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Topic Objectives

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

· Enter a service invoice.

· Enter two-way matching information using the create-detail function.

· Release the invoice to route for approval using ProcessFlow.

Adding a Service PO Invoice Overview

The Service PO Invoice procedure involves several steps, the following of which are illustrated in this guide:

· Add the invoice to relieve the encumbrance.

· Release the invoice for approval.

What is a Service PO Invoice?

Service PO invoices are purchase order invoices for services that do not require receiving. They may require approval by G&C prior to authorizing the services. The processing of the invoice is very similar to drop-ship invoices.  Service purchase orders can also be created as open-ended purchase orders where goods are obtained but not received in the system.  
Who will use this process?

The Agency Accounts Payable Staff will enter the invoices in the system to be matched against the purchase order cost. 

Why will they use this process?

This process is used in order to pay an invoice against a purchase order for services. The process relieves the encumbrance, and ensures that the price paid on the invoice agrees with the purchase order or contract.  
When will they use this process?

Invoices will be matched against the purchase orders daily as they are received from the vendor. 

Adding a Service PO Invoice Work Flow

1. 
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 The Agency staff will receive an invoice from the vendor and determine if the invoice is a purchase order invoice or an expense type invoice. If the agency staff determines the invoice is an expense type invoice, they will process the invoice as an expense type invoice, as explained in training topic Unencumbered (Expense) Invoice Entry. If the agency staff determines that the invoice is an encumbered service purchase order type invoice, they will follow the steps in this topic.
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 Since this is a service invoice, the purchase order invoice for goods or goods and services will be matched against the invoice Cost and Purchase Order Line, thus creating the two-way match between the invoice and purchase order. 
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 These invoices must also be matched and released for approval with process flow.

[image: image6.emf]5

The Agency Power of Attorney approves the invoice.  
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 BOA will approve the invoice and the invoice is ready for payment.  
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 If the invoice is rejected by BOA, an e-mail will be sent to the AP Clerk and the Power of Attorney for correction.  
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 If the agency is unable to make the match the Buyer works with the Agency to resolve any price discrepancies on the invoice.  The Agency and Buyer will determine which cost to use – invoice cost or purchase order cost/quantity.  
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 Adjust the invoice to match the original purchase order. 
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 Financial Data Management (FDM) processes the daily payment cycle.  This includes posting the payments to the general ledger and creating the payments for the vendors.

Adding a Service PO Invoice 
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 The Agency staff will receive an invoice from the vendor and [image: image40.jpg]


determine if the invoice is a purchase order invoice or an expense type invoice. If the agency staff determines the invoice is an expense type invoice, they will process the invoice as an expense type invoice, as explained in training topic Unencumbered (Expense) Invoice Entry. If the agency staff determines that the invoice is an encumbered service purchase order type invoice, they will follow the steps in this topic.
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 Since this is a service invoice, the purchase order invoice for goods or goods and services will be matched against the invoice Cost and Purchase Order Line, thus creating the two-way match between the invoice and purchase order. 

Prior to entering an invoice clear the screen with Ctl+Shift+X to clear the entire screen or place your curser in the Voucher field and clear the screen with Ctl+Shift+K (clears screen from that point forward).

2. [image: image41.wmf]In the Search Box type AP20.1 and press Enter.
The Basic Invoice (AP20.1) form appears.

3. In the Company field, type DS-Company. 
4. In the Post Date field, type t for today.  

5. In the Authority Code field, type DS-Authority-Code.

Note: An authority code is required for an invoice to be added and released.  
6. In the Vendor field, type DS-Vendor.

Note: The vendor number should default from the purchase order if you Select, Search, and then select the PO number.  Check to confirm the vendor is correct and select the correct remit to location.  
7. In the Remit To field, type DS-Remit To.

8. In the PO field, search for and select the DS-PO.
9. In the Invoice field, type DS-Invoice.

10. In the Inv Description field, type DS-Description.

Note:  If available, this should be the account or customer number.

11. In the Invoice Date field, type DS-Invoice-Date.
12. In the Handling Code field, type SER. 
Note: This handling code indicates that the invoice will be matched against a system purchase order. 
13. Tab to the Inv Amount field and type the DS-Invoice-Amount.

