficiariesodé n

L Date

2000000 § 26 hAMAY 201 4

1 Payment Process: To make payment of these kinds of bills, ICAR EFT for Consolidated Bill report shall be run showing
Bank details of all beneficiaries and shall be sent to bank along with the cheque.
(Since the Payment

Met hod of these bill shall be cheque

| MPORTANT NOTEeéee.. REQUI RES ATTENTI ONé.

For all others bills like:

Vendor Bills with TDS, Vendor Bills other Than TDS, Pensioner's bills, Non Payroll Advances requiring settlement, etc. Select
Nature of Bill as Others.

And rest of the process is same.

18o0f 240
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5 Bill Creation Process

5.1 Business Process Bill Creation Process Based on Purchase Order

Overview 1 A Purchase order is created by the purchasing department to place an order for purchase of an Asset, service, or
incurring any expense.

9 Then upon receiving the goods or service, a receipt is prepared.
1 On the basis of receipt, then a bill shall be created.
9 This process shall be used for creation of bills for fixed assets, Projects, Expenses, Inventory.

Navigation IARI Payable DDO AssistantA Bill Processing
Bill Creation A% Navigator - IARI Payable DD

Eroo?esggased on m Documents

Assistant Bill Frocessing

Ten List

Bill Processing

Click on Bill

ﬂ Processing to
Create a Bill

Lot B u®] [0 ][

e )
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Bill Creation 1 The DDO assistant shall receive a bill file from the purchasing section which he shall use for entering the bills
Process based on 1 Following is the bill form.
PO - DDO o

Assistant

2| AR

Operating Unit Bill Type Mature of Bill PO Mumber

. [4R - Indian Agriculti Standard

Select Nature of Bill

Wendar Name Supplier Mum | Supplier Site Name Wendor Invoice Date ||Wendor lnvoice Num — Bill Number

| »

{

»
1 General 2 Lines 2 Halds 4 Yiew Payfents

5 Seheduled Payments 6 View Prepayment Applications

\
Summary Amount Paid \ Status Enter Invoice number

lterns (V=R | Select vendor name

]
Status Never| Entervendorinvoice
date

Accounted |Unpra

Prepayments Applied

Approval Mot Required

Halds
el Scheduled Payment Holds
Miscellaneous Description
Tatal

Actions... 1 Quick Match Iatch ' All Distributions J

20 of 240 —T——3
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Bill Creation 0 Respective Instituteds name will be defaulted automati ca
Process based on Billtype-Cl i ck on the LOVOds button to select it from List of
PO - DDO created in system. .
Assistant o Standard- It is used for creating a normal invoice, for creating a settlement invoice etc.
o Credit Memo- It is used to give some credit to a vendor on receiving a credit memo.
0 Prepayment- It is used to create a bill for making an advance payment to vendor/employee.
Nature of Bill fieldi For reading this is detail, please see the sect
Select the appropriate Nature of Bill.
>}
= ICAR O
Operating Unit Bill Type Mature of Bill PO Murmber Wendaor Marme Supplier Mum || Supplier Site Narme Wendor Invoice Date
B 4R - indian Agricutt Standard
Click on Bill type = x
to select standard
Mature Other Others
1 GGeneral 2Lin File Received Date
Summary 4 2
lterns [0]%4 | Qancel)l Clearjl Help)l
Frepayments Applied Approval Mot Required
Holds
Subtatal Scheduled Payment Holds
hiscellaneous Description
Total

210f 240
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Bill Creation 1 Select the Purchase order number from the list of values for which invoice is to be created. The PO number will be there in
Process based on the bill file.

PO - DDO g =
Assistant Select the PO number
£ ICAR

O
Institute Bill Type PO Mumber V) T Supplier Mum || Supplier SiteVendor Invoin Wendor Invoice Murm Bill Mumber Ire

