Quick Reference Guide
An Introduction to Cognos AP Dashboard

Cognos AP: Dashboard, Invoice Enquiry and
Supplier Enquiry

Background information

Cognos
Cognos information is built overnight, from a snapshot of CUFS taken at midnight
That means that any changes you made in CUFS, won’t update to Cognos until the next day

Cognos has security in the same way that CUFS does, you can only see invoices that
belong to the department, or departments you can access

Accessing Cognos AP

Cognos AP can be accessed from the Departmental Shared Folder for your particular
School.

Alongside the four GL reports, you'll also see three AP reports. m meme. |
O Eﬂ_" AP: Dashboard
O Eﬂ_’ AP: Invoice Enquiry

These are:

_E_}.m_b AP: Supplier Enquiry

e AP: Dashboard, which shows volumes of invoices in various states

e AP: Invoice Enquiry, which allows you to search for invoices and see information
about those

e AP: Supplier Enquiry, which allows you to search for suppliers and see the supplier
information

AP Dashboard

The AP Dashboard currently has
seven areas, if there is no number in
blue it means that no invoices fall into

that category . —
nvoices Awaiting Secondary Approval Invoices on Payment Hold
2
Other Invoices on Hold Incomplete Invoices
15 17
Invoices Due for Payment Invoices Paid last Week
29
Unprocessed internal Invoices
8
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e Invoices on Secondary Approval Hold

e Invoices on Payment Hold

¢ Invoices on all other types of Hold (excluding the two previous holds)

¢ Incomplete Invoices, which are invoices that have never been validated, or need
revalidation

¢ Invoices Due for Payment are approved invoices with payment due dates within the
next 7 days

¢ Invoices Paid Last Week might be useful to you if you’re looking to see if a particular
invoice has been paid recently

e Unprocessed Internal Invoices are those Internal Invoices with remaining balances
on the AZZY source of funds that need to be recoded

Clicking on any one of the blue, underlined numbers will open up a new tab with another
report showing you the details of the invoices that make up that number.

e.g. Other invoices on hold

1BM Cognos Viewer - AP: Invoice Enquiry - PD hepse Loa0f | A bt TBM.

& Keew it version v | B oo~

AP: Invoice Enquiry
Supplier Summary

Sappter Name S8 Hame Suspter tumoe Total wvoxces Totatinvesce Cusrerey Amourt Outstamcieg GEP Amoure invoces Oue ke Paymest s Rnasy e future Payment

2 23408 248

Invoice Listing

Sopgier Mame imvokce Carency Code Imvorce Cumrency Amosnt Imokce Descrgoos Imvoce Payment States

The invoice listing gives more information about the individual invoices, click on any of those
invoices numbers to see even more details about that particular invoice.
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Invoice enquiry

This search screen has many of the same fields found in CUFS, you can search for the
supplier using part of the name, unlike CUFS this won’t automatically complete possible
names for you, but you can put in some information then click on the Supplier Pick List

s @) AP: Dashisoard - [BM Cognes .. 3 AP: Inveice Enquiry - 1BM C... X

AP: Invoice Enquiry

If you know the supplier number,
you can enter that directly /

Supplier Number:

Purchase Order Number:

ol b You can search by PO number, Imoea et
. - —

R invoice number or batch R

evcica Dae From: evoica Dt Tox

- m-
Invoice Currency Amount From: i Invoice Currency Amount To:
s Consrry o \ _L|ke_CUFS you can segrch_ s Coten oo
. invoice date ranges or invoice R
Ingoics S ayment Status:
amount ranges oo
™ Pamuasy Paia
v I Unpad
= Select af Dessiect 3
[# Permanent Preparyment
¥ Vabdated
Select a8 Dessiect al

Select Cost Centre Range(s): . Invoices Created By:

mi—;asl Centre Code 2 - o - E&fﬂlﬂ::&iﬁ;"
@) Lowest vave. @) Show Al Invoices.