14. If this is the final payment for this PO and there will be a balance after payment of this invoice that needs to be liquidated. Click on the User Fields tab.  In the Invoice User Field 3 indicate an “F” for Final.
15. Click the Add button. 
The invoice will be added and the screen will automatically advance to Invoice Line Detail – Service (MA43.4).  The status message “Add complete – Voucher #” appears. Note the voucher number on the invoice.
16. Click the Inquire button. The line detail will appear from the purchase order.  
The status message “Inquiry Complete; invoice details out of balance” appears.
If only a portion of the full PO is being processed for payment follow steps 16 – 18 then skip to step 21.
17. To add the detail lines manually, in the FC field, type A to Add.

18. In the Inv Quantity field, enter the quantity for the line.  

19. [image: image42.wmf]In the Amount/cost field, enter the amount of the invoice you are paying from the PO line.   DO NOT click the Dist button at this time.  Go to step 21.
[image: image43.wmf]
If the full amount of the PO is being processed for payment follow 

steps 19 – 20 and on.
20. To create the line item detail from the receiver information, at the Special Action Menu », select Create Detail 
The detail from the purchase order is created. The status message bar reads, “Create All Detail complete; x line(s) added.”

21. If the invoice receipt quantity and/or the amount/cost differ from the PO receipt quantity and/or amount/cost then in the FC field of the line detail you are creating type C to Change the Inv Quantity and/or Amount/cost.  
Note:  The Invoice Match Quantity cannot exceed the PO Detail Receipt Quantity.

22. Click the Change button.  You have now created the detail for the invoice.
The invoice will be added and the screen will automatically advance to Basic Invoice (AP20.1).  The status message, “Change complete – line details updated” appears.
23. If you need to amend the expense distributions, add or change activity information for your expense distributions continue with the steps that follow.   If you do not need to do any of the above, you are done with entering the invoice and creating the detail for the invoice.  Go to the section “Releasing Invoices for Approval.”
24. Click the Inquire button. 

The invoice will appear.  The status message “Inquiry Complete” appears.
25. At the Related Forms button in the upper right of the AP20.1 screen, select Invoice Line Detail - Service (MA43.4).
The Service Agreement Detail screen appears.  The status message “Inquiry Complete” appears.
26. Select the Dist button to the right of the line you are creating/amending detail for.  
The GL Distribution (MA43.7) form appears.
27. Click the Inquire button. 

The line detail from the purchase order appears.  The status message “Inquiry Complete” appears.
28. For existing distribution lines in the FC field of the line, type C to Change the information on a line.  To add more expense distribution lines in the FC field of the line, type A to Add the Accounting information for a line.  In the first Account field, type DS-Accounting Unit.  In the second Account field, type DS-Account.  
29. In the Co field, type DS-Company.

30. You can indicate only one of the following on the lines being coded:

* Percent (%) - If you are entering expense distributions by percent the format is 20 = 20%, 2 = 2%, .2 = .2%.  Clear the Percent field to complete the amount or quantity field. 
* dollar Amount ($), or 
* Quantity (#).  
  In the Amount field, type DS-Amount.
31. To add or change the Activity, Account Category, and Billing Category if applicable for each line, input A in the FC, Function control field.  Click on the Distribution Detail tab at the bottom of the screen.  In the Activity field input the Activity Code.  In the Account Category field input the Account Category.  In the Bill Category field input the Billing Category if applicable.
Note: To continue adding lines after you’ve already added the maximum number on the screen continue with the steps that follow through Step 33 then continue with Step 23.  Once at Step 27 the second time place your cursor in the FC field of the first distribution line and hit Ctrl-Shift-K.  This will clear all of the fields to the right and below where you placed your cursor; in this case, clearing all the distribution lines so you can enter more lines.

32. Select the Enable action button. 
The status message “Change Complete – Continue” appears.
33. Click on the Back action button.

The Invoice Line Detail - Service (MA43.4) form appears.
34. Click the Change action button.

The Basic Invoice (AP20.1) screen appears and the status message “Change complete – line details updated” appears.                                                                                                                                                                                                                                                                                                                   
Releasing Invoices for Approval
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 These invoices must also be matched and released for approval with process flow.  

1. On the Basic Invoice AP20.1 form.
2. Inquire to recall the invoice.

3. On the Special Action Menu » Chevron button, select Match. 
The Status Bar message reads “Match Complete” and the screen will clear.  
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The Agency Power of Attorney approves the invoice.  
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 BOA will approve the invoice and the invoice is ready for payment.  
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 If the invoice is rejected by BOA, an e-mail will be sent to the AP Clerk and the Power of Attorney for correction.  

