Unit4 ERP WEB
Enquiries

Guide for Users

sirgar.llyw.cymru

: P
carmarthenshire.gov.wales Cyngor Sir Gar"
Carmarthenshire
County Council



B QUITIES e s
(O Y=Y TR =T F= T o o o Vo [U T =T P USSP
ACCOUNTS PAyable ENQUITIES ...vviieeiiiieeiciiee s ceiitee e esitt e sttt e e s st e e s sabee e s s esteeeessabaeeessabteeessnssaeeeesnnsneessnssenes

R[] LTl = Lo 17 oY AU
REQUISIEION ENQUITY .cccoooiiiiiiiii i
(CloYo o K at=Tol=d] L ol =g Lo 1V AR
WOIKFIOW ENQUITY .....eovoeiiiee ittt ettt e st e e s et e e s e abaa e e e s abae e e s easteeeeesasaeeeesssaeessasssaeessnnes
PUICRGSE OFAEIr @NQUITIES .......eveeeeieeeeeiiee ettt ettt e st e st e e s st e e e e ba e e e e s bbe e e e ssastaeessnnsbeeeesssaeeeenssnees
INVOICE ENQUITTES . s
LY T L= =1 0 Lo [V [PPSR
ACCOUNtS RECEIVADIE ENQUITIES .eeiiiiiiiiiieee ettt e e e st e e e e e e e s e e e e e e e s e sesantaeaeeeeeeeessnnnsnsaneeeseessannnes
WOIKFIOW ENQUITY .....coeoeeeeeeeeeee ettt e ettt e e e et e e et e e e e et e e e e e taaeaesaasaeeesesssaeeeeansseseesssaeeseasseeeeannns
FUIER@E QUETIES ...ttt sttt st ettt e s e et e e bb e e s bb e e s be e e e b e e e sab e e e s beeesans

(6] 1 = Lot o U L3P

PN
Cyngor Sir Gar ’
Carmarthenshire
County Council




Enquiries

Depending on what kind of menu access you have on the system, you may have
access to certain enquiries with in certain menus, but most reports can be found

in the Reports menu

Homescreen menu

Global reports

Forms
@ 1 Personal 2
(€ Balance Table Budget repor
FO— E  Balance Table Budgst report
c =
[@ Ledger transaction enquiry (detailed)
Accounting & Ledger transaction enquiry (detaile...
= Ledger transaction enquiry (details...
Common & ¢ Ledger transaction enquiry (detailed) by scoount
&l Sport Balance Table Enquiry
Reports [@ User Master File Enquiry

«

B Accounts Receivable 5.5

You may expand the folders by clicking
p on the double arrow next to the name
of the folder.

To see the full name of an enquiry,

Homescreen menu

Global reports

Forms

&= 1 Personal
P B Accounts Receivable 5.5
rocurement
B CCCReports
Accounting & RPAUser
Common
Reports

hover the curser over the enquiry and a box will come up with the full

name on.

Please feel free to search the wide range of ready-made reports that are in these folders. You cannot overwrite

these.

Each enquiry will have different
selection criteria and search results.
Open an enquiry to have a look at it.

Use the selection criteria to search.

Invoice Enquire Browser

# Selection criteria

imetate between | o
Transblo lie
202208 ...
47170
Results
IE=ER v-wiee Alleveis| | Copy o oiphoars
- T | Sump | SEED il mwoiaMa | Amount | lnudste  Tramshc

1 3 R SOFHDIRTE

ER LY 124578

ER- LY B

4 B " LyrezeSehas

If you find a suitable enquiry and one you would

like to use often, you may favourite it.

While you have the enquiry open, press the heart

icon to favourite it.

This will then appear in your favourites on your

main menu

Ledger transaction enquiry by trans date

# Selection criteria

Period between wee| @nd
Account between wee| @nd
Cast Centre between vee| @nd
Service between wee| @nd
InvoiceNa ke
Company ke e
Results

IEEEN ceivevel | Allevels ~ | [ Copy o clipbosrd

= ™ TransNo | Trsnsdste | Period

]

Aeeau Centre Code

Amount | Orderlo

A - Unauthorised items.
8- Generai Ledger v
- Historical GL

nvoiceNo Text T User

me executed 14/11/2024 11:26:55

€ K € «

[ —

=
L]

Number of raws 0

When you run your search, any blue highlighted field

- Registered Invaices
8- Open ltems o

- Histarical ltems

can be clicked on and looked at further.

