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Accounts Payable Expense Adjustments Report

Audience: Lucas County AP

Purpose: This job aid will assist with the steps to run an Expense Adjustment report using the

Reports and Analytics URL to replace the FROGS report “Expense Adjustment”
Action

Step
1 Login to Oracle Cloud, then navigate to the URL:
https://eieb.fa.us6.oraclecloud.com/analytics

2 On the Home page, click Catalog

ORACLE' BlPublisher Enterprise Search Al = 0,
Home Home New v Open ¥
Create... Recent
Report Reports
Others
Report Job .
Favorites Manage
More «

3 In the Folders tab, click Shared Folders then Custom (either expanding the tabs or
double clicking on the folders to the right)

CORACLE  BiPublisher Enterprise Search Al - o, Help v o
Catah)g Home Catalog New w Open » Signed In As
TR SRR AL X 2~ Location  /ghared Folders/Custom v
Folders — Budgetary Control Carry Forward  Last Modified 11/26/19 10:01 AM  Created By Michael. Rath
- Expand More v
b Iy Folders -
= Customer Relationship Management Last Modified 12/2/113 4:24 FM  Created By rratliff
4 I Shared Folders 8 Eipand More v
Common Content
’ = Enterprise Contracts  Last Modified 9/18/19 7:5% AM  Created By Michael.Rath
- Expand More v
» Customer Data Managemen - Financials  Last Modified 12/2/13 4:24 PM  Created By rratliff
v
» Enterprise Contracts Expand More
b Extension =__ Functional Setup Last Modified 12/2/13 424 PM  Created By rratliff
[ Expand More ¥
b Financials
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4 Then, either expand or double click the folder that says Financials and once clicked, then open

Payments
Folders = Cash Management Last Modified 12/26/19 3:47 PM  Created By Eric.Bender
|:| Expand More v
A My Folders i
. = General Ledger Last Modified 12/26/19 2:25 PM  Created By Andy.Pang
4 Drafts |:| Expand More =
A Shared Folders
= __ Payments LastModified 12/18/1% 10:53 AM Created By Andy.Pang
b Commen Content |:| Expand More v
Custom
4 uston = Receivables Last Modified 12/12/19 3:20 PM  Created By Eric.Bender
3 Customer Relationship IV D Expand More v

| Enterprise Contracts

4 Financials

3 Cash Management

» General Ledger

5 Once open, select Expense Adjustments and click Open
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“ Financials Disbursement Payment File Formats

(2 Cash Managemer Edit More ¥

> Enterprise Contra Disbursement Positive Pay File Formats Last Modified 10-23-2019 3:08 PM | Owner Andy P

. Disbursement Positive Pay File Formats

» Ficed Assets Edit More ¥

4 Disbursement Separate Remittance Advice Formats  Last Modified 10-10-2019 10:06 AM

3 Receivables Disbursement Separate Remittance Advice Formats

UAT Edit More w
3 L)
o) | Expense Adjustments| Last Medified 01-03-2020 3:24 PM  Owner Andy Pang

2 Functional Setup -Ed|l More ¥
4 Higher Education . < Receipts and Revenue Adjustments  Last Modified 01-03-2020 3:41 PM  Owner Andy Pang
3 Human Capital Mana Cpen Edit More w

6 Enter the Accounting Date, Fund values, and Department values and optionally Project
codes for the desired range and click OK

Accounting Date Between iy fe
Fund Between )

Department Between B

Project Code Between B

OK |Reset v

7 The report will open and be produced as a webpage. To save or export into another format
click Export at the bottom of the screen, then select the PDF - the file will be automatically
downloaded to your computer to open and save
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r Account Accounting
T Daie: Journal Name
111100 113172018 Conversion: Jan-2018Conversion

21282018 Conversion: Feb-
2018 Conversion

313172018 Conversion: Mar-
2013 Conversion

413072018 Conversion: Apr-2013Conversion
513172018 Conversion: May-

2018 Conversion
G6/30/2018 Conversion: Jun-2018Conversion
713172018 Conversion: Jul-2018Conversion
8/31/2018 Conversion: Aug-

2013 Conversion
0302018 Conversion: Sep-

2013 Conversion
1
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