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Procedures for Coding Invoices in Oracle

Please submit all invoices to invoices@stolaf.edu. We need you to ask your suppliers to submit
their invoices directly to this email address AND to include the St. Olaf contact for that invoice.

Accounts Payable will prepare the invoice in Oracle and send it to the St. Olaf contact /
Requester for coding.

You will receive an email, as well as a bell notification, letting you know that you have an invoice
that needs coding.

Click on the bell icon for more information.

‘@

Click on the line describing the action required.

Shaw All

Naotifications

ACTION REQUIRED 43 minutes ago
Account Coding for Invaice 9876 from Apple (100.00 USD)
STOLAF SCHEDULER

rement My Enterprise Tools



mailto:invoices@stolaf.edu

You will see a pop-up with a summary of the invoice that needs coding.

Click on “View Invoice” to review the details of that invoice.

ST.OLAF

< Notifications

Assigned to Me (0)

Created by Me (3) All

Search

ACTION REQUIRED

Account Coding for Invoice 123456 from Apple (250.00 U
STOLAF SCHEDULER

FYI

Request to Approve Supplier WASTE MANAGEMENT OF

ladl
Request to Approve Supplier OXYGEN SERVICE COMPAN!

FYI
Request to Approve Supplier VAN METER INC for Spend

FC SECY

Account Coding for Invoice 123456 from Apple (... @c\mns v | Complete -

Invoice Account Coding

250

.00usD

Apple

123456

9/25/2023

Details

Amount Summary

Line Type

Item

Total

From
Requester
Supplier Site

Business Unit

STOLAF SCHEDULER
Keri Peterson
Main

St. Olaf College

Amount
250.00

250.00

The “Invoice Details” will open in a new tab.

You can view an image of the invoice at “Attachments.”

ST.OLAF

Invoice Details : 123456

Invoice Date  9/26/2023 .
Invoice Amount
Invoice Type Standard
Applied Prepayments
Supplier or Party Apple
Supplier Site  "Main Unpaid Amount
PO Box 74008409, Chicago, Helds 0
Address | go674
Notes Ef
Lines Holds and Approvals  Payments  Installments
ltems
View w ﬁ E‘Y i’;: Detach
Line Amount Description Quantity Price UOM Name
Number
1 250.00

25000 USD

0.00 USD

250.00 USD

Validated Actions w Save and Close

Purchase Order

Line

Schedule

Business Unit  St. Olaf College

Payment Business Unit St. Olaf College
Payment Terms  Net 1

Payment Currency USD

Attachments apple.pdfi s 3

Receipt

Ship-to

Number Line



Once you have reviewed the invoice and determined the correct coding, navigate back to the
summary of the invoice at the bell notification.

Click on “Actions,” and select “Edit Distributions.”

& fa-ewur-test-saasfaprod1.fa.ocs.oraclecloud.com/fscmU| /faces/adf .task-flow?tz= America%2FChicago&df=medium8&dt=both&tf=short&lg=endicy=8bp... @
e 0

Account Coding for Invoice 9876 from Apple (10... Complete
ete r S C Edit Distributions
B . ys)]
Invoice Account Coding
Delegate
nses
100.00 UsD .
Apple Add Comments
9876 Add Attachment
9/25/2023 View Approvals
Details
Payables From STOLAF SCHEDULER
Dashboard

Requester Keri Peterson

Supplier Site Main

Business Unit  St. Olaf College

Click the “Plus” (+) sign under “Line 1: Distributions” to add a line for coding.

& fa-ewur-test-saasfaprod1.fa.ocs.oraclecloud.com/fscmUI/faces/FinAplnvoiceAccountCodingTaskFlow/EditAccountingDistributions?_adf.ctrl-state=3ho9tz.. @&

Save || Save and Close “ Cancel ]

Edit Distributions

S( Details

Requester Email peter33@stolaf edu Number 9576

/261"
Business Unit  St. Olaf College Date  9/26/2023

First-Party Taxpayer ID  41-0693979 Invoice Description

. PO Box 74008409, Chicago, IL, Supplier or Party  Apple
Remit-to Address 50674, Cook

Invoice Lines

View w [E: Detach
les
2ard Line Line Type * Amount Quantity Unit Price UOM  Description

A1 ltem 100.00
4

Columns Hidden 7

4 Line 1: Distributions

Actions w View w @ X B
Project

Number Amount (USD) Distribution Combination Details
Context Value -




Enter the dollar amount under “Amount (USD).”
Then click on the Search icon to the left of the field under “Context Value” to select your coding.

