Accounts Payable Lessons Learned in Lawson –One Year Later
To avoid difficulties processing AP invoices keep the following things in mind.

FIRST Things First:  Remember that anything you input in NH FIRST may be made available pursuant to the state’s Right-to-Know law and new Transparency in Government reporting initiatives.  Please be mindful of sensitive/confidential information restrictions and keep comments and reference fields free of unnecessary details and unclear descriptions.

Proofread at the Right Time
Proof the keyed data in the Invoice Entry (AP20.1) screen before releasing the AP voucher.  It is easy to make corrections before the document is released.  POAs (and BOA auditors) should avoid rejecting PO-associated invoices if at all possible.

Correction Options

Contact the Bureau of Accounting AP Audit Manager Lisa Cacciola to correct: 
Due Date


Accounting Unit & Account - Prior to the POA approving a PV, the Accounting Unit and Account can be amended.  The correction will not be reflected on the transaction in the POA in basket however, the POA can see the correction by drilling around in their in basket.  Once the POA approves the PV the correction will appear on the PV detail in the BOA auditor’s in basket. 
If the amendment to the Accounting Unit & Account is for a PO PV be sure to contact the PO Buyer to correct the PO appropriation so that future PVs processed against the PO reflect the correct accounting appropriation.  
Another option is to post a general ledger journal entry to GL40 to correct the Accounting Unit & Account and Activity.  If only a correct to an Activity or Account Category is needed use AC10.
Disapproved PVs

When a PV must be rejected/disapproved be sure to follow-up.  If an invoice is not cancelled after it is rejected the expense will be overstated.
Intergovernmental Invoice Processing

When paying another agency via intergovernmental invoice make sure you have the correct Vendor Number and Remit to Location.

Step 1:  On the Vendor Location (AP10.2) screen click on the Default tab.

Step 2:  Confirm the Cash Code is 9999 and the Payment Code is IGP.

If you have difficulty locating the correct Vendor code and/or Remit to Location contact the billing agency, your BOA auditor, or Purchase & Property for assistance.
DO NOT pay intergovernmental invoices with a one-time vendor code.  The correct vendor code used consistently will make it easier to locate and report on processed PVs.
Review the Cash Payment (Check) Register (AP265) or one of the AP90 inquiry screens to obtain the payment date and payment (check) number and provide the billing agency with this information so that your account will be properly and timely credited.

Maintenance

Always run and review the following reports on a regular basis – monthly, quarterly:
The Invoice Edit Report (AP220) by Authority Code - for any unreleased EXP PVs. 
The Unmatched Invoice Listing (AP252) – for unmatched PO PVs.

The Open Payables Report (AP230) for your Process Level.  In the parameters input a cut off date two years from the current date.  This will aid identifying PVs with keying errors to the Invoice Date and/or the Due Date.

Review the report for PVs with past Due Dates that may have been rejected/ disapproved and need to be cancelled.  Also, look for Due Dates that are out into the future as the Invoice Date and/or the Due Date may have been keyed incorrectly.  PVs with Invoice Dates way out into the future must be rejected/disapproved and cancelled/rejected, or cancelled/reversed if they are already approved, and re-entered into Lawson with the correct Invoice Date in order for the invoice to pay on time.  
The PO Status Report (PO220) by a (Ship to) Location or Requesting Location will provide a basic list of POs.
