ECARD'NA” Accounts Payable Job Aid

EDI Employee Query

About EDI Employee — Prenote Status Query

The V_AP_EDI_ Employees query identifies all employees’ prenote status by GL Unit and
employee name.

Run the EDI Employee Prenote Status Query:

1 Navigate to Reporting Tools > Query > Query Viewer.
The Query Viewer Search page displays.

|4 CARDINAL

Home | Workist | AddtoFavortes |  Signout
Favovrtes £ MalnvMenu » Reporting Tools > Query > Query Viewer

D New Window @ Help DJ Customize Page B hitp
Query Viewer

Enter any information you have and click Search. Leave fields blankfor a list of all values
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2 Enter V_AP_EDI_EMPLOYEES in the Search by Query Name field and click the Search button.
The query is listed in the bottom portion of the screen.
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Enter any information you have and click Search. Leave fields blank for a list of all values.
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3 Click on the Excel hyperlink.
Query results display by GL Unit.
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V_AP_EDI_EMPLOYEES- Active EDI Employee Report

Download results in :  Excel SoreadSheet CSVTextFile XMLFile [1kb)
View All First [§ 1-10f 1 [ Last

GL Unit Employee ID Employee Name Prenote Status
1 50100 VTEST123 Sun,Summer Confirmed

Results:

A list of all EDI employees is displayed including GL Unit, Employee ID, Employee Name and Prenote
Status. Prenote Status values are:

e Confirmed - Prenote was not rejected by the bank.

e Pending - Prenote has been sent to the bank but has not been confirmed (wait period has not
passed).

e New - Prenote has not been sent to the bank yet.
e Blank — Prenote is not required

The list should be downloaded into Excel and sorted by Prenote Status. Note: converted Employees
will not have a status.
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