#{ HUMBOLDT Finance 8.4 Accounts Payable
L STATE UNIVERSITY Banner Vendor Voucher Interface
Job Aid

Last Revised: 6/2/2008



REVISION CONTROL

Document Title:
Author:

File Reference:

‘fbt HUMBOLDT

STATE UNIVERSITY

Banner Vendor Voucher Interface
Ken Rocha

banner_wvi_interface_20080602.doc

Date By Action Pages

10/17/2007 K. Rocha Release of new document All

06/02/2008 I. Gray Rebranding All
Review/Approval History

Date By Action Pages

11/2/2007 C. Smart Reviewed and posted to the CMS Training Web Site All

Last Revised:
6/2/2008




Table of Contents

Page

T o 11 L1 1 o] o [OOSR OUPUPPTTPRR 1
1.0  Running the Banner Vendor VOUuCher INTEIfACE ...........oovveiiiiiiiiiiiiie e 2
1.1 Review the Refund SUMMArY LiSt..........ooiiiiiiiiiiiiiie e 2

1.2 RUNthe HUMAPOLO PrOCESS. ..ciiiiiiiiiiiiiiieeie e e ieettee et e e e e e e ettt e e e e s s sntaeaeeeaee e s s snnsrnaeeeaeeeaesnnsnees 3

1.3 Runthe HUM_BNR_VCHR_QUICK_SUMM QUETIY ....cccicuuiiieiiiieieiiireeeiniineeessiseeeessnsseeessnnees 5

1.4 Update FOreign AQUIESSES ....o.veiiiiiiiiiee ittt sttt e ekttt b e e s abb e e s sabe et e e sabbr e e e snnneas 6

Last Revised:
6/2/2008

‘fbt HUMBOLDT

STATE UNIVERSITY



{t HUMBOLDT

Introduction

The Banner Vendor Voucher Interface defines a set of processes and procedures for loading Banner
transactional data into the PeopleSoft Accounts Payable system.

The transactional data created from Banner is a result of student refunds and financial aid. This data is
generated by the Banner job, tsjaps9, and sent via secure FTP to the campus’ FTP account on the
PeopleSoft process scheduler server. The PeopleSoft Finance process, HUMAPQ19, is then run to load
those transactions into the vendor and voucher tables.

This guide steps you through the loading of Banner transactional data into the PeopleSoft AP tables. The
descriptions and screen shots assume that you are using Windows XP.
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1.0 Running the Banner Vendor Voucher Interface

1.1 Review the Refund Summary List

Process Steps Screen Shot
1. ReVieW the Refund Summal’y LlSt B Refund Summary List - Message (Plain Text) EJEJEl
to determine if there are Banner i Fle Edt Wew Insert Formab  Tools  Actions  Help
transactions to be loaded into the by | aRopy oAl | gForwrd | f | S| Y OIS X 20 Ao
ACCOUHtS Payable SyStem If data From: Production Jobs Account [prodacck@bumboldt.edu] Sent:  Tue 10f16/2007 2:22 AM
|S ava.ilable, the report Wl" ShOW 2 refund-surmmary@redwood hurnboldt, edu
the vendor counts, voucher counts, HEEEY PERmASTEG
and VOUCher amounts for eaCh Summary of the Banner to PeopleSoft Vendor/Voucher File
Banner detall COde. Created : 16-0CT-2007 02:21:59
. . DETL Vendor Voucher Voucher
If data is not available, the report CODE count  count s
will say “no rows selected.” You 5000 2 2 §1,530.93
can stop here. There are no M mr meee
transactions to be loaded. s weooaEe EIeEet
F*Wendor Count may include vendors with more than one detail code
The Refund Summary List is Unique Vendors: 129
delivered via e-mail to the refund-
summary@redwood.humboldt.edu
mailing list.

Note: If there are transactions for
detail code 6001 (student refunds),
check with Glenda Rotherham
before proceeding. She will review
the refund statements generated
from Banner against the refund
report to ensure the validity of the
data.
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1.2 Run the HUMAPO19 Process

VERSITY

{ HUMBOLDT

Navigation: Humboldt Reports and Processes > Humboldt Processes > Banner Vendor/Vouch Int

Process Steps

Screen Shot

2. If there are Banner transactions to
be loaded, run the HUMAPO19
process. From the run control
search page, select an existing run
control or create a new one to run
the process.

(= Banner Vendor/Vouch Int - Windows Internet Explorer

@@ | httpssfemsfin, humboldk edufpsp FHUMPRIJEVPLOYEE(ERFIHUM_Fs_c v | & | 49| X |

File Edt Wiew Favorites Tools Help

W [%H@E\ankpaga 1@5anner\fendurt\fuuchlnt xlil - B =

~ [»Page v {Tods »

PeopleSoft.

Home | Worklist | MultiChannel Console

1=

Hum Rnctl Humap019
Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value {_Add a New Value |

Search by: Run Control ID begins wnhl:l

[Ccase sensitive

Search | Advanced Search

Find an Existing Value \ Add a New Value

Add to Favorites | _Sign out

New Window | Help | /B,

& mtermet

B 100% -

3. On the Banner Vendor Voucher
Interface run control page, enter
the following parameters:
Business Unit:

HMSTD

File Path:
[fs/fspsoft/xfer/in/ffhumftp/
File Name:

sbck.trn

Click the Run button.