When in the drill down menu, if there have been any

documents attached to the
transaction, you may access
_| = them using the paperclip icon
in the right-hand corner of the menu.

[ Test

3 smst "
®

2 Testing Fosting of Incoming inv...

£ cC Ledger transaction enquiry (detailed) by peried X

Ledger transaction enquiry (detailed) by period

# Selection criteria

Period batwaen vwr| and
Account betwsen o] and
Costebetween L] e
Service berwsen o] ana
JobCode ke

Employes Nalke
Work Order like
Transho ke
InvoiceNo ke
OrderNolike

Companylike cc

Results

A- Unauthorised tems
B- General Ladger ¥
G- Historical 6L

Employee Work sevice | L PeL__ Ap/ar ApiAr D

M/l @l[?]

@]

Homescreen menu

Forms

Procurement

Accounting

Comman

Global reports Private reports

B 1 Personal
m Accounts Receivable 5.5

m CCCReports

€ € € «

= RPA User

Favourites (2

[E Ledger transaction enquiry (d

etailed) by =
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To export the results of report, press the export button and select x
Report Engine
Browser(.xlIsx)

2 [}y Predefined
[& Browser [xlsx]
P

[& Pivot [xlsx]

When the file is ready a download screen will appear, to open the file, click
on Open File (this will be in blue an underlined)

Downloads B oQ -

| zke3bsfz.xlsx

General Ledger Enquiries
To search the ledger, the best place to find an appropriate report is in CCC
Reports — A. General Reports - General Ledger Enquiries. There are many ledger

& Generalledger Enguiries F-3

[@ 3rd Sector Expenditure

A Account Spend analysis
transaction enquiries, to see the full name of them, hover your curser over the B Account Varisnos snslysis
enquiry and a box will come up with the full name on. @ Belance Table Budget report
Each ledger transaction enquiry will have different selection criteria and search [@ Balsnce Table Budget repor..
results. Open an enquiry to look at this. [E Capital Grants

[E Capital Transactions by Proj..
[E Capital_Funding Statement _.
Ledger transaction enquiry by trans date [@ Client Balances
P — [E Communities_Purchass ord...
Period betwesn and A~ Unauthorised tems [E  Creditor listing
— § T R —
Service between and [@ DS payments for Atamis
Lpt:: p. [E Direct payment - managed _.
[E Ledgertransaction eng (det..
—
BN veiee | Alleres | | [ Comrociobons [E Ledger transaction enguiry (..
. — EI [E Ledgertransaction enguiry (.
[E Ledgertransaction enquiry (..
Use the selection criteria to search on the ledger. The more you put in here, @ Ledger transaction enguiry (.
the closer the results will be to what you are looking for. e eepss——Tam——
[A | edner tranzaction anain

On the right-hand side of the search setup screen, you will see check boxes with
the following options:

A - Unauthorised items
B - General Ledger v

A-Unauthorised items - when this is checked the results will bring up transactions C - Historical GL
currently sitting for approval in workflow.

B — General Ledger — this will show all transactions which have been posted to the Ledger
C — Historical GL — this will show the same as General Ledger above.

Results . .
When you are happy with your search criteria,

Detail level | All levels - Copy to clipboard click Search under the Results section of the
screen to bring up the results, these will show

# T TransNo Trans.date Period Account Costc
at the bottom of the screen.
1 AP 43694133 2371272020 202010 3042 0051
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Where the results are highlighted in blue, you can click on these to “drill down” and show more information about
that field.

When in the drill down menu, if there have been any documents attached to the &)
transaction, you may access them using the paperclip icon in the right-hand corner of the @

menu.

To go back to the previous screen, either click on the arrow or the name of the ledger report you have searched in
(in blue below). Please note that if you

click the X on the tab, this will close = Transaction details x

down the whole search screen, and you —]

will have to start again. E Ledger transaction enquiry (detailed) by account » Transaction details

Accounts Payable Enquiries

To enquire on supplier invoices, go to Reports- CCC Reports — A.General Reports — Accounts Payable. Here you will
find invoice enquiries and open and historical enquires for suppliers. Please feel free to open and test out what
enquiry will work best for you.

If you would like to enquire on purchase orders/requisitions, go to Reports — CCC Reports — A.General Reports —
Purchasing.

If you have access to the Procurements Menu, there are also a number of enquires sections in this menu that may
appear useful to yourself:
Supplier Enquiry

Homescreen menu

In Procurement — Supplier information, you may open the
Supplier Masterfile to search for on a supplier Forms

Reports.