B 27 - indian Agricult Standard B

Find 15612400978%

4
FO Mumhber Supplier Mame Cperating Unit FO Type

1 General 2 Lines 15612400978 CPWD AR - Indian Agricultural ... Standard

Sumrnary

ltermns

Prepayments Applied

Subtotal

Miscellaneous

Total Eind Cancel
Ciuick Match hdatch All Distributions

1 Select the relevant PO and click on OK button.
1 Vendor name and Supplier number will come automatically.
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Bill Creation 1 Vendor name, supplier Number and supplier site will come automatically.
Process based on 1  Click on the LOV button on the Vendor Invoice date field.
ZO ) tDDtO 1  The following screen will open up.
SSistan . .
1  Select the invoice date from the calendar.
L= Click on LOV button =i
0 ICAR O
Institute Bill Type PO Mumben Yendor Nat| Supplier Murm || Supplier Site | Yendor Invol £ Date | Vendor Invoice Num Bill Murnber
.IARI- Indian Agricultl Standard 1561240097 CPWD 162 MEWY DELHI =
- July 2013 (&)1 S
1 General l 2 Lines 3 Holds 4 wiew P s oM T W T F s iew Prepayment Applications
W/ 1 2 3 4 5 6
Summary Amount Paid 7 8 9 w2 13
ltems MR 0.00 15 16 17 18 19 20 idated
M 22 23 M 25 2% N ;
28 29 30 31 1 2 3 [ [MOEeSeR
Prepayrments Applied 4 5 B 7 8 9 10 equired
11.JUL 2013
Subtotal
Cancel JI
Mizcellaneous Description
Tatal
Quick Match tdatch All Distributions

230f 240
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Bill Creation
Process based on
PO - DDO
Assistant

1 Enter the Vendor Invoice number present on the invoice
1 Enter the Invoice file received date and the bill amount with reference to the invoice present in the bill file.

E P [ b
[ ICAR O
woice Date ||%endor Invoice Mum Bill Murnber Invoice Received Date by DDO || Currency Bill Amount Prepaid Amount Accounting
[ HE 1 INR 11-JUL201Z
O Calendar
St sy a8
4 3
s M T W T F 5
1 Genaral ‘L 2 Lines 1 2 3 4 5 6 5 Scheduled Payments B Wiew Prepayment Applications
7 8 9 10Kl 11z 3
Surnrmnary 14 15 16 17 18 19 20 Status
tems 21 22 23 M 25 % A Status Mever Validated

28 29 30 31 1 2 3

4 5 6 7T 8 9 10 Accounted Unprocessed

Prepayments Applied Approval Required

11-JUL-2013
Holds
Subtotal 12 ~j|8 ¥ = = Scheduled Payment Holds
Cancel jl
Miscellaneous Description
Tatal
Cluick Match tdatch Al Distributions
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Bill Creation
Process based on
PO - DDO
Assistant

1 Once all the required fields are entered, click on Match button.

kbench {JARIF

2| ICAR
Institute Bill Type PO Mumber Yendor Mal| Supplier Mum || Supplier Site | Vendar Invoiy | Yendar Invaice MNurm Bill Murnber I
. IARI - Indian Agricultr | Standard 1561240101 CPWD 162 MEWY DELHI [11-JUL-2013 /1. T=

-
A e | 3

1 General l 2 Lines 3 Holds 4 Sfew Payments o Scheduled Payments B Wiew Prepayment Applications
Summary Armount Paid Status
[tems MR 0.00 Status |Mever Walidated
Accounted |Unprocessed
Prepayments Applied Appraval |Required
Halds

Subtotal

Miscellaneous
Total

Scheduled Payment Holds

Click on Match button to
Description match with PO

\/

Cluick Match /I tdatch I

All Distributions J
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Bill Creation 1 AFind Recei pt ormmensuMat chi ng i
Process based on 1 Purchase Order number is coming from bill header.
PO 5 DDO 1 Click on Find.
Assistant
O Find Receipts for Matching (AR Payahle DO anty - 1ARI - Indian Agricultural Research Institute
Matching
Type em _~
Supplier
Mame |[CPYWD Mumber 162

Site NEVW DELHI

Tax Registration

Purchase Order

Mum 15612400573 Release Line Shipment
Receipt Mum Ship To Deliver To
Packing Slip Bill of Lading Woayhill/Airhill

[tem ltern Desc Shipment ltem Desc
Supplier ltem Project Task
Cantainer Categary

Receipt Date
Shipped Date
Meed-By Dates

Cancel

Clear | ‘

Cluick Match

hatch

26 0of 240
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Bill Creation
Process based on
PO - DDO
Assistant

T AMatch to
T  Check Match Box.

Receiptso

1 Click on Match Button as shown in figure

Oty Invaiced

M Each 10

4 | .......