Click on the “Plus” (+) sign if you need to add more lines for coding.

Invoice Lines
View w = Detach
Line Line Type * Amount Quantity Unit Price UOM  Description

1 Item 100.00

Columns Hidden 7

board

4 Line 1: Distributions

Actions w View w 4= X _’_

Number Amount (USD) Distribution Combination .
Project

Number

l ( 100.0(:1] P. Invoice Di v‘ ‘ Q

Totals 100.00

Context Value Task Number

-




Select the appropriate coding for the “Fund,” “Cost Center,” and “Account fields.

If applicable, select the “Activity” field.

Then click the “OK” button.

Key Flexfield

4 Hide Segments

Click “Save and Close.”

Future Use 1 | 0000
Future Use 2 | 0000
Interfund | 00000

General Supplies &
Materials

@ fa-ewur-test-saasfaprod1.fa.ocs.oraclecloud.com/fscmU|/faces/FinApinvoiceAccountCodingTaskFlow/EditAccounting DistributTE?__achmis_t_a:fL:Shomzm @

Edit Distributions

3§ (] Details

Requester Email
Business Unit
First-Party Taxpayer ID

Remit-to Address

peter33@stolaf.edu
St. Olaf College

41-0693979

PO Box 74008408, Chicago, IL,

60674, Cook

-

Save(ﬂ Save and Closel:ﬂ Cancel

Number 9876
Date 9/26/2023
Invoice Description

Supplier or Party Apple



Click “Complete.”

& fa-ewur-test-saasfaprod1.fa.ocs.oraclecloud.com/fscmUl /faces/UnifiedNotificationFlow/UnifiedNotificationPage?_adf.ctrl-state=3ho9tzad4_7788_afrloo.. &
Account Coding for Invoice 9876 from Apple (10... - Actions ¥
Invoice Account Coding
Apple
9876
9/25/2023
Details
ables From STOLAF SCHEDULER
Fe Requester  Keri Peterson
Supplier Site  Main
Business Unit  St. Olaf College

If you would like to add a Comment or an attachment, please do so BEFORE you click “Submit.”

When you are completely finished, click the “Submit” button.

Complete 1@'@

Comment

' Drag files here or click to add attachment




Procedures for St. Olaf Purchase Cards

St. Olaf faculty and staff who have been issued purchase cards will manage transactions
connected to these cards in Oracle.

Navigation: “Me” — “Expenses” tile.

=9 COLLEGE owpP o

Good morning, Keri Petersen

QUICK ACTICHS

P EODOB

B@oe -

3 @ 6 0 O

Purchase cards are linked to each member of the faculty or staff who has been assigned a card,
and Wells Fargo will load transactions into Oracle daily.

These transactions will appear on your “Travel and Expenses” screen. Click on the “Create
Report” tile.

='¢ COLLEGE

Travel and Expenses

Expense Reports

) \ Eat
Create R‘y

Available Expense ltems



“Purpose”: please enter the “Purpose” (title) of the Expense Report.

Then check the box next to “| have read and accept . . . “ to confirm that you have read and that
you accept the college’s corporate travel and expense policies.

Then click “Save.”

“Add Existing”: under “Expense Items,” click “Add Existing” to add your expense items to the
Expense Report.

Create Expense Report @

Report Total

pote [Sapancn S
P ——— 0.00usp
@ave read and accept the corporate travel and expense policies.

Expense Items
_— e,

Actions ~ == Create ltem ‘Add Existing pply Account ¥ Split Allocation

Your Expense Items will now appear in a pop up.
Click to highlight and select the expenses you wish to include in this report.

Click the “Apply” button, and then click “OK.”