{2 Banner Vendor/Nouch Int - Windows Internet Explorer

@”_:-‘j = [{&] Pttos:jtemsfin humbolct, edufpsn/FHMPROJEMPLOYEEERPIGHUM F5_c v | 1 | 42| %] |

File Edit Wiew Favortes Tools Help

w R I%F]@mankpage }@Bannerwndurmumrnt xl_l h-8 @&

- [ibpage « (i Taols -

I)eOI)I(:’.SOftS Home | Workiist | _Mulichannel Console | _Add to Favorites | _Sign out |

Business Unit: HUSTD &,

| [EM
Mew Window | Help | Customize Page |
Banner Vendor/Vouch Int
Run Control ID:  LOAD_BANNER_CHECKS Report Manager FProcess Monitor Run ‘

File Path: ‘ﬁsﬁspsnﬁmeriin!fhumﬂpi ‘
FileName:  |sbekin |
B save | LRetimtosearch | (=] Nty | ErAdd
Done € 1ntemet # 100% v

Last Revised:
6/2/2008

Page 3 of 6




Finance 8.4 Accounts Payable
Banner Vendor Voucher Run Guide
Job Aid

{ft HUMBOLDT

STATE UNIVERSITY

4. On the Process Scheduler Request
page, enter the following
parameters:

Server Name:
PSUNX (or blank)
Output Type:
Web

Output Format:
PDF

Click the OK button to run the
process.

= Banner Yendori¥ouch Int - Windows Internet Explorer

@‘C/ =[] tttpssjfemsfin hurbaldt,edulpsn/FHUMPROJEMPLOYEEERPIHUM_F5_c v | & | é2| %] | |2

File Edit View Favorkes Tooks Help

— = - = 5
ok Igg[-]@alankpage Xgaamermdorfvoucmnt xl l % v B - = - [rpage - 0 Took -

PeOI)l(ESOfts Home | Worklist | _MuliChannel Console | _Add to Favorites | _Sign out |

Mew Window | Help | Customize Page | /5,

=3

Process Scheduler Request

User ID: ksr7001 Run Control ID: LOAD_BANNER_CHECKS

Server Name: RunDates  [10M52007 [

Recurrence: ¥ RunTime: 2:56:10PM Resetto Current Date/Time |
Time Zone: l:lQ

Process List

Select Description Process Name Process Type Type TFormat Di 1
Banner VendrVouchr Int. (VW1) HUMAPO19 S0R Process Web ~ || PDF ~ | Distribution

oK Cancel

@ 1ntemet # 100% -

5. Use Report Manager or Process
Monitor to print the HUMAP019
report. It is recommended that you
use Process Monitor so that you
can also verify that HUMAP019
ran successfully to completion.

Note: If the process does not run
successfully (i.e., the Run Status is
Error), stop here and contact
Technical Services.

Last Revised:
6/2/2008

Page 4 of 6




Finance 8.4 Accounts Payable
Banner Vendor Voucher Run Guide
Job Aid

1.3 Run the HUM_BNR_VCHR_QUICK_SUMM Query
Navigation: Reporting Tools > Query > Query Viewer
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Process Steps

Screen Shot

6. From Query Viewer, run the query
HUM_BNR_VCHR_QUICK_SU
MM and attach the printed output
to the HUMAPO019 report.

[ IR
Be N fe fpwim fuh ge
S —— By

&
o
0 50 DA, Luave Baida bLank o 2 B0k of ol vl

¥ meoeasn [l Ene VTR UCK UM

.

T_QUERT_vetn_anstom sede ¥ ) | 4r

PeopleSoft. T ——

i e | oo | Coseerace Paos | B

[
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1.4 Update Foreign Addresses

Process Steps Screen Shot
B Refund Foreign Addr List - Message (Plain Text)
7. Examine the Refund Foreign i Fle Edt Vew Iwet Fomat Toos Actions Help
Addl’eSS LIS'[ to |dent|fy any i 4 Reply | CgReply toa] | (3 Forward | -9 [ <3| ¥ [ (S8 X | & v @ - N | @) !
Vendors Ioaded With foreign :;o:m: ,‘E.fu:;Dﬁ;g,ogdx:;;;E?"Uhr;é?:::CCt@humholdt.Eduj Sent:  Fri 10/5(2007 2:20 AM
addresses. Because the Banner
country codes do not always match
05-0CT-07 HUMBOLDT STATE UNIVERSITY Page 1
the Peoplesoﬁ Country Code51 you REFUND CHECES WITH A FOREIGN ADDRESS ?
may need to correct them in
PeopleSoft. Use the vendor Hame o Natn
maintenance pages in PeopleSoft rice, louise Picos g6 85 7542 DENIA
to Verify or update the Country Clav\’:un, Jill Elizeheth 946-57-0515 CAMAD
Codesl 3 rows selected.

If there were no foreign vendors
loaded, the report will say “no
rows selected.” You will not need
to update any country codes in
PeopleSoft.

The Refund Foreign Address List
is delivered via e-mail to the
refund-
list@redwood.humboldt.edu
mailing list.
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