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Using PeopleSoft To Record Sales
And Use Tax On Purchases
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Sales and Use Tax - Using PeopleSoft
Sales Tax
1. How To Record

2. Using Available PeopleSoft Features
* Advantages

» Disadvantages

Basic Voucher Entry In PeopleSoft

Use Tax
1. How To Record
* Accrued Use Tax
* Use Tax Adjustment Form

G
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SALES TAX SHOULD BE ENTERED IN
THE INVOICE HEADER SALES TAX
FIELD

< Invoice Information g P } Voucher Attril " Case jon |
. - ACARC Invoice Number:  [EXAMPLE VCHR #3 060911

VoucherID:  NEXT Invoice Date: 06/09/2011 [
Voucher Style: Regular

™ Employee Vendor

Vendor: 0000041664 Q Misc. Amount: = Non Merchandise Summa)

Name: TEKTIMESYS-002 O sk g
Location: 0000000001 Sales Tax: 1050 &

*Address: |_1 Q

Tek Time Systems Inc Total: 130.50
Balance: 0.00

1250 N Lassen Street
™ Tax Exempt Flag

Use Tax: 000
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How To Record

1. Avoid One Line Lump Sum Entry
2. When Possible, Copy From Purchase Order
3. Verify Invoice/Purchas Order Accuracy On

* Method Of Delivery

» Tax Rate Vendor Is Charging

C
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Using PeopleSoft Features

Advantages Disadvantages

 Invoice Detalil * No Invoice Detall

e Taxability Recorded ¢ Taxability May Be
Properly Recorded Incorrectly

e Reduced Chance Of * Increased Chance Of
Examination Examination

County of Riverside  Office of the Auditor-Controller

PeopleSoft Navigation For An
Unmatched Voucher

ORACLE’

Personalize Content | Layout
Menu 2 B8
Search:

®

> My Favorites
> Supplier Contracts

Choose Ficeecas BN
ACCOU ntS DVEndsurs

[ Purchasing

Payable b:eF rrrrrrrrr it
roject Cos

e
orklis

> Tree Manager

> Reporting Tools
eople

= My Personalizations

- My System Profile
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Search:
®)

> My Favorites

> Supplier Contracts

> Customers

> Order Management

[ tems

- Vendors

I Purchasing

> eProcurement

- Services Procurement
1> Project Costing

> Billing

> Accounts Receivable
I Vouchers

I Payments

I Balch Processes

I Review Accounts Payable

Click on Ad

Main

ﬁ Accounts Payable
Access PeopleSoft Payables.

[ Accounts Payabie Center Vouchers ﬁ Payments
6 Access the Accounts Payable center ouchers. Create and manage payments.
) Add/Update C3 Pay Cycle Processing
C3 Pay Cycle Approvals
3 Approve C3 Pay Cycle Exceptions
3 More..
| Batch Processes | Review Accounts Payable Info ﬁ Rej
Process vouchers, payments, accounting entries, clearing, and Run inquiries on vouchers, vendors, payments, and integration Create accounts payable reports.
revaluation with sysfems. £ Vouchers
1 Vouchers Vouchers £ Voucher Reconciiation
L) Payment C interfaces £3 Payments
Payments 2 More.

[ vendor
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I My Favorites
> Supplier Contracts
> Customers.
> Order Management

> Purchasing
> eProcurement
- Services Procurement
> Project Costing
= Billing
> Accounts Receivable
[-- Accounts Payable
> Add/Update
1> Maintain
> Approve
> Payments
[ Balch Processes
I Review Accounts Payable
Info
I Reports.
~ Accounts Payable Center

Select Regular Entry

Main Menu > Accounts Payabie >

ﬁ Vouchers

Add, maintain, and appy]

| Approve

Approve vouchers.
AP Confidential U Assignment
Depariment Voucher Aporoval
Voucher Aporoval History
AC Approve Voucher
Request Voucher Batch

Update and review vouchers with errors.
] Voucher Build Error Detail
os: her

Delete Voucher

County of Riverside  Office of the Auditor-Controller

6/13/2011



[ OracLe

Menu B . .
== | Enter voucher information

)
[ My Favorites Voucher
[ Supplier Contracts
I Customers Find an ExistnaValue | Add a New Val

[> Order Management
[ ltems . .