Add Expense [tems
General Supplies 91312023 77.56 UsD
MENARDS DUNDAS MN Card 5207
General Supplies 9/14/2023 22.10 UsD
WALGREENS #3085 supplies Card 7848
Miscellaneous 9/14/2023 30.00 USD
NORTH AMERICAN HOCKEY Card 4592
Meals Domestic 911412023 28.89 usD
694 HILTON EL CONQUISTADO Card 5340
Meals Domestic 911412023 21.95 usD
UBER TRIP taxi Card 3801
General Supplies 9142023 27.96 UsD
MENARDS DUNDAS MN Card 5207

10


https://stolaf-college.com/business-office/policy-travel-and-business-expense/

The expenses that you have selected will populate in the “Expense Items” section of your

Expense Report.

You will see a red circle with an “X” next to items that are missing required fields. You can either
input the information and attach receipts from this page, OR you can navigate through your
expenses by clicking on the date associated with the transaction.

Note: you do NOT need to include receipts for transactions less than $25.00.

ST.OLAF

Create Expense Report &

* Purpose | September Gonference |

Expense Items (6)

== Create Item Add Existing Apply Account ¥ Split Allocation

[] Date = Type Amount «
© Missing required field
[] 91612023 wga Domestc v ﬂcfj uso
@ Missing required fields
[] 911512023  Gas Oil Vehicie Serviiv 4788 usp
@ Missing required fields
[] 91512023 Rentalvehice  ~ 184050
@ Missing required fields
[] 91412023 Meals Domestic g.43 sp

Merchant

STARBUCKS T1 CONC CMS

SHELL OIL 12622335007

HERTZ #0216011

694 HILTON EL CONQUISTADO

4 Report Total

Employer Pays You
Employer Pays Card Issuer (6452)
Employer Pays Card Issuer (5340)

Employer Pays Card Issuer (2742)

126.34usp

° @

0.00 USD
12.25 USD
55.83 USD

36.31 USD

w#| | have read and accept the corporate travel and expense policies.

Location + Description Attachments
*Add description . Add attachment
*Add description . +Add attachmeant
*Add description . Add attachment
*Add description Add attachment

11



Fill in all required fields and attach the relevant receipt.
Use the dropdown menus to select the appropriate “Template” and “Type” of expense.

If the “Account” information does not auto populate, or if you need to change the coding, click on
the blue Search icon next to the right of the “Account” field.

“Personal Amount”: include any charges that are personal expenses in the “Personal Amount”
field.

ST OLAF

Meals Domestic 9/16/2023 Show Ermrs@ Meals Domestic 9/16/2023 ¥ » _-

* Date 9/16/2023 Attachments

* Template | 1. St. Olaf Employee Expenses v f Drag files here or click to add
attachment
* Type | Meals Domestic v

* Amount  USD 1225
Snip 1.PNG (13.01KB) &, X
Personal Amount | 0.00| usb
Business Amount 12.25 USD m Receipt missing

Billed Amount 1225 USD

Reimbursable Amount 12,25 USD

* PRy
Description | g e akfast Accoum|10noo-15227-5720u-nuooo-ouuu-occu-u =

* Merchant Name STARBUCKS T1 CONC C MS

12



When you have entered all required information, click on the drop-down arrow next to “Save and
Close,” and select “Save.”

To navigate to the next expense, click on the right arrow to the immediate left of “Save and
Close.”

(7 |G

Save

Attachments

Drag files here or click to add
f attachment ~

13



When all required fields for all charges are complete, your Expense Report should look like the
screen below:

Expense Report: EXP000013330389 @

* Purpose | September Conference ‘ 4 Report Total

Employer Pays You 0.00 USD
Status  Saved

Employer Pays Card Issuer (6452) 12.25 USD
Employer Pays Card Issuer (5340) 5583 USD
Employer Pays Card Issuer (3801) 21.95 USD

126.34usp

D I have read and accept the corporate travel and expense policies.