Un-matching and Canceling an Encumbered Invoice 
Prior to cancelling a Released AP invoice, please ensure it is Rejected by your agency POA approver or BOA auditor.
This will ensure the transaction is cleared out of Process Flow.
If you cancel an invoice before it is rejected from Process Flow the end result could be a paid transaction that shows an Approval status of Disapproved which causes confusion when looking at the transaction in the system and when it appears on reports.
Please take note, the process used depends on the status of the payment and whether or not it has been posted in an overnight cycle and/or paid to the vendor.  See the NH FIRST Blog for complete details.
If the invoice was a PO service invoice that is released, not posted, and not paid, the invoice needs to be "unmatched" on MA70.1 (Invoice Un-match) before the invoice is canceled on AP30.4. Once the PO service invoice is unmatched, the receipt lines are open to future matching, the PO line is reopened to future processing, and the invoice can be matched again or canceled on AP30.4. 

1. In the Search Box, type MA70.1 and press Enter.
The Invoice Un-match (MA70.1) form appears.
2. In the Company field, type or select the Company.

3. In the Vendor field, type or select the Vendor Number.

4. In the Invoice field, type or select the Invoice.

5. Select the Inquire button.

The status message “Inquiry Complete” appears.

6. From the Special Action Menu » Chevron button, select Reverse Match.  
The invoice disappears from the screen.  The status message “Un-match Complete - continue” appears.

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

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

The Invoice Cancel (AP30.4) form appears.

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

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

All released invoices associated with the company and vendor appear in invoice number order.

11. In the FC, Function Control, field, type or select D to Cancel.

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

13. Click the Change special action button.

The canceled invoice disappears from the screen.  The status message bar reads “Invoice cancelled.”
If the invoice was a PO service invoice that was paid or posted, the invoice cannot be unmatched or canceled. At this point, the only option is running MA75.1 (PO Invoice Cancel) to create an offsetting credit memo. The offsetting credit memo will have an invoice suffix of 999 and the same invoice number as the original invoice. Neither the original nor the offsetting credit memo created by MA75.1 can be canceled on AP30.4, and the distributions cannot be changed on AP30.2 (Distribution Adjustments).
1. In the Search Box, type MA75.1 and press Enter.
The PO Invoice Cancel (MA75.1) form appears.
2. In the Company field, type or select the Company.

3. In the Vendor field, type or select the Vendor Number.

4. In the Invoice field, type or select the Invoice.

5. Select the Inquire button.

The status message “Inquiry Complete” appears.

6. From the Special Action Menu » Chevron button, select Reverse Match.  
The invoice disappears from the screen.  The status message “Unmatch Complete - continue” appears.
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 Buyer works with the Agency to resolve any price discrepancies on the invoice.  The Agency and Buyer will determine which cost to use – invoice cost or purchase order cost/quantity.  
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 Adjust the invoice to match the original purchase order.
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 Financial Data Management (FDM) processes the daily payment cycle.  This includes posting the payments to the general ledger and creating the payments for the vendors.

Exercise 1:  Review Questions
1. What form is used for service PO invoice entry?  

2. What distinguishes a Service purchase order from other types of purchase orders?
3. What handling code is used with Service PO invoices?

4. How is processing a Service invoice different from a three-way matching type invoice?
5. What form is used for matching releasing a service invoice for approval?

6. Where does the accounting information get entered for a service invoice?

Exercise 1:  Review Question Answers

1. What form is used for service PO invoice entry?  

The Basic Invoice AP20.1 All invoices are entered on AP20.1 – Basic Invoice.  form is used to enter Service PO Invoices.
2. What distinguishes a Service purchase order from other types of purchase orders?
Service Purchase Orders do not require a receipt.

3. What handling code is used with Service PO invoices?

SER is used as the handling code in AP20.1.
4. How is processing a Service invoice different from a three-way matching type invoice?

Service Invoices do not require a receiver in order to process the invoice.   A service invoice flows through process flow and requires approval by the AP Agency POA and BOA.
5. What form is used for matching and releasing a service invoice for approval?  

Basic Invoice (AP20.1) – On the Special Action Menu » Chevron button, select Match.
6. Where does the accounting information get entered for a service invoice?