© Vendors Business Unit: ACARC O
[ Purchasing Vi riD: I—:
[ eProcurement oucher 1D: NEXT

[ Services Procurement Voucher Style: Regular Voucher >

E ;mf; Se=id ShortVendor Name: [TEKTIMESYS-002 @
> Accounts Receivable Vendor ID: [ovonoateer @
[~ Accounts Payable
~~ Vouchers Vendor Location: 0000000001 &
- aam Address Sequence Number: | 10,
o Maintain Invoice Number: [2038147 EXAMPLE
© Appiove .
b Payments Invoice Date: 06/07/2011 [

[> Batch Processes Gross Invoice Amount: 17875

I> Review Accounts Payable
Info Estimated Ko. of Invoice Lines: 2
I Repors

- Accounts Pavable Center
[ Assel Management 1
[ Commitment Conzrol I C

- General Ledger ting Vel Vel
' et Up Finandials/Susply Find an Existing Velue | Add a New Velue

Chain
[ Worklist
> Tree Manager
[ Reporting Tools
[ PeopeTaols
- Change My Password
|~ My Personalizations
= My System Profile
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After you click Add, PeopleSoft takes

you to the Invoice Information Panel.
ORACLE’

search:

> My Favortes Summary | Invoice Information {_Payments ) Voucher Afiibutes / Error Summary | Case Information

Eg.;g:;y;;{énmans Business Unit:  ACARC Invoice Number: [

VoucherID: 00218695

. > Order Management Invoice Date:
Ve r th at > lems Voucher Style:  Regular
> Vendors

S I Employee Vendor

he Tax ~L i E—

Exempt T st =

= Vouchers

Non Merchandise Summay

Location:

Enter invoice
information
where
applicable.

*Address

< AddUpdate

Flaq is
[ Maintain
1 Approve.

unchecked | i&anss.

> Review Accounts Payable

I Tax Exemptflag
Use Tax:

Info
© Reports San Bernardino, CA 92411

- Accounts Payable Center Advanced Vendor Search

> Commitment Control “pay Terms:

> General Ledger

b SetUp FinancialsSupply *Currency:
Chain

b Workdist

b Tree Manager

> Reporting Tools

o PeopleTools

|- Change iy Password i [ Lcmro N e —
Crresmren PO Unit: Purchase Order: Copy P Warksheet Copy Option: [one

|- My System Profile

Action: ¥] _Run

= =] Accounting Date:

Description
[PArsRBBONS

Line *Distribute by ftem
1 [am

Ship To SpeedChart
6302-10500 ™ use One Asset 1D Salestse Tar

Amount *GLUNit  Account Openitem  Fund Department Proaram
1 78.85 RVCO 523700 10000 1300100000
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Choose
> My Favorites

the

payment | e
termS I;“osl:;us.nagenenl
and enter [/ jre=

- > ePracurzment
the line | semces pig

[™ Tax Exampt Flag
Use Tax: 00 F
Commerts
3an Bernarding, CA €2411
Advanced Vendor Search

*Pay Terms: Het 20 =| = Action: =| Run

Accounting Date:

*Currency:

item
detail
from the PO Urit: ,— Purchasa Crder: ’— Cooy PO Worksheet Copy Option: /W—E
InVOICG = Regu'ar Eniv
" [ Maintain
o E:::;:“: Line ‘Distribute by tem Description Quantty UCM Uit Price
 Baich Fracesses 1 [amoust 5] | [ParTS-RIBEONS
C“Ck the 3 ;I‘?:MA::auntEFayabla Ship To SpeedChart
T —
SaleS/Use - unts Pavable Canter
H [ Azsel Management GL ChartFizids 1
Tax link. |\ Comrimert Conra = e
I General Ledger Amount Quantity ’GLUnit  Account Openliem  fund rtment Prooram
(> SetUp Financials/Supply 1 7885 RNCC 523700 10000 1300102000
Chain
- Worklist
> Trze Manager Line ’*Distribute by item Description Quantty UOM Unit Price Extended Amount
1> Reperiing Tools 2 [Amount ¥ O SITE SERVICE CALL 92.00
[ PecpleTools .
- Charge My Passwerd Ship To SpeedChart
- My Personalizations 5392-10500 I~ Use Dne Asset ID Szles/Use Tac
= Ny System Frofile
Amount Quantty ’GLUnit  Account Operltem  fund riment Procram
1 9000 RNCC 523700 10cco 1300100000
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Enter the Sales/Use Tax
Applicability for each line item.

Cracle N —

Search:
& My Favorites Invoice Line Tax Information
> Supplier Contracts ) )
> Customers Voucher Line: 1 Ship To Location: §392-10500
I Order Management v
i tems
[ Vendors Sales/Use Tax Destination: 6392-10500
Ezg:iﬁwem SalesiUse Tax Applicability: W
> Services Procurement Ultimate Use Code:
qarelt Tax Code SUT: SCA
[ Billing
> Accounts Receivable
e I~ Include Misc Charges | | Sales Tax Pe: 87500
+ Add/Update I™ Include Discount Calculated Sales Tax Amount: 6,90
L I Include Freight Allocated Sales Tax Amount: 6.90
[ Maintain
b Approve I” Include VAT Use Tax Amount:
[ Payments
[ Batch Processes 0K Gancel Refresh
[ Review Accounts Payable
Info
[ Reports
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This Line is Exempt

