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Agresso Enquiries

Outstanding Invoices Workflow Enquiry

In Agresso there is a specific browser enquiry that allows you to check any Invoices that have
been registered that still require to be approved,

To open the specific Browser Enquiries:

Select the Reports Tab that can be found depending on how the user’s individual menu
is set up.

If menu is shown select LI Reparts If menu is hidden select Reports ta &

File

E5 Menu| [ Reports | /2 Search

e [&] Alert list (24/06/2010 10:23:32)
Ready

From the reports menu select
= Global Reports

2 01- Purchase Order Details
8] Outstanding Invoices Workflow Enquiry (NEW) (double-click to open)

1. The following screen will be displayed:

B ' Enter parameters = _l
Column name Type | From To oK |
1 |TransMo like —_—
2 |OrderNo like | cancel |
3 |InvoiceMNo like
4 |Sub-Project like
5 |Costc like

2. Enter your search criteria

3. The details will of your result will appear:

NB: If the results screen produces no value, then e  ither:

(a) The search criteria is inaccurate; e.g. Wrong P roject code, or, worn period range
entered

(b) There are no results for the particular search

(c) You do not have access to the results

4. Alist of results should appear:
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T ‘ OrderNo ‘ Process

| TransNo ‘ Step

Task owner

A 1693925 Incoming Invoices
A 1693925 Incoming Invoices
A 1693925 Incoming Invoices

660205787 Inv Purch. Off. Approval
660205787 Inv Purch. Off. Approval
660205787 Inv Purch. Off, Approval

CTHOMSONZ
CTHOMSONZ
CTHOMSON2

660205787

5. Thegfscreen is split into two sections as above.

Co:P1 TransNo:660205787 #:3

Log book

T

& Purchase Order [nvoice
@ All Other Invoices
@9 Discrepancy

The left screen shows you details of the Invoice and who the task is with.
This can be seen in the Task Owner field.

1-Setup | 2-SearchC| 3-Resulfs|

m

The right screen shows you tlle Workflow Map

660205787

11 OrderNo Pracess TransNo Step W Task owner(T) Workflow status(T)
1693925 Incoming Inveices | 660205787 Inv Purch, Off, Approval CTHOMSON2 ~ Christopher Thomson Workflow in progress
A 1693925 Incoming Invoices | 660205787 Inv Purch, Off, Approval CTHOMSON2 ~ Chnstopher Thomson Workflow in progress
A 1693925 Incoming Invoices | 660205787 Inv Purch, Off, Approval CTHOMSONZ  Christopher Thomson Workflow in progress

Your results will show the following information:

OrderNo
Process
TransNo
Step

Task Owner
Workflow State (T)
SuppID
InvoiceNo
Invoice date
Due Date
Account
Costc

Sub-Project
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- The order number related to the task

- The type of Process

- The Registered Transaction number related to the task.

- The Process stage of the Workflow

- The person with whom the task is

- The state of the of the Workflow —

- The Supplier related to the task

- The Invoice number of the task

- The Invoice date on the Invoice

- The date the Invoice is due to be paid

- The Account Code related to the OrderNo

- The Costc Account Code related to the OrderNo

- The Sub-Sub-Project related to the OrderNo
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Description - Description of goods ordered

Currency - Currency

Currency - Currency amount

Amount - GBP Amount of Order Line

6. Click on the Row and click on Documents Icon

This will open the following screen:
1. Click on the EIO2 Purchase Invoices Folder
2. Double Click on Invoice to view the Invoice
Y¥TDBAL - ¥TD Project Bafpnce Y¥TDBAL - ¥TD Project Balance {zoom) Document archive

Doculnent tvpe properties Create new document From template  Afld existing document

=l [jjlg Library: P1 {Universily of Glasgow) File: De
2~ GL Perind (200906 i
= ‘,H Posting Crder Infroice (F00015703)
(22 EIDZ Purcha®e Invoices
= [« Registered_purchase_invaices
[Z0) Templates
‘,r" Posting Crder Invoice (700018703,1)

If blank then no invoice has been scanned against the transaction

{742AB3A1-4C4A-43a7-913E-267... {7

7. Double click on File to view Supplier invoice. If you are unable to open image see step 8.

133 2 = -
Lh ¥ . i .
£ BOC A v Jooddy e
Erysiries: GUWH | 1333
Membes of The Linee Graup Fandanile: DEBI1IESS - 2
Cugtower Serricy: Cootry P00, Hox 12 Pricetler Road EMAIL: tadsrviihoucwm
Wordler Manchostar M25 21T .
¥AT Reog: GOEMOET0EAS Produc, Invoice
Jovwice Mumber TEISTRET
Azaunt Himmhbe:- "
g Date TN
Ioveice Tl E TRET
Puyment The=Tor MM 2003

Univeraity of Gladgos
Financa {dfioc - FAD Anoa Teoung
Goneral Ledger Aevitlon
@ilbark Smett Building

.
e - W85
5 'S G,

.. / IKVPETIR 1% FRVHE
e CrtegrGOLHOOOE } Mdivice Mie: T29279905 1SOVHNR  Swppled by Glasgos

-csdinn Aocts . Delivery BMadwet . Drlivery Addrenss:
5% 853 Umwfﬂftﬂﬁgﬁw Livamadical & Cardkrvoscular Caetre, SLiqnid Nitogc
Uiy GRIEC 4 26 GI2 ATA . LM Pivemiey Maes

Kuln Oy hr  Prie Tt Yahe ¥AT PRale Aomunl
Bl Cherd

L H TOSMERD NTFRCGHIFN Ji] 410 nl2LIE oo ¢ Al

Euvicouicot pied Eneczy Snrchange 1794 Al

Fized Chsrpss i6.13 A0
Torrmige: Tinkyl 2T 1J,4x] £ 7027

VAT Ruth: Tax Exsilimive ¥ulse VAT Vahw

1] 000K LpaT £0.00

Version 1.0 — 564- Update6
Jan 2016