Purchase Order
LI
Ordered
Shipped
Unit Price
Payment Terms
Freight Terms
Type

Distributions

Linit Price
10

Each
10
0

10

Immediate

Standard
1

ARI- Indian Agric

hlatch Arnount
100.00

form opens

up.

Invoice Amount  |100.00
Line Total |[100.00
Freight/Misc Receipt Num Receipt Line Murn | |Receipt Date
[ 15612500209 1 11-JUL-2013
Receipt Quantity Associated Charges
UoM |[Each Freight
Billed |0 Misc
Received 10
Returmed 0O
Met Received |10
Accepted |0

Wiew Beceipt

Distribute. . Invoice Overview

Match

MNeed-By =
DE-JuL-2

4

270f 240
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Bill Creation
Process based on
PO - DDO
Assistant

1  Once you click on Match Button then purchase order details will copied to bill form.
1  The DDO Assistant shall save the bill and the bill is created.

€

=58 S P

Workhench (JAR| Foe anty

Click on this yellow floppy to save.

3] ICAR PENSION Match with PO

DR ALED D5

Institute Bill Type Pensioner Marne || Supplier Mum || Supplier Site |Bill Date Manth + PPO Bill Mumber File Re
. IARI - Indian Agricult | SERBE CPWWD 162 MEYY DELHI (11-JUL-2013 1 flat] THN
L | 3

1 General ‘L 2 Lines 3 Holds 4 Wiew Payments 5 Scheduled Payments B View Prepayment Applications
Sumrmary Arnount Paid Status
ltems 100.00 MR 0.00 Status Meeds Revalidation
Accounted Mo
Prepayments Applied Appraval Required
Holds 3
Subtotal 100,00 Scheduled Payment Halds 0
hiscellaneous Description
Tatal 100.00
Actions. 1 CQuick Match Match l All Distributions /I
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Bill Creation 1 If the user wants to view the populated details, he can go to Lines and see the receipts number, quantity received, etc.
Process based on =
myoice Workbench [JARI P ayalle DO
PO - DDO
Assistant
2 IR
|Insti1ute ||Bi|\ Tipe HPO NumberHVendorNa“SuppHer hurm ||Supp|ier Site”Vendor\mmice DHVendor\n\rmce Murm ||Bi|\ Murnber ||Imrmce Received Date by DDO HCurrency ”Eill Amount |@
[ 2R - i Agrcul Standard 1661240097 CPWD 162 NEW DELHI 11-JUL2013 |1 768 1-UL203 00000 R foom| =

| |

| | | | | [
| | | | | [
| | | | | L

A | )

M 3 Hulds 4iew Payments & Scheduled Payments | B View Prepayment Applications
Total

@ Met 100.00

‘Type HAmuum HPO Murmber HPO ReleaseHPO LineHPO Shipment ”Match Easis”PO DistrihutiunHReceipt Murnber HReceipt Line ”C]uantity Ivaiced HUOM ||Umt Price ”Descriptiun

0 lem | 10000 tEB12400978 | 2 Quantty | Each |10 Offce Equprments a8

L | | Ll | | [ |

L | | Ll | | [ |

L | | Ll | | [ |

L | | Ll | | Ll | v

[ | 3

( Digcard Line 1 ‘ ’ Distributions ‘ I Allocations )

(guiehen (e | AlDiiions |
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Bill Creation
Process based on
PO - DDO
Assistant

T Click on

Actionsél

O Invoice Workbench (JARI Payahle DD

button.

& 1cAR
Bill Type ||F'O Numher||VendUr Mame ”Supplier MNurn ||Supp|ier Site||Vend0r In\rni“\f’endur Invoice Mum ”Bill Mumhber
[ I Standard 1561240097 |CPWD 162 INEWY DELHI [11-JUL-2013 |1 768 =

