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Topic Objectives

Upon completion of this topic, you will be able to execute the following tasks:

· Demonstrate knowledge of the Expense Invoice Entry procedure.
· Enter information from paper invoices.
· Release invoices to route for approval using Process Flow.
Entering an Expense Invoice Overview
The process to enter an Accounts Payable (AP) invoice when no encumbrance is required involves several steps. The following steps are illustrated in this guide:
· Enter Information from a  Paper Invoice

· Release Invoices for Payment

When the invoice is received for payment, the agency will enter the invoice information into the NH FIRST system and release the invoice for approval. Process Flow will route the invoice for approval. All invoices require the approval of the agency Power of Attorney. Some invoices will also be pre-audited by the Bureau of Accounting, while some will be audited after the fact. After a pre-audit, the Bureau of Accounting (BOA) will approve the invoice for payment. The process for submitting the invoice for approval is the same for pre-audited invoices and post-audited invoices; the system will determine how to route each invoice.  Electronic invoices are covered in a separate topic.  
Daily, a program is run by FDM to update the General Ledger with all of the invoice and distribution information, as well as print checks. This process is not covered in this topic.  
Process Improvements from NH FIRST Project
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Process improvements resulting from the NH FIRST Project are listed here. Each improvement is also apparent on the following flowchart and is indicated by an arrow. The corresponding number from the arrow is shown in parentheses after each bullet in the improvements list.
· Tightly integrated system edits and audits to increase accountability for State fund Expenditures (1).
· Standardized process for processing all invoice types (single data entry screen) (2).
· Ability to capture the expenditures against expense State-wide Contracts (3). 
Who will use this process?

Agency personnel who enter Accounts Payable invoices where no encumbrance is required. This includes invoices related to unencumbered field purchase orders, as well as Employee and non-employee  reimbursements.   
Why will they use this process?

To insure that the AP invoices and reimbursements are correctly entered and paid within terms.
When will they use this process?
Whenever an invoice is received from the vendor and no encumbrance is required or a  report is received.  

 Invoice Entry Work Flow 
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The first step in the Expense Invoice Entry process is to receive the invoice from the vendor at the Agency Business Office.  
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If the invoice is from a purchase order, it will be covered during the encumbered payment process topic. If it is not, continue with step 9.
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These steps refer to the processing of encumbered payments and invoice cost message resolution and are covered in different courses.
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The invoice is entered into the system using the basic invoice screen AP20.1 as an expense type invoice and is electronically released for approval to the Agency Power of Attorney and the Bureau of Accounting.
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The released invoice is routed through Process Flow for approval by the Power of Attorney and the Bureau of Accounting.  If the invoice is approved, it is ready for payment.  If there are errors on the invoice and it is rejected, an email will be sent to the person entering the invoice and the Agency Power of Attorney telling them to fix the errors.

[image: image13.emf]12

If an invoice is rejected in Process Flow by either the AP Agency POA or the Bureau of Accounting, the agency Accounts Payable Staff must cancel the invoice on form AP30.4-Invoice Cancel then re-enter it on AP20.1-Basic Invoice and release it for approval again.  
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 Approved, released invoices are then processed for payment and posted to the General Ledger during the daily payment cycle run by Financial Data Management (FDM). 

Entering Information from a Paper Invoice
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 The first step in the Expense Invoice Entry process is to receive the invoice from the vendor at the Agency Business Office.  
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 If the invoice is from a purchase order, it will be covered during the encumbered payment process training topic. If it is not, continue with step 9.
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 The invoice is entered into the system using the basic invoice screen AP20.1 as an expense type invoice and is electronically submitted for approval to the Agency Power of Attorney and the Bureau of Accounting.
· Use Basic Invoice (AP20.1) to enter and maintain unreleased invoices, debit memos, credit memos, and one-time vendor invoices. You can also use this form to enter an add-on charge (AOC) only invoice for multiple purchase orders. 
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Entering Information from a Paper  Invoice
1. In the Search Box, type AP20.1, and press Enter.

2. In the Company field, type DS-Company.
Note: The Company represents the Fund number.
3. In the Process Level field, type DS-Process Level.
Note: The Process Level represents the Agency number.
4. In the Post Date field, type t for today.  