Expense ltems (6)

== Create Item Add Existing Apply Account ¥ Split Allocation

|:| Date v Type Amount « Merchant « Location « Description w Attachments
. 12.25UsD STARBUCKS T1 CONC C Breakfast
[] 9/16/2023  Meals Domestic v caibass  MS ) Elm
[ 9A15/2023  Gas Gil Vehicle ¢ v 47.86UsD  SHELL OIL 12622395007 Fuel for rental car Ba)
Card 5340 p
[[] 9/15/2023 Rental Vehicle v 1.54UsD  HeRTZ 2021601 rental expense Ea
Card 5340 p
. 6.43usp 694 HILTON EL Lunch expense
D 9/14/2023  Meals Domestic v Card 5340 CONQUISTADO pe ) =
: 21.95usD UBER TRIP taxi
[] 91412023  Meals Domestic v Card 3001 ) =
. 36.31usp  TST” SAFFRON URBAN lunch at conference
|:| 9/14/2023  Meals Domestic v Cord 2742 INDIAN // Elm
« I 4

14



If there are any missing fields, they will be noted with a red circle with an “X” and red text
stating, “Missing required field.”

To split the allocation of an expense, select the check box for the affected line, and then select
“Split Allocation.”

The “Actions” tab will also allow you to perform other tasks related to a specific charge, such as
removing an item or classifying it as “Personal.”

126.34usD
D | have read and accept the corporate travel and expense policies.
Expense Iltems (6)
e
.'1- Createltem | Add Existing l Apply A t | v H-‘S_plilﬂ" : _D
[ ] pate w Type = Amount w Merchant Location Description w Attachments
. 12.25usp STARBUCKS T1CONC C Breakfast
@91‘1 6/2023 Meals Domestic v Conrd 6452 MS B (1
[] 9/15/2023 Gas Gil Vehidle ¢ v 47.86USD  SHELL OIL 12622395007 Fuel for rental car o

Card 5340

You can save the Expense Report and add to it later if needed.

If the Expense Report is complete and ready for submission, check the box indicating that you
have “read and accept the corporate travel and expense policies.” Then click “Submit.”

4 Report Total

Employer Pays You 0.00 USD
Employer Pays Card Issuer (6452) 12.25 USD
Employer Pays Card Issuer (5340) 55.83 USD

Employer Pays Card Issuer (3801) 21.95 USD

126.34 usDp

®ha\re read and accept the corporate travel and expense policies.

Your Expense Report will then move to your supervisor for approval and then to the owner of
the Cost Center for final approval.

15
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You can view the status of your Expense Report on your Travel and Expenses screen.

="¢ COLLEGE QanNwhP L

Travel and Expenses

See All

@ Expense Reports
e

@]

<] _Information Requeste

EXPO00013785140
9/17/23

Pending Approva Pending Approval

EXP0O00013330389 EXP0OQ0013785277
September Conference 9/20 second report

Create Report

Information requested by Carly Eichho... Assigned to manager 1 min ago Assigned to auditor 4 da

1item 253.78 usp 6 items 126.34 usp 32 items 3

Available Expense ltems (17)

You will receive an email and a bell notification when your Expense Report is approved or
rejected, or if your Supervisor of the Cost Center Approver need more information.

If you need to delegate your expense module (as appropriate), click on the “Settings” icon in the
upper-right-hand corner of your screen. Select “Manage Delegates” from the drop-down menu.

Advanced Search

Il

Manage Delegates

View Cumulative Mileage

) . Create Expense Iltems in Spreadsheet
ending Approval

KPOD0015922745 Take the Product Tour
est for Audit 1 Test for A 5
ssigned to Amanda L Weber 13 days .. Updated

16




Use the “Plus” (+) symbol to add a delegate in the “Person” field.

Delegates and Permissions @

°e
MM @ Status |A|:1i'.re v|

Your delegate will now have access to your expenses and will be able to process Expense
Reports on your behalf. Your delegate will be able to select the “Owner” of the expenses from
the drop-down list that appears at the top of the “Travel and Expenses” screen.

Travel and Expenses o= IS
Deb Juenke
Keri Peterson
Expense Reports Nathan T Engle
Search...
Mot Submitted “es Mot Submitted
FXPOWNHNI 5004258 FXPOMWHAZ11302

17



Procedures for Expense Reimbursements

St. Olaf faculty and staff will enter expense reimbursements in Oracle.