Search;

> My Favorites
[> Supplier Contracts
[ Customers
[ Order Management
[ tems
[ Vendors
I Purchasing
I eProcurement
[ Senvices Procurement
[ Project Costing
[ Billing
[ Aceounts Receivable
- Accounts Payable
= Vouchers
- Add/Update
= Regular E
[ Maintain
[ Approve
I Payments
[ Batch Processes

[ Py Y R ——

[» Review Accounts Payable

Info
[» Repors
- Accounts Payable Center

ORACLE’
Menu 0]

®

"~ ——

Invoice Line Tax Information

Voucher Line: 2
= -

Ship To Location:  §392-10500

6392-10500
Exempt hd

Sales/Use Tax Destination:

Sales/Use Tax Applicability:
Ultimate Use Code:

Tax Code SUT
I” Include Misc Charges | | Sales Tax Pct:
™ include Discount Calculated Sales Tax Amount:
I™ Include Freight Allocated Sales Tax Amount:
I Include VAT Use Tax Amount:
0K | cancel | Refresn

County of Riverside

Office of the Auditor-Controller

b My Favorites
[ Supplier Contracts
[ Customers

> Order Management
0 ltems

> Vendors

1 Purchasing

> eProcurement

L Project Costing

b Billing

> Accounts Receivable
[~ Accounts Payable

= Vouchers
dd/Update

[ Maintain
[ Approve.
> Payments
1> Batch Processes

> Asset Management
> Commitment Control
> General Ledger

> Worklist

> Tree Manager
[ Reporting Tools
b PeopleTools

- My Personalizations

' Services Procurement

Regular Entry

> Review Accounts Payable

> Set Up Financials/Supply
n

- Change My Password
- iy System Profile

County of Riverside

Enter sales tax from the invoice in the

Sales Tax field

[ Summary " Invoice Information

Business Unit:  ACARC

Woucher Attributes | Error Summary | Case Information

Invoice Number.

0170672011

VoucherID: 00218695 Invoice Date:
Voucher Style:  Regular
I~ Employee Viendor

Misc. Amount:

Vendor: [000004 1661
Hame: TEKTIMESYS-002

Location: 0000000001 Sales Tax |_ 6.90] 7
“Address: ]
Tek Time Systems Inc Totat:
1250 N Lassen Street Balance:
I Tax Exempt Flag
Use Tax: 000 &l
mment
San Berardino, CA 92411
Advanced Vendor Search
*Pay Terms [ 1= Accounting Date: [T275172011 | Action: - M
*Currency: [oso
PO Unit Purchase Order Copy PO Worksheet Copy Option: [None =

Invoice Lines

Line *Distribute by Item Description Quantity  UOM Unit Price Extended Amoul
1 [Amount [ [PARTS-RIBBONS
Ship To SpeedChart

6392-10500 I” Use One Asset ID

Openitem  Fund  Department Program

1 78.85 RIVCO 523700 10000

Office of the Auditor-Controller

1300100000
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Choosing To Apply Freight Allocation For Sales

Tax

<

County of Riverside

Office of the Auditor-Controller

Choose Prorate For Charge
Type

ORACLE’

Search:

®

I My Favorites
[> Supplier Contracts
> Customers
[> Order Management
[> ltems
[ Vendors
[ Purchasing
I> eProcurement
[ Senvices Procurement
[> Project Costing
[> Billing
[> Accounts Receivable
= Accounts Payable
< Vouchers
= Add/Update
[ Maintain
[» Approve
[ Payments
[ Batch Processes
[» Review Accounts Payable
Info
I Reports

= Accounts Payable Center

Freight Charges
Voucher 1D: NEXT Vendor: 0000041661
Gross Amt: 130.50 Tek Time Systems Inc

Unit  ACARC
Invoice: EXAMPLE VCHR #3 060911

Freigofiignount: 20.00

First 4] 1 or1 (¥ Last

Prorate harge Type
I |mvcomu Q =

Look up Charge Type (Alk+5)

OK Cancel Refresh

County of Riverside

Office of the Auditor-Controller
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For Each Taxable Line, Click Include Freight

County of Riverside  Office of the Auditor-Controller

Accrued Use Tax (At Voucher Entry)
1. No Sales Tax Charged By Vendor
2. Incorrect Tax Charged (Too Much, Too Little)

« If Prorating Line Items, Call Jim Voss @
53898

Use Tax Adjustment Form
1. After The Fact
2. Not Sure How To Accrue

G
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Use Tax Adjustment Form — Incomplete
Forms Will Not Be Processed
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Questions
?
f? .
29,7
?’; 7 " f)
| ¢,
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