5. In the Authority Code field, type DS-Authority Code.
Note: The authority code is generally your initials but verify by selecting your authority code.  The authority code is required for the invoice to release for payment.
6. In the Vendor field, type DS-Vendor.
7. [image: image27.emf]In the Remit To field, type DS-Remit To.  

Note:  A Remit To location is required for the invoice to be added.  

To correct or add additional remit to locations, contact Purchase and Property.
Note: If either the invoice vendor or invoice number is entered incorrectly, the invoice must be deleted and re-entered with the correct vendor or invoice number.  If the error is discovered by the Agency after the invoice is submitted either the Agency Accounts Payable Power of Attorney or the Bureau of Accounting will need to reject the invoice for it to be available in AP30.4 to cancel and re-enter in AP20.1.  If the invoice has been released by the Bureau of Accounting but, the check has not been cut, notify your Agency Accounts Payable Power of Attorney.  
8. To process a regular unencumbered invoice, leave the PO field blank.  

To process an unencumbered invoice against a state-wide contract, in the PO field, type the state-wide contract number.

9. [image: image28.wmf]In the Invoice field, type DS-Invoice.
Note:  The Invoice number must be unique for the history of the vendor.   
10. In the Inv Description field, type DS-Inv Description.

11. In the Inv Date field, type DS-Inv Date.
Note: This is the date of the invoice. The due date will be calculated.  A check will be issued 5 days prior to the due date to allow for delivery.    
12. In the Handing Code field, type or select EXP for an Expense (Unencumbered) Invoice.

Note: This handling code indicates that the invoice will not be matched against a system purchase order or receiver.
13. In the Inv Amount field, type DS-Inv Amount.
14. In the FC, Function Control, field for a line, type or select A to Add a distribution line.
15. In the Co field on a line, type DS-Co.

Note: The Company defaults from the header information entered in Step 2 and only needs to be entered if the company for the line distribution is different from the header Company.
16. In the first Account field on a line, type DS-Accounting Unit.  In the second Account field on a line type DS-Account.
17. In the Activity fields, type or select the Activity in the first field and Account Category in the second field. 

Note: How to correct information related to Activity and Account Category is not covered in this topic, but is covered in the Processing Transfers of Expenditures and Other Corrections topic.

18. In the Amount field on the first line, type DS-Amount.
Note:  Repeat steps 13 through 17 until you have entered up to the first five distribution lines available on the screen.  
Note:  If incorrect accounting information is entered on the invoice, it can be corrected at any time up until the invoice is released for payment at AP26.1.  After the invoice has been released a transfer of expenditures must be done.  
19. Click the Add action button.

On the Status Bar, “Add complete – Voucher #” appears.  Note the Voucher Number on the invoice.
If you need to correct or add more distribution lines the Status Bar reads, “Record added; distributions out of balance.”  

Note:  The sum of all of the distribution lines must equal the invoice amount for the invoice to be in balance.  An out-of-balance invoice can be added however, it cannot be released until it is in balance. If you need to add more distribution lines continue with Step 19.

[image: image29.wmf][image: image30.wmf]Note: Be sure to check the status bar on the lower left corner of the screen whenever you are adding invoices. NH FIRST uses this space to display important messages. For example, NH FIRST will tell you in the status bar if the accounting string you are attempting to use does not have enough funds available to process the invoice.

To continue adding distribution lines to an invoice.  The invoice must be Added to the system; Step 18 must be completed. 
20. Place your cursor in the FC field of the first distribution line and hit CTL+Shift+K.  This will clear all the fields in front of where you placed the cursor; in this case, clearing all the distribution lines so that you can enter more distribution lines.

21. Input the additional distribution lines using FC of A to Add.
22. Click the Change special action button to add the lines to the existing transaction.  
The Status Bar reads, “Change Complete – Continue.” 

Making Corrections to an Added Invoice
Corrections can be made to an invoice at any time up until the invoice is released for payment at AP26.1
1. Always start by recalling the invoice in AP20.  To accomplish this do one of the following then click Inquire. 
· Input the Company then Search and Select the Voucher Number; or

· Input the Company, Vendor, and Invoice Number (the Invoice Number can be selected from the drop down list).

