Georgetown University

User Procedure Document

PeopleSoft Financials - AP Advance Report


The AP Advance Report is used by the Accounts Payable department and by campus departments to run reports of outstanding AP Employee Advances within the related area.  Access the report request within PeopleSoft Financials by selecting:

GO > Administer Procurement > Enter Voucher Information > Report > 

AP Advance Report > Update/Display (Add for first time use only).  

Enter the run control ID, for example ADVRPT, to get to the request parameter screen.
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1. Enter the fiscal year and accounting period through which the report should be based.

2. The pyramid code is required and is used to authorize the user’s output.  A pyramid code or partial pyramid value is required.  Enter the pyramid or partial pyramid code + wildcard value for your area (ex. UMSA% - Athletics).

3. Enter a cost center value or partial value + wildcard to further limit the output data, or leave this field blank to select all cost centers within your area.

4. Enter one of the advance GL account codes or leave blank to select all accounts (02213 – 02216 is the valid range of advance GL accounts).

5. Enter a specific advance document number, if desired, to limit the report to one advance (ex. AD008502)

6. Enter a specific AP vendor ID number, if desired, to limit the report to advances outstanding for one employee (ex. 0000012121).

7. Enter ‘O’ in the GL Advance Status field to report on ‘open’ advances only.

8. Leave the expense report due date field blank to report on all outstanding advances, or enter number 1, 2, or 3 to report based on days outstanding.

9. Check the Total Report Only box to receive totals by account code and days outstanding without any cost center or employee detail.

EXAMPLE:
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After all desired parameters are entered select the stoplight button to initiate the report request.  Send the report to the printer or to the file.  
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Reports sent to the file may be viewed using the PS process monitor (Go > People Tools > Process Monitor).  Highlight the completed line and select the notepad button on the toolbar (looks like a piece of paper).
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EXAMPLE: Totals Page
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EXAMPLE: Report Page

[image: image7.png]=181 x|

Fle Edt Format Help

Georgetown Universicy B
Report ID: GTARADV AP ADUANCE REPORT Page 1
Through Accounting Date 30-June-2003 Run D
Run T4
hocownt: 02218 - Travel Advances - General
Cost Center: GX6302000 - HEN'S BASKETEALL
Advance mumber. 003338 ot Advancea: 5.603.00
Vendor 1. 0000088046 e expensed to cost cencer: 000
Vendor nae. Doe, James e unspenc & recurned to OU: 1,000 00
Bdvance encered: 1072272001
Check muber 035845 Open mmount 2.603.00
Expense report due dave o1/12/2002 6L hdvance Scacus open
Days Ouescanding: 596 5P havance Scacus. open
Cost Center: GX6302000 - HEN'S BASKETEALL
Advance mumber. 003340 ot Advancea: 5.000.00
Vendor 1. 0000088046 e expensed to cost cencer: -6.335.00
Vendor nae. Doe, James e unspenc & recurned to OU: 000
Bdvance encered: 1072272001
Check muber 016627 Open mmount 1,665.00
Expense report due dave 0370572002 6L hdvance Scacus open
Days Ouescanding: s40 5P havance Scacus. open

Cost Center: GX630S00L - HEN'S TRACK - OUTDOOR

Advance mumber. 2003455 ot Advancea: 5.000.00
Vendor 1. 0000088047 e expensed to cost cencer: 000
Vendor nae. Suith, Jane e unspenc & recurned to OU: oo
Bdvance encered: 0872772003

Check muber 059621 Open mmount 5.000.00
Expense report due dave 0572672003 6L hdvance Scacus open

Days Ouescanding: o 5P havance Scacus. ﬂpen_'_‘





Page 1 of 4
K:\Procurement (AP-PO)\Functional Documentation\Procedures\AP Advance Report.doc