Supplier information
nnnnnnn

% Suppliers

W Suppher group

B Enguines ¥
Suppliers

To enquire, you may either start typing the name of the == S s s s s e

supplier in the lookup field or press the triple dot button

next to the lookup field to open up value lookup.

Supplier ID Supplier name

In the value look up screen, you will be able to enquire rasscaton
on different aspects of a supplier. Open the advanced i o) | |

sections to find more fields to enquire on too.

If you only know part of a supplier’s name or any other Ea I

aspect, place your enquiry between asterisks as shownin ==

Sundry

the example below:

Value lookup

105440 EDFENE. BB GADEONHOU. EXi3UT  EDFENERGY  EX1aUT 1 151844 N
=3 [}

Please note that if you do not have access to this screen, there will be a supplier enquiry in the Reports Mep
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Requisition Enquiry

If you would like to find out if a requisition has been processed into a PO, you can use the ‘Default Requisition’
enquiry that is located in Reports — CCC Reports — A.General Reports — Purchasing.

Using the selection criteria, enter the requisition number and press search, it will then bring up the requisition and if
it has been transferred into a PO, there will be a PO number in the Purchase order column. If there isn’t a number in
this field, then the requisition is either still awaiting approval or is in the queue to be transferred.

You may also use this enquiry to find a requisition relating to a PO, all you do it enter the Purchase order number in
the search criteria and it will bring up the requisition number in the results tables.

Goods Receipt Enquiry

If you would like to find out if a PO has been goods receipted go to Reports — CCC Reports — A.General Reports —
Purchasing and open Delivery Status Enquiry. You may also use your search bar in the top right-hand corner to
search for the enquiry instead.

Delivery Status enquiry

You can search for the order number and if there have  selection citeria

been any goods receipts against the PO, they will appear mees L

when you press search.

You may also search using a goods receipt number you N -
have to check what PO it is for R B B e Y

2031502¢ ADMINEOFFEQ  Adminisirtive & Office Equipm.

Workflow Enquiry

If you would like to check the workflow status of a Requisition or Invoice, you may use the enquiries located in
Reports — CCC Reports — A.General Reports — Purchasing — Workflows Currently in Progress.

These are the enquiries that will be most useful:

Workflow Purchase Invoices in Progress — Purchase invoices that have entered workflow due to being over the 2.5%
tolerance

Workflow Requisitions in Progress — Requisitions that are awaiting approval before being transferred into POs.
Workflow Supplier Invoices — Non order invoices that are in workflow

Using Workflow requisition in progress as an example, when you are in the enquiry screen, you may enter the
requisition no in the selection criteria field. Tick the Active and Historical tick boxes as this will being up the
requisition regardless of whether it is in workflow or not.

When you press search it will tell you the status of the workflow, you may open the workflow status to show you the
workflow map

T ‘Workflow Requisitions in progress + Maf
Workflow Requisitions in progress (4] vier . 2=l L
i Map
# Selection criteria
Co:CC TC:47 OrderNe:201568711 Posi1 #:1 Log bock
Requested by like Active A4
Historical L
Service like
RequisitionNo. like 30158711
Period between ver| and O Start
Coste like v
Company fike co I REQ APFROVAL
Results . *
Karen L Manse!
Detsil level  Alllzvels | GCopy o clipboard Elzr“m_ffcg“
= Task Task Workfiaw Requestsd ——— — N . ¥ Unit Curr
£ Updated b e Ty ey by RequisttionNo. Product Descriptio Unit o || s

1 01/11/2022 ABC123  TestUser Waorkflow in progr..  ACR355 30156711 ADMINAOFFEQ  Administretive & Office Equipme.. UN 200 2.00
I 00
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Purchase order enquiries

Purchase order details enquiry can be found in Procurement — Purchase Orders — Enquiries - Purchase details

You may search by order number, supplier id, requested by etc.

Purchase order detaile When you have found the
purchase order you are looking
for, you may open the purchase

% Selection criteria

— order and get a copy of the
Detsileve! [ Alievels | = | [ Gopy o cptosra purchase order by pressing on the
# SupplierlD SupplerlD Odertio  Oroered | ATE™ pelivd | invoicediio Staus | Responsidie pasﬁlj;it = F‘;"if';j h|gh||ghted pu rchase order
1 HAYS 100 3574792 .62 168 O HEI530 . number then preSSing the
2 HAYS 100 1187912 115 ags O LiB5a L . .
: b omo = . Ppaperclip icon.
4 HAYS 100 000 000 © HEI520 b
5 HAYS 400 240 240 © 1615
=i CC Purchase order X
[ 4] Purchese order detsils » Purchase order @
Purchase order O
1-Purchaseorder | 2-lvoice | 3-Defvery | 4-Setup
Purchase order number * TTETETI
Purchass order information o S Dates

Web - 202201

Supglier*

Delivery description®

100481 Haviess Inbn (1 2R 24R704 - Date -

There are also other purchase order enquiries in Reports — CCC Reports — A.General Reports — Purchasing such as
outstanding purchase orders, purchase order details and multiple line purchase order details.