Navigation: “Me” tab — “Expenses” tile — “Create Expense ltem”

Search

Good morning, Keri Petersen

Help Desk Payables Expenses Procurement My Enterprise Tools

QUICK ACTIONS Apps.

s Addiional Person Info

P2y
o . . .
a Benefits

L) Career
) Family and Emergency Contacts
M) Information Opportunities

&%, My Organization Chart
B wy pubicino .

Roles and Hiing
o/ EmploymentInfo Delegations

Show More

Things to Finish

Add your expense on the “Create Expense ltem” screen.

“Template”: use the drop-down arrow to fill in the “Template.” Choose “St. Olaf Employee
Expenses” as the Template.

Create Expense Item @

* Date | 9/18/2023 Y |
) = Template ‘ 1. 5t. Olaf Employee ExpensD (
* Type ‘ v|

* Amount ‘ usD - H ‘

18



“Type”: click on the drop-down arrow to view and choose the “Type” of expense.

ST.OLAF

Create Expense ltem ®

* Date l midiyyyy G"'.]

* Template ‘ 1. St. Olaf Employee Expenses v ‘

* Type

* Amount | Airfare Domestic
) Airfare International
Athletic Recruiting
Computer soft licenses subscription
Conference Registration
Gas Oil Vehicle Service
General Supplies
Gifts flowers hospitality
Group Meals
Items for Resale
Licenses & permits
Lodging Domestic
Lodging International
Meale Nnmeactir

Enter the remaining required information, and upload your receipt or other supporting
documents.

Use the blue search icon in the lower-right-hand corner of your screen to select the “Fund, “Cost
Center” and “Account” to which the expense should be charged.

ST. OLAF
Create Expense ltem @ _ _ _-

* start Date | 911812023 iy | Attachments
* Template | 1. 31 Olaf Employee Expenses  w | Drag files here or click to add
' attachment
* Type | Mileage v|
End Date |91181’2023 Y |
=] Snip1PNG (13.01KB) &, >

Reimbursable Amount 0.00 USD | Cailculate

[] supporting documents missing

* Description

Round frip fravel for conference. * Starting Location | Morthfield, MN |

* Destination | St. Paul, MN |

* Trip Distance | 80 | Miles

Account | QE‘ 1

19



You can search for and select the correct option for each of these three fields — “Fund, “Cost
Center” and “Account” — using the drop-down arrows and subsequent search functions, OR you
can start to enter information in each field and select from the options that populate.

Note: account coding will often auto-populate a field b

ased on the type of expense. Confirm that

any auto-populated information is correct, or edit as needed.

Then click the “OK” button.

Account

4 Hide Segments

Alias [|

Fund | 10000

Cost Center

Account | 67100

St. Olaf Operatin
Company

w | English Depariment

n Mileage reimbursement -
dom tr

Activity | 00000

Future Use 1 | 0000
Future Use 2 | 0000

Interfund | 00000

:

w | Default

w | Default

w | Default

“Calculate”: for items like mileage reimbursement, you will need to click “Calculate,” which will

give you the “Reimbursable Amount.”

Create Expense ltem @

* start Date ‘ 9/18/2023 e |

* Template ‘ 1. St Olaf Employes Expenses v|

* Type ‘ Mileage v|

End Date ‘ 9/18/2023

Reimbursable Amount 52.40 UST Calculate

°)

“ -
Description [ o, nd trip travel for conference

Attachments

Drag files here or click to add
atiachment

1

E

Snip 1.PNG {13.01 KB) +,

|:| Supporting documents missing

* Starting Location | Northfield, MN

20 | Miles

* Destination | St. Paul. MN

* Trip Distance |

Account | 10000-11180-67100-00000-0000-0000

&,

20



If you would like to create another Expense Item, use the arrow next to “Save and Close,” select
“Save,” and then click on the “Create Another” button.

N TN

If you have finished creating your Expense Item and would like to add it to an existing Expense
Report, click “Add to Report.” If you have more than one Expense Report in progress, click on
the down arrow next to “Add to Report” and then select the correct report.