4 | fffffff

1 General l 2 Lines 2 Holds 4 Wiew Payments 5 Scheduled Payments B “iew Prepayment Applications
Summary Arnount Paid Status
ltems | 100.00 IMR |D.DD Status |Needs Revalidation
Accounted |N0
Prepayments Applied | Approval |Required
Holds 3
Subtatal | 100.00 Scheduled Payment Holds D
D ipti
Miscellaneous | ssenphion
Total | 100.00
[ Agtions 1 ( Quick Match ( Maich ) [ AlDistibutions |
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Bill Creation 1 Run ICAR Bill Report, take a Print and forward it to the DDO.
Process based on 9 Go to section fiHow to Run Reporto to |learn about it
e ) Dipe 1 Close the form and forward the bill file to the DDO for checking.
Assistant : : :
1ARI 2 D nty
2| IcaR
Bill Type PO Mumber | Yendor Mame Supplier Num || Supplier Site| Yendor Invoir Vendor Invoice Num Bill Mumber
.\gricultl Standard 1561240097 | CPWD 162 MEW DELHI [11-JUL-2013 1 7EE =
A e | 3 =
1 iseneral 1 2 Lines 3 Holds 4 Wiew Payments 5 Scheduled Payments B View Prepayment Applications
Summary Arnount Paid Status
ltermns 100.00 INE|0.00 Status [Meeds Revalidation

Accounted Mo
Prepayments Applied

Approval |[IENETE
Holds 3

Subtotal 100.00 Scheduled Payment Holds 0

Miscellaneous Description
Total 100.00
_ Adtions..1 ) Quick Match (W) Al Distributions |
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5.2 Business Process i Bill Creation Process without PO

Navigation 1 Open the link for the Oracle Instance
http://icarerp.iasri.res.in/ (For User Training Instance)
Bill Creation 1 Enter the Username and password as provided (individual user name/password to be used). Password needs
Process without to be changed on first time login.
PO - DDO igation:
) Navigation: Home Page Opens U
Assistant T g ge P P

Project MIS & FMSA&ﬂpqm@mlggiﬁgmcultural Research

ICAR

*password

“User Name  ppo Assistant

(example: michael james. smith)
uuuul
(example: 4u99v23)

Cancel

Login Assistance

Accessibility None

Select a Language:

English

320f 240
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Bill Creation 1 Click on IARI Payables DDO Assistant, then Click on Bill Processing to open Bill form as shown in the
Process without following figure.

PO - bDO 1 Navigation: IARI Payable DDO Assistant-Bill Processing
Assistant

Project MIS & FMS in Indian Council of Agricultural Research

B Favorites ¥

Oracle Applications Home Page

Worklist Favorites

Full List
From Subject Sent
There are no notfications in this view.

Navigator

[
|| IART Payable DDO Assistant IARI Pa\d)le-l)l)eql\ﬁsim| 2. Click on Bll Processing
(@ Bil Processing

Diagnostics Logout Preferences Help

Aboutthis ’age  Privacy Statement Copyright (c)

1. Click on IARI Payables DDO Assistant
responsibility.
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Bill Creation
Process without A% Lavigator - 1ARI Payable DDO
PO - DDO

Assistant Functions | Documents

Bill Processing

Bill Processing Top Ten List

‘\EL Click on Bill ProceSSing to

—] create a Bill

o )
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Process without
PO - DDO
Assistant

1 The DDO assistant shall receive a bill file from the purchasing section which he shall use for entering the bills
1 Following is the bill form.
O]

2| [cAR

Operating Unit Bill Type Mature of Bill PO Mumber
. [4RI - Indian Agriculti Standard

/

Select Nature of Bill

Wendor Name Supplier Mum | Supplier Site Name Wendor Invoice Date ||Wendor lnvoice Mum — Bill Number

q ’
1 General 2 Lines 3 Halds

4iew Payments & Scheduled Payments & View Prepayment Applications

\
Summary Amourt Paid \ Status Enter Invoice number

tems INR 0,00 | Select vendor name

)
Status Mevel Entervendorinvoice
date

Accounted |Unpr

Prepayments Applied

Approval Mot Required

Holds
subtotal Scheduled Payment Holds
Miscellangous Descritian
Total
Actions... 1 Quick Match Iatch ' Al Distributions J
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Bill Creation 0 Respective I nstituteds name will be defaulted aut
Process without

o Biltype-Cl i ck on the LOVO0s button t o isshbweng variousttypds of®ils L
PO - DDO that can be created in system. .
Assistant

o0 Standard- It is used for creating a normal invoice, for creating a settlement invoice etc.
o Credit Memo- It is used to give some credit to a vendor on receiving a credit memo.