& Cast Centre Code ~|

@ Hishest vaiue Desesct

‘Seioct ot Dessiect 3

(Ahermative) Cost Centre Code List [Separate with commas, &.9. AAAA, AAAB, AAAC)

Report Filters:

[ imvoices Due for Payment
T imvoices Pass Last Week v
I invaices Long Overdue

ekt Deciect ot

Further down there are some options
that aren’tin CUFS Select Cost Centre Range(s):

From: Choices:
Eost Centre Code v N
. . @) Lowest value
You can search for invoices that o -
have been coded against a ()l Cost Centre Code M
particular cost centre, or even @) Highest value
ranges Of COSt Centres Select all Deselect all

(Alternative) Cost Centre Code List (Separate with commas, e.g. AAAA, AAAB, AAAC)

You can also apply some filters to

only look for invoices in certain Report Filters: _
statuses, and these match the = bt
statuses on the AP dashboard I invoices on Other Holds

[~ Incomplete Invoices

I~ Invoices Due for Payment

[~ Invoices Paid Last Week v
[~ Invoices Long Overdue

Select all Deselect all

Invoices Created By:

() Exclude Shared Services Invoices
how Only Shared Services Invoices
(@) Show All Invoices

You can filter the invoices by whether they were created in
the department, by shared services, or both.

Deselect
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The invoice summary gives most of the information seen in CUFS, but all in one page rather
than spread across multiple tabs

AP: Invoice Summary

Invoice Overview

mrceType | bmekaPOn | Supperame | Suoter Numbsr | ifebame | ieiceOue | mece bumosr | imeios Cunency Code | incicn Curmscy At -

Outstanding Holds

e Invoice overview, where we can see invoice date, number and amount

e Terms, payment method, and invoice status, we can also see that this invoice has
been paid

e Outstanding holds, if there is a hold you can see the hold type, when the hold was
applied and who applied it.

e Payments associated with the invoice, both scheduled and payments that have been
made

e Line information, where you can see the tax rate, account string, and associated
project information.

e Accounting section, in CUFS you can see the distributions for the invoice, but there
are often many lines for you to go through, with lots of debits and credits as lines get
recoded. Instead of distributions we have accounting here, where you’ll have one
entry per period and account string

o If the invoice is coded to a project, you can see all of that information here, along with
some extra fields around project and award statuses and end dates
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Supplier enquiry

You can search for supplier information, again you can search
for the supplier name or number.

Supplier Name:

Supplier Number:

If you're looking for an employee, you can put their employee
Eoplpe tamt number in here.

<

pplier Type:

Report Fiters: I~ Contractor You can also filter the results
¥ Only Show Active Supphiers [~ Employee .
sznwummc;mumu [~ Group Company you get by Supp|lel’ type, and
how elnvol uppliers Individual H 1
Select all Deselect all |': Interal Trading you can also restrict to active

[~ Partnership

I Public Sector Companies suppliers, marketplace, or e-
2 eeioantam invoicing suppliers.

[~ Students

[~ Supplier

[~ Tax Authority
[~ Trust

[~ None

Select all Deselect all

Clicking on a supplier name brings up a summary screen with an overview about the
supplier, including whether they have a tax section clearance number, and when they were
last checked under modern slavery act.

1BM Cognos Viewer - AP. Suppler Summary - PD w3 Leof | A mex TEM.
& Feep tha vesion = | B+ [ Y —

AP: Supplier Summary

Supplier Overview

Suspber e SwplerNember  SwpplerSis | SeplerTyps | Suppher boles Compasy Fagisbation lumbar VAT Regisratcn Humser (Sapgber T Sachan Clearance Numbar Misdsm Slavery Acf Chacted Caray Recancsed Suspier eimuiong Suppler | Markepiace Seppier

Supplier Sites

aaaaaa Er—— prar. Sat Dt Paprst Metioa Ste Dt Py Gy 58 Dot Terma [T ————— sas Emaa S Proce trnier

0 oy et wur e

Recent Payments

Oustanding Invoices

e Supplier sites: information about the site, it's use, default payment information, and
contact details. (If the supplier is an employee the site address just says ***Employee
Address***)

e Recent payments: payments that have been made in the last three months

o Date the payment was made (in the case of electronic payments this might be
future dated, so you know when the payment is due with the supplier.

o Payment status, Reconciled means that it's confirmed as having left our
account, so should be with the supplier, if it says negotiable that means that it
hasn’t left our account yet, so if you have cheques in this status it means they
haven’t been cashed.

o Amount paid, and the invoice it pays, if this was a partial payment you'll see
some differences between the payment and invoice amounts.

Version: 1.0 Page 5 of 5



	Cognos AP: Dashboard, Invoice Enquiry and Supplier Enquiry
	Background information
	Cognos
	Accessing Cognos AP

	AP Dashboard
	Invoice enquiry
	Supplier enquiry