EXP000015770149 12/23/2023 Expenses Week Ending 12/23/24

ts EXP000015770148 12/23/2023 Expense Report Example

If you would like to save your Expense Item for later or us it in an Expense Report that you have
not yet created, select “Save and Close.”

21



Once you click “Save and Close,” you will see your Expense Item listed under “Available
Expense Items” on your Travel and Expenses screen.

When you are ready to add the Expense ltem to a report, click on the “Create Report” tile.

=9 COLLEGE 0= e

Travel and Expenses

Available Expense Items (1)

Date Type Amount Merchant Location Description

Cash and Credit Card Expense Items (1)

52,40 UsC

You will be directed to enter a “Purpose” (title) for the Expense Report.

Check the box stating that you have read and accepted the college’s corporate travel and
expense policies. Then click on “Save” to save the Expense Report.

Click “Add Existing” to add your Expense Item to the Expense Report. Click on “Save” if you
would like to save that Expense Item and add another. Select the drop-down arrow next to
“Save” if you would like to “Save and Close.”

=g COLLEGE aaEs

Create Expense Report @ [save = ][ submn v ][ cancel|

] Report Total

0.00usp

@13\@ read and accept the corporate travel and expense policies

* Purpose [Septe'noell Conference

Expense ltems

Actions « ‘ + Create ltem| | Add Existing |

Mo data to display

22
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Your newly created Expense Report will now appear on your Travel and Expenses screen.

You can continue to add to this Expense Report until it is ready to submit. You will be able to
add Expense ltems to a Report from the Available Expense ltems listed on the main screen OR
you can open the Expense Report and add items from there.

You will typically create Expense Reports for a certain event or for a specific time frame. For
example, you might create an Expense Report for all expenses pertaining to a conference or all
expenses for the month, depending on what makes the most sense for each situation. When the
Expense Report for that particular situation is complete, your report is ready for submission.

To submit your Expense Report, open the report and click the “Submit” button. (Note: You will
not be able to submit your report until you have checked the box stating that you have read and
accept the college’s corporate travel and expense policies.)

P
Expense Report: EXP000015770149 @ '
Report Total
* Purpose | Expenses Week Ending 12/23/24

| 20.00usp
Status  Saved @ read and a

Expense Items (1)

cCEpl the corporale travel and expense policies.

Actions ~ + Create ltem

Date = Type Amount « Merchant - Location Description « Aftachments

12/23/2023  General Supplies v 20.00 uso Store Supplies Add attachment
p

Alternatively, you may submit your Expense Report from the main Travel and Expenses screen
by clicking on the three dots in the upper-right-hand hand corner of the Expense Report tile and
by selecting the “Submit” from the drop-down menu.

Travel and Expenses

Expense Reports

Not Submitted @ Not Submitted

EXP0O00015770149 Open EXP0O00015770148

Expenses Week Endi Expense Report Example

Create Report Updated 1 min ago Duplicate Updated 48 mins ago
Delete
1 item ] 0 items 0.00 usD
Print

23



Once you have submitted your Report, Oracle will direct the report to your supervisor and then
to the owner of the Cost Center for approval.

You can see the status of your submitted Expense Reports on the “Expense Reports” screen.

= COLLEGE Q%P L

See All

EXPD0O0013785126 EXPON EXPOD0013785277 EX

9-18-23 report 9/17/23 9/20 second report 9/

Create Report

nformation requested by Carly Eichho. Updated 1 min ago

1iten 253.78 uso 0items 0.00 uso

Available Expense ltems (32)

Date » Type Amount Merchant Location Description

You can create multiple Expense Reports as needed. Use the three dots in the upper-right-hand
corner of each Expense Report tile to access additional actions.

Travel and Expenses

Expense Reports

Not Submitted
EXP000015770149
Expenses Week E

Not Submitted @

EXP000015770148

Expense Report Example

Open

Submit

Create Report Updated 1 min agp Duplicate Updated 48 mins ago

0 items 0.00 usp

) Delete
1 item

Print
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