0 Prepayment- It is used to create a bill for making an advance payment to vendor/employee.
o Nature of Billfieldi For reading this is detail

, pl ease see t
0 Select the appropriate Nature of Bill.

= ICAR O
Operating Unit Bill Type Mature of Bill PO Murmber Yendaor Marme Supplier Mum | Supplier Site Narme Wendar Invoice Date
. IAR] - Indian Agricultt Standard
lick on Bill
'f(:) gelgct Sta;)ég?d = :
Mature |Other Others
1 General 2L

File Received Date

1
Summary l

lterns [0]%4 | Qancel)l Clearjl Help)l

Frepayments Applied

Approval Mot Required
Holds

Subtotal Scheduled Payment Holds
Description
hiscellaneous P
Total
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ICAR
Bill Creation M Vendorname-Ent er the name of the vendor You can sear (
Process without to select.
PO - DDO
Assistant
E . — Oix
Click onthe LOV button
2 ICAR O
|Institute ||BiIIType ||PONumber| /érNa“SuppIierNum ||Supp|ierSite“\/endorlnvoi||\/endorInvoice Murn ||BiIINumber |E
B 47! - indian Agricuty Standard
Trading Partner

1 General l 2 Lines

Find|Corporate Infatech Pyt Ltd %

Trading Partner Marme
 Corparate Infatech Pyt Lid,

Summary

[tems

Prepayments Applied

Subtotal

Miscellaneous

Total

1

Supplier Murmber

Taxpayer 1D Tax Registration Mumber | Tax Type

Quick Match Iatch All Digtributions
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Bill Creation
Process without
PO - DDO
Assistant

1 Supplier number
0

It is the uniqgue number assigned to every supplier by the system automatically.
0 On selecting the Vendor name, the supplier number will come automatically.

1 Supplier site-If the vendor has only one site, it will come automatically. If there are multiple sites of a vendor

than select the relevant supplier site.

2 Warkbench {(ARI Payable DDO

| 1cAR

Institute Bill Type
B 2RI - Indian Agricutt | Standard

1

PO Murmber Yendor Nal| Supplier Nurn || Supplier Site | Vendor Invaoin Yendor nvoice NMum

Corporate | E

Bill Murnber Ire
= NEW DELHI

("

3

Prepayments Applied

Suhtotal

Miscellaneous

Total

1 General 1 2 Lines 3 Holds 4 Wiew Fayments o scheduled Payments B Wiew Prepayment Applications
Surmmary Arnount Paid Status
ltems MR |0.00

Status [Mever Yalidated
Accounted Unprocessed
Approval Required
Holds
Scheduled Payment Holds

Description

Quick Match

Match I

All Distributions /I
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Bill Creation
Process without 1 Vendor invoice date-Enter the date present on the vendor invoice. You can use the calendar.
PO - DDO B -0
Assistant Click on the LOV button
L ICAR N\ / O
Institute Bill Type FO Murmber Yendor Nat| Supplier Mum || Supplier Site | %erMor Invoir|endar lmvoice Mum Bill Mumber Ir

B 27 - indian Agricutt Standard

Corporate | 2

O Calendar

4t Juy 2013

1 General | 2 Lines 3 Halds 4
Summary Arnount Paid
ltermns IR 0.00

MEW DELHI

4t

F S
5

W
3 [ €3

b

b

B “iew Prepayment Applications

T
m 11 12 13

14 15 16 17 18 19 20
M 2 23 M B 6 7 htus
8 29 30 3 1 2 3 e
4 5 6 7 8 9 10

T
a1 2
9

Mever Validated

Unprocessed

Prepayments Applied aval Reguired
04-JUL-2013 hlds
Subtotal
Cancel J s
Descripti
Miscellaneous SR
Total
Quick Match hatch All Distributions
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VREH
ICAR
Bill Creation 1 Vendor invoice number-The system will give you the following message. Click on Cancel and enter the
Process without invoice number as mentioned on the vendor invoice.
PO - DDO
Assistant o —p——
2 ICAR O
Institute Bill Type PO Numben | Wendor Mal Supplier Num || Supplier Site | %endor Invoif|%endar Invaice Num Bill Mumhber Ire
. IARI - Indian Agricultr Standard Corporate | 2 HEWY DELHI 04-JUL-2013 -