The accounting data is entered on the purchase order or contract line. This detail will automatically “populate” on the invoice once the PO number is keyed into AP20.1.
Exercise 2:  Hands On

Enter the following two service PO invoices 
AP20.1.Basic Invoice
	Field
	Invoice 1
	

	Company
	10
	10

	Process Level
	<blank>
	<blank>

	Authority Code
	Your Authority Code
	Your Authority Code

	Vendor – Remit To
	160081 - B001
	172445-B001

	PO
	1000020
	1000017

	Invoice
	APP004-227945M
	APP004-73857

	Inv Description
	Moving services
	Towel service

	Inv Date
	4/1/09
	3/31/09

	Inv Amount
	863.98
	100.00


MA43.4 Invoice Line Detail - Service

	Qty
	1
	20


Topic Recap
Having completed this topic, you should be able to execute the following tasks:

· Enter a service invoice

· Enter two-way matching information using the create-detail function

· Release the invoice to route for approval using ProcessFlow

Adding a Service PO Invoice Work Flow
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Topic Objectives

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

· Enter a drop-ship invoice

· Enter matching information using the create-detail function

· Release the invoice to route or approval using ProcessFlow

Adding a Drop Ship PO Invoice Overview

The Drop Ship PO Invoice procedure involves several steps, the following of which are illustrated in this guide:

· Adding the invoice to relieve the encumbrance.

· Releasing the invoice for approval.

What is a Drop Ship PO Invoice?

Drop ship invoices are purchase order invoices for goods that are shipped directly to a third party and do not require receiving.  They are not used frequently, but the processing of the invoice is slightly different than match or expense type invoices. 

Who will use this process?

The Agency Accounts Payable Staff will enter the invoices in the system to be matched against the purchase order cost. 

Why will they use this process?

This process is used in order to pay an invoice against a purchase order for goods, even though no receiving will exist in the system.  An example would be goods ordered on behalf of and shipped directly to a patient, school, or other third party.  This process might also be used when goods are ordered and shipped directly to remote locations with little or no access to the State’s computer systems, which would make the entry of receiving information impractical.

Note: The drop-ship process by-passes an important control in the NH First system. It does not verify that the quantity being paid matches the quantity that was actually received. Therefore, it should only be used when the circumstances justify it. 
When will they use this process?

Invoices will be matched against the purchase orders as they are received from the vendor. 

Adding a Drop Ship PO Invoice Work Flow
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 The Agency staff will receive an invoice from the vendor and determine if the invoice is a purchase order invoice or an expense type invoice. If the agency staff determines the invoice is an expense type invoice, they will process the invoice as an expense type invoice, as explained in training topic Unencumbered Invoice Entry. If the agency staff determines that the invoice is a purchase order drop ship type invoice, they will follow the steps in this topic.
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 Since this is a drop-ship, the purchase order invoice for goods or goods and services will be matched against the invoice Cost and Purchase Order Line, thus creating the two-way match between the invoice and purchase order. These invoices must also be routed for approval with process flow.

[image: image29.emf]4

 If the invoice matches perfectly, it is ready to be released for approval. Matching discrepancies are covered in another training topic.
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After invoices are entered or if there were corrections made, after the invoice has been approved by the Agency Power of Attorney and the Bureau of Accounting it is released and ready for payment. The Bureau of Accounting may audit the payment before or after it has been paid; however the process for the agency is the same in either case. 

Adding a Drop Ship PO Invoice
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 The Agency staff will receive an invoice from the vendor and determine if the invoice is a purchase order invoice or an expense type invoice. If the agency staff determines the invoice is an expense type invoice, they will process the invoice as an expense type invoice, as explained in training topic Invoice Entry without Encumbrance. If the agency staff determines that the invoice is a purchase order drop ship type invoice, they will follow the steps in this topic.

[image: image35.emf]3

 Since this is a drop-ship, the purchase order invoice for goods or goods and services will be matched against the invoice Cost and Receipt Line, thus creating the two-way match between the invoice and purchase order. These invoices must also be routed for approval with process flow.
Adding a Drop Ship PO Invoice

Prior to entering an invoice clear the screen with Ctl+Shift+X to clear the entire screen or place your curser in the Voucher field and clear the screen with Ctl+Shift+K (clears screen from that point forward).

1. In the Search Box type AP20.1 and press Enter.
The Basic Invoice (AP20.1) form appears.

2. In the Company field, type DS-Company. 
3. In the Post Date field, type T for today

4. In the Process Level field, type Process Level.

5. In the Authority Code field, type DS-Authority-Code.

Note: An authority code is required for an invoice to be added and released.  
6. In the PO field, type DS-PO.
Note: Verify the Vendor and Remit To location prior to completing the processing of the invoice.  
7. In the Invoice field, type DS-Invoice.

8. In the Inv Description field. Type DS-Inv Description.

Note:  If available, this should be the account or customer number.

9. In the Inv Date field, type DS-Invoice-Date.
10. In the Handling Code field, type DS for Drop Ship.
11. Tab to the Inv Amount field and type the DS-Invoice-Amount.