To Correct Distribution line(s) 

2. In the FC, Function Control, field for a line, type or select C to Change a distribution line. 

3. Input the corrected information to the Company, Accounting Unit, Account, Activity, Account Category, and/or Amount field(s).

4. Click on the Payment tab.  Highlight and delete the Cash Code and Payment Code fields.  If this step is not done a security violation message appears in the status message bar.
5. Click the Change action button to change the lines of the existing transaction.  
The Status Bar reads, “Change Complete – Continue.”

To Correct Header Information
Lawson allows changes to the remit to location, invoice description, invoice date, and invoice amount.  

2. Correct the Remit to Location, Invoice Description, Invoice Date, and/or Invoice Amount.

3. Click on the Payment tab.  Highlight and delete the Cash Code and Payment Code fields.  If this step is not done a security violation message appears in the status message bar.
4. Click the Change action button to change the lines of the existing transaction.  
The Status Bar reads, “Change Complete – Continue.”

[image: image31.wmf]Lawson does not allow changes to the invoice number or handling code.  Delete the invoice and re-add the invoice as follows:

2. Click the Delete action button once.

3. Highlight the Voucher number field and hit the Delete action button on your keyboard.

4. Correct the Invoice number or Handling Code.
5. Click on the Payment tab.  Highlight and delete the Cash Code and Payment Code fields.  If this step is not done a security violation message appears in the status message bar.
6. Click the Add action button to add the corrected invoice.  

The Status Bar reads, “Add Complete – Continue.”  Note the new Voucher Number on the invoice.

Lawson does not allow changes to the vendor number.

Delete the invoice and re-add the invoice as follows:

2. Click the Delete action button once.

3. Highlight the Voucher number field and hit the Delete action button on your keyboard.

4. Correct the Vendor number and Remit to Location.
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Click on the Options tab.  Highlight and delete the Locale Pay Vendor.

If this step is not done the original incorrect vendor will be paid! 
6. Click on the Payment tab.  Highlight and delete the Cash Code and Payment Code fields.  If this step is not done a security violation message appears in the status message bar.
7. Click the Add action button to add the corrected invoice.  

The Status Bar reads, “Add Complete – Continue.”  Note the new Voucher Number on the invoice.

Releasing an Invoice for Approval

Use Invoice Release (AP26.1) to release invoices for approval.  

To release the invoice for approval

23. In the Search Box, type AP26.1, and press Enter.
The Invoice Release (AP26.1) form appears.
24. In the Company field, type DS-Company.
In the Authority Code field, type DS-Authority Code. 
Note: An authority code must be assigned to an invoice before you can release it for approval. 
25. Click the Inquire action button.

All unreleased invoices associated with the company and authority code appear.
26. In the FC, Function Control, field next to DS-Invoice, type R to Release.
27. Click the Change button.

The message in the status bar reads Change Complete—Continue and the released invoice will disappear from the screen.

Note: If an error is discovered after the invoice has been paid, refer to topic – (GLT002) Transfers of Expenditures. 
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 The released invoice is routed through Process Flow for approval by the Power of Attorney and the Bureau of Accounting.  If the invoice is approved, it is ready for payment.  If there are errors on the invoice and it is rejected, an email will be sent to the person entering the invoice and the Agency Power of Attorney telling them to fix the errors.
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 If an invoice is rejected in Process Flow by either the AP Agency POA or the Bureau of Accounting, the agency Accounts Payable Staff must cancel the invoice on form AP30.4-Invoice Cancel then re-enter it on AP20.1-Basic Invoice and release it for approval again.
Canceling a Rejected Expense Invoice 

Use Invoice Cancel (AP30.4) to cancel rejected invoices in preparation to re-enter the invoice in Basic Invoice (AP20.1).  

1. In the Search Box, type AP30.4, and press Enter.

The Invoice Cancel (AP30.4) form appears.

2. In the Company field, type or select the Company from the drop down list. 

3. In the Vendor field, type or select the Vendor Number from the drop down list.  Required.
4. Click the Inquire action button.