-

»
1 General l 2 Lines 3 Halds 4 Wiew Payments 5 Scheduled Payments G Wiew Prepayment Applications

Surmary Amount Paid Status

[terms INR - 0.00

O Caution
Prepayments Applied & APP-SQLAP-10163: Use the Invoice Date as the Invoice Number?
Subtotal
Cancel
Miscellaneous Description
Total

Guick Match Match Al Distributions
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HRE M
ICAR
Bill Creatio_n 9 Bill amount- Enter the amount of invoice to be entered.
Process without f  Also enter the date on which the invoiceisrecei ved by the DDO/ DDO assista
PO - DDO Date by DDO®b.
Assistant

2| ICAR
'|Wendar Invoir Yendor Invaice hum Bill Mumber Inwoice Received Date by DDO || Currency Bill Amaount Prepaid Amount Accountin
. 04-JUL-2013 11 MR 50000.00 04-JUL-20—
a 000 [ ereereE | D
1 General 1 2 Lines J/ Holds 4 Wiew Fayments 5 Scheduled Payments B Yiew Prepayment Applications
Summary Armount Paid Status

[terms MR 000 Status (Mewver Validated

Accounted Unprocessed

Frepayments Applied Approval Reguired

Holds
sustota Scheduled Payment Holds
Miscellaneous Description
Total

Quick Match Watch | All Distributions J
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R
ICAR
Bill Creation 1 Payment Terms: Will be default.
Erc())ceSISD Z)wthout 1 Payment Method: It will always be default from the supplier level. However, at the time of creation of bill, the
A - user can change the payment method to the desired. For making the payment method as Electronic, the user
Sl shall make sure that the Bank details are available.
= = =]
2 ICAR (|
Date Terms Payment Method Prepayment Type Settlement Date || Remit-To Supplier Mar |Remit-To Supplier Site | Rem
| Bk Immediate |
‘ayment Methods
Find|%
! Fayment Method Far Bills Payahle =~ '
1 General 2 Lines 5 Scheduled Payments B Wiew Prapayment Applications
Summary Electronic §l v |latus
4| »
ltems Status Mever Validated
Eind | Cancel ) Accounted Unprocessed
Prapayrents Applied Approval Reguired
Holds
Subtotal Scheduled Payment Holds
Miscellaneous Description
Total

42 of 240



\ ‘I\ 292

Oracle Accounts PayablesUser Manual Version20.0

Bill Creation
Process without
PO - DDO
Assistant

Now, Click on Lines.
1 Line Type will be Item (automatic).
91 Enter Amount and click on Distributions.

= Irvoice Warkbench (AR Payable DDO Assistant)

(2 Icar

”\/endur Invui“Vendnr [rvoice Mum ||Bi|| Mumber ||Invuice Received Date by DDO ||Currency ”Bill Armount ||F‘repaid Arnount ||Accnuntin
B nsouomali 752 | INR 000000 | 04-JUL-20
1 | | | | | | |
| | | | | | | |
| | | | | | | | 5
d T | 3
1 General J 2 Lines 1 3 Haolds 4 e Payrnents 5 Scheduled Payrments B Wiew Prepayment Applications

Tatal

@ Enter amount

1

Met

|Type i&mo

||F‘O Mumber ||PO ReleaseHPO Line”F‘O Shipment ||Mat|:h BasisHF‘O Distribution”Receipt Mumber ||Receipt Line |@

|1 |Item '

-

Click Distribution

L4

[ T T T 1

—
i

( Digcard Line 1 ‘ [ Distributions ‘ I Allocations )

[ ouickMach  ( Meten ) [ Al Distriutions |
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Bill Creation
Process without
PO - DDO
Assistant

9 Distributions form open up.
T Click on

t he Account

O Distributions (IARI Payable DDO

Ling Mumber |1

Line Description |

LOVOos.

tant) - 1ARI - Indian Aaricultural Research Institute, 1, Corporate Infatech Pt Lid.