Invoice Enquiries

The best enquiry for invoices is Invoice Enquire Browser that is located in Report — CCC Reports — A.General Reports —
Accounts Payable

Invoice Enquire Browser

Ensure you have ticked = sketion citaria

the A, B and C tICk I date between B and =] A - Registered lnvaices ¥
boxes to bring up e —— B
invoices in all statuses. " st

Company like cC
You can then enquire o

on any invoice details Detsillevel | Al levels

Copy toclipboard

z T suppip | SupRiD Ry moicadlo | Amount rudste | Trenelo Fay i Text s S5 Coptract
you have e.g. i = Chegs
transaction number, E =]

i nvo ice num be r', Tmeexecuted 20/11/202412:35:34  Number of rows O

supplier id etc.
When your search results appear, you will be able to see the payment date. If this is blank, the invoice hasn’t been
paid yet. You may use the workflow enquiries as explained above to enquire further.

You may also open the transaction number and look at the invoice in document archive by using the paperclip icon.
Ensure you have opened the transaction first.

Further enquiries

If you have any questions or require assistance finding an appropriate enquiry in relation to accounts
payable, please email CR Finance P2P
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Accounts Receivable Enquiries

To enquire on customer invoices, go to Reports — CCC Reports —

A.General Reports — Accounts Receivable

If you have access, you may use the enquires in Reports - Accounts

Receivable 5.5.

Workflow Enquiry

To enquire about the status of a sales order, go to Customer and sales —

Sales Orders and open Workflow enquiry.

Forms

Procurement

Accounting

Common

Reports

To enquire about the authorisation of a finished sales order, you can you

Workflow user log — Sales orders.

Workflow enquiry — Sales orders

When using this enquiry, you can open the workflow and see the map.
You can enter the sales order numbers in the OrderNo filed and search to see the status of the order.

Workflow enguiry - Sales orders

# Selection criteria

Company like cc
Workflow status like -
Task awner like
Results
Detzillevel | Alllevels | = Copy to clipboard
# Procecs = Taszk Workflow
- il omess Step owner (T) status (T}
1 A 80 Approval  Sales Order line valueis .. Peter Gwyn Fhillips Workflow in progr_
-

Workflow user log — Sales order

OrderMo Resp
4668521

r 4668821 PGRT3T
4668821

When using this enquiry, you can see who has approved finished sales orders.
Enter the sales order number in the OrderNo field and you can see who has approved the order but looking at the

Task Owner field.

Workflow user log - Sales orders

¥ Selection criteria

Results
Detzil level  Alllsvels Copy to clipboard
& o " Task Workflow
- IEE Step owner status (T)
1 S0 Approval Sales Order Appro.. RH220 Finished
z

Further Queries

asl Actio

ke ton "
processed by M) OrderNo
4283308
RH420 Approve 4483308

MRS MARGARET EIRY E...

Homescreen menu

Global reports

B 1Personal
l& Accounts Receivable 5.5
B AR Enqguiries

B 50 enguiries

» K L H» L

v

CCC Reports

v

AGeneral Reports

r

Accountancy

r

Accounts Payable

Accounts Receivable

r

L]

Bacs & Cheque Enquinies

n

General Ledger Enguiries

K L€LLLKL»

r

Purchasing

Worlflow Distribution Rules Eng

)

Active L4
Historical L

CustlD

Product

FRIVATEHM.. STAY AT PRIVATE HO_

CustD Froduct

FCACCOU_

If you have any questions or require assistance finding an appropriate enquiry in relation to accounts receivable ,

please email Debtors
Contact Us

General Enquiries — Systems

Accounts Payable (Supplier Invoices) Enquiries — P2P or Creditors
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mailto:CRFinanceSystems@carmarthenshire.gov.uk
mailto:CRFinanceP2P@carmarthenshire.gov.uk
mailto:creditor.payments@carmarthenshire.gov.uk

Accounts Receivable (Customer Invoices) Enquiries — Debtors
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