12. Click the Add action button. 

The invoice will be added and the screen will automatically advance to MA43.1 – Invoice Line Detail – Purchase Order.
13. Press the Inquire button. 
The line detail will appear from the purchase order.
14. From the Special Action Menu », select Create Detail. 

The detail from the purchase order is created. The status message bar reads, “Create All Detail complete; x line(s) added.”

15. You can manually add the detail instead of using the Create Detail option.  You can also change the detail brought in when using the Create Detail option.  If the invoice receipt quantity is different then the PO receipt quantity then in the FC field type C to Change the Invoice Qty of the line you are matching.

Note:  The Invoice Match Quantity cannot exceed the PO Detail Receipt Quantity.
16. Click the Change action button.

On the status message “Change Complete – Continue” appears
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 If the invoice matches perfectly, it’s ready to be released for approval. Matching discrepancies are covered in another training topic.
Releasing Invoices for Approval

1. On the Basic Invoice form AP20.1 
2. Inquire to recall the invoice.

3. On the Special Action Menu » Chevron button, select Match. 
The Status Bar message “Match Complete”” or “Match Successful” appears and the screen clears. 
To cancel a rejected Drop Ship invoice use the same steps as outlined for Service (Two-way Matching) invoices found on page 15.

Exercise 3:  Review Questions

Answer the following questions about drop ship purchase order invoice entry.

1. What form is used for drop ship invoice entry?

2. Who must approve the invoice prior to the invoice being released for payment?

3. What handling code do you use for Drop Ship Invoices?

4. What is the main difference between entering a drop-ship PO invoice and entering a service PO invoice?

Exercise 3:  Review Question Answers

Answer the following questions about drop ship purchase order invoice entry.

1. What form is used for drop ship invoice entry?  

The Basic Invoice (AP20.1) form is used to enter Drop Ship PO Invoices.

2. Who must approve the invoice prior to the invoice being released for payment?  

A drop ship invoice flows through process flow and requires approval by the AP Agency POA and BOA.
3. What handling code do you use for Drop Ship Invoices?  


The handling code used for drop ship invoices is DS.  
4. What is the main difference between entering a service PO invoice and entering a drop-ship PO invoice?

The handling code is different. Service invoices use the SER handling code while drop-ship invoices use the DS handling code.
Exercise 4:  Hands-On

Enter the following two drop ship purchase order invoices, and release them for payment.

AP20.1 Basic Invoice

	
	Invoice 1
	Invoice 2

	Company
	10
	10

	Process Level
	<blank>
	<blank>

	Authority Code
	Your Authority Code
	Your Authority Code

	Vendor – Remit To
	172445 – B001
	172445 – B001

	PO
	1000007
	1000025

	Invoice
	APP004-2857
	APP004-9735

	Inv Description
	Linens for Superior Ct
	Linens for AOC

	Inv Date
	4/3/09
	4/6/09

	Inv Amount
	500.00
	150.00


MA43.1 Invoice Line Detail – Purchase Order

	Detail Quantity
	25
	15


Topic Recap

Having completed this topic, you should be able to:

· Enter a drop-ship invoice

· Enter matching information using the create-detail function

· Release the invoice for approval using ProcessFlow

Adding a Drop Ship PO Invoice Work Flow Review
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Data Sheet Values

AP20.1 Data Values: Encumbered Service PO Invoice
	Company
	10
	10

	Process Level
	<blank>
	<blank>

	Authority Code
	Your Authority Code
	Your Authority Code

	Vendor – Remit To
	174454 – B001
	172445 –B001

	PO
	1000015
	1000004

	Invoice
	APP004-927439
	APP004-934575

	Inv Description
	Anthem Talks
	Linen Service

	Inv Date
	4/7/09
	4/2/09

	Handling Code
	SER
	DS

	Inv Amount
	500.00
	200.00


MA43.4 Invoice Line Detail - Service

	Qty
	1
	n/a


MA43.1 Invoice Line Detail – Purchase Order
	Qty
	n/a
	10








Instructor’s Note:











Instructor’s Note:


Buyer messages should be worked daily.  It is a good idea to work with the buyer in correcting the message, so the invoice can be processed promptly.  





Instructor’s Note:








Instructor’s Note:


What is a good indicator that the PO Invoice is a service type purchase order?


Can goods be ordered as a service?











Instructor’s Note:


This process is used by any  purchase order related invoice.  If it has been paid, see below.  





Instructor’s Note:


Remember, you cannot reuse this same invoice number when entering the corrected version of the invoice.  
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