Line Total |50000.00
Distribution Total 50000.00

@ v
|Num ||T3rpe ||Am0unt |GL Date ”Accuunt ||Asset Book ||Descripti0n
I tem i - | | | N
L | | |
L | | |
L | | |
L | | |
L | | |
L | | |
L | | |
L | | |
L | | |
L | | |
L | | |
L | | |
Ll | | | o
4 e | 3
Status |NeverVaIidated Distribution Class |F'review
Accounted |Unprocessed Azgociated Charges |
Account Description |
( Reverse 1 ( Tax Distributions ( Wigw PO ( Wiew Receipt

44 of 240



W

R
ICAR

Oracle Accounts PayablésUser Manual Version20.0

Bill Creation
Process without
PO - DDO
Assistant

1 In Distributions window, user will be entering the code combinations where the accounting of the bill shall take
place.
9 Institute- Institute name will come automatically once you click on the LOV button.
[=] M 5]
Line Murmber 1 Line Total 5000000
Line Description Distribution Total  50000.00
2
Mum || Type Amount GL Date Account Aszzet Book Description
' tem 50000.00 04-JUL-2013 :
Institute 196 IARI, PUSA NEW DELHI
Fund Type J
Scheme Code
Account
Divigion
Future 1 {00000 Default
Future 2 00000 Default
r 1 3
Status  Mever Yalidated oK | Cancel | | Combinations Clear | Help
Accounted  Unprocessed
Account Description
Reverse 1 Tay Distributions Yiew PO iew Receint
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R
ICAR
Bill Creation 1 Fund type-
Egceégg'thom 0 It means the source of funds from which the funds will be disbursed.
. o0 Select the appropriate fund type from the LOVO
Assistant .
Plan, IRGS, deposit scheme, etc
o Click OK.
b| =] £
Line Mumber 1 Line Total S0000.00
Line Description Distribution Total 50000.00
=
Mum || Type Arnount GL Date Account Asset Book Description
l 1 Item 50000.00 04-JUL-2013 -
(o]
Institute 156 IARI, PUSA NEWY DELHI
Fund Type
Scheme Codef IR
Account
Division| Find/%
Future 1| | FUND  Description
Future 2| Default
101 Flan Schemes
1 141 Flan Schemes - TSP
Status  Mever “alidated 1231 EI;:PS;:emES-NEH Help
Accounted  Unprocessed 202 Mon Flan AF Cess
Account Description 251 Mon Plan Sche.mes
501 Revenue Receipts{RGE)
Reverse 1 Tax Distributions a0z Staffvwelfare Fund
a01 Deposit Schemes - Domestic
80z Depasit Schemes - Fareign
901 Revolving Schemes Plan
a0z Fevalving Schemes AF Cess
Fing cancel
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R
ICAR
Bill Creation 9 If the Source of fund is Non-Plan, IRGS, select default scheme code. If the source of fund is other than Non-
Process without Plan, select the relevant scheme code from the list.
PO - DDO = —_lalx
Assistant Line Number 1 Line Total 5000000
Line Description Distribution Total 50000.00
=
Mum || Type Arnaunt GL Date Account Asset Book Description
l 1 lterm 000000 04-JUL-2013
= x
Institute 156 1AR1, PLISA MEWY DELHI
Fund Type 101 Flan Schemes
Scheme Code
Account
Division Fird| %
Future 1 0 —
SCHEME CODE Cescription =
Future 2 00 Sl Default
FIREAALY Mational Bureau of Plant Genetics Resources, Mew Delhi T »
11102 AICRFP an Under Utilised Crops, Mew Delhi
112 AR, Mew Delhi + OBC blp
11202 AICRP an Pesticides Residues, Mew Delhi ot
o 1 11z03 AICRP on Mematodes, hew Delhi . L
11204 MNRC Biotechnology Centre for Crop Science, Mew Delhi Preview
11204 Directorate of Maize Research, Mew Delhi.
11206 AICRFP on Maize, Mew Delhi
Account| | 11207 MCIPM, Mew Delhi
11208 Directorate of Floriculture, Mew Delhi ) .
11209 AICRP Floriculture, New Delhi iz e
11210 MHetwork Programme on Insect Biosystermatics (Part of AR
11211 Metwork Progject on Transgenics (Part of MRC Plant Biotechnology)
11301 Central Rice Research Institute, Cuttack
11302 DRR, Hyderabad -
i Cance
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Bill Creation 9 Account- Select the correct natural account from the list given.
Process without o It signifies the account in which the invoice should be accounted.
zgsi-stga? 0 User can search for the required account by using % and finding it in the Find field.

o This LOV contains all the accounts.
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