All released invoices associated with the company and vendor appear in invoice number order.
5. In the FC, Function Control, field, type or select D to Cancel.

6. Confirm the Cancel Date is today’s date.

7. Click the Change special action button.

The canceled invoice disappears from the screen.  The status message bar reads “Invoice cancelled.”
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 Approved, released invoices are then processed for payment and posted to the General Ledger during the daily payment cycle run by Financial Data Management (FDM). 

Exercise 1: Review Questions 

Answer the following questions about invoice entry.

1. What form is used for processing an invoice entry?  
2. What form is used for submitting the invoice for approval?  

3. Who must release the invoice prior to the invoice being approved for payment?  

4. How would you know if an invoice is rejected by the Agency Power of Attorney or Bureau of Accounts?  
5. Can Accounts Payable correct an invoice that has been released and approved?

6. How are invoices corrected if they are rejected by the Agency Power of Attorney or Bureau of Accounting?  
Exercise 1: Review Questions Answers

Answer the following questions about invoice entry.

1. What form is used for processing an invoice entry?  

All invoices are entered on AP20.1 – Basic Invoice
2. What form is used for submitting the invoice for approval?  



Invoices are submitted for approval on AP26.1 – Invoice Release
3. Who must approve the invoice prior to the invoice being scheduled for payment?  
At a minimum The Agency of Power of Attorney must approve all invoices.  The Bureau of Accounting will pre-audit most invoices. 
4. How would you know if an invoice is rejected by the Agency Power of Attorney or Bureau of Accounting?  
An email will be sent to the Agency Power of Attorney and the person entering the invoice with a description of the problem

5. Can Accounts Payable correct an invoice that has been released and approved?

No.  Corrections for a released and approved invoice with errors can be accomplished by either:

· Generating a Transfer of Expenditures on GL40 to correct errors to the accounting distribution or 
· For vendors your agency does regular business with, entering a credit memo to reverse the error in the agency records and entering a corrected invoice.
6. How is an invoice corrected if it is rejected by the Agency Power of Attorney or Bureau of Accounts?  
The invoice must be cancelled on AP30.4-Invoice Cancel and then re-entered with the correct information in AP20.1- Basic Invoice.
Exercise 2: Hands-On 

Enter the following two expense invoices, and release them for approval.

	
	Invoice 1
	Invoice 2

	Company
	10
	Select company 10

	Process Level
	01400
	Search for HHS: Behavioral Health, Div of

	Authority Code
	ACC
	Your Authority Code

	Vendor
	Search for 1-2-3 Lock-Key & Security 
	Search for Safety, Dept of

	Remit To
	Use the drop down list and select a value
	Use the drop down list and select a value

	Invoice (number)
	APP001-39575
	AR2340659

	Inv Description
	3 padlocks
	Radio Repair

	Inv Date
	4/2/09
	4/2/09

	Inv Amount 
	52.75
	300.00

	Company
	10
	<blank>

	Accounting Unit
	90250000
	14360000

	Account
	500200
	500225

	Amount
	52.75
	300.00


Topic Recap

Having completed this topic, you should be able to: 

· Demonstrate knowledge of the Expense Invoice Entry procedure.

· Enter information from paper invoices.

· Release invoices to route for approval using Process Flow.

 Invoice Entry Work Flow
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Data Sheet Values

AP20.1 Data Sheet Values 
	
	Invoice 1
	Invoice 2

	Company
	10
	10

	Process Level
	Your Process Level
	Your Process Level

	Authority Code
	Your Authority Code
	Your Authority Code

	Vendor
	Search for the vendor 

Maxfields Hardware (150213)
	Search for the vendor 

Micro-Optic Precision (161026)

	Remit To
	Use the drop down list and select a value
	Use the drop down list and select a value

	Invoice
	APP001-37321SR921
	APP001-STNH8475

	Inv Description
	Floor wax stripper solution 
	Replacement lens for scope 

	Inv Date
	3/15/2009
	3/25/2009

	Inv Amount
	189.43
	253.96

	Company
	Enter if different from the Company on the Header record
	Enter if different from the Company on the Header record

	Accounting Unit
	10440000
	10420000

	Account
	500200
	500100

	Amount
	189.43
	253.96
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